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Welcome 

Welcome to Cardinal Training! 
 
This training provides employees with the skills and information necessary to use Cardinal.  It is not 
intended to replace existing Commonwealth and/or agency policies. 
  
In this course, we will show you a general overview and identify the skills and information necessary to use 
Cardinal’s broad range of reporting capabilities. 
 
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 Security Handbook for a list of available roles and 
descriptions. 
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Course Navigation 
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Course Objectives 

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 

 
Assessment questions at the end of each lesson will check for your understanding. 
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Lesson 1: Understanding Cardinal Reporting 

In this lesson you will learn about the following topics: 
 

• Cardinal Reporting Resources 
 

• Running and Retrieving Reports 
 

• Retrieving nVision Reports 
 

• Running Cardinal Queries and Online Inquiries 
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Key Concepts 

Some 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.  Some, like Excel, allow the user to sort reported data 
further.  Others, like Crystal and Structured Query Report (SQR), are view only and do not allow any 
data manipulation. 
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Reports and Queries 

There are three ways to extract data from Cardinal: 
• Reports 
• Queries 
• Inquiries 

 
Report Execution 
Reports can be run: 

• From the Main Menu on Cardinal’s Home page 
• From FIN Report Manager in the myCardinal Financials menu portlet 

 
You can save frequently used reports and queries in My Favorites for easy access. 
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Main Menu and myCardinal Portlets 

Cardinal’s home page provides quick access to: 
• Main Menu – Provide access to reports specific to folders on the Main Menu 
• Favorites – You can add frequently used reports and queries to your My Favorites section under 

Favorites 
• myCardinal Financials Portlet – For access to Financials Report Execution, which includes 

queries, and Financials Report Retrieval 
 
Your Cardinal security determines which pages you can access in Cardinal. 

Click on image to enlarge 8 



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 Reports, Crystal Reports, 
nVision Reports, and Cardinal Query. 
 

• You can access reports and queries through the Main Menu, myCardinal Financials, and save 
them in your Favorites folder for future reference. 

Lesson 1: Summary 
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Lesson 2: Main Menu Reports 

In this lesson, you will learn about the following topics: 
 

• Running reports from the Main Menu in Cardinal 
 

• Creating a Run Control ID to submit a report request 
 

• Tracking the status of your report 
 

• Opening the report when it has run 
 

• Downloading the report and sharing it with others 
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Ad Hoc Reports 

You can access ad hoc reports from the Main Menu. 
 
For example, to run the Closing Trial Balance Report from the General Ledger folder: 

• Navigate to the report using the following path: 
 Main Menu > General Ledger > Close Ledgers > Closing Trial Balance 
• Click on Closing Trial Balance to go to the Closing Trial Balance report page 
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Run Controls 

To run a report, you first create a Run Control ID 
or search for an existing one. 
 
A Run Control ID is the name you give your 
report.  You can use up to 30 characters for your 
report’s Run Control ID.  You cannot have any 
blank spaces in the name.  However, you can 
substitute an underscore for a space (e.g., 
Closing_Trial_Balance). 
 
Once you create a report (i.e., assign a name to 
the Run Control ID), you cannot delete it. 
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Run Control IDs 

Giving your report a Run Control ID that is 
relevant and descriptive will help you remember it 
for future use.  For example, you can use Closing 
_Trial_Balance for your Run Control ID when 
you want to run the Closing Trial Balance report. 
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Re-Use Existing Run Controls 

Once you create the Run Control ID, it is saved for future use along with the criteria you specified.  Just 
enter the first few characters of the name and click Search to see it listed under Search Results. 
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Run Control Parameters 

Parameters, sometimes called criteria, vary by report.  They filter the data returned in your report.  Some 
parameters have magnifying glasses or drop down features to help you select. 
  
After choosing your parameters, Save the Run Control ID.  Cardinal saves both the Run Control ID and 
the parameters you specify for your future use. 
  
In the example below, the parameters for the Closing Trial Balance report are: Unit (Business Unit), 
Ledger, and Fiscal Year.  Once you enter this information, click the Run button. 
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Process Scheduler Request 

Click the OK button to create a process request.  This generates a request to process the report using 
the parameters you identified on the Process Scheduler Request page. 
  
Some information on the Process Scheduler Request page is automatically filled in by Cardinal. 

Click on image to enlarge 
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Process Monitor and Instance Number 

Once you create a process request, Cardinal 
takes you back to the page where you chose the 
parameters for your report.  In this example, we 
return to the Closing Trial Balance page. 
  
Under the Run button you now see a Process 
Instance that is unique to your current report 
request.  Use this number to find your report 
request on the next page. 
  
Click the Process Monitor link to access the 
Process Monitor. 

Click on image to enlarge 
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Report Execution Status 

Use the Process Monitor page to check the status of your report: 
• In the Last field, enter the days (or hours, etc.) to display only the reports run during that period, i.e., 

reports run during the last 10 days. 
• Click the Refresh button to display reports run during the time span you specified. 
• Locate your report in the Process List section.  
• If you do not see your report, click the Refresh button to update the listing.  As Cardinal processes 

report requests, the Run Status and Distribution Status update. 
• The reports are in chronological order, with the most recently run reports listed first. 
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Run and Distribution Status Updates 

The Run Status and Distribution Status change as Cardinal processes the report: 
• A Run Status of Queued means your request has not yet started.  A status of Processing means 

your request is in progress. 
• The Distribution Status shows as NA while the report is queued or being processed.  A 

Distribution Status of Not Posted means that the report is not yet posted to the Report Repository. 
• Click the Refresh button until your Run Status shows Success and the Distribution Status shows 

Posted.  This means your report output is ready to view. 
• Once the report has posted in Cardinal, click the Details link to go to the Process Detail page. 
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Process Detail 

 On the Process Detail page you can: 
• Click the View Log/Trace link to see your 

report output. 
 

The Update Process section of the page also 
allows you to: 

• Place a request on hold so it does not 
process. 

• Place a request in queue to process it. 
• Cancel a request. 
• Delete a request. 
• Restart a request. 

 
Some of these options may be grayed out, (i.e., 
not available). 

Click on image to enlarge 
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View Log/Trace – File List 

The View Log/Trace page identifies the report by Report ID, Name, and Process Instance.  The File 
List section lists 3 files associated with your request: 

• The first is a log file link which provides details about the processing. 
• The second is the link that opens your report in another window. 
• The third shows the run control parameters entered, and the start and end date and time of the 

process. 
 
If you run this report frequently, you can right click on the link and Add to Favorites.  Click on the PDF link 
to open your report. 
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View Report Output 
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Download and Share Report 

To download a report from Cardinal, you can either: 
• On the View Log Trace page, right click on the output file (which, in the example below, is the PDF 

file) under the File List section of the page and Save Target As to save to your desktop. 
• Once you open the output file, go to File > Save As, and save the report to your desktop, etc. 

 
Once you have downloaded the report you can forward it to others. 
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Simulation: Run a Report 
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You are now about to view a simulation on the process of running an online report.  Click the Cardinal logo 
to start the simulation. 

https://virtualcampus.vdot.virginia.gov/kc/content/ilc/courses/49275C00676B4380978E348A1F246F8D/Introduction_Reporting/dhtml_kp.html?Guid=e67c69d4-8152-41b8-9d67-95901f4c2caa&Mode=T&Back


Lesson 2: Checkpoint 

Now is your opportunity to check your understanding of the course material.  Read the question, select 
your answer and click Submit to see if you chose the correct response. 
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In this lesson, you learned:  
 

• Before you can run a report, you must create a Run Control ID or find an existing Run Control ID to 
use. 
 

• 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 reports to My Favorites. 

Lesson 2: Summary 
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Lesson 3: nVision Reports 

In this lesson you will learn about the following topics: 
 

• Navigation in Report Manager 
 

• nVision report retrieval 
 

• nVision report data manipulation 
 

• nVision drilldowns 
 

• Download reports and save to your Cardinal Favorites page 
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nVision Reports 

From your myCardinal Financials Home page, you can access FIN Report Manager from the menu 
pagelet. 
 
Click on FIN Report Manager to see a list of available reports.  Regardless of the navigation used to run a 
report, you can access it through FIN Report Manager. 
 
FIN Report Manager: 

 
• Lists reports that you have run 

 
• Sorts reports under Tabs for easy identification and access 

 
• Lists reports run overnight in nVision 
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nVision Reports (continued) 

Cardinal runs nVision reports during overnight batch processing. 
 
All users can access nVision reports created by batch process.  nVision reports include: 

• Prog Bud Actual (RGL003): Budget to Actual – Program, Department 
 This report compares budget to the expenses incurred per period by Program and Department. 
• CSC Budg Actual (RGL004): Budget to Actual – Account, Department, Program, Cost Center 
 This report breaks out the sum of Budget and Actual Expenditure amounts for a Cost Center by 

Account and compares Actuals to Budget per period and fiscal year to date. 
• PRG CSC BUD ACTUAL (RGL005): Budget to Actual – Program by Cost Center 
 This report summarizes budget and expenditures for all cost centers related to the Department and 

Program being reported, by accounting period and fiscal year to date.  The report provides only cost 
center data. It does not report project data. 
 

nVision reports display in Excel formats.  Cardinal uses Excel version 2007 or higher.  If you have an 
earlier version of Excel installed on your computer, you must open version 2007 or higher before retrieving 
an nVision report.  Otherwise, the report contents will not display in readable format. 
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nVision Tabs 

On the List tab, select the type of nVision Report 
you want to retrieve, and enter your report 
parameters.  Cardinal returns the report instances 
that meet your criteria. 
 
The Explorer tab displays a hierarchical view of 
folders and reports by fiscal year.  Navigation 
tools allow you to scroll from First to Previous to 
Next to Last to Left to Right through the pages. 
 
The Administration tab displays nVisions and ad 
hoc reports that you have run.  You can click on 
Details to access the report.  This is the only tab 
that: 

• Allows you to delete unwanted reports. 
• Displays new reports that have been 

scheduled or are in the process of being 
posted to the report repository. 

 
The Archives tab is a historical record of user run 
ad hoc reports run more than 30 days ago and 
batch reports from more than 90 days ago. 

Click on image to enlarge 
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Retrieving nVisions 

Click on FIN Report Manager, located under 
Financials Report Retrieval in the myCardinal 
Financials portlet on your Home page. 
 
In View Report For section, define your specific 
search criteria: 

• Select a specific report  from the Folder 
drop down menu 

• Options include CSC BUD ACTUAL, PRG 
CSC BUD ACTUAL, General, and PROG 
BUD ACTUAL 

• Enter the Name (i.e., selection criteria) 
• In the Last field, enter a specific Date or a 

range of days (hours and minutes and 
years) to list only reports that were created 
during that time span 

• Click Refresh to update the reports listed 
• When your Reports list populates, click on 

the Report you want to view 

Click on image to enlarge 
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Retrieving nVisions (continued) 

When you click on the Report name, the Report page displays with information about the report you 
selected. 
 
Click on the output file (which, in the example below, is the xls file) in the File List section of the page to 
open the report. 

Click on image to enlarge 35 



Manipulate Data 

nVision reports are in Excel format which allows users to manipulate the data.  Click the + icon to expand 
and reveal additional rows or columns of information.  See the next slide for the expanded view. 

Click on image to enlarge 36 



Manipulate Data (continued) 

When you click the plus sign additional rows and columns display, as shown below.  To collapse (or hide) 
the rows and columns, click the minus sign. 

Click on image to enlarge 37 



Drill Down 

Drill Down is useful when you need to know what detailed transactions are included in a total on the 
report.  To see those details, i.e., drill down, right click on the desired cell and select Pick from Drop-
down List.  In the example, right click on the cell with the value of 2,804,832.16. 
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Drill Down (continued) 

Click the Add-Ins tab from the Excel ribbon.  The nVisionDrill Menu Command opens. 

Click on image to enlarge 39 



Drill Down (continued) 

After you click nVisionDrill, click Drill. 
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Drill Down (continued) 

The Run Drilldown page displays Available 
Drilldown Layouts. 
 
Click the Run Drilldown button for the drilldown 
report you want to see.  You can drill down by 
Account, Department ID, etc. 

Click on image to enlarge 41 



Drill Down (continued) 

The following disclaimer displays, regarding the number of rows potentially being returned.  Click OK to 
continue.  If you experience performance issues with a drilldown, consider modifying the scope of the 
drilldown. 
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Drill Down (continued) 

When you click OK, Cardinal opens the Administration tab on the FIN Report Manager page.  Click 
Refresh until your report displays at the top of the Report List section of the page.  A drilldown report 
Description - 4th column in the Report List - always begins with DR.  To open your Drilldown, click on the 
Description. 
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Drill Down (continued) 

When you click on the report Description, the requested Drilldown by Department report opens in Excel.  
The components of the $2,804,832.16 value are shown in the 2012-5 column. 

Click on image to enlarge 44 



Lesson 3: Checkpoint 

Now is your opportunity to check your understanding of the course material.  Read the question, select 
your answer and click Submit to see if you chose the correct response. 
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User may attempt quiz: Just Once
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In this lesson, you learned: 
• Before you retrieve an nVision report, open Excel 2007 on your desktop. 
• FIN Report Manager lists nVision reports in 4 tabs: List, Explorer, Administration, and Archives 

1. List and Explorer tabs provide access to reports. 
2. Administration tab provides access to reports and allows deletion of reports that you no 

longer want. 
• Three types of nVision reports generated every night in batch include: 

1. Budg/Actual Program: This report compares budget to the expenses incurred per period 
by Program and Department. 

2. Budg/Actual Account: This report breaks out the sum of Budget and Actual Expenditure 
amounts for a Cost Center by Account and compares Actuals to Budget per period and 
fiscal year to date. 

3. PRG CSC BUD ACTUAL: This report summarizes budget and expenditures for all cost 
centers related to the Department and Program being reported, by accounting period and 
fiscal year to date.  The report provides only cost center data.  It does not report project 
data. 

• Use the List tab to submit your nVision report retrieval request. 
• nVision reports open in Excel.  The default format displays all detail and summary rows and 

columns. 
• Select any amount cell to drilldown, follow the steps to execute drilldown, and retrieve your drill down 

report. 

Lesson 3: Summary 
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Lesson 4: Query Viewer 

In this lesson you will learn about the following topics: 
 

• Query Viewer navigation 
 

• Query searches 
 

• Running a query and displaying the results in a new browser window 
 

• Adding a query to your favorites 
 

• Downloading query results to multiple file formats 
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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 in the active browser window 
• Run a query and display results in a new browser window 
• Print a query 

  
Links to Query Viewer in each application are provided in the myCardinal menu. 

Query Viewer 
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You can find the Query Viewer by navigating using the following page in the menu Pagelet: 
  
Main Menu > Reporting Tools > Query > Query Viewer 
  
Use the top part of the page to search for queries.  Cardinal provides basic and advanced search features 
to help you search. 

Query Viewer Navigation 
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Using basic search, you can quickly find a query 
in Query Viewer.  You can: 

 
• Filter based on one search field 

 
• Select different keys to search against using 

the Search By drop down list.  Available 
search options are: Access Group Name, 
Description, Folder Name, Owner, Query 
Name, Type, Uses Field Name, Uses 
Record Name 
 

• Use the Basic Search condition which is 
limited to begins with 
 

• Use the Advanced Search which provides 
additional operators such as:  begins with, 
greater than, equal to, etc. 
 

• Sort your search results by clicking on the 
Customize link 

Basic and Advanced Search 

Click on image to enlarge 
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Use the Search Results grid to run queries from 
the Query Viewer page to HTML.  Clicking the 
HTML link opens your query in a new browser 
window. 
  
Generally, your query results display right away in 
a grid format.  However, some queries require 
that you enter parameters. 
  
Query parameters limit the results and help you 
select only the data you want to see. 

Query Output 

Click on image to enlarge 
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In Query Viewer, you can run a query to Excel 
from the search results grid.  Click the Excel link 
in the Run to Excel column.  A pop-up window 
appears and lets you choose to open or save your 
query results to Excel. 
  
As with HTML, some Excel queries may require 
you to enter parameters before letting you open or 
save your results. 

Running Queries to Excel 

Click on image to enlarge 
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After entering required parameters, click the View 
Results button to see your query results 
displayed in a grid. 
  
When you run a query to HTML, the results page 
includes links to download the results to an Excel 
Spreadsheet or CSV text file.  When you click the 
link for either option, you can choose to Open or 
Save the file. 
 
In order to use the Excel Pivot Table feature with 
your query results, the downloaded data first must 
be copied into a new Excel file.  You must use a 
newly opened Excel file, not just a new worksheet 
in the same file.  This is true: 

1. When you run a query and choose Run to 
Excel, or 

2. Run to HTML and then choose to download 
the results from HTML to either Excel or 
CSV. 

Running Queries to HTML 

Click on image to enlarge 
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You can add a query to your My Favorite Queries section of the Query Viewer page by clicking the Add 
to Favorites link.  This lets you quickly access queries you often use without having to search for them 
each time. 

Adding Queries to My Favorites 
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Simulation: Run a Query 
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You are now about to view a simulation on the process of running Cardinal queries.  Click the Cardinal 
logo below to start the simulation. 

https://virtualcampus.vdot.virginia.gov/kc/content/ilc/courses/49275C00676B4380978E348A1F246F8D/Introduction_Reporting/dhtml_kp.html?Guid=3c92b605-14ea-4248-903e-60a7058647c5&Mode=T&Back


Now is your opportunity to check your understanding of the course material.  Read the question, select 
your answer and click Submit to see if you chose the correct response. 

Lesson 4: Checkpoint 
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PROPERTIES
On passing, 'Finish' button: Goes to Next Slide
On failing, 'Finish' button: Goes to Next Slide
Allow user to leave quiz: At any time
User may view slides after quiz: At any time
User may attempt quiz: Just Once
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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 browser window 
 

• How to add a query to your Favorites 
 

• How to download query results to multiple file formats 

Lesson 4: Summary 
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In this course, you learned how 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 

Course Summary 
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Course Evaluation 

Congratulations!  You successfully completed the NAV220: Introduction to Reporting in Cardinal 
course.  Please use the evaluation link to assess this course. 
 
 
 
 
Once you have completed and submitted the survey, close the survey window.  To close the web based 
training course, click the Exit Course button. 

Click here to access the survey 
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Appendix 

• Key Terms 
 

• Diagrams and Screenshots 
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Key Terms 

myCardinal Financials: Provides links to Financials Query-based Reports. 
 
myCardinal Portlet: Used to retrieve reports.  This tool provides a quick view of the most recent reports 
that have been distributed to you. 
 
My Favorites: Allows you to set up a “Favorites” list of reports and queries. 
 
Parameters: Values used to specify limits on the data used in a report.  The parameters vary depending 
on which report you are running. 
 
Process Instance: Identifies each report processed.  This value is assigned incrementally to each report 
that is run. 
 
Process Monitor: Allow you to monitor the status of your report. 
 
Process Request: Identifies a single run request such as an SQR or Crystal report. 
 
Process Scheduler: Allows a user to schedule a report request to run at a selected time in the future or 
on a recurring basis. 
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Key Terms (continued) 

Query: An ad hoc request entered into Cardinal to extract and view data. 
 
Query Viewer: Used to search for and view a query. 
 
Query-based Reports: Executed through the delivered Cardinal Query Viewer in myCardinal Financials 
portlet. 
 
Report Manager: Provides you with a personal “Inbox” of reports and process output.  Process output 
consists of all the reports a user has run. 
 
Run Control ID: A unique identifier that allows you to name your report and set up certain parameters that 
can be used when you run it again in the future. 
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Main Menu and myCardinal Portlets 
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Run Control Parameters 
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Process Scheduler Request 
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Process Monitor and Instance Number 
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Process Detail 
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View Log/Trace – File List 
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Download and Share Report 
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Download and Share Report (continued) 
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nVision Tabs 
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Retrieving nVisions 
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Retrieving nVisions (continued) 

Click on image to return 

78 



Manipulate Data 
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Manipulate Data (continued) 
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Drill Down (continued) 
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Drill Down (continued) 
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Drill Down (continued) 
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Drill Down (continued) 
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Query Viewer Navigation 
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Basic and Advanced Search 
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Query Output 
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Running Queries to Excel 
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Running Queries to HTML 
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