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Training Materials and Resources 
 
After reviewing this Reports Catalog, if any additional information or guidance is needed, please refer to 
the following: 
 

¶ Cardinal SW NAV220 Cardinal Reporting:  This Instructor Led Training (ILT) course provides 
training, demonstrations, and exercises that cover the fundamentals of how to run or access 
report and queries.  Additionally, it covers how to perform inquiries.  The course document 
provides: 
 
ī Key concepts in Cardinal reporting 

 
ī Information on how to access the Query Viewer to search, run, and access query results 

online or by download 
 
ī Information on how to perform inquiries to access details about an item or transaction in 

Cardinal  
 

ī Basic information about types of reports and how to access the different types of reports 
 

ī Information on how to run and check the status of ad hoc reports   
 

ī Information on how to access nVision reports and how to use the Drilldown feature 
 

ī Information on how to run BI Publisher and PSJob reports and access them through the 
Report Manager 

 
ī References for additional Resources, Job Aids, and Key Terms 
 
ī Exercises which provide hands-on practice to run/access reports, inquiries or queries 

(provided in the ILT course only) 
 
Note: This resource document is located on the Cardinal website and can be accessed by 
following this path:  
 
Training > Course Materials > Statewide > SW_Financials > SW_Overview: Navigation, 
Reporting and Approvals > NAV220: Cardinal Reporting 
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Accounts Payable 
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Accounts Payable Inquiries 
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Payment Cash Check Results Inquiry 
 
REVISED:  01/02/2020 
 
DESCRIPTION: 
This inquiry is used to research and review the details of results for the daily Payment Cash Checking 
process. 
 
NAVIGATION PATH: 
Main Menu > Accounts Payable > Payments > Payment Cash Check > Payment Cash Check Results 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Run Date 
GL Business Unit 
Fund 
Account 

Online 

 
 
Screenshot of the Payment Cash Check Results - Search Page 
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Screenshot of the Payment Cash Check Results Page 
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Payment Cash Check Review Results by Transaction Inquiry 
 
REVISED:  03/24/2017 
 
DESCRIPTION: 
This inquiry is used to research and review the payment cash check results for a specific transaction 
and run date. 
 
NAVIGATION PATH: 
Main Menu > Accounts Payable > Payments > Payment Cash Check > Review Results by Transaction 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Run Date 
Source Transaction (EXAD, EXPN, VCHR) 
Business Unit 
Advice ID 
 

Online 

 
Screenshot of the Review Results by Transaction - Search Page 
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Screenshot of the Payment Cash Check Review Results by Transaction Page 
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Review Suppliers Inquiry 
 
REVISED:  01/02/2020 
 
DESCRIPTION: 
This inquiry is used to search and verify if a supplier exists in Cardinal and view the supplier record. 
 
NAVIGATION PATH: 
Main Menu > Suppliers > Supplier Information > Add / Update > Review Suppliers 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Supplier ID 
Name 
Short Name 
Type  
Persistence 
Alternate Payee Name (Doing Business As 
Name) 
Address 
ID Type (EIN, SSN, Other, etc.) 

Online 

 
 
Screenshot of the Review Suppliers - Search Page Using ID Type 
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Screenshot of the Review Suppliers - Search Page Using Name 
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Voucher Accounting Entries Inquiry 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This inquiry is used to review accounting entries on the distribution lines for a selected voucher or for 
voucher(s) associated with a selected supplier invoice. 
 
NAVIGATION PATH: 
Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting Entries 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Voucher ID 
Invoice Number 
Accounting Line View Option 
Show Foreign Currency [checkbox] 

Online 

 
 
Screenshot of the Voucher Accounting Entries Page - Main Information tab 
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Screenshot of the Voucher Accounting Entries Page - Chartfields tab 
 

 
 
 
Screenshot of the Voucher Accounting Entries Page - Journal tab 
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Voucher Budget Check Exceptions Inquiry 
 
REVISED:  01/02/2020 
 
DESCRIPTION: 
This inquiry is used to monitor and provide budget check exceptions on vouchers. 
 
NAVIGATION PATH: 
Main Menu > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Voucher 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Commitment Control Tran ID 
Commitment Control Tran Date 
Business Unit 
Voucher ID (% for ALL) 
Process Instance 
Process Status 

Online 

 
 
Screenshot of the Voucher Budget Check Exceptions - Search Page 
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Screenshot of the Voucher Budget Check Exceptions Page 
 

 
 
Note:  On the Voucher Budget Check Exceptions page, a user can click on the Document icon 
beside the Voucher ID to review the actual voucher, click on the Budget Check Details icon to see an 
explanation of the budget error, and click on the magnifying glass icon under the Details column to see 
transaction line details. 
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Voucher Error Build Detail Inquiry 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This inquiry is used to locate errors identified during the voucher build process.  The inquiry provides a 
link to pages where the error(s) can be corrected. 
 
NAVIGATION PATH: 
Main Menu > Accounts Payable > Vouchers > Maintain > Voucher Build Error Detail 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Voucher ID 
TSE Run ID 
Origin 
Control Group ID 
Supplier ID 
Buying Agreement ID 
Invoice Number 
Invoice Date 
Voucher Source 

Online 
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Screenshot of the Voucher Build Error Detail - Search Page 
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Screenshot of the Voucher Build Error Detail Page 
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Voucher Inquiry 
 
REVISED:  01/02/2020 
 
DESCRIPTION: 
This inquiry is used to view voucher header and line details, voucher status, and payment information 
associated with vouchers that are entered in Cardinal either online or through the upload interface. 
 
NAVIGATION PATH: 
Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Voucher ID 
Invoice Number 
Short Supplier Name 
Supplier ID 
Supplier Name 
Voucher Style 
Related Voucher 
Entry Status 
Voucher Source 
Incomplete Voucher 

Online 

 
ADDITIONAL INFORMATION: 
Agencies that use multiple Business Units, such as petty cash, should ensure the proper Business Unit 
is used on the voucher(s). 
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Screenshot of the Voucher Inquiry - Search Page 
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Screenshot of the Voucher Page - Summary Tab 
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Screenshot of the Voucher Page - Invoice Information Tab 
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Accounts Payable Queries 
 
 
<This page is intended to be blank> 
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1099-G Query (V_AP_1099G_INFO) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will display vendor and payment information based on the Account Chart Field Attribute 
ñ1099 Formò where the value is ñGò, for a specific Business Unit and Payment Date range. 
 
NAVIGATION PATH: 
Main Menu > Reporting tools > Query > Query Viewer > V_AP_1099G_INFO 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Payment Begin Dt 
Payment End Dt 

HTML 
Excel 
CSV 

 
 
Screenshot of the 1099-G Query Page 
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AP Manual, Wire & Treasury BU (V_AP_POSTED_PMTS_BY_BU_PAY_MTH) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query displays Manual, Wire and Treasury Business Unit payments. 
 
NAVIGATION PATH: 
Main Menu > Reporting tools > Query > Query Viewer > V_AP_POSTED_PMTS_BY_BU_PAY_MTH 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (% for ALL) 
Journal Posted Date From 
Journal Posted Date To 
Payment Method (% for all) 
Account 
 

HTML 
Excel 
CSV 

 
Screenshot of the AP Manual, Wire & Treasury BU Query Page 
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AP Posted Cancelled Payment (V_AP_POSTED_CANCEL_PYMNTS) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query displays Cancelled Expenses and Voucher Payments. 
 
NAVIGATION PATH: 
Main Menu > Reporting tools > Query > Query Viewer > V_AP_POSTED_CANCEL_PYMNTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

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

HTML 
Excel 
CSV 

 
Screenshot of the AP Posted Cancelled Payment Query Page 
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Active EDI Suppliers with Banking Query (V_AP_EDI_SUPPLIERS_BANK) 
 
REVISED:  05/23/2024 
 
DESCRIPTION: 
This query is to review all active suppliers having bank information. The query can be run by choosing 
% for all to display all the suppliers with banking, can also be run by hardcoding either SSN, EIN or 
OTH such that the suppliers with specified TIN Type and banking will be listed in the query output. This 
query output displays Supplier ID, Supplier Name, Vendor Location, Location Description, Prenote 
Status, bank Descr, Bank Acct Type, Bank Account #, DFI ID Number, Bank Name, Last Modified Date, 
TIN Num, TIN Type. This query contains sensitive banking data and will be restricted to be used by 
DOA EDI team. 
 
NAVIGATION PATH: 
Main Menu > Reporting tools > Query > Query Viewer > V_AP_EDI_SUPPLIERS_BANK 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Tin Type (%=all) or EIN, SSN, or OTH 
 

HTML 
Excel 
CSV 
 

Additional Information:   
Bank Account number and TIN numbers are blanked out because they are deemed sensitive 
information. 
 
Screenshot of the Active EDI Suppliers with Banking Query Page 
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Balance in Accrual Account (V_AP_ACCRUAL_ACCOUNT_BAL) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will display Balances in Accrual Account by Program & Fund. 
 
NAVIGATION PATH: 
Main Menu > Reporting tools > Query > Query Viewer > V_AP_ACCRUAL_ACCOUNT_BAL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Journal Date From 
To Journal Date 
Account 
Fund (% for ALL) 

HTML 
Excel 
CSV 

 
Screenshot of the Balance in Accrual Account Query Page 
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EPAY Payment History Query (V_AP_EPAY_PAYMENTS) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will provide the ability to identify EPAY Payment History by Payment date Range. 
 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_EPAY_PAYMENTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Payment Date From 
Payment Date To 

HTML 
Excel 
CSV 

 
 
Screenshot of the EPAY Payment History Query 
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EPAY Supplier History Query (V_AP_EPAY_SUPPLIER) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will provide the ability to identify EPAY Supplier History. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_EPAY_SUPPLIER 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

EPAY Location Status 
EPAY Location 

HTML 
Excel 
CSV 

 
 
Screenshot of the EPAY Supplier History Query 
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Final Vouchers Report Query (V_AP_FINAL_VOUCHERS) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will list of PO vouchers related to Construction and Consultant Contracts that are marked as 
Final Voucher.  This query is for VDOT only. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_FINAL_VOUCHERS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Begin Date 
End Date 
Contract Ctg (% for all) 

HTML 
Excel 
CSV 

 
 
Screenshot of the Final Vouchers Report Query Page 
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List Vchr Inv Lines & Distribs (V_AP_VCHR_INV_DISTRIB_LINES) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query lists voucher invoice and distribution line details for a user specified voucher ID. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHR_INV_DISTRIB_LINES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Voucher ID 

HTML 
Excel 
CSV 

 
 
Screenshot of the List Vchr Inv Lines & Distribs Query Page 
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Monitor PayCycle Pymnt Details (V_AP_MONITOR_PAYCYCLE_PAYMENTS) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will identify Accounting Period and FY for payments for Vouchers, Expenses and Cash 
Advances. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_MONITOR_PAYCYCLE_PAYMENTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (% for all) 
From Payment Date 
To Payment Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the Monitor PayCycle Pymnt Details Query Page 
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One Time Supplier Query (V_AP_ONE_TIME_VENDORS) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query displays One Time vendors that have been re-activated and the agencies that used these 
vendors. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_ONE_TIME_VENDORS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

No input criteria HTML 
Excel 
CSV 

 
 
Screenshot of the One Time Vendors Query 
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Payee ï invalid Address length Query 
(V_AP_PAYEE_ADDR_LENGTH_INVALID) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query is Vendor to Supplier label changes, Query to list Invalid Payee Names that got processed 
due to field length limitations on Warrant Extract. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_PAYEE_ADDR_LENGTH_INVALID 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Payment Method (% for ALL) 
Payment Date From 
Payment Date To 

HTML 
Excel 
CSV 

 
 
Screenshot of the Payee ï Invalid Address length Query page 
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Payroll Vouchers Query (V_AP_ VCHRS_HCM_PAYROLL) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query to reconcile payroll vouchers interfaced to FIN from HCM for a specified time period and for 
a specific GL Business Unit. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHRS_HCM_PAYROLL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

GL Business Unit 
From Journal Date 
To Journal Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the Payroll Vouchers Query page 
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Pymnt Count By Pymnt Method Query 
(V_AP_PYMNT_CNT_BY_PYMNT_MTHD) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query provides the ability to track the Vouchers and Expenses Payment count by payment 
method. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_PYMNT_CNT_BY_PYMNT_MTHD 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

AP Business Unit (% for all) 
From Payment Date 
To Payment Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the Pymnt Count By Pymnt Method Query Page 
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Payment History for ePay Supps Query (V_AP_EPAY_VNDR_PYMNT_HIST) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will provide the ability to identify list of payments made to ePAY Vendors including All 
payment methods for the date range specified. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_EPAY_VNDR_PYMNT_HIST 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pymnt Date From 
Pymnt Date To 

HTML 
Excel 
CSV 

 
 
Screenshot of the Payment History for ePay Supps Query Page 
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Payment Cash Check Results Query 
(V_AP_PYMNT_CASH_CHECK_RESULT) 
 
REVISED:  12/15/2023 
 
DESCRIPTION: 
This query displays the ledger cash balance for a given date and the cash check pass/fail status of 
vouchers and expenses. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_PYMNT_CASH_CHECK_RESULT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Run Date 
Seq Num (1-9 or % for All) 
GL Unit (% for All) 
Fund (Enter % for all values) 
View By (select All, Passed, or Failed) 
Report Option (select Both, Detail, or Summary) 

HTML 
Excel 
CSV 

 
 
Screenshot of the Payment Cash Check Results Query Page 
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Pending Vouchers by Origin Query (V_AP_PENDING_VCHRS_BY_ORIGIN) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query is to review Cardinal loaded Voucher Distributions before Mass Approval of the Spreadsheet 
Vouchers.  This query is only used by SPO. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_PENDING_VCHRS_BY_ORIGIN 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (% for ALL) 
Origin (SPD, UTL) 
Supplier ID (% for ALL) 
Accounting Date From 
Accounting Date To 

HTML 
Excel 
CSV 

 
Screenshot of the Pending Vouchers by Origin Query Page 
 

  
 
Screenshot of the Pending Vouchers by Origin Query Page (scrolled right) 
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Posted Payments Query (V_AP_POSTED_PYMNTS) 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This query displays posted payments information (including Payment ID Reference, Payment Date, 
Payment Amount, Journal ID, and Journal Date) for a designated Journal Date range.  The query can 
be used to monitor payments.  The query does not display any ChartFields affected by payment post 
but does include payee and payment reference information (e.g., Check Number, Electronic Data 
Interchange (EDI) Trace Number, ePayables Number). 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_POSTED_PYMNTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit GL (% for All) 
Journal Date From 
Journal Date To 

HTML 
Excel 
CSV 

 
 
Screenshot of the Posted Payments Query Page 
 

 
 
 
Screenshot of the Posted Payment Query Page (scrolled right) 
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Posted Voucher Extract Query (V_AP_POSTED_VCHR) 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This query displays posted vouchers for a designated Journal Date range.  The query provides the 
voucher distribution lines (including Journal ID, Journal Date, Posted Date, and Journal Line Number) 
but does not include the accrual and cash lines of the transaction. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_POSTED_VCHR 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Journal Date From 
Journal Date To 

HTML 
Excel 
CSV 

 
Screenshot of the Posted Voucher Extract Query Page 
 

 
 
Screenshot of the Posted Voucher Extract Query Page (scrolled right) 
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Screenshot of the Posted Voucher Extract Query Page (continued scrolled right) 
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Refund Query (V_AP_REFUND_VOUCHERS) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will identify voucher transactions where the vendor address description for that transaction is 
ñRefund Addressò and the transaction contains an Account that is not a Revenue Account. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_REFUND_VOUCHERS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Entered Date From 
Entered Date To 

HTML 
Excel 
CSV 

 
 
Screenshot of the Refund Query Page 
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Schedule of Expenditures of Federal Awards Query (V_AP_SEFA) 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This query displays expenditure information used to assist agencies with the preparation and 
submission of various spreadsheets that comprise the Schedule of Expenditures of Federal Awards 
(SEFA) which are submitted to the Department of Accounts (DOA) for the Single Audit Report.  The 
query includes Accounts Payable (AP) Business Unit, Voucher ID, Goods & Services Receipt date, 
Account, Project, Fund, Program, Task, Voucher Description, Monetary Amount, Supplier ID, Supplier 
Class, Supplier, Payment Date, and Federal Catalog Number. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_SEFA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

AP Business Unit (% for all) 
Payment From Date 
Payment To Date 
CFDA Number 

HTML 
Excel 
CSV 

 
 
Screenshot of the Schedule of Expenditures of Federal Awards Query Page 
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SEFA Local Aid (V_AP_SEFA_LOCALAID) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will identify Schedule of Expenditures of Federal Awards (SEFA). 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_SEFA_LOCALAID 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Fiscal Year 
Account 

HTML 
Excel 
CSV 

 
 
Screenshot of the SEFA Local Aid Query Page 
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Supplier 1099 Data Extract (V_AP_1099_DATA_EXTRACT) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query will list all withhold vendor details within a user selected agency control id and withholding 
declaration date range. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_1099_DATA_EXTRACT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Supplier SetID 
Control ID 
AP Business Unit (% for All) 
WH Declaration Date From 
WH Declaration Date To 

HTML 
Excel 
CSV 

 
 
Screenshot of the Supplier 1099 Data Extract Query Page 
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Suppliers on Payment Hold Query (V_AP_VNDRS_ON_PYMNT_HOLD) 
 
REVISED:  03/03/2017 
 
DESCRIPTION: 
This query displays suppliers with a Supplier Location on payment hold.  The query is used by the 
Commonwealth Vendor Group (CVG) to determine if a supplierôs payment hold status requires updating 
due to an internal payment offset request.  Please refer to the job aid entitled SW AP312: Processing 
Internal Payment Offsets for additional information. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VNDRS_ON_PYMNT_HOLD 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Supplier SetID 
Payment Handling Cd (% for ALL) 

HTML 
Excel 
CSV 

 
 
Screenshot of the Suppliers on Payment Hold Query Page 
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Suppliers on Payment Hold with Unpaid Voucher Query 
(V_AP_VNDR_PYMNT_HOLD) 
 
REVISED:  03/03/2017 
 
DESCRIPTION: 
This query displays suppliers with a Supplier Location on payment hold that have unpaid vouchers.  
The query can be used daily to determine if unpaid internal offset-related vouchers exist for the agency. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VNDR_PYMNT_HOLD 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Supplier SetID 
AP Business Unit 
Supplier ID (% for All) 

HTML 
Excel 
CSV 

 
 
Screenshot of the Suppliers on Payment Hold with Unpaid Vouchers Query Page 
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VCHR Agency Details with TOP Query 
(V_AP_PYMNT_VCHR_TOP_AGENCY_DET) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query can be used to assist agencies if a supplier, subject to TOP, calls for assistance before they 
receive the TOP letter which provides more details.  It includes the dollar amount applied, along with 
the federal agency name and contact information. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_PYMNT_VCHR_TOP_AGENCY_DET 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Payment Date From 
Payment Date To 
Payment Reference (%) for All 
Supplier ID (%) for All 
Business Unit (%) for All 

HTML 
Excel 
CSV 

 
 
Screenshot of the VCHR Agency Details with TOP Query Page 
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Vchrs by Distrib/Dept/Acct Query (V_AP_VCHRS_BY_DSTRB_DEPT_ACCT) 
 
REVISED:  01/17/2024 
 
DESCRIPTION: 
This query to list all vouchers distributions with related PO / Contract data if applicable. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHRS_BY_DSTRB_DEPT_ACCT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Accounting Date From 
Accounting Date To 
Deptid (% for All) 
Account (% for All) 
Supplier SetID 
Supplier ID (% for All) 

HTML 
Excel 
CSV 

 
Screenshot of the Vchrs by Distrib/Dept/Account Query Page 
 

  
 
Screenshot of the Vchrs by Distrib/Dept/Account Query Page (scrolled right) 
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Voucher Error Report Query (V_AP_VCHR_ERROR) 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This query displays vouchers containing errors and the type of error (i.e., budget errors and edit errors).  
The query can be used to monitor the status of vouchers with errors. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHR_ERROR 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Responsible Org (% for All) 

HTML 
Excel 
CSV 

 
 
Screenshot of the Voucher Error Report Query Page 
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Voucher Lines with CO/Legal Query (V_AP_PREAUDIT_DTL) 
 
REVISED:  05/23/2024 
 
DESCRIPTION: 
This query is used for DOA preaudit to review the appropriate documentation prior to releasing the 
Attorney Services transactions for posting and payment. This query output displays Business Unit, 
Voucher ID, Accounting Date, Voucher line, Distribution line, Account, Program, Project ID, Fund Code, 
Account. 
 
NAVIGATION PATH: 
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_ PREAUDIT_DTL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Voucher ID 
Business Unit 
 

HTML 
Excel 
CSV 

 
 
Screenshot of the Voucher Lines with CO/Legal Query Page 
 

 

 
 
 
 
  












































































































































































































































