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Introduction 

Table of Contents      Quick Links  

The Reports Catalog 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 catalog lists: 

• Name and/or number –  Identifies the item in Cardinal 
• Last revision date – Reflects the most recent update in the catalog 
• Loaded into Catalog - Dates the item’s initial entry into the catalog 
• Description – Provides a brief synopsis of the item’s contents 
• Purpose / Use – Lists ways you can use the data extracted 
• Navigation Path – Identifies one way of accessing.  There may be more. 
• Parameters – Lists criteria that limit the data pulled 
• Sample – Shows an example 

If you are using an electronic version of the catalog: 

• 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.   

• 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 CATALOG: 09/27/2012 
 
DESCRIPTION: 
This inquiry displays detail information about Cash Advances including:  

• Employee Name, the Advance ID, Status, Accounting Date, Post Date, approval 
information 

• Various amounts including the Advance Amount, Payments Received, Amount 
Applied to Expense Reports, Report Balance, and Amount Due Company 

• Pending Action data including the Employee Profile: Name, Action 
• 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: 

• Advance ID 
• Advance Description 
• Name 
• Empl ID 
• Advance Status 
• Creation Date 

 
FORMAT: 
Online 
 



AP - Cash Advance Request View  
 
 

 
 



 

AP - Employee Expense History Inquiry 
Previous    Quick Links   Next 

LAST REVISION:  10/18/2012 
 
LOADED INTO CATALOG: 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: 

• Employee ID or  
• Employee Name 

 
FORMAT: 
Online 
 



AP - Employee Expense History Inquiry 
 

 

You can click the hyperlinked number in the ID field to access the Expense Report. 

 



 

AP - Expense Report Budget Exceptions Inquiry 
Previous    Quick Links   Next 

LAST REVISION:  10/23/12 
 
LOADED INTO CATALOG: 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: 

• Identify employee Expense Reports that have budget exceptions for a specific 
date 

• Identify all budget exceptions with a specific Process Status (e.g., Warning or 
Error) 

• Drill down to view the accounting distribution, Expense Report, etc. 
 
NAVIGATION PATH: 
 
Main Menu > Travel and Expenses > Manage Accounting > Expense Rpt Budget 
Exceptions 
 
PARAMETERS: 

• Commitment Control Trans ID 
• Commitment Control Trans Date 
• Report ID 
• Process Instance  
• Process Status 

 
FORMAT: 
Online / CSV 
 



AP - Expense Report Budget Exceptions Inquiry 
 

 
 
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) 
 
 

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

• Click on the magnifying glass  under the Details column to see transaction 
line details.   

• Click on the link  beside the Report ID to review the actual Expense Report.   
• Click on the Budget Check Details link    to see an explanation.    

 
 
 
 
 



 

AP – Review Vendor Inquiry 
Previous    Quick Links   Next 

LAST REVISION:  01/09/2015 
 
LOADED INTO CATALOG:  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: 

• Vendor Name 
• Address 
• Tin Type (EIN, SSN, or Other) 
• Payment Alt Name (DBA Name) 

 
FORMAT: 
Online 
 
 

 



AP - Review Vendor Using TIN  

 

 

 



AP - Review Vendor Using Name and Address 

 

 

 



 

AP - View Travel Authorization Status Inquiry 
Previous    Quick Links   Next 

LAST REVISION:  10/19/2012 
 
LOADED INTO CATALOG: 09/27/2012 
 
DESCRIPTION: 
This inquiry displays information about Travel Authorizations including:  

• General identifying information such as Employee Name, the Authorization ID, 
Description, Business Purpose, Status, Dates From and To, Last Updated and 
By Whom 

• Detail information such as Travel Expense Type and related Date, Amount, 
Payment Type, and Billing Type 

• Totals including Amount Due Employee calculated as Authorized Amount less 
Non-Approved 

• 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: 
• Travel Authorization ID 
• Name 
• Creation Date 
• Empl ID 
• Status 

 
FORMAT:  



Online 
AP - View Travel Authorization Status 
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AP – Expenses in Process Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOG: 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: 

• 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: 

• Business Unit (% for ALL) 
• Dept ID (% for ALL) 

 
FORMAT: 
HTML, Excel 
 



 



 

AP – Payment Cash Check Results Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOG: 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: 

• 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: 

• Run Date 
• GL Unit 
• Fund  (% for ALL) 
• View By 
• Dept ID (% for ALL) 
• Report Option 

 
FORMAT: 
HTML, Excel 
 
 
 
 
 
 
 
 
 



 
 
AP – Payment Cash Check Results Query 
 

 

 



 

AP – Posted Cash Advance Extract Query 
Previous    Quick Links   Next 

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

• Business Unit 
• Journal From Date 
• Journal To Date 

 
FORMAT:  
HTML, Excel 

 



AP – Posted Cash Advance Extract Query  

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

 



 

AP – Posted Expense Report Extract Query 
Previous    Quick Links   Next 

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

• GL Business Unit 
• Journal Date From  
• Journal Date To 

 
FORMAT:  
HTML, Excel 



AP – Posted Expense Report Extract Query 

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

 

 



 

AP – Posted Payments Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This query provides users with posted Payments data for a specific journal date range. 
  
PURPOSE / USE: 

• This query is used to monitor payments.  
 

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

• Business Unit (% for ALL) 
• Journal Date From 
• Journal Date To 

 
FORMAT: 
HTML, Excel 
 



AP – Posted Payments Query 

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



 

AP – Posted Voucher Extract Query 
Previous    Quick Links   Next 

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

• Business Unit 
• Journal Date From 
• Journal Date To 

 
FORMAT:  
HTML, Excel 



AP – Posted Voucher Extract Query 

 

 

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

 
 

 
 



 

AP – Potential Duplicate Expense Transactions Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 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: 

• This query is used to monitor duplicate expense transactions.  
 

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

• Business Unit (% for ALL) 
• Department (% for ALL) 
• Employee ID (% for ALL) 
• Transaction From 
• Transaction To 

 
FORMAT: 
HTML, Excel 
 



 



 

AP – Vendor Payment Hold Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This query identifies vendors with a location on hold.   
 
PURPOSE / USE: 

• 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: 

• Vendor Set ID 
• Payment Handling Cd (% for ALL) 

 
FORMAT: 
HTML, Excel 
 

 



 

AP - Vendor Payment Hold with Unpaid Vouchers Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This query identifies vendors with a location on hold with unpaid vouchers.  
 
PURPOSE / USE: 

• 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: 

• Vendor Set ID 
• AP Business Unit 
• Vendor ID (or % for ALL) 

 
FORMAT: 
HTML, Excel 
 

 



 



 

AP – Voucher Worklist Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This query is used to report on vouchers pending approval.   
 
PURPOSE / USE: 

• 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: 
• Business Unit 
• Voucher ID (% for ALL) 
• Approver ID (% for ALL) 

 
FORMAT: 
HTML, Excel 
 

 



 

AP - Voucher Error Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 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: 

• 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: 

• Business Unit 
• Responsible Org (or % for ALL) 

 
FORMAT: 
HTML, Excel 
 

 



 

AP - Voucher Payments Awaiting Due Dates Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 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: 

• 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: 

• AP Business Unit 
• Fund Code (% for ALL) 
• Scheduled Due Date From 
• Scheduled Due Date To 

 
FORMAT: 
HTML, Excel 
 



 



 

AP – Vouchers Denied Not Deleted Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This query displays vouchers that have been denied but have not been deleted.  
 
PURPOSE / USE: 

• 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: 

• Business Unit (% for ALL) 
 
FORMAT: 
HTML, Excel 
 

 



 

AP - Vouchers Not Paid – Vendor Location Address Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 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: 
• Business Unit (% for ALL) 
• Vendor Set ID 
• Voucher ID (% for ALL) 

 
FORMAT: 
HTML, Excel 
 

 



 

AP – Vouchers Not Posted to AP Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This query provides AP vouchers, by Business Unit, that have not posted to AP.  
 
PURPOSE / USE: 

• This query is used to monitor AP Vouchers that have not posted to AP.  
 
NAVIGATION PATH: 
 
Main Menu > Reporting Tools > Query > Query Viewer > 
V_AP_VCHRS_NOT_POSTED_TO_AP 

 
PARAMETERS: 

• Business Unit 
• Accounting Date From 
• Accounting Date To 

 
FORMAT: 
HTML, Excel 
 

 



 

AP – Vouchers on Payment Hold Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This query displays vouchers that have a hold on the payment.   
  
PURPOSE / USE: 

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

 
FORMAT: 
HTML, Excel 
 

 

 



 

 

AP – Vouchers Posted to AP Not JGEN (GL) Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 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: 

• 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: 

• Business Unit (or % for ALL) 
• Accounting Date From 
• Accounting Date To 

 
FORMAT: 
HTML, Excel 
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AP – Agency to Agency Vouchers Report 
Previous    Quick Links   Next 

Rpt ID: VAPR0990 
 
LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 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: 

• This report is used to monitor ATA transactions. 
 
NAVIGATION PATH: 
 
Main Menu > Accounts Payable > Reports > Vouchers > Agency to Agency 
Vouchers 
 
PARAMETERS: 

• AP Business Unit 
• From Journal Date (AP Accrual) 
• To Journal Date (AP Accrual) 

 
FORMAT: 
PDF 
 

 

 

 

 

 

 



 

AP – Agency to Agency Vouchers Report 

 



 

AP - AP/GL Open Liability Account Reconciliation Report 
Previous    Quick Links   Next 

Rpt Nbr: APY1400 
 
LAST REVISION:  09/26/12 
 
LOADED INTO CATALOGCATALOG: 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: 

• Report ID 
• As of Date 
• Business Unit Option 

 
FORMAT: 
PDF  
 

 



AP/GL Open Liability Account Reconciliation – Detail 

 

 
  
AP/GL Open Liability Account Reconciliation – Summary 
 

 
 



 

AP – Budget Check Exceptions Report 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This report lists all budget check exceptions on vouchers.  
 
PURPOSE / USE: 

• 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: 

• Business Unit 
• Voucher ID (% for ALL) 

 
FORMAT: 
PDF 
 

 



 

AP - Cash Advance Aging by Business Unit Report 
Previous    Quick Links   Next 

Rpt Nbr: EXC5701 
 
LAST REVISION:  10/04/12 
 
LOADED INTO CATALOGCATALOG: 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. 
• 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: 

• Business Unit 
 
FORMAT: 
PDF 

 



AP - Cash Advance Aging by Business Unit  

 

 

 



 

AP – Cash Advance Report 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 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: 
 
Main Menu > Employee Self Service >Travel and Expense Center > Print Reports 
> Cash Advance 
 
PARAMETERS: 

• Advance ID 
• Empl ID 

 
FORMAT: 
PDF 
 
 



 



 

AP - Cash Advance Worklist Report 
Previous    Quick Links   Next 

Rpt Nbr: n/a 
 
LAST REVISION:  09/26/12   
 
LOADED INTO CATALOGCATALOG: 09/27/2012 
 
DESCRIPTION: 
For each cash advance worklist item meeting search criteria, the results identify: 

• Employee name and ID, business unit, cash advance ID, origin, created by, 
workflow instance, and amount 

• Dates including submit, accounting, approval, and current 
• Approval type, comment, and status 

 
PURPOSE / USE:  
The report is used to: 

• 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: 

• Bus Unit 
• EmplID (or %) 
• Trans ID (or %) 
• Approval ID (or %) 
• From and To Dates 

 
FORMAT: 
HTML 
CSV to Excel 

 

 



 

AP - Cash Advance Worklist 
 

 

 

 

 



 

AP – Cash Advance Upload Error Report 
Previous   Quick Links   Next 

 

LAST REVISION:   01/26/2016 

LOADED INTO CATALOGCATALOG:  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: 

• From Date 
• To Date 
• Sequence 
• Tree Name – select BU_TREE_INTFC 
• How Specified – select Selected Detail Values 
• Business Unit – enter your Business Unit(s) 

FORMAT:  PDF 



 

AP – Cash Advance Upload Error Report 



 

AP - Due Date Monitoring Report 
Previous    Quick Links   Next 

Rpt Nbr: VRAP0750 
 
LAST REVISION:  10/04/12 
 
LOADED INTO CATALOGCATALOG: 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: 

• Determine the business unit’s compliance with prompt pay during a period 
• Identify total number (dollars) paid during a period 
• Identify trends in compliance rates and variances 

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

• Business Unit 
• From Date 
• To Date 

 
FORMAT: 
PDF 
 

 



AP - Due Date Monitoring Report 

 

 
 
 



 

AP – Expense Report 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
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: 

• Business Unit 
• Empl ID 

 
FORMAT: 
PDF 
 

 

 

 

 

 

 

 

 



 

AP – Expense Report Upload Error Report 
Previous    Quick Links   Next 

LAST REVISION: 07/02/2014  
 
LOADED INTO CATALOGCATALOG: 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 navigation 
path noted below. 
 
NAVIGATION PATH:  
 

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

 
PARAMETERS:  

• From Date 
• To Date 
• Sequence 
• Tree Name – select BU_TREE_INTFC 
• How Specified – select Selected Detail Values 
• Business Unit – enter your Business Unit(s) 

 
FORMAT:  
PDF 

 



AP – Expense Report Upload Error Report 

 

 



 

AP - Expense Transaction by Dept Report 
Previous    Quick Links   Next 

Rpt Nbr: EXC4600 
 
LAST REVISION:  10/04/12 
 
LOADED INTO CATALOGCATALOG: 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: 

• Track employees’ expenses by account (e.g. mileage, food service) for a given 
period 

• Monitor expenditures by account 
 
NAVIGATION PATH: 
 
Main Menu > Travel and Expenses > Manage Accounting > Print Reports > 
Expense Transaction by Dept 
 
PARAMETERS: 

• GL Unit 
• Department 
• Submission From Date 
• Submission Through Date 

 
FORMAT: 
PDF 
 
 



AP - Expense Transaction by Department 

 

 
 
 



 

AP – Employee Profile Upload Error Report 
Previous    Quick Links   Next 

LAST REVISION:   01/26/2016 

LOADED INTO CATALOGCATALOG:  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: 

• From Date 
• To Date 
• Sequence 
• Tree Name – select BU_TREE_INTFC 
• How Specified – select Selected Detail Values 
• Business Unit – enter your Business Unit(s) 

FORMAT:  PDF 

 

 



AP – Employee Profile Upload Error Report 

 

 



AP – Employee Profile Upload Error Report 

 



 

AP - Payables Open Liability Report 
Previous    Quick Links   Next 

Rpt Nbr: APY1406 
 
LAST REVISION:  10/19/12 
 
LOADED INTO CATALOGCATALOG: 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 
 



AP - Payables Open Liability – Summary 
 

 

AP- Payables Open Liability – Detail 

 



 

AP – Payment History by Vendor Report 
Previous    Quick Links   Next 

Rpt Nbr: APY2000 
 
LAST REVISION:  01/04/2013 
 
LOADED INTO CATALOGCATALOG: 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.   

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

o 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: 

• 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: 

• From Date and Through Date 
• Print Options: Detail or Summary 
• Remit SetID: STATE 
• Remit Vendor 



 
 
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. 
 
 
 
 
 
 
 
 
 



 
 
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 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
Summary Payment History by Vendor, last page 

 



 

AP - Payment Register Including Offsets Report 
Previous    Quick Links   Next 

Rpt Nbr: RAP581 
 
LAST REVISION:  10/10/12 
 
LOADED INTO CATALOGCATALOG: 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: 

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

 
FORMAT: 
PDF 
 
 

 



AP - Payments Register Including Offsets 

 
 
 

 
 
 
 
 

 



 

AP – Posted Payments Extract Report 
Previous    Quick Links   Next 

LAST REVISION: 07/02/2014  
 
LOADED INTO CATALOGCATALOG: 07/02/2014  
 
DESCRIPTION:  
This query displays voucher, expense report, and cash advance payments in Cardinal. 
 
PURPOSE / USE:  

• This query can be used to review payment information for a specified date range. 
o 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:  

• Business Unit 
• Date From  
• Date To 

 
FORMAT:  
HTML, Excel 

 



AP - Posted Payments Extract Report 

 
 



 

AP – Posted Voucher Listing Report 
Previous    Quick Links   Next 

Rpt Nbr: APY1020 
 
LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This report lists posted vouchers for a specific date range and all or specific vendor(s).  
 
PURPOSE / USE: 

• This report is used to monitor posted vouchers by date and vendor(s). 
 
NAVIGATION PATH: 
 
Main Menu > Accounts Payable > Reports > Vouchers > Posted Voucher 
 
PARAMETERS: 

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

 
FORMAT: 
PDF 
 
 



 



 

AP – Report of Federal Tax Payments Made Through EFTPS 
Previous    Quick Links   Next 

Rpt Nbr: RAP611 
 
LAST REVISION: 07/02/2014  
 
LOADED INTO CATALOGCATALOG: 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:  

• From Date and To Date  
• Business Unit 

 
FORMAT:  
SQR Report 

 



AP - Report of Federal Tax Payments Made Through EFTPS  

 

 



 

AP – Schedule of Expenditures of Federal Awards (SEFA) 
Previous    Quick Links   Next 

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

• AP Business Unit 
• Payment Date – From and To 
• CFDA Number – From and To 

 
FORMAT:  
HTML, Excel 

 



AP - Schedule of Expenditures of Federal Awards (SEFA) 

 

 

 



 

AP – Travel Authorization Report 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This is the Travel Authorization Report in printable format  
 
PURPOSE / USE: 

• 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: 

• Business Unit (% for ALL) 
• Empl ID (% for ALL) 

 
FORMAT: 
PDF 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
AP – Travel Authorization Report 
 

 



 

AP - Unreimbursed Petty Cash Voucher Report 
Previous    Quick Links   Next 

Rpt Nbr: RAP481 
 
LAST REVISION:  09/26/12 
 
LOADED INTO CATALOGCATALOG: 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: 

• Vouchers Begin Accounting Date,  
• Vouchers End Accounting Date 
• Unreimbursed Vouchers or Reimbursed Voucher 
• Petty Cash Business Unit (Used for Unreimbursed Vouchers only) 
• 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  
 

 

 



AP- Unreimbursed Petty Cash Voucher Report 
 
 

 

 
 

AP - Reimbursed Petty Cash Voucher Report 

 



 

AP – Voucher Register Report 
Previous    Quick Links   Next 

Rpt Nbr: APY1010 
 
LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 08/28/2015 
 
DESCRIPTION: 
This report lists vouchers for a selected data range with or without invoice line and 
distribution information. 
 
PURPOSE / USE: 

• This report is used to monitor vouchers. 
 
NAVIGATION PATH: 
 
Main Menu > Accounts Payable > Reports > Vouchers > Voucher Register 
 
PARAMETERS: 

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

 
FORMAT: 
PDF 

 



 

AP – Voucher Listing by ChartField Report 
Previous    Quick Links   Next 

Rpt Nbr: AP38003 
 
LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOGCATALOG: 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: 

• 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: 

• Business Unit 
• Various chartfields  

 
FORMAT: 
PDF 
 
 
 
 
 
 
 
 
 
 



 
AP – Voucher Listing by ChartField Report 
 

 



 

AP – Voucher Payments Awaiting Due Dates Report 
Previous    Quick Links   Next 

LAST REVISION: 03/25/2016  
 
LOADED INTO CATALOG: 03/28/2016  
CATALOG 
DESCRIPTION:  
This query displays voucher data for a selected due date range by a specified Business 
Unit, for a specified date range by Account, Fund, Program, Cost Center, Task or 
Project. 
 
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:  
 

• Business Unit  
• Scheduled Date From 
• Scheduled Date To 
• Account 
• Fund Code 
• Program 
• Cost Center 
• Task 
• Project 



 

 

101 
 

 

 
FORMAT:  
HTML, Excel 

Payments Awaiting Due Dates  
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AP – Voucher Upload Error Report 
Previous    Quick Links   Next 

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

• From Date 
• To Date 
• Tree Name  
• How Specified 
• 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 CATALOG: 09/27/2012 
 
DESCRIPTION: 
This query lists vouchers with Approval Status of D (denied) or P (pending) and 
identifies: 

• Business unit, voucher ID, created by, worklist available and processed time, 
worklist status, instance, dates including system, entered, and accounting 

• Approval information including type, approver and approval submitter, status 
• 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 

• Identify 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: 

• Bus Unit (or %) 
• Voucher ID (or %) 
• Approver ID (or %) 

 
FORMAT: 
CSV to Excel 



 

 

106 
 

 

AP - Voucher Worklist Report   
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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 CATALOG: 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:  

• Deposit BU 
• Customer ID 
• Accounting Date From  
• Accounting Date To 

 
FORMAT:  
HTML, Excel 
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AR – ATA Receiving Agency Query  
 

 
 
Use the scroll bar to see the remaining columns. 
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AR – COVA Cash Management Improvement Query  
Previous    Quick Links   Next 

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

• Business Unit 
• Fiscal Year  
• Fund 
• Project 

 
FORMAT:  
HTML, Excel 
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AR – COVA Cash Management Improvement Query 
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AR - Cash Receipts Deposits Query 
Previous    Quick Links   Next 

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

• Deposit Business Unit 
• Date Approved From 
• Date Approved To 

 
FORMAT:  
HTML, Excel 
 



 

 

114 
 

 

 

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 CATALOG: 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:  

• Deposit BU 
• Deposit ID 

 
FORMAT:  
HTML, Excel 
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AR – Deposit by Accounting Distributions 

 

Use the scroll bar to see the remaining columns. 
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AR – Deposit by Dollar Amount Query 
Previous    Quick Links   Next 

LAST REVISION: 07/02/2014  
 
LOADED INTO CATALOG: 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 
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AR - Deposit Reconciliation Query 
Previous    Quick Links   Next 

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

• To review approved AR deposits between accounting dates that have been sent 
to GL.   

• 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 
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AR - Deposit Reconciliation  
 

 
 
Use the scroll bar to see the columns on the right. 
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AR - Deposits Not Approved Query 
Previous    Quick Links   Next 

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

• Business Unit 
• Accounting Date From  
• Accounting Date To 

 
FORMAT:  
HTML, Excel 
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AR - Deposits Not Approved 
 

 

 



 

 

124 
 

 

 

AR – Deposits Not Posted to GL Query 
Previous   Quick Links   Next 

LAST REVISION:  10/25/2012 
 
LOADED INTO CATALOG: 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: 

• Deposit Business Unit 
• Bank Code  
• From Date 
• To Date 

 
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 CATALOG: 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: 

• Business Unit 
• Date From 
• Date To 

 
FORMAT: 
HTML or CSV to Excel 
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AR – Deposits Not Sent to CARS Query 
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AR – Journal Line Reference Query 
Previous    Quick Links   Next 

LAST REVISION: 07/02/2014  

LOADED INTO CATALOG: 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:  

• This query is used to view the Journal Line Reference value entered in the 
Accounts Receivable module 

• Once the 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:  

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

 
FORMAT:  
HTML, Excel 
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AR – Journal Line Reference Query 

  

Use the scroll bar to see the remaining columns. 
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AR – Posted Deposit Extract Query  
Previous    Quick Links   Next 

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

• Deposit Business Unit  
• GL Business Unit 
• Posted Date From 
• Posted Date To 

 
FORMAT:  
HTML, Excel 
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AR – Posted Deposit Extract Query  

  
 

Use the scroll bar to see the remaining columns. 
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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 CATALOG: 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:  

• Point in 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 CATALOG: 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: 

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

 
FORMAT: 
PDF 
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AR – Deposit Control by Entry Date Report 
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AR – Funds Receipt Upload Error Report 
Previous   Quick Links   Next 

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

• By interfacing agencies to view funds receipt upload errors encountered 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 > Accounts Receivable > Payments > Reports > Funds Receipt Upload 
Error Rep 
 
PARAMETERS:  

o Date Range:From Date 
o To Date 

• Business Unit Selectin: 
o Tree Name: BU_TREE_AR 
o How Specified: Detail – Selected Parents 
o 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 
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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 CATALOG: 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:  

• Point in 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 
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AR - Payment Detail Report 
Previous    Quick Links   Next 

Rpt Nbr: AR20002 

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

• From Date 
• To Date 
• 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 CATALOG: 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:  

• Point in 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 CATALOG: 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:  

• 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 CATALOG: 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: 

• Unit 
• Ledger 
• Year 
• From Period 
• To Period 
• Suspense Status 
• Journal ID 
• Status 
• Source 
• Currency 
• Document Type 
• User 
• Document Sequence 
• Sort By 
• Max Rows 
• Attachment Exist 



 

 

150 
 

 
FORMAT: 
Online 
CSV to Excel 
 
Journal Online Inquiry 

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

 
 
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. 

 

Click on the Voucher ID to view more details about the Voucher. 
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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 CATALOG: 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: 

• View summary information for a specific ChartField value (e.g., account, 
department, etc.) and ledger 

• View year to date balances a specific ChartField value in a ledger 
• View detailed transactions for a ChartField value and related ChartField Value 

Set 
• Drill down on a transaction to the source document for additional details 

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

• Business Unit, Ledger, Fiscal Year, From Period, To Period 
• Options to: Show Year to Date Balance, Include Closing Adjustments, 

Transaction Details 
• Select specific Chartfields and related Journals 

 
 
FORMAT: 
Online 
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Ledger Inquiry 
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GL - Review Journal Status Inquiry 
Previous    Quick Links   Next 

LAST REVISION:  10/22/12 
 
LOADED INTO CATALOG: 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: 

• Business Unit 
• Journal ID 
• Journal Date 
• Unpost Sequence 
• Document Sequence Number 
• Journal Header Status 

 
FORMAT: 
Online 
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Review Journal Status Online Inquiry 
 
Search Results 

 
 
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 – FIN0012_VALID_PRODUCT_CODES (Task) Query 

GL – FIN0032_OPERATING_UNITS (Asset) Query 

GL – FIN0037_CHARTFIELD1 (Cost Center) Query 

GL – FIN0039_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 
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GL – Speedchart Query 

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 CATALOG: 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 > FIN0004_ACCOUNT_TYPES  
 
PARAMETERS: 

• SetID – 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 CATALOG: 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 > FIN0010_GL_ACCOUNTS  
 
PARAMETERS: 

• SetID – STATE 
• As of Date 

 
FORMAT: 
HTML, Excel 
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Accounts Query  
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GL – Budget Reference Query 
Previous    Quick Links   Next 

LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOG: 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 > FIN0024_BUD_REF 
 
PARAMETERS: 

• SetID  
• Effective Date 

 
FORMAT: 
HTML, Excel  
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Budget Reference Query 
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GL - CARS Do Not Send List Query 
Previous    Quick Links   Next 

LAST REVISION:  10/05/12 
 
LOADED INTO CATALOG: 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: 

• Business Unit: 
• Fiscal Year 
• Accounting Period: 

 
FORMAT: 
HTML, Excel 
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V_GL_CARS_DO_NOT_SEND – CARS Do Not Send List Query 
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GL - CARS History Transactions Query 
Previous    Quick Links   Next 

LAST REVISION:  10/05/12 
 
LOADED INTO CATALOG: 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: 

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

 
FORMAT: 
HTML, Excel 
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V_GL_CARS_HISTORY_TRANS – CARS History Transactions Query 
 

 
 
Use the scroll bar to see the remaining columns. 
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GL - CARS Interface Report – Detail Query 
Previous    Quick Links   Next 

LAST REVISION:  10/19/12 
 
LOADED INTO CATALOG: 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: 

• Agency 
• DOA Batch Date – From  
• DOA Batch Date – To: 
• DOA Batch Number 100-999: 
• To DOA Batch Number 100 to 999: 
• Batch Creation Date - From: 
• Batch Creation Date - To: 
• Batch Type 

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

 
 
To see remaining columns, use the scroll bar.  
 

 
 
Continue scrolling to view last column. 
 

 



 

 

171 
 

 

GL – Chartfield 2 – Program Codes Query 
Previous    Quick Links   Next 

LAST REVISION:  10/22/2012 
 
LOADED INTO CATALOG: 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 > FIN0038_CHARTFIELD2 
 
PARAMETERS: 

• SetID  
• As of Date 

 
FORMAT: 
HTML, Excel  
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Chartfield 2 – Program Codes Query 
 

 
 
 

 



 

 

173 
 

 

GL – Cross Business Unit Journal Query 
Previous    Quick Links   Next 

LAST REVISION: 09/25/2014 
 
LOADED INTO CATALOG: 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 CATALOG: 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 > 
FIN0011_DEPARTMENT_CODES 
 
PARAMETERS: 

• SetID  
• As Of Date 

 
FORMAT: 
HTML, Excel 
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Department Codes Query 
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GL – FIN0012_VALID_PRODUCT_CODES (Task) Query 
Previous    Quick Links   Next 

LAST REVISION:  01/09/2015 
 
LOADED INTO CATALOG: 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 > 
FIN0012_Valid_Product_Codes 
 
PARAMETERS: 

• Set ID 
• As of Date 

 
FORMAT: 
HTML, Excel 
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GL – FIN0032_OPERATING_UNITS (Asset) Query 
Previous    Quick Links   Next 

LAST REVISION:  01/09/2015 
 
 
LOADED INTO CATALOG:  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 > FIN0032_Operating_Units 
 
 
PARAMETERS: 

• Set ID 
• As of Date 

 
 
FORMAT: 
HTML, Excel 
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GL – FIN0037_CHARTFIELD1 (Cost Center) Query 
Previous    Quick Links   Next 

LAST REVISION:  01/09/2015 
 
LOADED INTO CATALOG:  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 > FIN0037_CHARTFIELD1 
 
PARAMETERS: 

• Set ID   
• Effective Date 

 
FORMAT: 
HTML, Excel 
 

 

 

 

.
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GL – FIN0039_CHARTFIELD3 (Agency Use 1) Query 
Previous    Quick Links   Next 

LAST REVISION:  01/08/2015 
 
LOADED INTO CATALOG:  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 > FIN0039_CHARTFIELD3 
 
PARAMETERS: 

• Set ID 
• Effective 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 CATALOG: 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: 

• Business Unit (or %) 
• Fund Code (or %) 
• Fiscal Year 
• Adjustment Period Include opt 

 
FORMAT: 
HTML, Excel 
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V_GL_ GENERAL_FUND_REVERSION Query 
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GL - GL CARS Recon for Acctg Period Query 
Previous    Quick Links   Next 

LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOG: 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: 

• Business Unit 
• Fiscal  Year 
• Accounting Period From: and To 
• Fund 
• 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 CATALOG: 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: 

• Business Unit 
• Date From 
• Date To 
• Fund (or %) 
• Account (or %) 

 
FORMAT: 
HTML, Excel 
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V_GL_CARS_RECON_POSTED_DT  – CARS Reconciliation Query 
 

 
 
 
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 CATALOG: 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: 

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

 
FORMAT: HTML, Excel 
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GL COA Journal Query 
 

 
 
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 CATALOG: 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: 

• Business Unit 
• Journal Date From 
• 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 

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

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

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

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

• 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 CATALOG: 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 > 
FIN0023_LDEGER_TEMPLATE 
 
PARAMETERS: 

• Ledger Template 
 
FORMAT: 
HTML, Excel 
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Ledger Template Query 
 
 

 
 
Use the scrollbar to view additional columns: 
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GL – Potential Fixed Asset Query  
Previous    Quick Links   Next 

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

• review asset expenditures greater than a given amount threshold and 
• 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:  

• Business Unit: 
• Journal Date From: 
• Journal Date To: 

 
FORMAT:  
HTML, Excel 

 



 

 

198 
 

 

GL - Potential Fixed Asset Query 

 

Use the scroll bar to see the columns on the right. 
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GL – Record Groups Query 
Previous    Quick Links   Next 

LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOG: 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 > FIN0016_RECORD_GROUPS 
 
PARAMETERS: 

• None 
 
FORMAT: 
HTML, Excel 
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Record Groups Query 
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GL – Speedchart Query 
Previous    Quick Links   Next 

LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOG: 08/28/2015 
 
DESCRIPTION: 
This query lists valid Speedchart values. 
 
PURPOSE / USE: 

• This query lists valid Speedchart values. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer  
APY0005_SPEEDCHARTS 
 
PARAMETERS: 

• Business Unit 
 
FORMAT: 
HTML, Excel 
 



 

 

202 
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GL - SpeedTypes Query 
Previous    Quick Links   Next 

LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOG: 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 > FIN0007_SPEEDTYPES –  
 
PARAMETERS: 

• SetID  
 
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 CATALOG: 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 > 
FIN0053_VALID_APPROPRIATIONS 
 
PARAMETERS: 

• SetID - STATE 
• 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 CATALOG: 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 SetID budget periods with names, descriptions, 
beginning dates and end dates. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > 
FIN0054_VALID_BUDGET_PERIODS. 
 
PARAMETERS: 

• SetID - STATE 
 
FORMAT: 
HTML, Excel 
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Valid Budget Periods Query 
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GL – Valid Funds Query 
Previous    Quick Links   Next 

LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOG: 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 > FIN0050_VALID_FUNDS 
 
PARAMETERS: 

• SetID - STATE  
• As of Date 

 
FORMAT: 
HTML, Excel 
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Valid Funds Query 
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GL – Valid Project IDs Query 
Previous    Quick Links   Next 

LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOG: 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 > 
FIN0013_VALID_PROJECT_IDS 
 
PARAMETERS: 

• SetID  
 
FORMAT: 
HTML, Excel 
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Valid Project IDs Query 
 

 



 

 

213 
 

 

GL – Valid Set IDs Query 
Previous    Quick Links   Next 

LAST REVISION:  10/05/2012 
 
LOADED INTO CATALOG: 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 > FIN0017_VALID_SET_IDS 
 
PARAMETERS: 

• None 
 
FORMAT: 
HTML, Excel 
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Valid Set IDs Query 
 

 
 

 



 

 

215 
 

 

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 
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GL – Project Status Report 

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 CATALOG: 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: 

• by Fiscal / Accounting Offices to identify variances between the modules and 
supports the reconciliation process.   

• By DOA to reconcile the Accounts Receivable module to the General Ledger. 
 
NAVIGATION PATH: 
Main Menu > > General Ledger > General Reports > GL Subsystem Reconciliation > 
AP-GL Reconciliation 
 
PARAMETERS: 

• Business Unit,  
• Fiscal  Year,  
• Accounting Period From  
• Accounting Period To 
• 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: RGL006 
 
LAST REVISION:  10/03/2012 
 
LOADED INTO CATALOG: 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: 

• Business Unit 
• Fiscal Year 
• 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 CATALOG: 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: 

• To reconcile accounting between AR and GL.  
• By DOA to reconcile the Accounts Receivable module to the General Ledger. 

 
NAVIGATION PATH:  
General Ledger > General Reports > GL Subsystem Reconciliation > AR-GL Module 
Reconciliation Report 
 
PARAMETERS:  

• Business Unit 
• Fiscal Year 
• Accounting Period From 
• Accounting Period To 
• Transaction Source 

 
FORMAT:  
PDF 
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GL – AR/GL Module Reconciliation Report 
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GL - Cardinal Trial Balance Report 
Previous    Quick Links   Next 

Rpt Nbr: RGL001 
 
LAST REVISION:  10/03/2012 
 
LOADED INTO CATALOG: 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: 

• Parameters:  
o Business Unit 
o Fiscal Year 
o Accounting Period 

• Chartfield Selection:  
o By BU/Fund 
o By BU/Fund/Project 
o by Fund Group 
o By All Accounts 

• Ledger Selection:  
o Full Accrual 
o Modified Accrual 
o Cash Basis 
o Actuals 

• Account Detail:  
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o Summary or Detail (lists detail expenditure and revenue accounts) 
 
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 CATALOG: 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:  

• Business Unit  
• 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 CATALOG: 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: 

• Business Unit 
• Fiscal Year 
• 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 CATALOG: 08/28/2015 
 
DESCRIPTION: 
The Combination Rule Report lists information on combination edit rules for a specific 
Business Unit (Set ID).  
 
PURPOSE / USE: 

• 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: 

• Set ID 
• As of Date 

 
FORMAT: 
PDF 
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GL – Commitment Control Budget Control Report 
Previous    Quick Links   Next 

Rpt Nbr: GLC8051 
 
LAST REVISION:  08/25/2015 
 
LOADED INTO CATALOG: 08/28/2015 
 
DESCRIPTION: 
The Budget Control Report is used to display the commitment control ledger 
configuration. 
 
PURPOSE / USE: 

• 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: 

• Set ID 
• As of Date 
• Ledger Option 

 
FORMAT: 
PDF 
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GL - Control/Track Budget-Exp by CF Report 
Previous    Quick Links   Next 

Rpt Nbr: VRGL007 
 
LAST REVISION:  10/03/2012 
 
LOADED INTO CATALOG: 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: 

• Request Parameters:  
o Business Unit 
o Budget Ledger 
o Fiscal Year 
o As of Period 

• Values by Chartfields:  
o Field Name 
o 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: RGL006A 
 
LAST REVISION:  10/02/2012 
 
LOADED INTO CATALOG: 09/27/2012 
 
DESCRIPTION: 
This report provides funding analysis of appropriations, allotments, and expenditures. 
 
PURPOSE / USE: 

• 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: 

• Business Unit 
• Fiscal Period 
• Accounting Period 
• 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 CATALOG: 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:  

• Business Unit  
• Fiscal Year 
• Accounting Period From and To 
• Ledger 
• Source (% for all) 
• Account Type 
• Field Name 

 
FORMAT:  
PDF 
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GL – GL Transaction Report 
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GL - Journal Edit Errors Report 
Previous    Quick Links   Next 

Rpt Nbr: GLS7011 
 
LAST REVISION:  10/24/2012 
 
LOADED INTO CATALOG: 09/27/2012 
 
DESCRIPTION: 
This report provides detailed information about journal edit errors: period, journal ID, 
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: 

• Business Unit 
• Ledger Group 
• Source 
• Journal ID From and To 
• 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 CATALOG: 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: 

• Report Request Parameters:  
o Unit  
o Ledger Group:  

 Actuals 
 Cash 
 Modified Accrual 
 Commitment Cntrl Appropriation 

o Ledger:  
 Actuals 
 Cash 
 Com Cntl Appropriation Budget) 

o Source:  
 Accruals 
 Billings 
 Accounts Payables 
 Accounts Receivables 
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 Project Costing 
 Purchasing 
 Time Entry 

o Journal ID 
 

o Date From and Date To  
o Journal Status:  

 Posted by Journal Dates 
 Posted by Posting Dates 
 Journal has Errors 
 Unposted 
 Valid Journal – Edits Complete 
 No Status – Needs to be Edited 

o Show Description on Report opt 
o Show Statistics Amount opt 
o Display Full Numeric Field opt 

• Chartfield Selection:  
o Sequence 
o Chartfield Name 
o Include CF opt 
o Descr opt 

 
FORMAT:  PDF 
 
Journal Entry Detail Report  
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GL - Journal Entry Detail with Attributes Report 
Previous    Quick Links   Next 

Rpt Nbr: FIN2005 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOG: 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: 

• Report Request Parameters:  
o Unit 
o Ledger Group 
o Ledger 
o Source 
o Journal ID 
o From Date and To Date 
o Journal Status 
o Show Description on Report opt 
o Show Statistics Amount opt 
o Display Full Numeric Field opt 

• Chartfield Selection:  
o Sequence 
o Chartfield Name 
o Include CF opt 
o Descr opt 
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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 CATALOG: 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:  

• Business Unit 
• From Date 
• To Date 
• Tree Name 
• How Specified 

 
FORMAT:  
PDF 
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GL Journal Upload Error Report 
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GL – Ledger Activity Report 
Previous    Quick Links   Next 

RPT NBR: GLS7002 

LAST REVISION: 07/08/2014 
 
LOADED INTO CATALOG: 07/08/2014  
 
DESCRIPTION:  
This report provides activity that is posted against the ledger for a specific period. 
 
PURPOSE / USE:  
This report lists: 

• The beginning and ending ledger balances by ChartField combination and 
account.  

• 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:  

• 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 CATALOG: 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: 

• Report Request Parameters:  
o Unit 
o Ledger 
o Currency Code 
o Fiscal Year 
o Accounting Period 

• 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 CATALOG: 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: 

• Unit 
• Ledger 
• Fiscal Year 
• From Period  
• To Period 
• Compare Statistics Amount opt, Show Journals opt, Display Full Numeric Field 

opt 
• 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 CATALOG: 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:  

• Business Unit  
• Fiscal Year 
• 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: VGLR011 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOG: 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: 

• 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: 

• Business Unit 
• Fiscal Year 
• Accounting Period 
• Summary or Detail 

 
FORMAT: 
PDF 
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Other Agency Transactions 
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GL - Posted Journal Summary Report 
Previous    Quick Links   Next 

Rpt Nbr: GLS7009 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOG: 09/27/2012 
 
DESCRIPTION: 
This report provides a list of all posted journals. 
 
PURPOSE / USE: 

• The report identifies posted journals. 
 
NAVIGATION PATH: 
Main Menu > General Ledger > Journals > Process Journals > Posted Journal 
Summary Report 
 
PARAMETERS: 

• Report Request Parameters:  
Begin Process 
End Process 
User 
Unit 
Ledger Group 
Ledger 
Begin Date 
End Date 
Summarize By 

 
FORMAT: 
PDF 
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Posted Journal Summary Report 
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GL – Project Status Report 
Previous    Quick Links   Next 

RPT NBR: VGLR0618 
 
LAST REVISION: 07/08/2014 
 
LOADED INTO CATALOG: 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:  

• Business Unit  
• Ledger 
• Fiscal Year 
• Accounting Period From and To 
• 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: VGLR0008 

 
LAST REVISION: 07/08/2014 
 
LOADED INTO CATALOG: 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:  

• Business Unit (% for all) 
• Rev Ledger Group 
• Fiscal Year 
• 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: RGL018 
 
LAST REVISION:  10/04/12 
 
LOADED INTO CATALOG: 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: 

• Business Unit  
 
FORMAT: 
PDF 
 
 

 



 

 

265 
 

 

Statement of Cash Position of Funds Report 
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GL - Summary Fluctuation Analysis Report 
Previous    Quick Links   Next 

Rpt Nbr: RGL028 
 
LAST REVISION:  10/24/2012 
 
LOADED INTO CATALOG: 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: 

• Report Request Parameters: 
o Business Unit 
o Ledger Selection: 

 Actuals 
 Cash 
 Modified Accrual 
 Full Accrual 
 Forecast 

o Fiscal Year Range 
 Base Fiscal Year 
 Accounting Period From and To 
 Fiscal Year To Be compared Against: 

• Fiscal Year 1 
• Fiscal Year 2 

o Chartfield Selection: 
 Field Name 
 Show Chartfield Description opt 
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 Subtotal opt 
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 CATALOG: 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: 

• Unit, Ledger, Ledger Code, Fiscal Year, From Period and To Period, Display Full 
Numeric Field opt, Chartfield Selection 

 
FORMAT: 
PDF 
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Summary Ledger Detail Report  
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GL - Track W/O Budget – Exp by CF Report 
Previous    Quick Links   Next 

Rpt Nbr: RGL007B 
 
LAST REVISION:  10/04/2012 
 
LOADED INTO CATALOG: 09/27/2012 
 
DESCRIPTION: 
This report summarizes expenditures only by selected chartfields, month to date and 
fiscal year to date.  The report is 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: 

• Request Parameters:  
o Business Unit 
o Budget Ledger 
o Fiscal Year 
o As of Period 

• Values by Chartfield:  
o Field Name 
o Tree Name 
o Level Name 
o How Specified 

• Subtotal opt 
• Tree Node Selector, Select Values / Nodes 

 
FORMAT: 
PDF 
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Track W/O Budget – Exp by CF Report 
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GL – Transactions in Pending Status Report 
Previous    Quick Links   Next 

Rpt Nbr: VGLR620B  
 
LAST REVISION: 10/22/2014  
 
LOADED INTO CATALOG: 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 
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• Accounts Payable – Voucher Payments On Hold 
• 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:  

• Report Request Parameters 
o Business Unit 
o Ledger 

 Actuals 
o From Date 
o To Date 
o Modules 

 GL (General Ledger) 
 AR (Accounts Receivable) 
 PR (Purchasing)* 
 EX (Expenses) 
 AP (Accounts Payable) 
 PC (Project Costing)* 

• Chartfield Selection 
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o Sequence 
o ChartField name 
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 CATALOG: 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: 
 

• General Ledger – Journals Not Posted 
• 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:  

• 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.    

  



 

 

278 
 

• 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 
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:  

• Report Request Parameters 
o Business Unit 
o Ledger 

 Actuals 
o From Date 
o To Date 
o Modules 

 GL (General Ledger) 
 AR (Accounts Receivable) 
 PR (Purchasing)* 
 EX (Expenses) 
 AP (Accounts Payable) 
 PC (Project Costing)* 

• Chartfield Selection 
o Sequence 
o ChartField Name 
o Include CF 
o Value 
o To Value 

 
*Only applicable to Business Unit 50100 
 
FORMAT:  
PDF 
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Transactions Ready for Processing Report 
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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 CATALOG: 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:  

• 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 CATALOG: 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:  

• 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 
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GL - nVision – COVA Standard Budget to Actual – Fund, Program, Account 
Report 
Previous    Quick Links   Next 

Rpt Nbr: RGL004A 
 
LAST REVISION: 07/08/2014  
 
LOADED INTO CATALOG: 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:  

• 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. 
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GL - nVision – COVA Standard Budget to Actual – Program, Fund Report 
Previous    Quick Links   Next 

Rpt Nbr: RGL003A 
 
LAST REVISION: 07/08/2014  
 
LOADED INTO CATALOG: 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:  

• 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 CATALOG: 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:  

• 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 Expenditures by Task Report 
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GL - nVision – Project Financial Summary Report 
Previous    Quick Links   Next 

RPT NBR: VPAR0567 

LAST REVISION: 07/08/2014 
 
LOADED INTO CATALOG: 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:  

• 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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GL - nVision – Project Financial Summary Report 

 

 

You can scroll, implode, and expand the report to view the various details provided. 
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GL - nVision – Project Financial Summary Report 
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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 CATALOG: 11/30/12 
 
DESCRIPTION: 
This query shows all User IDs that have a specific role. 
 
PURPOSE / USE: 
Use this query to: 

• 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. 

• 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: 

• Role Name 
• Locked Out – Enter 0 to view active users 
• Department ID 

 
FORMAT: 
HTML, CSV, SML, or Excel 
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V_PT_SEC_ ROLE_USERS - Users assigned to Role Query 
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PT_SEC_USER_ROLES – Role Names Available to User 
Previous    Quick Links    

LAST REVISION:  11/29/12 
 
LOADED INTO CATALOG: 11/29/12 
 
DESCRIPTION: 
This query shows all Role Names available to a User ID. 
 
PURPOSE / USE: 

• Use this query to identify all security roles held by a specific user.   
• When you are adding a user’s security, you can use this query to check the roles 

other users have.   
• 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: 

• User ID 
 
FORMAT: 
HTML, CSV XML or Excel 
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PT_SEC_USER_ROLES – User’s Roles 
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