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Generating a Financials Report
The purpose of this Job Aid is to walk through the process used to generate a Financials Report.

For the purpose of the instructions contained in this Job Aid, the steps used to generate the Cardinal
Trial Balance Report are provided. Generally, these instructions can be used to generate any of the
Cardinal Financials Reports. However, the initial navigation path, the parameters available, and the
report formats available will differ based on the specific report being generated. Utilize these
instructions along with the report specific data provided in the FIN Reports Catalogs to generate the
applicable report. The FIN Reports Catalogs can be located on the Cardinal Website under
Resources.
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Generating a Financials Report

1. Navigate to the Cardinal Homepage.

The Cardinal Homepage displays.

EES N |
Personalize Content | Layout ? Hep
< e~ myCardinal Messages < e~
» My Favortes Begin Date Message
myCardinal Financials
) Employes SeftService myCardinal Financials < o~
» Manager Seff-Service Financials Report Execution Financials Report Retrieval Financials Links
Supplier Contracts
» Customers 1 4 Reports L FIN Repert Manager 5 Cardinal Potal
) Products £ 4R Reports L FIN Process Menitor
Customer Contracts £ ok repers
» ltems. E Financials Query-based Reports
Suppliers
Procurement Contracts
Purchasing
) eProcurement
Services Procurement
Sourcing
 Project Costing
Travel and Expenses
Bilin
Accounts Receivable
Accounts Payable
Banking
» Commitment Control
General Ledger
Allocations
» Set Up Financials/Supply Chain
Enterprise Gomponents
Worklist
) Tree Manager
Reporting Tools
PeopleTools
) Cardinal Interfaces
Change My Password
Wy Personalizations
Wy System Profile
Favortes || [ Main Menu v |
= Personalize Content | Layout ? Hep
C1 Accounts Payable R .
Menu S e~ myCardinal Messages < ov
iy Favartes | (1 Accounts Recsivable » —— =
» 5 egin Date essage
myCardinal Fingl (3 Alocations » gl g
» Employee Seft§ (1 Banking » myCardinal Financials < e~
» Manager Seif-8¢ (7 pjjing » ﬁ Financials Report Execution ﬁ Financials Report Retrieval ﬁ Financials Links
Supplier COMag oyl inertaces ,
» Customers £ AP Reports ESIFIN Report Manager 5 Cardinal Portal
» Progucts &3 Commitment Corirol ’ £ AR Reports EFIN Process Moritor
Customer Contrl C3 Customer Contracts » DaLrwons
tems 8 customers » ' Financials Query-based Reports
Suppliers ©1 Employee Sef-Service »
Procurement €O 1y g rierprise components ,
Purchasing
) .
Services Procurf] 21 General Ledger »
Sourcing e
» PIORCLCOSUNG | (3 panager Self-Service »
TravelandEXPY oy Cardinal Financials ,
01 PeopleTools ,
Accounts Payab| (1 Procurement Contracts ,
Banking 8 Products »
» Commitment Col £1 project Costing »
General Ledoer | £ pyrenaing R
Allocations a *
» SetUp Financial Reporting Tools >
Enterprise Comg ) Services Procurement ,
Worklist 1 setUp Financials/Supply Chain »
) TreeManager | C1  sourcing »
Reporting Tools | 07 gyppir Contracts ,
PeopleToots | )
» Gardinal Intera Suppliers
Change My Pas{ [} Travel and Expenses »
My Personalizat (3 Tree Manager 3
Wy System Prof| C1 workist ,
B change my Passwora
B My personaizations
B wy system profle
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3. Click the General Ledger link.

NAV220 Generating a Financials Report

Note: The initial navigation path provided in Steps 3 — 5 is used specifically to generate the Cardinal
Trial Balance Report. Remember to refer to the FIN Reports Catalogs and use the initial navigation
path provided for the report being generated. The FIN Reports Catalogs are located on the Cardinal

Website under Resources.

The General Ledger menu displays.

Favories = | [ Wain benu -~ |
- Personalize Content | Layout ? Hep
€1 Accounts Payadle K :
Menu . S e~ myCardinal Messages c ov
Wiy Favoriss Accounts Receivable > ST M
» myCardinal Fing (3 Allocations > il g
O Banking > myCardinal Financials c ov
€1 Biling > ﬁ Financials Report Execution ﬁ Financials Report Retrieval ﬁ Financials Links
3 Cardal Intertaces >
1 4P Reports 1IN ReportManager = Cardinal Foral
8 commitment Control > 1 AR Reports. = FIN Process Monitor
3 Gustomer Contracts > DoLRerots
eports
& customers > = Financials Query-based Reports
C1 Employee Sefr-service >
1 Enterprise Components >
C1 eProcurement
O e T3 Average Daily Balance y
O tems Rakedis >
©1 Vanager Se-Service | ) eneral Reports
@1 myCardnal Financials | — ubsystem Reconciiation
Q1 PeopleTools G Joumais ’
1 Procurement Contracts| & Ledgers 4
& proaucs £ Montor Background Process ,
1 Project Costing G opentiems >
01 purchasing C1 Review Financial Information »
£ summary Ledgers »
SetUp Fnancie] I Reporing Tools 1y Ledg
Enterprise Gomg (1 Senvces Procurement v
» Workdist 0 sstUp Financials/Supply Chain >
TreeManager | £ sourcing >
Reporting T001s | 2y gy pprer contracts >
» PeopleTools |
>
» Cardinal Interfa Suppliers
Chango My pag] C)  Travel ana Expenses .
My Personalizatf (3 Tree Manager »
iy System Prof| C1 yorkist >
B cnange wy Passwora
B wypersonaizations
B mysystem prome
Favortes - | [ wai enu - |
- Personaize Content | Layout ? Help
C3 Accounts Payable , .
Menu = s ev myCardinal Messages s oy
My Favories ‘Accounts Regeivable , BeomDits Mesezge
myCardinal Fing] &3 Alocations 3
Employee Seft] (1 Banking » myCardinal Financials S ev
WManager Selt-84 [ yjing v ﬁ Financials Report Execution ﬁ Financials Report Retrieval Financials Links
Supplier Conliad ) ¢ inat ntertaces »
Gustomers 3 AP Reports 51 FIN Report Manager 5 Cartinal Portal
Products €1 commitment Control , 3 AR Reports 1 N Process Honior
Customer Cantrd CJ Customer Contracts , S Reprs
items 8 customers » = Financials Query-based Reporls
» Suppliers O Employee Seif-Service »
Procurement Col
3 Enterprise Components »
pucnasing | O
eProcurement eProcurement = >
) Senvices Procur{ (1 General Ledger Average Daily Balance
Sourcing O tems O close Ledgers
Project Costing [ 1 yanager Seif-Service | ) [Gieial Reporis B3 peyment Cash Reports 4
s Tl and Bl oy e eencids | © OLSubsystem Recona| ] Analyis of Approp_ACFR Cless
Biling P B soumas = P a—
Accounts Recet =] [E]  cardinal Trial Balance Report
Accounts Payab| (1 Procurement Contracts Ledgers P
) Banking C Products 3 Monitor Background Pre 'CARS Interface Summary Report
Commitment Co| £3  project Costing 3 Open ltems [l cars-Cardinal Reconciiation
GeneralLedger | 1 pyrenacing £ Review Financial inforr| =) Cash Balances by MCI Class
Allocations 3 Reportng Tools 1 summayleggers | E]  Controrrack Budget-Exp by CF
Set Up Financia 8
©1 Services Procurement - COVAAnalysis of Appropriation
Enterprise Com B coms Ut S
Workist 3 setUp Financials/Supply Chain ’ oss Business Unt Jourais
Tres e | O ooy . [ Expenctures by Agency Use 1
REDOMNOT005 | () g Conracts R (1 FemaRepot
PeopleTools | ) s R (51 6L Transaction Report
» Gardial Intarfa " B terunitactivty
Ghange vy Pas] 3 Travel and Expenses , O
My Persanaiizat] C1  Tree Manager , Journal Entry Detail
My System Prof] C1 wyorkist , (1 Jourmal Entry with Atributes
B crangey Password B Joumal Linesacetg Reconci
SR E1 sourna Upioso rormepor
B wy system Profie O vedgeraciuty
1 vedger Actiy vith Atirute
(1 vedger by contribute

5. Click the Cardinal Trial Balance Report link.
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The Cardinal Trial Balance Report page displays with the Find an Existing Value tab displayed by

default.

Favorites + ‘ Main Menu + > GeneralLedgerv > 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 al values.

Find an Existing Value
Search Criteria
Search by: Run Control ID begins vith

Ocase sensitive
Limitthe number of resuts to (up to 300): [300

Find an Existng Vaiue | Add a New Value

New Window | Help

Note: If this is not the first time generating this report, always search for and use an existing Run
Control ID before creating a new one. Users cannot delete Run Control IDs once they are created
and saved. The instructions provided in Steps 6 - 8 assume that this is the first time that this report is

being generated.
6. Click the Add a New Value tab.
The Add a New Value tab displays.

Favorites v ‘ Main Menu~ > Generalledger~ > GeneralReports~ > Cardinal Trial Balance Report

Cardinal Trial Balance Report

Find an Existing Value || Add a New Value

“Run Gantl I

Add

Find an Existing Value | Add a New Value

New Window | Help

7. Enter a Run Control ID in the Run Control ID field based on the following guidelines:

a. The Run Control ID must be unique and should be descriptive enough to help locate for future

use

b. Up to 30 characters are allowed

c. No blank spaces can be used. However, and underscore can be used in lieu of spaces

d. Do not use wildcard symbols (%)

Favores~ | MeinMenu~ > General Ledger~ > General Reporis~ > Cardinal Trial Balance Report
Cardinal Trial Balance Report

Find an Existing Value || Add a New Value

“Run Control 1D Cardinal_Trial_Balance_Report

| Add \I

Find an Existng Vaiue | Add a New Valus

New Wiindow | Help

8. Click the Add button.
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The Trial Balance Report tab displays.

NAV220 Generating a Financials Report

Trial Balance Report

Trial Balance Report

Run Control ID  Cardinal_Trial_Balance_Report

Favorfes - | ManMenu~ > General Ledger~ >

General Reporis~ > Cardinal Trial Balance Report

Report Manager  Process Monitor TR

Report Request Parameters.

“Business Unit; (%for All BUs ) Q

“Fiscal Year:

Accounting Period: 0

Oy Fund

ChartField Selection Ledger Selection Account Details

O FunAccrual

Oy BUFUND
O Modified Accrual O summary

Osy BUFundiProject
O cash Basis

Osy FundGroup O petail

o Oactuals

By All Accounts (All Ledgers selected will be summed

together)

Include Adjustment Periods

Adjustment Period

[ —

[Flsave || Notity |[& Refresh |

b Add_|[Z] UpdateiDisplay |

New Window | Help | Personaize Page

9. Enter the desired parameters for the report within the corresponding fields.

Note: Parameters are used to limit/define the specific data requirements for the report. The
parameter fields available will differ based on the FIN report being generated. Refer to the FIN
Reports Catalogs for a listing of the parameters available for the specific report being generated.

The FIN Reports Catalogs are located on the Cardinal Website under Resources.

Favoitesw | MamMenuv > General Ledger~

—————
“Trial Balance Report

Trial Balance Report
Run Control ID  Cardinal_Trial_Balance_Report

Report Request Parameters
“Business Unit: (for All BUs ) [15100 Q
“Fiscal Year: 2023

Accounting Period: 3

By Fund

| 215210 J=T oty | [ Refresh |

t

> GeneralReporisv > Cardinal Trial Balance Report

Report Manager  Process Moritor [ R ]

Include Adjustment Periods

Adjustment tPeriod

] —

ChartField Selection Ledger Selection e
OFull Accrual
By BUIFUND Fund[01000 |Q

Omodified Accrual Summary

By BUJFundiProject

By FundG Ocash Basis

y FundGroup _
B actais Edpeta

By All Accounts ‘

(All Ledgers selected will be summed
rogether)

[ Add_|[Z] UpdateiDispay |

New Window | Help | Personaize Page

10. Click the Save button.

The page refreshes.

Favories | ManMenu~ > General Ledger

[ r—
Trial Balance Report

Trial Balance Report

Report Request Parameters

“Fiscal Year: 2023

Accounting Perio: &

ChartField Selection L

By BUFUND Fund[01000 |Q
By BUFundiProject
By FundGroup
By All Accounts
By Fund

[5)save || Moty | [ Refresh |

“Business Unit: (efor All BUs ) 15100 Q

+ > GeneralReporisv » Cardinal Trial Balance Report

[ —

edger Selection Account Details
OFult Accrual
(O Modified Accrual Summary

Ocash Basis

Bactuals
(All Ledgers selected will be summed
together)

@ petail

[ Add_|[.5] UpdateiDisplay |

New Windo | Help | Fersonaize Page

11. Once saved, the Run button is enabled. Click the Run button.
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The Process Scheduler Request page displays in a pop-up window.

Process Scheduler Request

Help
UserID PPS1_ALAM.ROBERTS Run Control ID Cardinal_Trial_Balance_Report
Server Name] vi Run Date |05/14/2023 [5]
Recurrence v Run Time |7:12:15FPM Reset to Current Date/Time
Time Zone &}

Process List

Select Description Process Name Process Type *Type *Format Distribution
Cardinal Trial Balance Report VGLROD SQR Report Web v | | PDF ~ | Distribution

Cancel Refresh

12. The Type field defaults to “Web”. Update to “Email”, “File”, or “Printer” as desired. If “Email” is
selected, use the Distribution link to identify the email address to send the report to.

13. The Format field defaults based on the report being generated. Update as needed if other formats
are available for the report being generated.

Note: Refer to the FIN Reports Catalogs to identify the formats available for each specific HCM
Report. The FIN Reports Catalogs are located on the Cardinal Website under Resources.

14. Click the OK button.

The Trial Balance Report tab returns.

Fawies | NManWens 5 Gerealledgre > > GardnaiTial

New Window | Help | Personalize Page

Trial Balance Report
Trial Balance Report
Run Control ID Carcinal_Trial_Balance_Report Report Manager R
Process Inctance 18579193
Report Request Parameters
“Business Unit: (%for AllBUS ) [15100 <y Include Adjustment Periods
“Fiscal Year: 2023 Adjustment Period
Accounting Period: : v =
ChartField Selection Ledger Selection ‘Account Details
sy surund Funapiong Jq | CPuacenal
Omodified Accrual Summary
By BUFundsProject
By FunG Ocash Basis
Y FundGroup ]
B actuals Getil
By All Accounts (All Ledgers selected will be summed
By Fund together)
[E)save |[ENotity | [ Refresn | (5 Add_|[ 2 UpdateiDispiay |

Note: Notice that a Process Instance Number has been assigned to the report request (18579193 in
this example). Take note of this Process Instance Number for future use.

15. Click the Process Monitor link.

Rev 5/15/2023 Page 6 of 8



» Cardinal Cardinal FIN Reporting Job Aid
4 NAV220 Generating a Financials Report

The Process Monitor page displays.

Favorits~ | MainMenu~ > General Ledger~ > General Reports + > Cardinal Trial Balence Report > Process Monitor
New Window | Help | Personaiize Page

Process List

View Process Request For

UserDPPSTALANRIQ.  mype [ V][t ] 1 Das v [ Refresn |
Serv| Name Q. nstance From Instance o =

R st 1 osmwionsows [ g o e | R

Process List Personaize | Find | View Al [ (3 | [[§  Fist (0 12012 (1) Last

Fun DateTime Fun Sots 2SI Dty Actons

Select Instance  Seq.  Process Type RLOGESS  User

19 SRResan  VOLROOT FPST_ALANROBERTS 4P T2 Guccers  posag  petis | < actond

18579192 SCR Report VGLRUT PPS1_ALANROBERTS (1412023 B414PM  guccoss  posted  Detals  ~Actions

Go backto Cardinal Trizl Balance Report

[lsave | [ Notiy |

16. Locate the applicable report within the Process List section using the Process Instance Number
previously captured. The report can be viewed once the Run Status field updates to either
“Success” or “Error” and the Distribution Status field updates to “Posted”. Periodically click the
Refresh button until these two status fields update.

¢ The Clear button can be used to clear any defined view parameters
e The Reset button can be used to reset back to the last saved view parameters
17. Click the corresponding Actions dropdown button.

The Actions dropdown menu displays.

>

Details

Parameters

Message Log

Wiew Log/Trace

18. If the report completed with a Run Status of “Success”, click the View Log/Trace list item.

Note: If the report completed with a Run Status of “Error”, the Message Log list item can be used to
review why the error occurred.
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The View Log/Trace page displays in a pop-up window.

Wiew Log/Trace b
Help
Report
Report ID 81364490 Process Instance 18579193

MName VGLROO1 Process Type SR Report

Run Status Success

Cardinal Trial Balance Report
Distribution Details

Distribution Node fintrn Expiration Date | 06/13/2023
File List
Name File Size (bytes) Datetime Created
SOR_VGLROO1_18579193.log 2,309 05M4/2023 T13:39.623251PM EDT
voIrd01_18570193.PDF 16,295 05M4/2023 T13:39.623251PM EDT
vglrd01_18579193 out 26,178 058M42023 T13:39.623251PM EDT
Distribute To
Distribution 10 Type *Distribution 1D
Uszer FFS1_ALAN.ROBERTS
| Retun |

19. Click the .PDF link within the File List section to view the generated report in PDF format.
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