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Welcome

—

CARDINAL

This training provides employees with the information necessary to use Cardinal. It is not intended to replace existing
Commonwealth and/or agency policies.

In this course, we will show you each of the reporting tools available in Cardinal, most of which are applicable to all of the
functional areas and their modules.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and processes. The
screenshots are taken from Cardinal and show pages that not all users can access. They are included here so you can see how
your specific responsibilities relate to the overall transaction or process being discussed. See your agency’s security Handbook,
located on the Cardinal website, for a list of available roles and descriptions.




Course Objectives

—

CARDINAL

After completing this course, you will be able to:

* Run reports on an ad hoc basis using different reporting options.
* Retrieve existing batch generated reports.

» Add reports to your Favorites folder.

* Navigate to Query Viewer.

» Search for a query.

* Run a query and display the results in a new browser window.

» Add a query to your Favorites folder.

» Download query results to multiple file formats.
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—

CARDINAL

Course Agenda

Today, we will cover the following topics:

Lesson 1:

Lesson 2:

Lesson 3:

Lesson 4:

Understanding Cardinal Reporting
Ad Hoc Reports
nVision Reports

Query Viewer



Lesson 1. Understanding Cardinal Reporting

—

CARDINAL

This lesson covers the following topics:

Cardinal Reporting Resources

Running and Retrieving Reports

Retrieving nVision Reports

Running Cardinal Queries



Key Concepts

—

CARDINAL

Key concepts in Cardinal Reporting include:
» All users can access reports and queries in Cardinal.

* You can run reports on an ad hoc basis or retrieve nVision reports that Cardinal creates nightly during batch
processing.

* Queries allow you direct access to the database for simple data pulls.
» Cardinal uses various report and query tools:

» Excel provides you the ability to sort and analyze reported data further.
» Crystal Reports and Structured Query Reports (SQR) are view only and do not allow any data manipulation.



Reports and Queries

—

CARDINAL

There are three ways to extract data from Cardinal:
* Reports — can provide high volumes of data and summarize data across one or more functional areas
* Queries — access the database directly and are best used for defined information requests

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

Report and Query Execution
Reports, i.e., ad hoc and nVision reports, can be run from:

* Your Home page using the hyperlinks located in the myCardinal Financials portlet

* From any Cardinal page: Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report
Manager

* From any Cardinal page: Main Menu > Reporting Tools > Report Manager

Queries can be run from:
* Your Home page using the hyperlinks located in the myCardinal Financials portlet

* From any Cardinal page: Main Menu > Reporting Tools > Query > Query Viewer



Main Menu and myCardinal Portlet

—

CARDINAL

Cardinal’'s Home page provides quick access to:

» Favorites — You can access and manage ad hoc reports and Cardinal pages that you previously saved using the Add
to Favorites hyperlink which is located on every Cardinal page in the Navigation Header.

* Main Menu — The drop-down Main Menu provides access to all the functional area and module reports, and is
accessible from all pages in Cardinal.

 myCardinal Financials portlet — Provides access to:
* Financials Report Execution, which includes module specific, most frequently run ad hoc reports, and queries.

* Financials Report Retrieval is used for accessing nVision reports via the FIN Report Manager, or all user run
reports using FIN Process Monitor where you can also check your report’s status.

Your Cardinal security determines which pages you can access in Cardinal.

CARDINAL

Fawvorites Main_Menu
. £ .

Personalize Content | Lavout

|Menu - Classic =] Xl |myCardinal Financials

Search: ﬁ Financials Report Execution ﬁ Financials Report Retrieval
| - - _ I @ o AP Reports =l FIN Report Manager

> myCardinal Fmancu_als [ AR Reports =l FIN Process Mantor

> Employee Self-Senvice [ GL Reports

> Manager Self-Sendice [ P& Reports

> Supplier Contracts [ PR Reports

> Customers E=] Financia uery-based B rt

_b Customer Contracts




Lesson 1. Summary

—

CARDINAL

In this lesson, you learned that:

* There are three basic ways to extract data from Cardinal: reports, queries, and inquiries.
» All users can access Cardinal reports and queries.

» Cardinal uses various reporting tools to create reports and queries: SQR, Crystal Reports, nVision, and Cardinal
Query.

* You can access commonly used ad hoc reports, Query Viewer and nVision reports from the Home page using the
myCardinal Financials portlet.

* You can access all functional area and module specific ad hoc reports using the Main Menu. For a comprehensive
list of reports for your specific module or functional area, navigate to each module’s folder using the Main Menu.



—

Lesson 2: Ad Hoc Reports

CARDINAL

This lesson covers the following topics:

Running ad hoc reports from the Main Menu
Creating a Run Control ID to submit a report request
Tracking the Status of your report

Opening the report

Downloading the report and sharing it with others

Running reports from the myCardinal Financials portlet

10



Ad Hoc Reports

—

CARDINAL

Ad hoc reports are run in real time. You can access ad hoc : ,
- . a | .
reports from your Home page using the hyperlinks located | | ®
. . . . Menu - Cl: = (=] myCardinal Messages
in the myCardinal Financials portlet. o =
Search: 3 myCardinal Financials L4 Begin Date
™ Employee Self-Saervice 3
> myCardin (O3 Manager Self-Service 4 myCardinal Financials
: I- Emplayeg ! — — -
You can also access all ad hoc reports from the Main b anager: o oo o . Financials Report Execution
[ Supplier ¢
Menu. I Customer [ Products > ™1 AP Rennrt=
[» Products ("7 Customer Contracts 4
[ Customel ™ Items v 4
> ltemns N d Reports
. . b Vendors (1 Vendors N [£] stmt of Cash Position of Funds
For example, to run the Cardinal Trial Balance Report, b Procurem [ Procurement Contracts ) n-Vsion Batch Run Parameters
. ¢ ] [ Purchasir ™ Purchasing 4
which is located in the General Ledger folder: b eProcuret o gprocurement > (5] ControlTrack BudgetExp by CF
I Sourcing [ Services Procuremeant v R Transaction Report
b Projecdt Ct £ Sourcing N [E cARs-Cardinal Reconciliation
) ) ) b Travel ant ~ project Casting , £ summary Fluctuation Analysis
* Navigate using the following path: PBING ) rravel and Expenses , [E] Appr,Alot & Expense Report
Eizggﬂ;:z 0 Biling ' & other Agency Transactions
[ Banking ] Accounts Receivable 4 B Ledgerhctjrvjrty ) .
. I Commitrr £ Accounts Payable , & Ledger Activity wrt-h Attribute
Main Menu > General Ledger > General Reports > |} fieen 01 Bankng > g e e tearty
H P I SetUp Fir [ Commitment Control +
Cardinal Trial Balance Report BEntarpiat [ GeneraLedser | [ Standard Joumals
[ Worklist Pl 7 Journals a InterUnit Activity
D Tree Man: — TONeRE ) Trial Balance
Ir Reporting 1 Set Up Financials/Supply ( 0 Ledgers 4
. . I PeopleTo [ Enterprise Cormponents | (1 Summary Ledgers E Le.g_jerSummary
There are two trial balance reports. The one titled b Cardinal | (o workiet 9 Close Ledgers % nvision Scope
. . . . . = My Persor Av Daily Bala nvision Request Summary
Cardinal Trail Balance Report is a customized Cardinal = |-mSsien © e e o ™ | 5 JournalEntry with Attrbutes
repOI’t - | 7 PeopleTools {7 Maintain Standard Budget a Juu.rnal LinefAcctg Reconcil
7 Cardinal Interfaces 3 Maonitor Background Proc [ Project Status Report
] My Personalizations 9 Review Financial Informat (=] Journal Upload Error Report
£ My System Profile I 3 General Reports I

11



Run Control ID

—

CARDINAL

To run an ad hoc report you must have a Run Control ID. A Run Control ID is the name you give your saved report
parameters.

First search for an existing Run Control ID using the Find

o EXiSting Value tab. [fa Run Control ID has not been Favorites | Main IMenu » General Ledger > General Reports »  Cardinal Trial Balance Report
created, you can create one using the Add a New Value tab. R - ’ - :

Cardinal Trial Balance Report
In creating and naming a Run Control ID consider the
foIIowing: Eind an Existing walue (|0 2kl = R ==

* Up to 30 characters are allowed [Run Control [ arainal Trial Balance |

* No blank spaces Add

» Do not use the wildcard symbol (%)

Find an Existing Walue | Add a Mew Walue

* Underscore can be used, e.g., Cardinal_Trial _Balance
* Once you create a Run Control ID you cannot delete it.

* Give your report a Run Control ID that is relevant and descriptive in order to help you remember it for future use.

Once you have named your new Run Control ID, click Add.

12
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Re-Use Existing Run Controls

CARDINAL

Once you create the Run Control ID, it is saved for future use along with the parameters you specified. To find an existing
Run Control ID select the Find an Existing Value tab and click search. All Run Control IDs will be returned. Or, if you
know the name of the Run Control ID you may limit your search results by entering the name, or the first few characters,
and click Search. If you know only part of the Run Control ID you can use the wildcard, e.g. %, in your search.

Favqsites - Main Menu > General Ledger > General Reports : Cardinal Trial Balance Report

Cardinal Trial Balance Report

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

" Find an Existing Value | [ CEVNCIVAYEIT

Maximum number of rows to return (up to 300): |300
Search by: [Run Control ID begins with|Cardinal_Trial |

[T]case Sensitive

I Search IAdvanced Search

Search Results
View All  First iJ 1o0f 1 LJ Last

Run Control 1D e
ardinal _Trial Balanc

Find an Existing Value | Add a New Value
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Report Request Parameters

—

CARDINAL

Report Request Parameters, also referred to as criteria, are used to filter the data returned in your report. Some
parameter fields have magnifying glasses, i.e., look up icons, or drop-down menus to help you select from a list of available

values.

Parameters available vary by report. In the example below, the parameters for the Cardinal Trial Balance report include:
Business Unit (BU), Fiscal Year, Accounting Period, ChartField Selection, Ledger Selection and Account Detalils.

As a general rule, Ledger Selection should always be Actuals.

After choosing your parameters, click Save to save the Run Control ID along with the selected parameters for future use.
If you wish to run the report, as well as save, click the Run button. The Process Scheduler Request page will be

displayed.

Favgpites | Main enu > General Ledger @ General Reports > Cardinal Trial Balance Report
(B Mew window (Z3Help [ Custol

[ Trail Balance Report

Trial Balance Report

Run ControlID:  Cardinal_Trial_Balance EeportManager Process Monitor Run
Report Request Parameters
*Business Unit: (%for AllBUs) [15100 Q, [ Include Adjustment Periods
*Fiscal Year 2014 Adjustment Period
o 1 - F| =
Accounting Period:
| ChartField Selection Wl Ledger Selection
51000 |Gy [ Full Accrual
By BUIFUND Fund
[l Modified Accrual
| By BU/Fund/Project
By FundG [[J cash Basis
| By FundGroup -
[¥] Actuals | Detail
| By All Accounts {All Ledgers selected will be summed
together)

Save | [=1 motity | |3 Refresh | B Add | | 5] UpdateDisplay |

14



Report Request Parameters (continued)

Favorites | Main Menu = General Ledger : General Beports 3 Cardinal Trial Balance Report
& Mew window (2 Help [ Custd

Trail Balance Eepart

Trial Balance Report

Run ControllD:  Cardinal_Trial_Balance Fepornt Manadger Process Monitar Fun

Report Request Parameters

*Business Unit: (%for All BUs ) |1 5100 L, Iinclude Adjustiment Pernods
Adjuzstment Period

*Fiscal Year: | 2014

| 10 ( -
Accounting Period:
ChartField Selection Ledger Selection Account Details

Full Accrual

/] By BUIFUND Fund|D1EIEID @ e :
[C] Modified Accrual [¥] Summary

[ By BUFFund/Project | | e

— Cash Basis

By FumdGroup T

Actuals (] Detail

| By All Accounts (All Ledgers selected will be summed
together)

|E] save | (=1 netify | (22 Refresn Ek add | | 5] Updstemisplay |

15



Process Scheduler Request

—

CARDINAL

The Process Scheduler Request page generates a request to process the report using the parameters you identified in
your Run Control ID.

Most information on the Process Scheduler Request page is automatically filled in by Cardinal. On some reports you can
change the report Type and Format. Not all types or formats work for all reports. You can also choose to email the report to
yourself and/or others by changing the Type to Email and completing the Distribution information. Click the OK button to
create the process request, i.e., kick off the report.

Favgrites | Main Menu » General Ledger : General Reports > Cardinal Trial Balance Report
d=] mlews Windo
Process Scheduler Request
User ID: FPFPS1_STUART.HAMDLAM Run Control ID: Cardinal_Trial_Balance
Server Hame: PO - | Run Date: [nBmziz01 4 5]
Recurrence: | "| Run Time: [z:42:21PM [ Resetto Current Date/Time |
Time Fone: | a,
| Process List 1
Select Description Procesz=s Name Process Type *Type *Format Distribution
zardinal Trial Balance Report WiELRO0 SR Report Weh - FDF »  Distribution
|| ok || cancel |[ Refresh |

16



Process Monitor and Instance Number

—

CARDINAL

After you have kicked off your report, Cardinal takes you back to the report page where you set up your Run Control ID
and defined your parameters.

Under the Run button you see a Process Instance number that is unique to the report request you just kicked off. Use
this number to help you find your report request on the next page.

Click the Process Monitor hyperlink to access the Process Monitor page where you can see the status of your report
request and access your report once the request is complete.

Favopites | Main Menu > General Ledger : General Reports : Cardinal Trial Balance Report
] Mew Window (Z)Help  [E{ Custy)

[ Trail Balance Report |

Trial Balance Report

Run Control ID: Cardinal_Trial_Balance Eeport Manager

| Frocess Instance 954679 |

| Report Request Parameters

*Business Unit: (%for All BUS ) 15100 @, | Include Adjustment Periods
*Fiscal Year: 014 Adjustment Period
10 1 - [+ [=]
Accounting Period:
| ChartField Selection W Ledger Selection PRCCOUNT DETaEE \
[ Full Accrual
By BUIFUND Fund [01000 |3,
. [ Modified Accrual [#] summary
|| By BU/Fund/Project
— [l cash Basis
|| By FundGroup I )
— [#] Actuals [] Detail
| By All Accounts (All Ledgers selected will be summed
together)

Save [EF Returnto Search =] matify % Refresh =y add ldpelateDisplany.




Process Monitor and Instance Number (continued)

Favgrites | Main Menu » General Ledger : General Beports @ Cardinal Trial Balance Report

Trail Balance Repart

0 Mew window (2)Help [ Custol

Trial Balance Report

Run Control ID:

Report Request Parameters

*Fiscal Year:

Accounting Period:

By BU/FUND
[ ] By BUIFund/Project
] By FundGroup

[ ] By All Accounts

*Business Unit: (%for All BUs )

Cardinal_Trial_Balance

15100 @,

| 2014

T

Fund|D1DDD &N

Report Mananer |Prncess fdonitar |

I Frocess Instance:1 9545?9'

ChartField Selection Ledger Selection

[C] Full Accrual
Modified Accrual
[[]cash Basis

Actuals

(All Ledgers selected will be summed
together)

Account Details

] summary

[ | Detail

[ Save | [@" Return to Search | [E Matify | [E Refresh |

[Eetcd| [Eupdstebisplay

18



Report Execution Status

—

CARDINAL

The Process Monitor displays a Process List as seen below. Here you can check the status of your report.

To find your report:

* Under the View Process Request For section use the two fields to the right of the Last field, enter the days (or

hours, etc.) to display only the reports run during that period, e.g., reports run during the last 10 days. The Last field
can also be modified by selecting the drop-down arrow.

* Under the Process List section the Run Date/Time column defaults to list the reports in chronological order with the
most recently run reports listed first.

As Cardinal processes report requests, the Run Status and Distribution Status update. To update the Process List page
contents, including status, click the Refresh button.

Favyites : Main [HMenud = SGeneral Ledger : General Beports : Cardinal Trial Balarnce Feport
] Few wwindow (23 Help [E Sustomi

[ wiew Process Request For
| 1
UserID: [FPS1_STUARD, Type: -~ Last ~ | 1] Days = | I Refresh
Server: -~ | Mame: |2, Instance: | | to | |
Run - | Distribution - Save On Refresh
3 Status:

[ I wicane il | R Fieot Ell g 5 or s 0| oo
Select Instance Seq.| Process Type ::’:%55 uUser Run Date/Time Run Status mﬂ betairs
[1 |1954673]| |soR Report IwSLROO1  |PPS1_STUART HARMDLAN|0G/0352014 Z:48:21FM EDT |Success |Fosted O etails
1 [19s1880| [mvision Report |[DRILLDWM |PPS1_STUART.HANDLAN | 0B/02/2014 3:42:28PM EDT [success |Fosted [oetails
1 Mas1es53)| |nwision Report IDRILLDYM PPS1_STUART.HaMDLAM 06/02:2014 2:40:40FPM EDT |Success |Posted D etails
[ |1 as1 832| |n"-.-"isi|:|n Report |DRII_I_DWN:F'F'S1_STUART.HANDI_AP :05:021201 4 3EI011PM EDT |Success |F'|:|Sted etails
1 |19s51224]| |mvision Report |IDRILLDWYM | PPS1_STUART HARMDLAN|0G/02/2014 227 33PM EDT |Success |Fosted o etails
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Run and Distribution Status Updates

—

CARDINAL

Click the Refresh button until the Run Status is Success and the Distribution Status is Posted. At that point the report is
ready to retrieve. Click the Details hyperlink to go to the Process Detail page to retrieve the report.

Favorites | Main Menu > General Ledger > General Reports > Cardinal Trial Balance Report
] Mew window (20 Help & Customi

View Process Request For

UserID: [FPS1_STUAR T, Type: -~ Last - 1 Days -
Server: ~ Mame: 3, Instance: | to

Run - Distribution - Sawve On Refresh

Status: Status:

Customize | Find | view =i | BV | #E pFirst Kl 4 5 05 D0 Lot
Select Instance Seq. Process Type :;‘::'% User Run Datel/Mime Run Status W Details
SoR Report WwELROO1  |PPS1_STUART HANDLAM O6/MO3/2014 2:48:21PM EDT Success Fosted
1951860 nvision Repart DRILLDWH | PPS1_STUART.HARMDLAN | 06/02/2014 3:42:28FPM EDCT Success Fosted Details
1951853 nvision Repaort DRILLDWH | PPS1_STUART.HAMDLARN 06/02/2014 3:40:40PM ECT Success Posted Details
1951532 nvision Report DRILLDWR | PPS1_STUART.HANDLAR O6/02/2014 3:30:11FM EDT Success Fosted Details
1951824 nvision Repart DRILLDWH | PPS1_STUART.HARMDLAR 06/02/2014 3:27:23PM EDT Success Posted Details
Run Status: Distribution Status:
* Queued - Request has not yet started.  N/A — Report request is queued, waiting to be
executed.

* Processing - Requestis in progress.

* Not Posted - Report execution has completed, report

* Success - Report is complete. not yet posted.

* Posting - Report is being posted.

* Posted - Report is posted to the report repository and
Is available for viewing.
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Process Detall

—

CARDINAL

From the Process Detail page you can:

» Select an Update Process option: Some options
listed may be grayed out, i.e., not available, based
on the status of your report.

* Click the View Log/Trace hyperlink to access your
report.

Click on the View Log/Trace hyperlink.

Favgites | Main Menu » General Ledger

Process Detail

» General Reports  : Cardinal Trial Balance Report

Instance: 19594674
Name; WELROO01
Run Status: Success

Run

Type: SOR Report

Description: Cardinal Trial Balance Report

Distribution Status: Posted

Run Control 1D: Cardinal_Trial_Balance

Hold Request

Location: Server Queue Request
Cancel Request
Server: PsUNXZ _ -aneelme ques!
Delete Request
Recurrence: Restart Request
Date/Time Actions
Request Created On: 06/02/2014 2:51:12FPM EDT Parameters Transfer
Run Anytime After: 0RO 2014 2:48:21PM EDT Message Lag
Began Process At 06032014 2:51:15PM EDT Batch Timinoas
Ended Process At: OGM32014 2:51:19PM EDT Wiew Lon/Trace

21




View Log / Trace — File List

—

CARDINAL

The View Log/Trace page identifies your report by Report ID, Name, and Process Instance. The File List section lists the

files associated with your report request:
» The .log file provides details about the processing.
» The .PDF file is your report. When you click on the hyperlink the report will open in a new internet browser window.

» The .out file shows the run control parameters entered, the start and end date, and the duration of the process.

Click on the PDF hyperlink to open your report in a new internet browser window.

Favqrites : Main [Henu = General Ledger > General Eeports = Cardinal Trial Balance Report
View Log/Trace

teport

Report ID: 2302071 Process Instance: 1954674 Message Lo
Mame: WSRO0 Process Type: SOR Report

Run Status: Success

Zardinal Trial Balance Repaort

Distnbutton Detalls

Distribution Mode: finprd Expiration Date: avin3s2014

ke List
-Name File Sire (byifes) Datefime Created
S0OR WELREOOT 195467 9.log 1,929 OBO37Z2014 2:51:19.070260FM EDT
!'v'CIIrDD1 19548?9.F‘DF| 11,544 OB/O2r2014 2:51:19.070260FM EDT
wilrog1 195467 9. 0ut 26,111 agmz32014 2:51:19.0702360FPM EDT
- Dasinbuie
Distribution ID Type *Distribwfiomn T
User FPS5S1_STUART.HARNDLAR
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Download and Share Report

—

CARDINAL

There are two ways to save your report to your computer:

* From the View/Log Trace page under the File List section of the page, right click on the file name / hyperlink. Click
Save target as... to save to your computer. Follow the prompts.

» Click on the report name / hyperlink to open the report. Using the internet drop-down menu bar choose File > Save
As and save the report file to your computer. Follow the prompts.

Once you have downloaded the report you can forward it to others.

,é https:{ {cardinalfin.cov.virginia.gov/psreports/finprd /[ 23484702 [vgir001_3964016.PDF - Windows Internet E|

CA Open @;: - I@ https://cardinalfin. cov.virginia.gov psreports ffinprd (23484702 vglr00 1_3954016.PDF ,Oj % +3 i
Favopites | Mai Open in new tab | Reports > Cardinal Trial Balance Report | Edit Goto Favorites Hflp
Open in new windaw Newmi;mb Eﬁi . B ouse 2 cardinalProject | TrainingVA * | PasswordMaint * | Refrd
View Log/Tr Save target as.. New window Ctrl+N
MNew session

Print target

Ctrl+0

Commonwealth of
CARDIMAL TRIAL BAJ

Report 1Dz Copy ce: 1954679 Messade Log
Name: ' SGR Report 2
Copy shortcut p Page setup, ..
Run Status: Paste Print... ctrl+p
cardinal Trial - _ _ Send " : 70100 Dept of Corr - Central Admin
) | 50 E-mail with Windaws Live Trrrerd e P07 Accounting Peried @ 1
= SRR : Deta1l Leager Selection : ACTUALS
a}, Translate with Bing Properties lon : By BU,Fund Ad]. Perica :

Exit 1 Code Account Description

Distribution 1] e » don Date: 07032014

A | | f . 101010 Cash With The Treas|

Hame delioiiavories.. Size (bytes) Datetime Created Reset Toral s
SQRVGLRDD Froperties o QOM320 L5109, 07056 (EMIED 308000 Funa Balance
SOlr001 1954 b ~ad4 0632014 2:51:19.070360FM EDT Equity Total :
wolr001 1954679 0ut 26111 06372014 2:41:19.070360PM EDT
i = " 5011110 Employer Retire O

Distrbul 5011120 s:fai; ;O:‘_ilr:ec‘?:
Distribution ID Type *Distribution 1D 5011140 Group Life Insuranc
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View Report Output

CARDINAL

Commonwaalth of Virginia

= CARDINAL TRIAL BALANWNCE REPCRT
CARDIMAL Fun Date: 06/03/2014
Raport ID: VELEOO1 Fun Tima: O0Z:51 DO
Page Hoe. 1 of 1

Bupinaos Unit t 15100 Department of Accountms

Fiomcal Yaar r 2014 Accounting Paricd ¢ 10

Account Detailo t  Summmary Ledger Salaction : ACTUALS

ChartField Sslscticn ¢ By BU, Pund Adj. Pexricd E

Bupinaos Unit Pund Coda Aocounk Depocription Baginning Balanca FHot Actiwibty Ending Balanca

15140 Q1000
1010138 Cash With The Treasur=r Of VA 4,822 ,614.40 (265, 04E . 83} 3,953, EEL.E7
121020 Patty Cash Advances 1,030_00 o_ano 1,300.00
154E01 Petty Cash Op=rations 0.oo 0.a0 a.04a

Aoosast Total 1 4,023,£14.4D {5€0,04B. 083} 2,054, 565,87
20L502E5 Accts Payable-APJEX Accruals {73081} [£,653_14% (5,353 .05)
255470 Eusp Acct-Deposit Pend Distrib 0.o0 0.a0 .00

Liabilicy Total = {735.01} {4,653.14% {5,3%3.05)

Revaouas Tobal i Bevenu= Accounkts 10080} [ ] 100, BOY

Expanoa Tokal i Exp=nas= Acocounkba 6,373,443.31 573,.T701L.97 T.347.,145.23
S03E6T Cash Trmsfr In - Load GF Cash (10,847, 65E. 00} o_ooD (1O, BE47, 523 00}
S03860 Cash Transfer In - GF [£48,510. 00} 0.o0 (448,519.00)%

Transfars Total = {11,256, 21700} D.a0 (11,296, 217.00)

Total for Pund = io0d Gensral Fund .o D00 Q.00

Total for BO 1 15100 Dopartment of Accounts .00 o4O Q.00
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myCardinal Financials Portlet

—

CARDINAL

You can also use the myCardinal Financials portlet located on your Home page to access reports and queries.
* Financials Report Execution:

Functional area folders, e.g., AP Reports, AR reports, contain lists of the most commonly run reports for that

functional area. Clicking on a functional area folder hyperlink will open a page with a list of the most commonly run
reports for that functional area.

 The Financials Query-based Reports hyperlink brings you to the Query Viewer, discussed in Lesson 4.
* Financials Report Retrieval:
 The FIN Report Manager displays reports you ran and nVision reports run by Cardinal, discussed in Lesson 3.

 The FIN Process Monitor displays the status, and access to, reports that you have run.

CARDINAL

Favg,rites ! Ma'n_Menu

Personalize Content | Layvout
|Menu - Classic =) %) |myCardinal Financials
Search: @ Financials Report Execution ﬁ Financials Report Retrieval
| = = = I @ [ AP Reports =l EIN Beport Manager
b myCardinal FII‘LEI‘ICJ_EIS [ AR Reports =l FIN Process Mantnr
[ Employee Self-Sendice 1 GL Reports e
I Manager Self-Service ) PA Reports
[ Supplier Contracts
[ Customers
| [ Customer Contracis
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myCardinal Financials Portlet (continued)

—

CARDINAL

To run a report from the myCardinal Financials portlet click on the Financials Report Execution hyperlink. You can also
access the Financials Report Execution page from any Cardinal page using the Main Menu drop-down:

Main Menu > myCardinal Financials > Financials Report Execution.

The Financials Report Execution page provides hyperlinks to reports grouped by functional area, e.g., AP Reports, AR
Reports. Click on a functional area hyperlink, or choose x More... to view the frequently run reports for that functional area.
Click on a specific report hyperlink to run the report.

Favorites | Main Menu |> myCardinal Financials

| myCardinal Financials

| ﬁ Financials Report Execution

i | AP Reports AR Reports GL Reports
i B Voucher Listin Chartfield [E AR Outstanding Details = Stmt of Cash Position of Funds
vl ] Payment History By Vendor [E] Receivable Entry Type/Reason =] Cardinal Trial Balance Report
= Cash Advance Worklist =l AR tems In Collection = GL Transaction Report
6 More... 21 More... 7 More...
PA Reports PR Reports m Financials Query-based Reports
E Project Overview = pCard Trans by Trans DT Review existing queries.
= Project Expenditure by Emplove = Unreconciled Transactions
= Project Expends by Location = Contract Usage Details
11 More... 11 More...

Not all reports are accessible through this page. All functional area reports are available using each module’s navigation
path from the Main Menu. For example, Accounts Payable ad hoc reports are available using the following path:

Main Menu > Accounts Payable > Reports
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Hands On Practice — Run an Ad Hoc Report

—

CARDINAL

This practice will reinforce the concepts learned in the lesson. Your instructor will provide direction regarding the activity.
Please ask your instructor if you have any questions.

AR
-.1-.121

|?‘4;CARDINAE | /
\

For additional hands on practice, run the Ad Hoc Report simulation on the Cardinal website:

Go to www.cardinalproject.virignia.gov, click on the Statewide Toolbox > Training Materials, scroll down to Navigation,
Reporting, and Approvals. Under Simulations, click on Introduction to Reporting in Cardinal and select Run an Ad
Hoc Report.
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Lesson 2. Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material.

Answer the review questions below:

1. You should always search for an existing Run Control ID before creating a new one because Run Control IDs cannot be
deleted. (TRUE or FALSE)

2. Before you can access the report, the Run Status must update from Queued to Success and the Distribution Status must
update from N/A to

28



Lesson 2: Summary

—

CARDINAL

In this lesson, you learned:

» Before you can run a report, you must find an existing Run Control ID or create a Run Control ID.
* Once you create a Run Control ID you cannot delete it.

* You can use the Process Scheduler Request page to enter and update information about how the report is run, including
timing and output format.

* You can check the status of your report on the Process Monitor page.

* You can save frequently run ad hoc report pages to Favorites.
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Lesson 3: nVision Reports

—

CARDINAL

This lesson covers the following topics:
* Using FIN Report Manager
* nVision report retrieval

e nVision drilldowns
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nVision Reports

—

CARDINAL

nVision is a reporting tool that generates reports each night in batch. All users can access nVision reports. You can access
these reports any time after the batch completes.

nVision Reports:

* Approp Bud Actual (VRGLOO3A): Budget to Actual — Program, Fund

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.

* Oprl Bud Actual (VRGLO0O4A): Budget to Actual — Fund, Program, Account

This report compares the agency operational budget to the expenses incurred per period by Fund, Program, and
Account.

This nVision report provides operational budget and actual expenditures for a specified Business Unit and related Fund
and Program, summarized by Account for accounting period and fiscal year to date (FYD).

* Proj Fin Summary (VPARO567): Project Financial Summary Report

This nVision report is run for 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 year to date
(YTD) and project life to date (LTD). In addition, the project to date over / under project budget also displays the variance
between project budget and project LTD spending amount. The percent of project budget remaining is displayed at the
end, which tells the remaining budget for that Project.
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nVision Reports (continued)

—

CARDINAL

nVision reports (continued):

e CSC Exp Account (VRGL0614): Budget to Actual — Cost Center by Account

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.

* Dept Exp Account (VRGLO0615): Budget to Actual — Department by Account

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.

* Proj Exp Account (VPAR106B): Project Expenditures by Account

This report breaks out total posted amounts by Account under a Project and Business Unit (BU) from the Project
Budget Ledger, Journal Header, and Journal Lines tables for project life to date and year to date time spans.

» Proj Exp Task (VPAR106C): Project Expenditures by Task

This nVision report breaks out the total posted amounts by all Tasks under a Project and Business Unit from the Project
Budget Ledger, Journal Header and Journal Line tables for project LTD and YTD.
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nVision Reports (continued)

CARDINAL

nVision reports use Excel version 2007 or higher. If you have an earlier version of Excel installed on your computer, you must

install version 2007 or higher in order to open an nVision report. Without Excel 2007 or higher the report contents will not
display in a readable format.

To select and open an nVision report, from your Home page, click on the FIN Report Manager hyperlink in the myCardinal
Financials portlet.

|#® CARDINAL

Home | Workist | AddtoFavorites | Signout
Favorites - Main Menu
Personalize Content | Lavout @ Help
IMenu - Classic (=] X)| |myCardinal Messages =]
Search: Begin Date Message
> myCardinal Financials |myCardinal Financials =) X
> Employee Self-Service Financials Report Financials Report
> Vendors Execution Ratricua
B © a gepors oot e

(1 AR Reports =T F P o

[ Travel and Expenses 1 GL Reports - recEssRontat
[> Accounts Receivable 7=] Financials
> Accounts Payable Query-based Reports
Lo 07 e e i g g b ™ g e |
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nVision Reports (continued)

When you click on FIN Report Manager, you may get the following Message:

4 CARDINAL

=

Fawvgrites © Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report Manager

Mare than 1000 rows will be returned, this may take a long time. (63,17)

‘_'r'nu should n:;qnsider using the filters to reduce the number of rows to be returned. Hit OK to continue or cancel to stop this refresh
QK Cancel

Select Cancel in order to avoid a long delay. Once you have canceled the FIN Report Manager page will open and you can

enter report search parameters to filter your results and avoid the long delay.
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nVision Reports (continued)

The FIN Report Manager contains four tabs which:
» List reports you have run
» Sort reports under tabs for easy identification and access

» List reports run in batch overnight using nVision

Favqites | Main Menu : myCardinal Financials : Financals Report Retrieval : FIN Report Manager

G Explorer | Administration || Archives

View Reports For
Folder: *  Instance: to: | | Refresh |
Name: Created On: ] Last - 1 Days ~
Customize | Find | View Al B | #8 First Kl g or 1 D ast
Report Report Description Folder Hame Completion Report Hrb i
sedolt = - Date/Time ID Instance
1| Repord
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nVision Tabs

—

CARDINAL

FIN Report Manager tabs:

 List: The List tab allows you to enter your report parameters such as the Folder, Instance range, and Name for the
nVision report you want to retrieve.

 Explorer: The Explorer tab displays a hierarchical view of the folders and reports by BU and fiscal year. Navigation
tools allow you to scroll through the pages from First to Previous to Next to Last to Left to Right.

« Administration: The Administration tab displays nVision and ad hoc reports that you have run. You can click on the
Details hyperlink to access the ad hoc reports. This is the only tab that displays new reports, e.g. Drilldown reports,
that have been scheduled or are in the process of being posted to the report repository.

* Archives: The Archives tab lists historical records of user run ad hoc reports which were run more than 30 days ago
and batch reports run more than 90 days ago.

Favogites | Main Menu > myvCardinal Financials  » Financials Report Retrieval > FIN Report Manager
Imﬁj IFE.‘-'{I:]lDI’EI' 1 administration | Archives

\iew Reporis Fo

Folder: ~ Instance: | | to: | | | Refresh |
Name: | | Created On:| ] Last an 1| | Days -
e Customize | Eind | Wiewe L :
— Completion Report Process
Report Report Description Folder Hame Date/Time D T—nstan{:e

1|BEeport
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Retrieving nVision Reports — List Tab

—

CARDINAL

Filtering Reports Viewed:

On the List tab, in the View Reports For section, you enter your search criteria:

Select the specific Folder drop-down menu that will contain the report you wish to retrieve, e.g., APPROP BUD
ACTUAL.

Enter a value in the Name field. If you are retrieving the Budget to Actual — Fund, Program report for your agency, you
can enter your agency’s Business Unit number prefixed with BU, e.g., BU12900, or your Business Unit number and
a specific Fund in this field. The wildcard (%) may also be used, e.g., BU12900%01000%.

 The Name field is case-sensitive, e.g., the Business Unit abbreviation of BU must be capitalized.

» Although not a required field, specifying a value in the Name field narrows the search results.

Use the Last or Date Range field to identify the time span that you want to view. Using Last specifies a time span for
the most recent reports run. Using From and to dates lists only reports that were created during that date range.

Once you have entered your search criteria, click Refresh to update the Reports section.

Click on the hyperlink for the Report you want to view. Be sure to verify that you are selecting the latest version of the
report based on the value in the Completion Date/Time column.
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Retrieving nVision Reports — List Tab (continued)

—

CARDINAL

The two drop-down boxes next to the Last field allow the time to be specified in minutes, hours, days, or years. The report
retrieval criteria in this example uses the Last 30 Days.

Favorites @ Main Menu > mycCardinal Financials = Financials Report Retrieval > FIMN Report Manager
= ol Explorer Administration Archives
Viiewr Heports For |
Folder: APPROF BUD ACTLL Instance: | to: | refresn |
Mame: |[BU1 2900 Created On: | | Last - | 20 Days -
| HREPOris | Customize | Eind | “fisws Al _@ 1 =E Firet BN 4 20 or 2o D0 oot
= - Completicom Report Process
Report Report Descripticmn Folder Hame Date Mime D = ———
BLI1 2900-
BLIDASS AT BL1 Z2900-BLUDYSSA2T FRD- O 951 4
1|FRO-PRo R APPROFP BUD ACTLLAL YR TOOB4323 1702725
az9aon
B 2900-
BLIDASS AT g1 z2900-BUDWSACT FRO- aEs1 951 4
2 FHD-Pr e PG 07114 APPROP BUD ACTLIAL Oz TOOG4324 1702725
ar114
BT 2900-
BLDWSACT g1 z2a00-gUDww=S2ACT FISWD- OB/ 951 4
3 FRD-PEGS e APPROP BUD ACTLAL Y 7TO0G432 1702785
oz=aan0
HI 11 2900
LI ST gL Z900-BLUDWS2ACT FRD- 0519514
4| FHb-PEGs PR 07421 APPROFP BUD ACTLIAL i TOOB4326 1702785
O a1
HI_11 2900
Sk Ta s Eg;??gg‘DEDUDVEACT FHD- apprOP BUD AacTLAL gg{;iﬂi‘ FOOG437 1702785
15000 ’
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Retrieving nVision Reports — List Tab (continued)

y -~
CARDINAL

The report retrieval criteria in this example uses Date Range. The dates that are selected for the Date Range relate to the
report execution date. To obtain the most recent reports, the to date specified should be the current date. Click on the
Report hyperlink for the report you wish to view.

Favagrites = Main [Menu > myCardinal Financials > Financials Report Retrieval > FIN Report Manager
- Explorer Administration Archives
[Wiew Reports For | .
older: APPROP BUD ACTU, ~ Instance: | to: |
Name: |BU12900 Created On: | (Y |Date Range ~ |From: |06/01/2014 [21] to:|06/30/2014 |
Customize | Find | View 2i | BV | 28 Fir=t Kl 420 of 20 L3 | o=t
= = Completion Report Process
Report Report Description Folder Name Date/Tine D astance
BUDYSACT
= BU12900-BUDWSACT FRD- oGfM19r14
1|FND-PRG- e APPROP BUD ACTUAL ey 7006433 1702785
02900
BU1 290 EI—T
BUDWVSAC BU12900-BUDWSACT FND- oss1 9514
2 FRNO-PEC PERG. 07114 APPROP BUD ACTUAL o 7006434 1702785
o7114
BUGYSACT
BU12900-BUDWVSACT FND- 061914
3 FRNO-PRO e APPROP BUD ACTUAL e 7006432 1702785
ozs880
BUDVEACT
= BU12900-BUDWSACT FRD- 0oGfM19r14
4 FND-PRG- PRG. 07421 APPROP BUD ACTUAL G- AM 7006436 1702785
oO7421
BULiEos:,
BU12900-BUDWSACT FND- o6s1951 4
5 1;:250_55?@_ PRG-15000 APPROP BUD ACTUAL Q-3 2AM 7006437 1702785
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Retrieving nVision Reports — List Tab (continued)

—

CARDINAL

After you click on the Report hyperlink, you may get this warning message:

Mare than 1000 rows will be returned, this may take a long time. (63,17}

You should consider using the filters to reduce the number of rows to be
returned. Hit OK to continue or cancel to stop this refresh

0K | Cancel

Click OK. The selected report will open in Excel.



Retrieving nVision Reports — Explorer Tab

CARDINAL

The Explorer tab displays a hierarchical view of the folders, r' CARDINAL

reports by Business Unit, and then fiscal year (FY).
P y y (FY) Favgites Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report Man3

* Find the specific report folder with the report you wish
to view, e.g., APPROP BUD ACTUAL.

Administration Archives

» Click the plus (+) icon to expand / open the folder. First| Previous | Next | Last | Left | Right
. . . G |
In this example, Business Units, for the report fol(_ier . p;%e(;aguo ACTUAL
previously selected, have subfolders in which their related % CSC BUD ACTUAL
PROJ EXP ACTIVITY
reports are stored. s il
PRG CSC BUD ACTUAL
* Find your agency’s folder, e.g., BU12900 and click the OPRL BUD ACTUAL
plus (+) icon to expand / open the folder. [ APPROP BUD ACTUAL |
=5 BUTUU0U
. . . . . £ BU10100
* Find the FY you wish to view and click the plus (+) icon BU10200
to expand / open the folder. BU12200
B2 BU12300
« Search for the report you wish to open and click on the el
report hyperlink to open the Report page. f_BU12800
= BU12900
= FY2014

B [BU12900-BUDVSACT FND/PRG-01000 - 2014-09-24-18.57.54.759098]

B [BU12900-BUDVSACT FND/PRG-02024 - 2014-09-24-18.58.00.298200]

2 [BU12900-BUDVSACT FND/PRG-02129 - 2014-09-24-18.58.06.759254]

B [BU12900-BUDVSACT FND/PRG-02271 - 2014-09-24-18.58.09.759293]

B [BU12900-BUDVSACT FND/PRG-02351 - 2014-09-24-18.58.16.2984001
BU11600
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Retrieving nVision Reports— Explorer Tab (continued)

The Report page displays with information about the report you selected. nVision reports always have the .xIs extension on the
file name which indicates it is an Excel file.

In the File List section, click on the report Name hyperlink to open the report in Excel.

Favgrites | Main Menw » myCardinal Financials : Financials Report Retrieval @ FIN Report Manager

| Report |
ReportiD: 7006424 Process Instance: 1702785 Messane Lo
Mame: MWS R Process Type: nvision-Report

Run Status: Success

[BU1Z2900-BUDVSACT FRMD-PRG-01000|
Distnbution Details
Distribution Node: finsit3 Expiration Date:

Mame File Sire (byites) Datetime Created
RGLOOZ2A-01000.xs 2,022,762 OEM 2014 9:31:23 . 265522AmM EDT

|o7izorz014 |

Distnbute To
Diztribution ID Type

*Distribution 1D
woconwas cARDINAL REFORTER

Faole
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Retrieving nVision Reports— Explorer Tab (continued)

—

CARDINAL

A pop-up message will be displayed. To open the report click on Open. If you wish to save the file before opening it, click Save
or Save as. \

What do you want to do with RGLOO3A-01000.x]s?

Size: 299 KB
Type: Microsoft Office Excel 2003
From: finsit3web. covtest.virginia.gow

=< Open

The file won't be saved automatically.
2 Save

= Saveas

Cancel

\ v,

» Excel displays a warning message. Click Yes to continue. This pop-up message occurs each time you try to open an Excel
report in Cardinal. Sometimes the message is hidden behind another screen and gives the illusion that the report is still
downloading. If you do not see the pop-up message, click the Alt+Tab keys until you see it, or click on the Excel icon on the
toolbar at the bottom of your screen. Click Yes to open the report.

L | .

A The file wou are trying to open, 'RELOD34-01000,xs', is in a different format than specified by the file extension.
4 !L Verify that the File is not corrupked and is From a krusked source before opening the File, Do wou wank ko open the
=— file now?

[ Yes ] [ Mo ] [ Help ]

[ ! -+
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Retrieving nVision Reports (continued)

—

CARDINAL

nVision reports are in an Excel format which allows users to use all the powerful features of Excel to help further analyze
the data.

Click the + icon, or the 123 boxes, to expand / unhide additional rows or columns of data. Click the —icon, or the 123
boxes, to collapse / hide the additional rows and columns of data.

Bl C |
=] 5 = 5 5 5 =
|M : E = O E F G H 1 J
ett_A §
3 A KD AL Commonwealth of Virginia
4 COovA standard Budget to Actual - Frogram, Fund
5
& [Report I0: RGLOOES,
7 |Lawout 1D: WGELROOZA
) FROS_12300
9 = ==
10 Dept of Human Resource Rgt I
11 Seneral Fund
12
12
14 |F'm-gram Description Appropriation Lgnu-i 2014-2 2014-3 20144 20145 2014-3'
15
- 1E All Programs
[H 23 FPersonnel Mgmt Swcs 14,967,505.00 552,609.11 114,595.66 424,130.02 405,047.10 479,746.06 E35,410.15
23 All Programs $14,967,505.00 F552,609.11 | $414,598.65 | $424,130.02 | F405047.10 | $473,746.05 FE35,410.16
20

See the next slide for an expanded view of all rows and columns.



Retrieving nVision Reports (continued)

—

CARDINAL

When you click the + icon, or the 123 boxes, additional rows and columns of data display. The nVision term for this is nPlosion.

——————|
T T
B c D E F e 5
| 2
3 | ‘Jeakoinac Commonwealth of Virginia
| 4 COVA Standard Budget to Actual - Program, Fund
B
| 6 |Report ID: RGLOO3A, Bun Date: Mlary 27, 2014
| 7 |Layourt ID: YGLREOOSA, Bun Time: 24652 PM
| & |Scope: FHDS_12300
| 9 |Perio Endling: June 30 2014
[ 10 |Business Unit:1 2900 Dept of Human Resource Mot
|11 |Fund: o1 000 General Fund
[12
[13
{Over) Under % of Budget
14 |Program Description Appropriation 2014-9 201410 Expenditures Appropriation Remaining
|15
|16 All Programs
|17 [F040 Perzonnel Management Services 14 967 50500 0.00 0.00 0.00 14 967 ,505.00 | 1.00
|15 [FO4003 Equal Employment Services o0.00 E40.00 333.00 S73.00 [973.00 0.00
- | 13 [Foaoo7 Local Health Benefit Services 0.00 S00.00 S0.00 Sa0.00 [Sa0.007 0.0a
=] |=0 |Personnel Mot Svos 14 967 505.00 1.140.00 353.00 1.523.00 14 965 952.00 | 1.00
- | 21 All Programs F14 967 505.00 $1 140.00 $353.00 1 ,523.00 14 965 95200 99.99%
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Drilldown

—

CARDINAL

The nVision Drilldown feature is useful when you need to know what detailed transactions are included in an amount on
your report. In order to drill down within an nVision report, you must have the DrillToPIA Add-In for nVision configured
within Excel and you must be logged into Cardinal. The Add-Ins tab is in the Excel menu ribbon which is located at the top
of your screen.

Drilldown does not work on a cell with a formula, e.g., a total field, nor on a cell in the Appropriations column.

To use the Drilldown feature, select a cell. Click on the Add-Ins menu drop-down. The nVisionDrill menu opens. Click
Drill. Cardinal will open and display the Run Drill Down page.

Ig Home Insert Page Layout Formulas Data Review View Add-Ins &5 @ = EE E2

1 B [} [=] E F e H | [
| 4 COVA Standard Budget tc Actual - Pregram, Fund
| 5
| B |ReportlD: RGLOOZ2A,
| 7 |Lawour 1D WELROO3A
| 8 |Scope: FRDS_12900
| 9 |Period Ending:  June 30, 2014
|10 Eusiness Unit: M 2500 Dept of Human Resource Mot
|11 unal: "o1000 SGeneral Fund
|12
|13
| 14|Prograln Description | Appropriationl 2014-1 20142 2014-3 2014-4 [ Z014H
| 15
[ | 16 All Programs
[ - | 17|7040 Fersonnel Managerment Services 14,967 ,505.00 | 0.00 0.00 0.00 0.00 0.00
- [ 18704000 Fersonnel Manadgement Services .o o.oo o.oo o.oo o.oo o.oo
- | 1@ frodo01 Agency Human Resource Services 0.00 Z40,395.2% 164,766.61 163,8758.15 186,724.31 Z07,816.09
- | 20 fFo4003 Equal Emploviment Services 0.0 114,953.12 21,23016 =8 Bl T=H e 07028 F4,483.70
- | 21 Fo4008 Health Benefits Services o.oo 27476 o.oo . 0.oo 0.oo
. [ 22 FFo4007 Local Health Benefit Servces o.o0 0.00 ooo | Drill by Dept 1D | qan o.00
- | 22 frod4o009 Personnel Development Services o.on 21,8922 33 15,054 29 #1154 26 17164 06
- | 24 040186 Empl Dispute Resolution Swvocs o.oo G1,946.44 41,079.40 38,476.36 05 68 37, 62367
- | 25 FFo4017 State Emplovee Program Swes 0.00 47 ,555.87 32,731.85 36,327.43 | — T 1,209.27
- | 26 YDo4018 St Employee Workers' Coimnp Swc 0.0 o.ao o.oo o.ao 0. 0.o00
- | 27 fFo4015 Administrative & SUpport Sves ] I o.00 | 71,561.37 79, 736.35 06,095.02 70,347.35 1A 340271
=1 | 28 Fersannel Mogrmt Sves 14,967,505 00 558,609 11 414 5498 6E 424 13002 406,047 .10 4749 746 06
—] | 29 IAII Programs F14,967,505.00 | §5535,609.11 414 598 66 | $424130.02 | $406,04710  §479 746.06 |
| 30
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Drilldown (continued)

—

CARDINAL

) — Home Insert Page Layout Formulas Data Review View Acrobat
En'."usmnDnIl ".
: Don
Menu Commands
)35 ~ ( £ |
r
= o o - - =
K | B C [) E F G 3 1
4 COVA Standard Budget to Actual - Program, Fund
S
5 ReportiD: RGLOO3A,
7 Layout ID: YWGLROO3A,
8 |Scope: FMNDS_12800
. 9 Period Ending: June 30, 2014
10 Business Unit: "1 2900 Dept of Human Resource Mt
11 Fund: 01000 General Fund
12
13
14 Program Description Appropriation 201431 2014-2 20143 20143 2014-5
15
[ - | 16 Al Programs
- - 17 7040 Personnel Management Services 14 967 ,505.00 0.00 0.00 0.00 0.00 0.00
- |15 Fo4000 Personnel Management Services 0.00 0.00 0.00 0.00 0.00 0.00
- 19 704001 Agency Human Resource Services 0.00 240,395.22 1684 766.61 163 ,878.15 186,724.31 207 ,816.09
- | 20 704003 Equal Employment Services 0.00 114 95312 81,23016 F=¥. Mel=T=Nxrd 77,070.28 74 ,433.70
= 21 704006 Health Benefits Services 0.00 274.76 0.00 Drill b 0.00 0.00
- | 22 04007 Local Health Benefit Services 0.00 0.00 0.00 ni Dy 0.00 0.00
- | 23 "Foaoos Personnel Development Services 0.00 21,922.33 15,054.29 D epartment 154.26 17,164 .06
= 24 704016 Empl Dispute Resolution Svcs 0.00 61 ,9465.44 41 ,079.40 S05.638 37 . B23.67
- | 25 fFo4017 State Employee Program Svcs 0.00 47 555 .57 32,731 .65 36,327.43 ) 1,209.27
- 26 704018 St Employee Workers" Comp Swvc 0.00 0.00 0.00 0.00 0.00
- | 27 Mo4ao1g Administrative & Support Sves 0.00 71 561 37 79,736 35 86,096 .82 7034735 [ 141 44927
[=] 28 Personnel Mgmt Swvcs 14 967 ,505.00 558 603.11 414,535 .66 424 130.02 406,047 .10 479.7465.06
E] 29 All Programs $14 967 ,505.00 $558 609.11 3414 595.66 $424 130.02 $405,047 10 3479, 746.06
30
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Drilldown (continued)

—

CARDINAL
: H : Favopites | Main [lenu
Th_e Run Drilldown page displays the Available F{q:m Drillﬂowm
D””down LayOUtS' Report Instance: 1994400_88160149
Row: 34 Column: 16
= Wieh -

You can Drilldown by ChartFields such as Account, Imﬁpﬂ?il_wrl wetomize | Fina | B3 | 22 Firet Kl 1.19 of 19 I Lot

Department, and Task, as well as by Journal and Description *Server Hame  Run Drilidown

Voucher. Account by Business Unit PSNT1  ~| [ Run Drilldown |
Account by Period PSNT1  ~| [ Run Drilldown |
Account by Product PSMT1  ~| [ Run Drilldown |

Available Drilldown Layouts where the name begins Business Unit by Petiod PSNT1  ~| [ Run Drilldown |

with “Drilldown by XXX” are customized Cardinal Business Unit by Account PSNT1 > [ Run Drilidown |

Iayouts and are the ones used most often. Business Unit by Product PSNT1  ~| [ Run Drilldown |
Froduct by Account PSNT1 = | [ Run Drilldown |
Product by Business Unit PSNT1  ~| [ Run Drilldown |

Click on the Run Drilldown button to the right of the Product by Pariod PSNT1  ~| [ Run Drilldown |

drilldown layout description to kick off the report. Drilldown by Ageney Use 1 PSNT1_~] (@BULCHIdow
Drilldowen by Task PSMT - [ Run Drilldown |
Crilldown by FIPS PSNT1  ~| [ Run Drilldown |
Drilldown by Asset PENT1  ~| [ Run Drilldown |
Drilldown by Cost Center PSNT1  ~| [ Run Drilldown |
Drilldowen by Department PSMT - | | Run Drilldown ||
Drilldown by Agency Use 2 "FSNT1  ~ [m|
Dirilldown by Journal PSNT1  ~| [ Run Drilldown |
Drilldown by Youcher PSNT1  ~| [ Run Drilldown |
[ |
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Drilldown (continued)

A maximum of 65,532 rows can be returned by the drilldown for the selected cell.

The following disclaimer message may display regarding the number of rows potentially being returned. This Excel

message screen may be hiding beneath another screen. If you do not see it, click the Alt+Tab keys until you see it, or click

on the Excel icon on the toolbar at the bottom of your screen. Click OK to continue.

Favorites : Main Menu
- - -

[1ore than 1000 rows will be returned, this may take a long time. (63,17)

OK

Cancel |

[ CARDINAL]

ou should qnnsiﬂer usir_'ng the filters to reduce the number of rows to be returned. Hit OK to continue or cancel to stop this refresh
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Drilldown (continued)

After kicking off an nVision Drilldown report, Cardinal opens the Administration tab on the FIN Report Manager page.
Drilldown reports will have a Description, i.e., file name, that is prefixed with DR and is appended with .xls. The
Description field is the hyperlink to the actual Excel Drilldown report.

If you do not see your report, click Refresh until your report displays at the top of the Report List section of the page.

To open your drilldown, click on the report hyperlink in the Description column.

CARDINAL

Favgrites | Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report Manage

List Explorer Administration Archives

View Reports For

UseriD:  [PPS1_HELEI Type: [nVision Report |Last | 5 |Days
Status: I . Foldenl Instance: | to: |
customize | Find | View A1 ] B3 | 38 First K1 g or4 D (ast
Select LETIN LB DR 3961533 3962864 RGLO03A-01000.xls LETIEE Format Status  Details
- 1D Instance Date/Time - |/ -
Microsoft
08MB12016  Excel .
| 23483445 3952854|DR 3961538 3962864 RGLOO3A-01000.xs g 45444 Files Posted Details

(*xls)




Drilldown (continued)

—

CARDINAL

Just like when opening the original nVision Excel report, a pop-up message may appear stating results may exceed 1,000 lines.
Remember the pop-up message may be hidden and you may have to click the Alt+Tab keys until you see it, or click on the
Excel icon on the toolbar at the bottom of your screen. Once the message appears, click OK to continue.

Microsoft Excel

The file you are trying to open, 'DR_3961538_39628564_RGLOO3A-01000.xs', is in a different format than spedfied by the file extension. Verify that
l . the file is not corrupted and is from a trusted source before opening the file. Do you want to open the file now?

The requested Drilldown report will open in Excel. You can initiate more Drilldown reports from the Drilldown report if
desired.

2 Commonwealth of Virginia

3 IDriIIdcwn by Department I

4

S

& |Report |D: RGLOZS

7 |Layour ID: WELROO03G

2 |Period Ending: June 30, 2014

2 |Business Unit: 12200 Dept of Human Resource rgt |

10

Al

12 |Department Description Budget 20141 2014-2 2014-3 2014-4 2014-5 2014-6 20147

[ - 13 [1o000 Director's Office 0.00 4,188.12 3.819.10 2,024.28 2,519.05 3,001.35 3,323.50 4,026.75
- 14 [20000 State HR Services 0.00 14 ,973.83 3,281.40 13,882.55 15,356.05 55,636.15 154,744.92 9,369.85
- 15 [20400 Shared Service Center 0.00 2257127 15,665.534 15,665.55 12,092.17 8,515.75 8,515.74 8,515.75
- 16 30100 Equal Employment Services 0.00 36571 257.45 257.45 12875 0.00 0.00 0.00
- 17 (30100 Employees Dispute Admin 0.00 0.00 .00 .00 0.00 22,32 0.00 0.00
- 18 [Bo400 HE Communications 0.00 1,556.00 1.072.67 1,072.67 1,021.19 959.68 959.68 959.68
- 19 [Boooo Health Benefits Services 0.00 0.00 0.00 0.00 0.00 0.00 59,37 0.00
- 20 [Booo IT Systems 0.00 13,326.40 39,342.855 40,921.97 31,374.91 67, 77362 32,767.90 55,141.40
. 21 20200 IT Learning Managemeant System 0.00 10,110.04 5,287.54 5,287.55 2,445.22 0.00 0.00 0.00
- 22 [aoooo Contracts & Finance 0.00 S5.00 0.00 375.00 0.00 371.90 71.49 0.00
. | 23 [Gogos Conversion-only Department 0.00 4,410.00 4,410.00 4,410.00 4,410.00 5 158,50 4,459.00 4,459.00
= 24 [s1r Departments | 50.00 571,56L.37 579,736.35 536,096.52 570,347.35 | 514144927 | 521492166 582,482.43 51
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CARDINAL

Drilldown (continued)

- - - - -
C Cx E F =3 H | J i

z Commonwealth of Virginia

3 IDriIIdc:wn by Department

el

=

5 |Report ID: RGLO3G

7 |Layout ID: VWELROOZ3G

2 |Period Ending: June 30, 2014

9 |Busine55 Unitz 12900 Dept of Human Resource Mgt |
10
11

2 |Department Description Budget 20141 2014-2 2014-3 2014-4 2014-5 2014-6 2014-7
13 (10000 Director's Office 0.00 418812 3,819.10 2,624.28 2,519.05 3,001.35 3,323.55 402575
14 [20100 State HR Sarvices 0.00 1497883 8,281.40 13,882.55 15,356.05 55,536.15 154,744 .92 0,369 855
15 [20400 Shared Service Center 0.00 2257127 15,665.34 15,655.35 12,092.17 8,515.75 2.515.74 2515.75
16 [30100 Equal EmploymentSarvices Q.00 355.71 257.45 257.45 12876 0.00 0,00 Q.00
17 [10100 Employes Dispute Admin Q.00 Q.00 0,00 .00 Q.00 22.32 0,00 Q.00
15 [G0400 HE Communications 0.00 1,555.00 1,072.67 1,072.67 1,021.19 959 58 259 558 95968
12 [Go000 Health Benefits Services 0.00 0.00 0.00 0.00 0.00 0.00 59.37 0.00
20 [Go100 IT Systems 0.00 1%,326.40 39,342.85 40,921.97 31,374.91 &7 773.62 32,757.90 55.,141.40
71 [Bozoo IT Learning Management System 0.00 10,110.04 5,887.54 5,887.55 3,445 22 0.00 0.00 0.00
22 [Goo00 Contracts & Finance 0.00 55.00 0.00 375.00 0.00 37190 71.49 0.00
23 [Gooos Conversion-only Department 0.00 4,410.00 4,410.00 4,410.00 4,410.00 5158 50 4,459.00 4,459.00
24 |AII Departments 5000 571,561 .37 579,735.35 585,095 82 570,347 35 5141,449 27 5214,921 65 582,482 43
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Hands On Practice — Retrieving nVision Reports

—

CARDINAL

This practice will reinforce the concepts learned in the lesson. Your instructor will provide direction regarding the activity.
Please ask your instructor if you have any questions.

-]
|?‘4;CARDINAE |
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Lesson 3. Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material.

Answer the review questions below:

1. Drilldown reports are displayed on the Administration tab on the FIN Report Manager page. (TRUE or FALSE)
2. You must have Excel 2007 or higher to view nVision reports. (TRUE or FALSE)
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Lesson 3: Summary

—

CARDINAL

In this lesson, you learned:

» Before you retrieve an nVision report you must have Excel 2007 installed on your computer.

* nVision reports are generated nightly in batch.

 The FIN Report Manager page lists nVision reports in these tabs: List, Explorer, and Administration.
» Use the List or Explorer tabs to retrieve your nVision reports.

* You can drill down on cells that contain expenditure amounts. The Drilldown feature does not work on a cell with a
formula or a cell in the Appropriations column.

* nVision reports, including drilldowns, open in Excel.
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Lesson 4: Query Viewer

—

CARDINAL

This lesson covers the following topics:

Query Viewer navigation

Query searches

Running a query and displaying the results in a new internet browser window
Adding a query to your Favorites

Downloading query results to different file formats, e.g., Excel, CSV
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Query Viewer

CARDINAL

Query Viewer allows you to search for and view a query in Cardinal.

Using Query Viewer you can:

Search for a query

Preview a query

Run a query and display results in a new internet browser window
Download the query results to Excel or CSV

Print a query
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Query Viewer Navigation

CARDINAL

You can access the Query Viewer from the myCardinal Financials portlet on the Home page. Click on the Financials
Query-based Reports hyperlink in the myCardinal Financials portlet to open the Query Viewer.

CARDINAL Home | ‘Workist | AddtoFavorites | Sign out

Favagtes
Personalize Content | Lavout @ Help
|Menu - Classic [=] |my€ardina| Messages =]
EEAETE ‘Begin Date Message
(5
myCardinal Financials |myCardinaI Financials (=] [x]
b AP Reports ﬁ Financials Report Execution ﬁ Financials Report Retrieval ﬁ Financials Links
[ AR Reports
I GL Reports [ AP Reports =l FIN Report Manager =l Cardinal HCM
1 AR Reports [=l FIN Process Monitor
[» PAReports ——esn A
PRt EGLRegurts
X . PA Reports
_ 4
- FII"IanL:IaIE Quignb?geleegons TR Booaric
TTETTCTaS T SOt T STy =l Financiale Query-based Reports
[ Financials | ink

You can also access the Query Viewer from any Cardinal page by navigating to either of these paths:

 Main Menu > Reporting Tools > Query > Query Viewer

 Main Menu > myCardinal Financials > Financial Report Execution > Financials Query-based Reports
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Query Viewer Navigation

CARDINAL

On the Query Viewer page, you have the option to do a Basic Search or Advanced Search to find the query you need.
The Basic Search defaults when the page is first displayed. You can click on the Advanced Search hyperlink to see more
robust search options.

4 CARDINAL

==

Favgrites | Main Menu > myCardinal Financials > Financials Report Execution » Financials Query-based Reports

Query Viewer

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

Search By: |Query Name begins with ||
Search :.Advanc:ed Search Query Viewer
\ Enter any information you have and click Search. Leave fields blank for a list of all values.

Query Name: |
Description: |
Uses Record Name: |
Uses Field Name: |
Access Group Name: | @

Folder Name: Ibegins with . |
Owner: = I .

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

Search Clear Basic Search
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CARDINAL

Basic and Advanced Search

Query Viewer:
Using the Basic Search, you can:

» Select a field to search against using the Search By
drop-down list. Available search fields include
Description, Folder Name, Owner, and Query
Name.

 Use the Basic Search condition which is limited to
“begins with”.

Using Advanced Search, you can:

» Select search operators such as contains, >, <, =,
and not =.

You may use the wildcard (%) with both the Basic Search
and Advanced Search options.

Click the Favorite hyperlink to the right of a query result to
add the query to your My Favorite Queries section of the
Query Viewer page.

Personalize your column and sort order by clicking on the
Customize link.

Fa\rovrites MainvMenu > Reporting Tools > Query > Query Viewer
H - -
B Mew Window @Help -"Z

Query Yiewer

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

“Search By: IQuery Mame VI hegins with AP _WCHR

| Searchff |advanced Search

Search Results

*Folder View: |- All Folders -

N\

Query Hame owner
W_AP_WCHRS_BY_DSTRE_DEPT_ACCT VchiWby DistribiDeptiscct Public
Y_AP_VCHRS_DND_MOT_DLTD enied NOT Deleted Public
W_AP_VCHRS_NOT_FPOSTED_TO_AF  |Vouchers NFosted To AP Public
W_AP_WCHRS_PSTD_AP_MOT_JGEN  |Vehrs Psted to ARput Mot JGEN  |Public
W_AP_VCHR_ERROR “oucher Error Repa Fublic
VAP VCHR_MNOTPAID _VEND_LOC Wehrs not paid- vndr&ladNgmhbo Fuhlic

Favqrites © Main Me

Query Viewer

Enter any informatiof v| HEarch. Leave fields blank for a list of all values.

Query Name: contains V_AP_VCHR
in
Description:

Uses Record Name.

Access Group Name: @
Owner: = I .

Uses Field Hame:

Folder Name:

When using the IN or BETWE a separated values without quotes. i.e. JOB,EMPLOYEE, JRML_LMN.
Search Clear Basic Search
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Basic and Advanced Search (continued)

Favqrite

Query Viewer

Main Menu > myCardinal Financials > Financials Report Execution > Financials Query-based Reparts

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

“Search By: |auery Name

i Search :.-@\dvanced Search

Search Results

begins with VAPV

+ My Favorite Queries

V_AP_VCHR_ERROR

Query Hame Description Owner Folder m Excel HTML Schedule Remove

Woucher Error Report Public HTML |Excel XML Schedule E|

*Folder View: |—N|FOIders—

Customize | Find | View A1 | BV | B Frst T 440 g an T oo

Query Hame Description Owner Folder i Bt e scheduee| 2842
V_AP_VCHRS_BY_DSTRB_DEPT_ACCT Vchrs by DistribiDept/Acct Public HTML |Excel XML  Schedule] |Favorite
V_AP_VCHRS_DND_MNOT_DLTD Vouchers Denied MOT Deleted Public HTML |Excel |XML Schedule] |Favarite
V_AP_VCHRS_MOT_POSTED_TO_AP  |Vouchers Mot Posted To AP Public HTML Excel |XML Schedule] |Favorite
V_AP_VCHRS_PSTD_AP_MNOT_JGEMN  Vchrs Psted to AP but Mot JGEN  |Public HTML |Excel XML  Schedule] |Favorite
V_AP_VCHR_ERROR Woucher Error Repaort Public HTML |Excel XML  Schedule] |Favorite
V_AP_VCHR_INV_DISTRIB_LINES List Vchr Inv Lines & Distribs Public HTML |Excel |XML Schedule] |Favarite
V_AP_VCHR_MOTPAID_VEND_LOC Vehrs Mot Paid - Vndr Loc/Addr Public HTML |Excel XML  Schedule] |Favorite
V_AP_VCHR_ON_PYMNT_HOLD Voucher on Payment Hold Public HTML |Excel |XML Schedule] |Eavorite
V_AP_VNDRS_OMN_PYMMT_HOLD Vendors on Payment Hold Public HTML |Excel XML  Schedule] |Favorite
V_AP_VNDR_PYMNT_HOLD Vndrs on Pymnt Hid w Unpd Vchr  Public HTML |Excel |XML Schedule] |Favarite

First K19 of 1 I Last

Runto Runto Runto

: Clear Favorites List
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Query Output

—

CARDINAL

On the Query Viewer page, find the query you wish to run. Click the HTML or Excel hyperlink to open the query in a new

internet browser window. Some query results display immediately, but most require that you enter parameters. Query
parameters filter the data so you view only the data you want.

Query Viewer

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

*Search By IQuer\rName YI begins with  [¥_AP_WCHR
|- Ssarch—|Advanced Search

Search Results

“Folder View: I—- All Folders - 'l

Query Hame Description Owner Folder ﬁiT:_o 2::'3:0 ﬂto Schedule %es
W_AP_WCHRS_BY_DSTRB_DEPT_ACCT Vehrs by DistribiDeptidcct Public HTML |Excel |[#ML |Schedule |Eavotite
YW_AP WCHRS_DND_MOT_GLTD Youchers Denied NOT Celeted Public HTML |Excel |[#ML  |Schedule |Favorite
W_AP WCHRS_MOT_POSTED_TO_AP  |Mouchers Mot Posted To AP Public HTML |Excel |¥ML |Schedule Favorite
W_AP_WCHRS_PSTD_AP_MOT_JGEM  |Vchrs Psted to AP but Mot JGEN  |Public HTWL  |Excel (XML  |Schedule |Favorite
YW _AP_WCHR_ERROR Youcher Errar Report Puhblic Excel ¥ML  |Schedule |Favorite
YW_AP VCHR_MNOTPAID_VEMWD_LOC Yehrs not paid- vndr&loc combo Fublic HWL |Excel |=ML |Schedule |Favorite
\ 4

V_AP_VCHR_ERROR -Voucher Error Report

Business Unit: [ Q@

Responsible Org (% for Allj: a3,
View Results |

| | Business Unit | Responsible Org Current Date Voucher ID Entry Status Budget Status |




Query Output (continued)

—

CARDINAL

Enter the required parameters and click the View Results button. If you selected to run the report to Excel on the previous
screen, after you enter the required parameters and click View Results, you will get a pop-up message asking what you want
to do with the file, Open, Save or Save as. If you selected to run the report to HTML, your results will appear on the same

screen below the parameters.

When you run a query to HTML, the results page includes hyperlinks to download the results to an Excel Spreadsheet or
CSV Text File. When you click the hyperlink for either option you will get a pop-up message asking you what you want to do

with the file, Open, Save or Save as.

In order to use Excel features, such as pivot tables and filtering, the report data must be opened in Excel.

il AR LMOHES BN DSIRE . DERT ACCT - Vehrs by Distrib/Dept/Acct

Business Unit: 12700 [,
Accounting Date From: [OF/01/2015 Eﬂ

Accounting Date To: 11/230/2015 Ei;l
Int t Explo
Deptid (e foram: e @y
Account (% for All): % Q What do yvou want to do with gacls?
Vendor SetlD: STATE [, Size: 10.5 KB
3 ﬁ From: finintweb.covtest. virginia.gowv
View Results | - Open
R The file won't be saved automatically.
Download results in . |Excel SpreadSheet |CSY Text File XML File (2 kb)
=» Save
Wiewe All
=» Save as
AL Voucher Vendor
Business HEb Vendor ID N Vchr Entered By User
Unit r ame Cancel |
112700 00000001 | 0000014896 | CurbApeel (W_AP_COVA_VOUCHER_PROCESSOR |[10M4/2015 (400.01 1 1 400.01 5013120
Zimmer
Sunsul
2112700 00000002 |0000042141 |Frasca V_AP_COVA_VOUCHER_PROCESSOR 10152015 |700.04 1 1|0FAPOS14Z [F00.04 | 5013120
Architects

LLP
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Hands On Practice — Run a Query

—

CARDINAL

This practice will reinforce the concepts learned in the lesson. Your instructor will provide direction regarding the activity.
Please ask your instructor if you have any questions.

-]

|?‘4;CARDINAE | /
\

ey

T

For additional hands on practice, run the Query simulation on the Cardinal website:

Go to www.cardinalproject.virignia.gov, click on the Statewide Toolbox > Training Materials, scroll down to Navigation,
Reporting, and Approvals. Under Simulations click on Introduction to Reporting in Cardinal and select Run a Query.
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Lesson 4. Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material.
Answer the review questions below:

1. In Query Viewer, you can:
a) Search for a query
b) Run a query to HTML or Excel
c) Download a query to Excel or CSV
d) All of the above

2.  Which of the following is a simple search used to find a query in Query Viewer. This type of search uses only one
search field.

a) Basic Search
b) Advanced Search
c) Field Search
d) Enhanced Search
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Lesson 4: Summary

—

CARDINAL

In this lesson, you learned:

* How to navigate to Query Viewer

* How to search for a query

* How to run a query and display the results in a new internet browser window

 How to add a query to your My Favorites Queries section in Query Viewer

* How to download query results
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Course Summary

CARDINAL

In this course, you learned how to:

Run reports on an ad hoc basis using different reporting options
Retrieve existing batch generated reports

Add ad hoc report pages to your Favorites folder

Navigate to Query Viewer

Search for a query

Run a query and display the results in a new internet browser window
Add a query to your My Favorites Queries section in Query Viewer

Download query results to multiple file formats
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Course Evaluation

—

CARDINAL

Congratulations! You successfully completed the SW NAV220: Introduction to Reporting in Cardinal course. Please use
the evaluation link to assess this course.
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! E Appendix

 Key Terms
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Key Terms

—

CARDINAL

Add To Favorites: The Add To Favorites hyperlink is on the menu bar at the top right of every page in Cardinal. It allows you
to set up your own list of favorite ad hoc report pages and Cardinal pages. You can then access them from any page in Cardinal
using the drop-down menu titled Favorites, which is located in the menu bar at the top left of every page in Cardinal.

DrillToPIA Add-in: DrillToPIA Add-In is the tool that allows you to run drilldowns in nVision. This tool is installed by your
agency’s IT staff. For installation instructions, see the DrillToPIA Add-In for nVision Drilldown job aid located on the Cardinal
Project website.

Favorites: The Favorites hyperlink in Query Viewer allows you to set up your own list of favorite queries for quick access.

After searching for a query in Query Viewer, click on the Favorite hyperlink located to the right of the selected query you wish to
save as a favorite.

FIN Process Monitor: The FIN Process Monitor allows you to monitor the status of your report, as well as a link to access
your report.

FIN Report Manager: The FIN Report Manager provides you with a list of reports and process output. Reports include reports
a user has run, i.e., ad hoc and drill down reports, plus nVision reports run by Cardinal.

myCardinal Financials portlet: The myCardinal Financials portlet tool is used to retrieve reports. This portlet provides a
quick link from the Home page to many reports. The portlet provides hyperlinks to Financial Report Execution for frequently
used AP, AR, GL reports, Financials Query-based Reports, FIN Report Manager, and the FIN Process Monitor.

Parameters: Parameters are values, i.e., criteria, used to specify the data used in a report. The parameters available vary
depending on the selected report.
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Key Terms (continued)

—

CARDINAL

Process Instance: The Process Instance is a number which identifies each report processed. Cardinal assigns this value
incrementally to each report that is run.

Process Scheduler Request: The Process Scheduler Request page identifies the server and output type for the report, such
as SQR or a Crystal Report, for a report request. The Process Scheduler Request page also allows a user to schedule a
report request to run at a selected time in the future, or on a recurring basis.

Report Repository: The Report Repository is a location where reports that have been run are saved, including nVision and
other reports run in batch, ad hoc reports and nVision Drilldown reports run by a user. The user does not have direct access to
the repository. Instead, the user can view a filtered list of reports through the FIN Report Manager page, based on User ID and
security access.

Query: A Query is a request for information from a database. Users generally enter parameters into Cardinal to extract and
view data.

Query Viewer: The Query Viewer is a Cardinal page used to search for and view a query.

Query-based Reports: Query-based Reports are queries provided by Cardinal, run using Query Viewer. Users enter
parameters to narrow the returned data results but cannot customize a query.

Run Control: A Run Control is a database record that provides parameter values for a particular process, e.g., report.

Run Control ID: A Run Control ID is an identifier that, when paired with your User ID, uniquely identifies the process (report)
you are running.
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