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Revision History

Revision Date

Summary of Changes

3/27/2025 Added a new query (Expense Approver Profile Query
(V_AP_APPROVER_ASSIGNMENT).
10/21/2024 Baseline
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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:

e 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:

- Key concepts in Cardinal reporting

- Information on how to access the Query Viewer to search, run, and access query results
online or by download

- Information on how to perform inquiries to access details about an item or transaction in
Cardinal

- Basic information about types of reports and how to access the different types of reports
- Information on how to run and check the status of ad hoc reports
- Information on how to access nVision reports and how to use the Drilldown feature

- Information on how to run Bl Publisher and PSJob reports and access them through the
Report Manager

- References for additional Resources, Job Aids, and Key Terms

- 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

<This page is intended to be blank>
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Accounts Payable Inquiries

<This page is intended to be blank>
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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 Online

GL Business Unit

Fund

Account

Screenshot of the Payment Cash Check Results - Search Page

Favoriies = Main Menu ~ > Accounts Payable » > Payments» : Payment Cash Check » > Payment Cash Check Results

Payment Cash Check Results

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

Find an Existing Value

- Search Criteria

Run Date 12/27/2019
5L Business Unit 50100
Fund
Account

Lirnit the number of results to (up to 300); |300

L0 L0 H

| Search || Clear |Basic Search 27 Save Search Criteria

Search Results

View All First ‘4’ 18oofee ‘B Last

Run Date Sequence Number GL Business Unit Fund Account

g1 50100 {blank) 101010
1 191 50100 01000 101010
1202712019 1 50100 02700 101010
1202712019 1 50100 04010 101010
1202712019 1 50100 04014 101010
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Screenshot of the Payment Cash Check Results Page

Favorltse~ |  Maln Menu - + Apcounis Payable = » Payments = » Payment C3sh Check - »

Payment Cash Chack Results

Filter Option
GL Buslnass Unit 50100 WA Dapt af Transporiation
Fund 11000 zaneral Fund ® an Trsnsactions
account 101010 Cash Wih The Tr2aeurer OF WA g;:t::;:::::::;z:a
Run Date 12i2Ti2ne

Errcr Mazgagae |

Payment Cash Check Results

[Flecal Year 2020
Cash Check Eep Balance 40,000,951.01 12272019 3:25:19PM
Cash Parsed Amt 50.00

Cash Falled amt

Calculated End Balance 40,000,001.01
Batzh End Ledgsr Ealancs 40,004,001.01 12282018 1:2842AM
varlance Amount

Payment Gagh Check Reeults

Flller |

Fing | Wizw Al Firet 4 1001

[[1Bypaze cash
[ averrda cash
& apply Flecal Year

Transaction List

 Vouchers Persanaliza | Find IWiew an | £ B First

| Woucher || Detalz || AmountDetalle || EmorMessage | [F=H

Suclnsce Untt Vasshar Proasccing Rula

U qer1 't Last

+ Expense Reports Perzanzize | Fing |wiew an| 27 First “* 1or1 " Last

| Expn || Dotz || AmountDetale || Emor Messsge | =R

Fun Data GL UnH Acocunt Fund Ehe==tid Doocument Datalls Proczcclng Ruls
1127272018 50100 101010 01000  DOO0D267543 CDocument Delzls  Defzull
* Advance Pereanallze | Fing | view an | £ | B First ‘4 1af1 'k Last

| Advances || Detals " Amount Detalls || Emor Megeags |D

Adwance id Frooessing Ruls

Last

Rev 03/27/2025
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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 Online
Source Transaction (EXAD, EXPN, VCHR)

Business Unit

Advice ID

Screenshot of the Review Results by Transaction - Search Page

Favorites - Main Menu = > Accounts Payable - > Paymentz » > Payment Cazh Check = > Review Results by Tranzaction

Review Transaction Results

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

Find an Existing Value

w Search Criteria

RunDate[=  w] [12/02/2019
Source Transaction WCHR
Business Unit[ begins with |[50100
Advice 1D 01068153

Limit the number of rezults to (up to 300): | 300

£ L E

-
| Search || Clear |Basil: Search [& Save Search Criteria

Search Results

300 of 328 resuliz are displayed.

Wiew Al First ‘! 1am0ofzon P Last
Run Date Sowrce Transaction Business Unit Advice ID
12022019 VOHR 0100 01068153
I 12022019 WCHR 50100 010681 54'
1202218 WCHR 20100 01068176
12022019 WCHR 50100 01068200
12022019 WEHR 20100 01068208
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Screenshot of the Payment Cash Check Review Results by Transaction Page

Faworites - | Main Menu - * Accounts Payable » * Paymenis ~ * Payment Cash Check » * Review Resulis by Transaction

Review Results By Transaction

Business Unit 50100

Voucher ld 01088154

Remit Supplier  pOODOO2328 Wulcan Construction Materials

Payment Amount T7.136.30
Budget Status Walid Approval Status A
Scheduled Pay Dt 12/04/2012 Due Date 12/04720M8
Distribution Details Personalize | Find | View &ll | B2 | = First ‘4 120f2 '} Last
Amount Error
Ilii;‘ne'lber Distribution Line  Fund Bypass Cash Override Cash Cash Check Status  Passed Amount Failed Amount
1 104100 ¥l O Passed 7.136.27
2 104100 W Passad 0.03

|[& Retum to Sesreh  ||#] Previousin List | [4] Mextin List
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Review Suppliers Inquir
REVISED: 01/02/2020

DESCRIPTION:

y

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:
Supplier ID

Name

Short Name

Type

Persistence

Alternate Payee Name (Doing Business As

Name)
Address
ID Type (EIN, SSN, Other, etc.)

OUTPUT FORMAT:

Online

Screenshot of the Review Suppliers - Search Page Using ID Type

Review Suppliers

Search Criteria

Favorites | Main Menu ~ * Suppliers= » Supplier Information = *  Add/Update ~ * Rewview Suppliers

*SetlD [STATE Q Supplier ID o} Short Name
Mame |C°"t9i"5 Vl Equal to W Q
Withholding Name |Egusl to v] Classification | ]
pplier Status| v Type| V]
Sanctions Status | v] Persistence | v]
Alternate Payee Name | vl
Address [Equsi o V] City
Customer Number Country s}
| 1D Type [Employer IO Number v 123458738| = | State Q
VAT Registration ID Postal
Withholding Tax ID Bank Account £
300 ——
Max Rows Search | Clear |
Search Results Personsiize | Find | View Al |2 | ER First @ 1408 @& Last
Main Information || Additional Supplier Info Audit Information | [E=R
Actions SetlD Supplier ID Supplier Name Short Name Alternate Payee Name  Address Ci State Count Effective Status
pp ] y ity Ty
=3 -
- Actions STATE 0000002114  Case Paper Co Inc g;“E PAPER Caze Paper Co.lnc. 3624 Century Place  Charlotte NC usa Active
CASE PAPER-
* Actions STATE 0000002114  Case Paper Co Inc 0ot Caze Paper Co.lnc. 3624 Century Place  Charlotte NC usa Active
CASE PAFER-
- Actions STATE 0000002114  Case Paper Co Inc 0ot 3624 Century Place  Charlotte NC usa Active
(=3 k,
= Actions STATE 0000002114  Case Paper Co Inc ;;“E EAEER 3624 Century Place  Charlotte NC usa Active
Rev 03/27/2025 Page 13 of 176
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Screenshot of the Review Suppliers - Search Page Using Name

Favorites + | Mzin Menu + > Suppliers~ > Supplier Information ~ > AddiUpdaste v > Review Suppliers

Review Suppliers

Search Criteria

*SetiD [STATE 2 supplieriv| |& Short Name
I Mame |Contsins hd |Caze Paper | I Equal ta ™) l:lQ

Withholding Name |Equalto v [ | Classification | V]
Supplier Sfafusl Vl Typel Vl
Sanctions Status [ V] Persi [ V]
Alternate Payee Name | Vl | |
Address [Equsl o ] | | city |

c Number| | Country[ |&
1D Type | v] [ | state[ |y
VAT Regi jon 1D | Postal

ing Tax ID| | Bank Account # |

00| —
asiows |20 Cemed

Search Results Personslize | Find [view &l | 2| B8 First 4 1-40f4 P Last

Main Information || #dditional Supplier Info " Audit Information

|Actions Setll Supplier ID Supplier Name Short Name Alternate Payee Name  Address City State Country Effective Status
~ Actions STATE 0000002114 Case Paper Co Inc E:E'I‘\ISE PAFER- Case Paper Co.lnc. 2624 Century Place  Charlotte NC UsA Active
* Actions STATE 0000002114  Case Paper Co Inc DCE'I‘\‘SE Az Caze Paper Co.lnc. 3624 Century Place  Charlofte NC usa Active
~ Actions STATE 0000002114 Case Paper Co Inc E:;ISE PAPER- 2624 Century Place  Charlotte NC UsA Active
= Actions STATE 0000002114  Case Paper Co Inc CASEEARER S 3624 Century Place  Charlofte NC usa Active

0a1
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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:
Business Unit

Voucher ID

Invoice Number

Accounting Line View Option
Show Foreign Currency [checkbox]

OUTPUT FORMAT:
Online

Screenshot of the Voucher Accounting Entries Page - Main Information tab

Favorites « | Main Menu ~

Voucher Accounting Entries

*Business Unit[15100 | O
*Accounting Line View Option |Standard Invoice Date 10/31/2019
Supplier ID 0000593003
Supplier Name Vital Records Helding LLC

Accounting Information

Posting Process AP Accrual GL Dist 5tatus Distributed

Main Information || Chartfields || Journal |

Voucher ID 00003485 |QA

> Accounts Payable » » Review Accounts Payable Info = > “ouchers » > Accounting Entries

Invoice Number 1336550 QY

O show Foreign Currency

*Sort By |Posting Process W

I " Search || Reset

Find | View All First ‘4’ 10of1 '*' Last

Posting Date 12/10/2019

Personalize | Find | view Anl | G | ] First ‘4’ 120f2 'Y Last

Description Monetary Amount Currency Code Ledger GL Unit Accounting Date

Accounts Payabls -2,160.00 USD ACTUALS 15100 121102018

SHRED DOCS 2,160.00 USD ACTUALS 15100 121102018
Rev 03/27/2025
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Screenshot of the Voucher Accounting Entries Page - Chartfields tab

Favorites = | Main Menu =

Voucher Accounting Entries

*Business Unit 15100 |Q

Standard

*Accounting Line View Option

Supplier ID 0000595003

Voucher ID (00003485 |Q~

Invoice Date 10/31/2018

> Accounts Payable » » Review Accounts Payable Info v > ‘ouchers » > Accounting Entries

Invoice Number 1235550 &}

O show Foreign Currency

*Sort By [Posting Process &

Supplier Name Vital Records Holding LLC | Search | | Reset
Accounting Information Find | View All First ‘4’ 1 0f1 ‘2 Last
Posting Process AP Accrual GL Dist Status Distributed Posting Date 12/10/2018
Personslize | Find | View Al | 2] [ First ‘4 4-20f2 '* Last
Main Information i artfields |I Journal
Tax Authority Account Fund Program Department g:::er Task FIP5S Asset ﬁg:n‘cy ﬁg:nzcy PC Business Unit Project
205025 01000 99998
5012860 01000 795001 92100
< >
Screenshot of the Voucher Accounting Entries Page - Journal tab
Favorites | Main Menu ~ > Accounts Payable ~ > Review Accounts Payable Info = > Vouchers » > Accounting Entries
Voucher Accounting Entries
*Business Unit[15100 |Q Voucher ID (10003435 | Q= Invoice Number [1336550 o,
*Accounting Line View Option |Standard Invoice Date 10/31/2019 [ show Foreign Currency
Supplier 1D 0000233003 =Sort By |Posting Process v
Supplier Name Vital Records Holding LLC | Search | [ Reset
Accounting Information Find | View All First ‘4’ 1 0f1 ‘2 Last
Posting Process AP Accrual GL Dist Status Distributed Posting Date 12/10/2019
Personalize | Find | view an | G| =] First ‘4 120f2 ‘Y Last
Main Information " Chartfields I Journal I

Joumnal ID Line Journal Date Doc Type DocSeqNb Doc Seq Date Budget Date Budget Status Primary

APD1381729 2121072019 12102019 v '

APD1381729 T12M0zme 121029 v Y

Rev 03/27/2025
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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 > VVoucher

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Commitment Control Tran ID Online
Commitment Control Tran Date

Business Unit

Voucher ID (% for ALL)

Process Instance

Process Status

Screenshot of the Voucher Budget Check Exceptions - Search Page

Favorites - Main Menu « » Commitment Confrol + > Review Budget Check Exceptions ~ > Accounts Payable » > “Woucher

Voucher

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

Find an Existing Value

w Search Criteria

Commitment Contral Tran ID | begins with s

Commitment Control Tran Date

Business Unit 15100
Youcher ID| beqins with s
Frocess Instance

Process Status|= v| |Errors Exist vl

L LoE

Limit the number of results to (up to 300); (200

| Search || Clear |Basic Search I Save Search Criteria

Search Resulis

View All First ‘&) 1or1 B Last
Commitment Contrel Tran ID Commitment Centrol Tran Date Business Unit Voucher ID Process Instance Process Status
0003058902 04/21/2016 15100 IDDDD'] 508 3557079 Error |
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Screenshot of the Voucher Budget Check Exceptions Page

Favorites v | Main Menu ~ > Commitment Confrol » >  Rewview Budget Check Exceptions = »  Accounts Payable ~ >  Woucher

j Voucher Exceptions | Line Exceptions

Business Unit 13100 Voucher ID§ 000015088 ~tinns

Owverride Transaction

Exception Type Error

Maximum Rows 100 More Budgets Exist

Search Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | view all | £V ] & First 'Y 120f2 " Last
Budget Override | Budget Chartfields |

Details Business Unit  Ledger Group Exception More Detail %vue:rlrgi:te Transfer
1 Q 15100 CC_ALLOT Mo Budget Exists More Detail GoTo ,'ﬂ
2 a 15100 CC_APPROP Mo Budget Exists More Detail GoTo ,’ﬂ

[Glsave | |[Eh Return to Search  ||[Z] Motify |

“Voucher Exceptions | Line Exceplions

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.

Rev 03/27/2025 Page 18 of 176



/;/ Cardinal

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 Online
Voucher ID

TSE Run ID

Origin

Control Group ID

Supplier ID

Buying Agreement ID

Invoice Number

Invoice Date

Voucher Source
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Screenshot of the Voucher Build Error Detail - Search Page

Voucher Build Error Detail

| Find an Existing Valus

v Search Criteria

Business Unit

Enter amy information you have and ofick Search. Lesve fields blank for a list of &fl walues.

s a

“Woucher ID| begins with Vl

TSERun ID[= |

Crigin|begins with ]

Control Group 1D begins with W]

Supplier ID[begins with v

Buyirg Agreement ID[begins with W]

Imwoice Number| begins with V|

Inwgice Data|= v |

\."oucherSnu_'ae|= V|

e

0 Case sensitive

Search Resulis
Wi All

Limit the number of results to (up to 300): (300

=
Sesarch Basic Search | Save Sesrch Criteria

Business Unit Vaucher |0 TSE Run |0 Origin Contral Group 1D Supplier I Buying Agreemant 1D

Favorites = | Main Menu - > Accounts Paysble = * ‘Viouchers = > Maintain~ * ‘oucher Build Emor Detsil

First ‘4 t1porsg ‘2

L=zt

Invaica Humber Imvoice Date Gross Invoice Amount Transaction Currency Vioucher Source

00433143 116015286 SIT  (blank) 0000092058 (blank) S23-FEBE-2015013117% 0200372015 75000 UsD Crmline

00435232 116015286 SIT  (blank) 0000051738 (blank) S27-FEE-20150021188 021872015 22083482 UsD Crmiline
50100 00435278 11601586 SIT  (blank) 0000025243 (blank) S27-FEE-20150041185 O220/2015 202834 .4 usD Crline
20100 00425278 11601586 SIT  (blank) 0000003300 (blank) ‘527-FEE-20150051185 02102015 20872312 UsD Crline
50100 01051450 116015886 UTL (blank) 0000053578 (blank) TI4D 5201212 12122019 253.52 UsD Retail
50100 010526854 11601686 SIT  (blank) 0000023818 (blank) 517-DEC-201200216883 12002372019 370267 UsD Crline
20100 01053045 f1601586 QML (blank) 0000025255 (blank) ESTZ2S 0001187800 110222019 240355.0% UsD Crline
20100 01053274 116015886 SIT  (blank) 0000027095 (blank) 512-DEC-20120011885 1200572012 O UsD Crline
50100 01083728 11601686 SIT  (blank) 00000323858 (blank) S18-DEC-20120021685 1200472012 0 UsD Crline
50100 01085777 11601686 SIT  (blank) 000003232858 (blank) 527-DEC-20120011660 1002372019 0 UsD Crline
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Screenshot of the Voucher Build Error Detail Page

Favorites | Main Menu - * Accounts Paysble ~ > Vouchers = * Maintasin~ * ‘oucher Build Error Detsil

Voucher Build Error Detail

Business Unit 50100 I Voucher ID 010E83045 I

Header Errors

Field Hamsa Message
Invoice Line Errors Parsonslize | Find | View Al | 2 | B First ‘4 1of1
Lina Field Name Message

Distribution Line Errors Persanalize | Find | View All | £ | & First ‘! 1-Zof2

Lina Distribution Line Field Nams Message
1 18 Cost Center Comibo error for fizlds CostCanterProgram in group CSCPROGRAM.
1 45 Cost Center Combo ermaor for fields CostCanter/Fund in group CSCFUND.

|2 Retun to Search | [+5] Previous inList |[J5] MextinList |[=]Motify |

Perconslize | Find | view A | & | B

! Last

" Last

First

4

1efi

13

Last

Rev 03/27/2025
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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 Online
Voucher ID

Invoice Number
Short Supplier Name
Supplier ID

Supplier Name
Voucher Style
Related Voucher
Entry Status
Voucher Source
Incomplete Voucher

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

Favorites + | Main Menu > AccountsPsysble~ > Vouchers~ > Add/Updste~ > Regular Entry

Voucher

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

[ Find an Existing vatue | add = New value

~ Search Criteria

15100 @

Woucher ID[begins wih V|

Invaios Mumber [begins wih v |

Invoice Datz[= ] |

Shert Supplier Name [begins wih V|

Supplier ID[begins with ]

Supplier Name [begins with w|

Voucher Styie[= ~] [Reguler Vousher ~]
Relsted Voucher [begins wih v | |
Entry Status[= ~] ]|
Voucher Source[= M |
Incomplete Vioucher [= ] ]
O case sensitive
Limit the number of results to (up to 2003 200
=
Search BasicSearch |2 Save Sesrch Criteria
Search Results
300 of 3481 resuits are displayed
iew Al
Business Unit Voucher D Invoice Number  Gross Invoice Amount Fayment Amount Invaice Date Short Supplier Name  Supplier 1D Supplier Name
15100 00003521 DEC20185FCC 2034072 20340.70 1252019 BANK OF AM-001 0000042277 Bank of Americs
15100 00003520 VOO122201812 1520203 18893.02 12202018 VIRGINIA 0S5 0000031508 Vinginia Information Technologies Agency
15100 00002518 AR-DO0S47ET 11205 11305 12162018 COMPUTER AID | 0000022627 Computer Aid Inc
15100 00002518 1100628007 265840 2BEBAD 1Z7/2019 ACCENTURE -002 000002097 Accenture LLP
15100 00003517 1100627805 315000 315000 1ZATI2018 ACCENTURE -002 0000030957 Accenture LLP
15100 00003516 6132 71528 71528 121372018 TEMPUS NOV-001 0000242550 Tempus Nova Inc

Regular
Regular
Regular
Hegular
Regular
Regular

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Paostzhle
Postable
Postsble
Postable
Paostzhle
Paostzhle

First
Vioucher Style Related Voucher Entry Status Voucher Source Incomplate Voucher

Online

1000300

Complete
Complete
Complets
Complete
Complets
Complete

Rev 03/27/2025
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Screenshot of the Voucher Page - Summary Tab

Favorites = | Main Menu~ ¥ Accounts Paysble ~ * Vouchers~ * AddfUpdste~ > Regular Eniry

Summary ” Related Documents. || Invoice Information " Payments " ioucher Attributes " Ermror Summnary |

Business Unit 15100 Invoice Date 121152018
Voucher ID Invoice No
Voucher Style Regular Invoice Total 28,34078  USD
Supplier Name
P O BOX 15731

WILMINGTON, DE 18258-5731

Entry Status Fostzble Pay Terms Dus Now PP

Match Status p5 paatch #Approval History Voucher Source Online
Approval 5atus Panding Origin OML
Post Status Unposted Created On 12/30/2019 8:38AM

Created By WPH2ZT3T
Last Update 12/30/2018 10:054M

Budget Status Valid Modified By A4 CARDINAL BATCH AP
ERS Type Mot Applicable
Budget Misc Status ‘Walid Close Status Open
*Wiew RElEtEI:ll Payment Inquiry d | Go
| Retum to Search ||| Previous inList  ||45] MextinList ||[Z]Motify ||i Refresh |Ek Add || 2 UpdsieDisplay

Surrary | Related Documents | Imepice Information | Payments | Voucher Affributes | Ermor Summary
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Screenshot of the Voucher Page - Invoice Information Tab

Favories - Main Manu ~

+  Acoounts Payail ~

» Wouchers~ » AddUpdata— Regular Entry

[ summary || Eeisted Documems || involcs Information || Esyments || Woucher Atinbattes || Ermor Summary |

Buainagz Unit 15100 Inweics Ne Invoice Total Nan Merchandlss Summary
Wouchsr 1D Accounting Datel1zE0e0t W Lina Total 20,4079 Sezzlon Defauts
WolChar Styls REguiarvoucner ] *currency ugge, | Cammensh)
Involca Date (2152015 Basls Dats Typs Mizcallanaous FE | Ad=chments (D)
: Freignt = | Tamplate List
Involcs Recalpt Dats (1220578 |7 Atvanced Supgliar Szarch
Grode & Sarvicas H.n-c:;:;l?ﬂ DO Finat vouehar Totsl Aporaval Hstary
Diffarenca 0.0a SUpEliar Hlerarchy
Bank of America SpRIRaE
Suppllar D] [¢]
ghortams L}
Location MAN L}
“addrazs [§ &
Responsinis Org {3035 10,
Customer accaunta ]
T —
Eava | cCalculstz || Frinit |
I Copy From Source Document
Imépice Linas (¢ Find | WiawAl  Frst 4 faof1 ‘b Last
tns 1 [copy Down spesmchart |4 Olone sssat [*[=]
R C T — e
Quantity Dascripbion [DEC WISA |
uan I+ Packingsip ]
Unlt Prica
Ling Amount| 20, 34075
Muit-SpazoChats
+ Distribution Lines Parzanalizz | Fing | wiew Anl | 1V ] & First ‘% 1of1 ‘& L3s
| @Lchart || Zxchangerate || gtatietes || asses | [TH
Eg::; Lina Marchandles &mt  GQuanéty OL untt Aooound Fund Frogram Dapartmand Cocd Canier Tack FIF2 Ascet
== O 1] 7,307 | | 15100 [571z0z0 | [0A000 |0, [7350T1 | BzZion 1a [ 1 Ja [ &
£ >
Zave
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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
“1099 Form” where the value is “G”, 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:

Business Unit
Payment Begin Dt
Payment End Dt

Screenshot of the 1099-G Query Page

OUTPUT FORMAT:
HTML

Excel
Csv

V_AP_1099G_INFO - 1099-G Query
*Business Unit (50100 |Q
*Payment Begin Dt |01/01/2023 |3y
“Payment End Dt | 12/31/2023 5§
View Results
Dowrnload results in - Excel SpreadSheet €SV TextFile XML File (33 kb)
View Al First 1-45 of 45 Last
. - Taxpayer Address Voucher r e
Business Voucher Accounting TIN - Postal B Distribution Payment Payment  Distribution Payment
Row = D Date Supplier ID Type lde&lb\ﬁl}gﬁon Supplier Name Sﬁﬁr\:"ebn:re Address Line 1 Address Line 2 City State 000 Nl&r‘w:;er Line Number Acceunt Date. Reference Amount Status
150100 01512203 05/09/2023 EIN 2 ffjazp’”"‘de"te Suite 4 Virginia Beach VA 23464 1 1 5014520 05/17/2023 24833388 9640.00 P
2 50100 01526917 08/1212023 EN 2 ﬁ%ﬂp’”"‘deme Suite 4 Virginia Beach VA 23464 1 1 5014520 06/16/2023 24885676 240000 P
3 50100 01518732 0512312023 EIN 12090, P.0.Box6677  Chesapeake VA 23323 1 1 5014520 051252023 24846379 4985.00 P
International Plaza
4 50100 01480527 0200312023 EIN 3 E;Ze[)ﬂice SUEIR 5 ite 102 Virginia Beach VA 23462 1 1 5014520 02/08/2023 24661997 45016 P
5 50100 01483820 0211412023 EIN 3 f;z:’mce SUErR 5 ite 102 Virginia Beach VA 23462 1 1 5014520 02/16/2023 24676252 142493 P
6 50100 01489160 0310112023 EIN 3E;Ze0"‘°* SIS 5 ite 102 Virginia Beach VA 23462 1 1 5014520 03/03/2023 24701198 316200 P
750100 01521727 0513112023 EN 39926MainSt  Suite 200 Fairfax VA gST 1 1 5014520 0610212023 24860800 330974 P
8 50100 01523939 0610512023 EN 39926 MainSt  Suite 200 Fairfax VA gsi‘ 1 1 5014520 06/08/2023 24870744 675450 P
9 50100 01533137 07/01/2023 EIN 39926 Main St Suite 200 Fairfax VA gST 1 1 5014520 0771012023 24915128 3581.00 P
10 50100 01523618 0610512023 EIN 10 ORMCK RO o CHARLOTTESVILLE VA 22904 3 15014520 06/08/2023 24871229 450000 P
Rev 03/27/2025 Page 27 of 176




4/ Cardinal
V4

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

OUTPUT FORMAT:

HTML
Excel
CsVv

Screenshot of the AP Manual, Wire & Treasury BU Query Page

V_AP_POSTED_PMTS_BY_BU_PAY_MTH - AP Manual, Wire & Treasury BU

Business Unit (% for all): 15100 |Qy
*Journal Posted Date From: |07/01/2023 |[5]]
*Journal Posted Date To: |07/31/2023 [
Payment Methed (% for all): | %
Account: |205025

View Results ‘

Download results in:  Excel SpreadSheet CSV Text File XML File (1 kb)

View Al First 1-10f 1 Last
Journal Posted Business  Voucher Voucher Payment Bank Payment . Payment ayment Journal 2
Row et e o pat Ao Cods  PaymentID Ref s Supplier Name o St Journal ID Da Journal DateTime
DHHS- DEPT OF HEALTH AND HUMAN 07/26/2023
1 07/26/2023 15100 00005210  42022877.00  42022877.00 1100 08272023 07/26/2023 SERVICES WIR Paid AP02445085 07/26/2023 1-36:21PM
Rev 03/27/2025
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AP Posted Cancelled Payment (V_AP_POSTED_CANCEL_PYMNTYS)

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:
Business Unit (% for ALL)
Journal Date From

To Journal Date

Account

OUTPUT FORMAT:

HTML
Excel
CsVv

Screenshot of the AP Posted Cancelled Payment Query Page

V_AP_POSTED_CANCEL_PYMNTS - AP Posted Cancelled Payment

Business Unit (% for all): | 15100 |Q
*Journal Posted Date From: |01/01/2023 |3
*Journal Pasted Date To: |12/31/2023 |+
Account: | 205025

View Results

Download resultsin : - Excel SpreadSheet CSY Text File XMLFile (1 kb)

View All First 1-20f 2 Last
Row Journal Posted Date Business Unit Daoc Type Vehr/Exp ID Account Vehr/Exp Amount Summed Journal ID Journal Date Journal DateTime
1 04/07/2023 15100 Voucher D 00004440 205025 -111.34 AP(2347267 04/07/2023 04/07/2023 &:15:56PM
2 06/26/2023 15100 Voucher D 00005188 205025 -198744.00 AP02419981 06/26/2023 06/26/2023 7:55:54PM
Rev 03/27/2025
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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

V_AP_EDI_SUPPLIERS_BANK - Active EDI Vendors with Bankin
Tin Type(%=all) or EIN,.SSM,OTH %
View Results
Download results in:  Excel SpreadSheet CSV Text File XML File (5292 kb)
View All First 1-100 of 9554 (» Last
Row Supplier ID Supplier Name endar} Location Deseription Frenote - Accont B"?}‘ :;“‘ ConEACeOE ol Bank Name Last Modified Date g, T TTyl:e
1 0000000844 Abilis Solutions Gorp MAIN ABILIS NEW ENGLAND ING 00 03 211274450  TD BANK NA gg%;gﬁ EIN
2 0000050730 Commonwealth of Virginia SPECIAL  Payrall only 0o 03 081000104  Suntrust R EIN
. 05/2672023
3 0000093891 Virginia College Savings Plan  SPECIAL Payrall only 50 03 051400549 Wells Fargo 233981 EIN
4 0001738554 FRINGE BENEFITS MGMT CO MAIN Main Location 10 0 082104668 Regions Bank o, oTH
04/04/2019
5 0000000048 DTC Communications Inc MAIN DTC Communications Inc c oo 03 111000012  Bank of America 214:10PM EIN
& 0000000079 Chemsavers Inc- PCard orders (s CHEMSAVERS INC c 00 03 051400549 WACHOVIA BANK L2023 EIN
ONLY 23316PM
7 0000000145 AleTt Visions of North America Alert Visions ¢ 00 03 062000019 Regions Bank 08/16/2020 =N
Inc 1.24:21AM
8  000D00D17E Job Assistance Center Inc MAIN Job Assistance Center - EDI C 00 03 051408278 PRIMIS 273;3012%3 EIN
1210212022 -
9 0000000330 James Byme MAIN James Byme - EDI Cc 1] 03 011000138 Bank of America 236 1AM 35N
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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 HTML
Journal Date From Excel
To Journal Date Ccsv
Account

Fund (% for ALL)

Screenshot of the Balance in Accrual Account Query Page

V_AP_ACCRUAL_ACCOUNT_BAL - Balance in Accrual Account

*Business Unit | 15100 |Q
*Journal Date From |01/01/2023 |5
“To Journal Date | 12/31/2023 |3y
“Account 5012440 Q
Fund(BforALL)[%  |Q
‘ View Results ‘

Download results i Excel SpreadSheet CSV TextFile XMLFile (1kb)

View All First 1-10f 1 Last
Business  Fiscal Accounting  Voucher ID/Sheet  Accounting  Supplier IDEmployee Fund Cost Agency Use Agency Use " oo Responsible Monetary
Row Vchr/Expense Unit Year Period D Date D Supplier/Employee Account Code Program Department Center FIPS Asset 1 2 PCBU  Project  Task Activity org Amount
X&zg’c‘mr 15100 2023 7 00005068 01052023 0000022627 Computer Aid Inc 5012790 06011 711008 95100 15100 0000115782 STATE 10000 42709272
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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 HTML
Payment Date From Excel
Payment Date To Ccsv

Screenshot of the EPAY Payment History Query

V_AP_EPAY_PAYMENTS - EPAY Payment History
Business Unit (% for All) 18100 |Q

“Payment Date From |01/01/2023 |[si)

*Payment Date To | 12312023 |35

‘ View Results ‘

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (25 kb)
View All First 1-26 of 26 Last

- Payment Payment -
Row B“G“:}:‘SS SE?‘I%?:PIID Payee Name Address 1 Address 2 City State Postal Pa[y):g]ll Rﬁze;i’nec[e R:I:ginncle Payment Message Vm:[c:her Invoice m[‘]’:t';e Acﬁg?m Vﬂu‘g!;lsi’rﬁ;nss A;E:m
118100 0000061247  Zimvida PO Box 840173 KansasCly MO 64184 021062023 50159690 19120 Invé 31918021 PE 011523 00000027 31918021 011512023 19120
2 13100 0000061247 E‘”C‘E"’””H"'d‘”gs EAN Servicas ;:1%1?;1 KansasCiy MO g;‘;g“ 030772023 50162052 176.04 Invé 32180486 PE 021523 00000049 32180486 0211612023 178.04
342100 0000002304 PineyBowesinc PO Box 981022 Boston s 22 puanes soteiees 1475 3 PISAge Machines TS50 ppuongy saprazsas oymianns 1513
4 18100 000003177 ELAUCHBROTHERS o gy q0g: HARRISONBURG VA 22803 0411472023 50165276 gop1 o1 Creft Rembursement-Blauch 5 Creft Reim - 0410612023 898101
INC Brothers Blauch

5 18100 0000019064 SKClnc PO Box 74833 Cleveland OH jg;:“' 0412612023 50166541 B5770.00 Invé 520130 Prompt Pay 4.13.23 00000100 520130 031412023 13154.00
6 18100 0000019064 SKCInc PO Box 74633 Cleveland OH ﬁggd 0412812023 50166541 65770.00 Invé 520262 Prompt Pay 41323 00000101 520282 031612023 1315400
718100 0000019064 SKClng PO Box 74833 Cleveland OH ﬁ;;“ 0412812023 50166541 B5770.00 Invé 520283 Prompt Pay 04.13.23 00000102 520283 031612023 13154.00
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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 HTML
EPAY Location Excel
Csv

Screenshot of the EPAY Supplier History Query

V_AP_EPAY_SUPPLIERS - EPAY Supplier History

*EPAY Lacation Status | ACTIVE v
*EPAY Location | EPAY LOC DEFAULT v

‘ View Results. ‘

Dovnload results in - Excel SpreadSheet CSV TextFile XMLFile (1867 kb)

View All First 1-100 0f 2093 (» Last
o Supplier  Supplier Default ~ Supplier Default ~ Supplier Default Address  Supplier Default  Supplier Default  Supplier Supplier , . EPAY Location ~ EPAY Loc Default EPAY Location
Row SupplierlD  “giaiyg "~ locain Addr Seq Num 1 Address 2 City Default Stats _ Default Postal Supplier Name Supplier Defaul(AddrAlLName  Froriygnate  AddrSeghum | Status
1 0000502307 Unapproved EPAY 1 1500 Park Rd Chanhassen MN 55317-9593  PMT Corporation 02/09/2023 1 Active
" 542 AMHERST ST ; n
2 0000000052 Inactive EPAY 3 ROUTE 101A AMHERST NH 03063 Episerver Inc 0712912015 3 Active
. ONE COMMUNITY SOUTH . "
3 0000000528 Inactive EPAY 1 PLACE DEERFIELD MA 01373 Channing Bete Company Inc 03/1172021 1 Active
4 0000001034 Inactive  EPAY 1POBox 357 Jefferson GA 30549 Sewn Products Equipment Co gm:’:;“"”"‘ Bquipment 714412020 1 Active
5 0000001071 Inactive EPAY 1 537 SOUTHLAKE BLVD RICHMOND VA 23236 H C Kuhiman Supply Inc 062212021 1 Active
6 0000001089 Inactive EPAY 1 595 MENLO DR ROCKLIN CA 95765 Purple Language Services Co 0212212013 1 Active
7 0000001333 Inactive EPAY 1 179 Ward Hill Ave Haverhill MA 01835 Lynx System Developers Inc Lynx System Developers, Inc. ~ 07/24/2018 1 Active
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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 HTML

Begin Date Excel

End Date Csv

Contract Ctg (% for all)

Screenshot of the Final Vouchers Report Query Page

V_AP_FINAL_VOUCHERS - Final Vouchers Report Query

“Business Unit 50100 |Q
*Begin Date |01/01/2023 @
*End Date 022812023 |5
Contract Ctg (% for all) | %

Download results in:  Excel SpreadSheet CSV TextFile XML File (21 kb)

View All First 1-90 0790 Last
Row Unit PO No. Contract Voucher Cnfret Category Supplier Supplier PO Date
1 50100 0001112491 0000000000000000000043593 01473724 cD 0000037916 AECOM Technical Services Inc 020512015
2 50100 0001254701 0000000000000000000050265 01487795 co 0000020178 Athens Building Corp 0812372022
3 50100 0001244951 20000111777C01 01483701 co 0000006615 Fairfield-Echols LLC 0211712022
4 50100 0001236928 50000109370M01 01479159 co 0000025927 A& J Development & Excavation 0812312021
5 50100 0001230158 5ME20BRA117425 01473648 co 0000092059 Jones Road & Bridge Inc 0411312021
6 50100 0001242645 60000107022N01 01430754 co 0000007356 Kickin Asphalt Paving & Excavating 010712022
7 50100 0001129697 600107026N01 01477927 co 0000026360 PAYNES PARKING DESIGNS INC 1172412015
8 50100 0001137156 A00094102C501 01476094 co 0000035427 FORT MYER CONSTRUCTION Corp 04115/2016
9 50100 0001252165 FO000115483C01 01458602 co 0000031474 W-L Consfruction & Paving Inc 07/05/2022
10 50100 0001253669 FODO0116169G01 01430851 co 0000031474 W-L Consfruction & Paving Inc 0810212022
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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 HTML
Voucher ID Excel

CSv

Screenshot of the List Vchr Inv Lines & Distribs Query Page

V_AP_VCHR_INV_DISTRIB_LINES - List Vchr Inv Lines & Distribs

*Business Unit|50100 | Q
*Voucher 1D 01586281 |Q

View Results

Download results in :  Excel SpreadSheet CSV Text File XML File (1 kb)
View All First 1-10f 1 Last
Receipt Distribute Inv Line Distrib DSt picyp,

LIE:; PO# Receipt# e’ **g) " ship To ltem  UOM UnitPrice Quantity "'y \"® InvLine Desc ;1) e guantiy

- Agency Agency PC .
Row Voucher Center Task FIPS Asset Use1 Use2 Bus Project Activity Dat

(Function) (Route) Unit

of
te

Account Fund Program Department

CHSCTY IMAINTENANCE 2004
1 01586281 10001265581 0002481124 1 Quantity AHQ 9137101000 HUR 225.00000 7.0000 1575.00 AND REPAIR, 1157500 7.0000 5012550 04100 604002 14024 11150000 70227 117 0115
HIGHWA °
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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) HTML
From Payment Date Excel
To Payment Date Ccsv

Screenshot of the Monitor PayCycle Pymnt Details Query Page

V_AP_MONITOR_PAYCYCLE_PAYMENTS - Monitor PayCycle Pymnt Details

Business Unit (% for all) 15100
*From Payment Date | 01/01/2023 @
*“To Payment Date [01/31/2023 @

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (4 kb)

View All First 1-20 0720 Last
Row Business Unit Payment Date: Payment Method Pymnt D Reference Payment Type Voucher/Expense 1D Paid Amount Voucher FY Voucher Fi Payment FY Payment FM
1 15100 01/052023 EFT 90447095 Voucher Paid 00005044 20832.00 2023 6 2023 7
2 15100 01/08/2023 ACH 81990437 Voucher Paid 00005042 1585315 2023 [ 2023 7
3 15100 01/06/2023 ACH 81990534 Voucher Paid 00005065 7830.58 2023 7 2023 7
4 15100 01/06/2023 EFT 00447223 Voucher Paid 00005048 21871222 2023 6 2023 7
5 15100 01/06/2023 EFT 90447403 Voucher Paid 00005063 15082.75 2023 7 2023 7
B 15100 01/09/2023 ACH 81991355 Voucher Paid 00005088 349679.40 2023 7 2023 7
7 15100 011112023 MAN CHTIT0S Voucher Paid 00005060 1642.93 2023 6 2023 7
8 15100 011272023 ACH 81993607 Voucher Paid 00005069 4985162 2023 7 2023 7
9 15100 011212023 ACH 81993807 Voucher Paid 00005070 0558 2023 7 2023 7
10 15100 01132023 ACH 81994899 Voucher Paid 00005068 176261.70 202 7 2023 7
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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

V_AP_ONE_TIME_VENDORS- One Time Supplier Query

Download results in :  Excel SpreadSheet CSV TextFile XML File (54966 kb)

View All First 1-100 of 387090 ' Last

Row SetlD Supplier ID Supplier Name Business Unit Count of Vouchers for BU

1 STATE 0000001237 Ultimate Touch Painting LLC 22200 1
2 STATE 0000001305 MERCHANTS AUTOMOTIVE GROUP 15400 267
3 STATE 0000001305 MERCHANTS AUTOMOTIVE GROUP 16100 2
4 STATE 0000001501 Global Technology Systems Corp 12300 3
5 STATE 0000001501 Global Technology Systems Corp 15600 2
8 STATE 0000002001 IRON MOUNTAIN 11300 1
7 STATE 0000002001 IRON MOUNTAIN 14100 1
8 STATE 0000002001 IRON MOUNTAIN 16100 7
9 STATE 0000002001 IRON MOUNTAIN 23300 19
10 STATE 0000002001 IRON MOUNTAIN 50100 1
1 STATE 0000002016 EPTINC 15400 1
12 STATE 0000002016 EPTINC 16100 3
13 STATE 0000002016 EPTINC 50100 1
14 STATE 0000002183 Turner Long Construction Inc 15400 5
15 STATE 0000002183 Turner Long Construction Inc 19400 1
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Payee —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) HTML

Payment Date From Excel

Payment Date To Ccsv

Screenshot of the Payee — Invalid Address length Query page

V_AP_PAYEE_ADDR_LENGTH_INVALID - Payes - invalid Address length

Payment Method (% for ALL) |%
“Payment Date From (01/01/2023 |3
*Payment Date To |01/15/2024 |3

View Results

No matching values were found

Row Payment Method Payment Date Payment Ref ID Remit Supplier ID Employee ID Name  Address1 Extract Address 1 Address 2

Extract Address 2 Payment Amount Source Type
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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 HTML
From Journal Date Excel
To Journal Date Csv

Screenshot of the Payroll Vouchers Query page

V_AP_VCHRS_HCM_PAYROLL - Payroll Vouchers
*GL Business Unit| 15100 | Q
*From Journal Date |01/01/2023 |[+{)
*To Journal Date |01/31/2023 |
View Results
Download results in:  Excel SpreadSheet CSV TextFile XMLFile (5 kb)
View All First 1-80f 8 Last
AP - Supplier . . Voucher . 1 GL s e Journal Unpost Payment
v Voucher " Supplier Supplier  Invoice feher pistribution , 9 Fund Department Distribution Accounting Appl Jrnl Journal /%Y Payment Payment Payment Payment
Row Business "y InvoicelD Supplier D “yamg A yocaton Date e rineNpr BuSiness Account coge i iing Amt  Date i JoumallD Tpge  Lne Sed yeinog staws  Count I Date
eq Nbr Nbr Unit Nbr  Nbr Reference
FRINGE
1 99701 P0O009150 PO009150 0001736554 BENEFITS 1 MAIN  01/11/2023 2 115100 22051444 01000 99999 385.76 01/11/2023 ACCRUAL AP02270679 01/11/2023 8 0 EFT Paid 190448815 01/13/2023
MGMT CO
2 99701 P0009151 PO009151 0001736668 SOLUTIONS 1 MAIN  01/11/2023 94 115100 22051442 01000 99999 175.00 01/11/2023 ACCRUAL AP02270679 01/11/2023 6 0 ACH Paid 1 81996420 01/13/2023
INC
MINNESOTA
3 99701 P0009152 PO009152 0001736715 :‘VLFSEURANCE 1 MAIN  01/11/2023 61 115100 22051443 01000 99999 129961 01/11/2023 ACCRUAL AP02270679 01/11/2023 7 0 EFT Paid 190448816 01/13/2023
Co
4 99701 P0009153 PO009153 0001736973 VGEA 1 MAIN  01/11/2023 33 115100 22051439 01000 99999 18.00 01/11/2023 ACCRUAL AP02270679 01/11/2023 5 0 CHK Paid 1 24622769 01/13/2023
FRINGE
5 99701 P0009786 PO009786 0001736554 BENEFITS 1 MAIN  01/30/2023 46 115100 22051444 01000 99999 385.76 01/30/2023 ACCRUAL AP02284421 01/30/2023 8 0 EFT Paid 1 90451307 02/01/2023
MGMT CO
6 99701 P0009787 PO009787 0001736668 SOLUTIONS 1 MAIN  01/20/2023 43 115100 22051442 01000 99999 175.00 01/30/2023 ACCRUAL AP02284421 01/30/2023 6 0ACH Paid 182008694 02/01/2023
ING
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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) HTML

From Payment Date Excel

To Payment Date Ccsv

Screenshot of the Pymnt Count By Pymnt Method Query Page

V_AP_PYMNT_CNT_BY_PYMNT_MTHD - Pymnt Count By Pymnt Method

AP Business Unit (% for all )| 15100 |Q
"From Payment Date 01/01/2023 |3y
*To Payment Date |02/28/2023 [+
View Results

Download resultsin:  Excel SpreadSheet CSV TextFile XMLFile (1kb)

View All First 1-2 0f2 Last
Row Transaction Type Document EDI Document Check Document Epay DocumentCount DocumentAmount EDICount Check Count Epay Count PaymentCount EDIAmount CheckAmount EpayAmount PaymentAmount CDS Count CDSAmount
1 Expense 2 0 0 2 142502 2 0 0 2 1425.02 0.00 0.00 1425.02 0 0.00
2 Voucher 35 0 0 35 5666615.98 2 0 0 32 5664967.05 0.00 0.00 5664967.05 1 1648.93
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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 HTML
Pymnt Date To Excel
CSv

Screenshot of the Payment History for ePay Supps Query Page

V_AP_EPAY_VNDR_PYMNT_HIST - Payment History for ePay Supps

*Pymnt Date From | 01/01/2023 |3

‘Pymnt Date To| 01/31/2023 |
‘ View Results ‘

Download results in - Excel SpreadSheet CSV TextFile XMLFile (3780 kb)

View All First 1-100 of 3594 (' Last
o sopn e | DT S S el on O [0S [ SN2 WA wm g e

1 STATE 0000000020 Relyco Sales Inc Approved  EPAY Active 0212712018 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

2 STATE 0000000049 DTC Communications Inc Approved  MAIN Inactive 031222018 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

3 STATE 0000000052 Episerver Inc Inactive EPAY Active 0712972015 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

4 STATE 0000000064 Cryptzone Nerth America Inc Approved  EPAY Active 031102014 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

5 STATE 0000000036 Air Tech Solutions Inc Approved  MAIN Inactive 08/18/2016 1 4439343 0 0.00 0 0.00 0 0.00 0 0.00 1 4439343
6  STATE 0000000145 Alert Visions of North America Inc ~ Approved  MAIN Inactive 0212712019 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

7 STATE 0000000193 WTC Inc Approved  EPAY Active 101202016 1 100.62 0 0.00 0 0.00 0 0.00 0 0.00 1 100.62
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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 HTML

Seq Num (1-9 or % for All) Excel

GL Unit (% for All) Csv

Fund (Enter % for all values)

View By (select All, Passed, or Failed)

Report Option (select Both, Detail, or Summary)

Screenshot of the Payment Cash Check Results Query Page

V_AP_PYMNT_CASH_CHECK_RESULT - Payment Cash Check Results

*Run Date |12/14/2023 |Q
Seq Num (1-9 or % for All) % |Q
GL Unit (% for ALL) |50100 | Q

Fund (Enter % for all values) | %

“View By [ All Transactions v]

*Report Option \ Summary v \
| View Results ‘

Download results in:  Excel SpreadSheet CSV Text File XMLFile (45 kb)

View All First 1-80 of 80 Last
Row Sequence  GL Fiscal Bypass Override Apply CYLedgerBeg ' :c99%" CochCheckBeg BatchEnd Cash Processed  Failed Source  Transaction Document " Payment
ROW | gentifier  RUNDAE Tlumber upip FUnd Account yol' “Cash  Cash  FY Balance Ba?:fce Balance Balance Amount  Amount Transaction BU D g:te Wethod "
1 Summary 12/14/2023 1 50100 101010 2024 N N N 0.00 0.00 0.00 0.00 0.00 0.00
2 Summary 12/14/2023 1 50100 01000 101010 2024 N N N/ 478167758.04 0.00 478167758.04  478161079.04 6679.00 0.00
3 Summary 12/14/2023 1 50100 02700 101010 2024 N N N 52234.00 0.00 52234.00 52234.00 0.00 0.00
4 Summary 12/14/2023 1 50100 04000 101010 2024 N N N 6191405.21 0.00 6191405.31 6191405.31 0.00 0.00
5 Summary 12/14/2023 1 50100 04010 101010 2024 N N N 5008802.07 0.00 5008802.07 5008802.07 000 000
6 Summary 12/14/2023 1 50100 04014 101010 2024 N N N 001 0.00 0.01 0.01 000 000
7 Summary 12/14/2023 1 50100 04100 101010 2024 Y N N 602597510.55 000 602597510.55  600853378.03 000 000
8 Summary 12/14/2023 1 50100 04220 101010 2024 N N N 80471757 .45 0.00 80471757 45 80471757.45 0.00 0.00
9 Summary 12/14/2023 1 50100 04230 101010 2024 N N N 6022701918 0.00 60227019.18 60037605.95 18941323 0.00
10 Summary 12/14/2023 1 50100 04250 101010 2024 N N N 280425549.25 0.00 260425549.25  260415990.58 9558.67 0.00
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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:
Business Unit (% for ALL)
Origin (SPD, UTL)

Supplier ID (% for ALL)
Accounting Date From
Accounting Date To

OUTPUT FORMAT:
HTML

Excel
Csv

Screenshot of the Pending Vouchers by Origin Query Page

V_AP_PENDING_VCHRS_BY_ORIGIN - Pending Vouchers by Origin

Business Unit (% for ALL) [Pe Q
Origin (SPD, UTL)[UTL
Supplier D (% for ALL) % Q
*Accounting Date From | 12/01/2023 |[3{
*Accounting Date To |01/156/2024 [+

‘ View Results |

Download results in :  Excel SpreadSheet CSV Text File XML File (316 kb)

View All
Row Business Voucher TtdlD Invoice  Accounting  Remit  Supplier _Altemnate  Remit Remit Entry Budgst o pecice s | g Responsible DU Scheduled
oW Uit D Leellsd Date Date Supplier  Name Payee Name Location Address Status Status ~ 0" ML Receipt ~ Account Nbr Org  ontry Due Date
Date
Dorminion ¢,041gg75- )
1 50100 01601306 00004390033120240110 01/10/2024 01/12/2024 0000053579 Energy ¥ IMAIN 72 Postable Valid UTL 01/10/2024 01/10/2024 000043800331 10015 User 02/04/2024
Virginia
Dominion 540415825
2 50100 01601307 00006906017620240110 01/10/2024 01/12/2024 0000053579 Energy M MAIN 72 Postable Valid UTL 01/10/2024 01/10/2024 000069060176 10015 User  02/04/2024
Virginia
Dominion 54041gg25-
3 50100 01601308 00012560668520240110 01/10/2024 01/12/2024 0000053579 Energy DOM MAIN 72 Postable Valid UTL 01/10/2024 01/10/2024 000125608665 10015 User  02/04/2024
Virginia
Dominion
4 50100 01601309 00012756211420240110 01/10/2024 01/12/2024 0000053579 Energy 030315820 MAIN 72 Postable Valid UTL 01/10/2024 01/10/2024 000127562114 10015 User  02/04/2024
Virginia
Screenshot of the Pending Vouchers by Origin Query Page (scrolled right)
Voucher . .. . Voucher Voucher . . . GL PC Last
Scheduled Payment Payment "o o Distribution =) ;o Line Distribution g, iroses Account Fund Program FIPS Department g, i ocs Project ID Last Updated By Updated
Due Date Method Message Amt Line Amt Deser Nbr Line Nbr Unit Code D Unit Date
02/04/2024 EFT Remittance  50.30 50.30 1 150100 50154202 04100 604003 059 19054 AA_CARDINAL_BATCH_AP 01/12/2024
02/04/2024 EFT Remittance  13.37 13.37 1 150100 50154202 04100 604002 075 14021 AA_CARDINAL_BATCH_AP 01/12/2024
02/04/2024 EFT Remittance  29.03 29.03 1 150100 50154202 04100 604003 059 19025 AA_CARDINAL_BATCH_AP 01/12/2024
02/04/2024 EFT Remittance  27.01 27.01 1 150100 50154202 04100 6804002 075 14021 AA_CARDINAL_BATCH_AP 01/12/2024
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Posted Payments Query (V_AP_POSTED_ PYMNTYS)
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) HTML
Journal Date From Excel
Journal Date To Csv

Screenshot of the Posted Payments Query Page

V_AP_POSTED_PYMMNTS - Posted Payments Query with VW
Business Unit GL (% for All) 15100 |y
Journal Date From 07/20/2019 | [ii
Journal Date To 08AT2019 i)
View Results
Download results in - Excel SpreadSheet CSV TextFile XML File (32 ki)
View All
3 - . Fayce Payco Payce .
APIGL Fayment Remit Supplier Supplier of i " Zip Payment  Payment Payment
L BusinessUnit 10 Ref Supplier ID Location Employee 1D Employce Name pddrELIRG "&i‘:;s Addre;s Line ciny Ehe Code Country Date Amount  Mcthod
23059
1 15100 81184861 GLEN ALLEN WA 5430 usa  07f2ar0!9 22.04 ACH
2 15100 81156782 GOOCHLAND WA 23063 USA 073122019 33.64 ACH

Screenshot of the Posted Payment Query Page (scrolled right)

Payment

First 1-27 of 27 Last

Customer

= Payment Bank Cancel Cancel Source Paid : Journal Unpost
H?:nﬂdclang Status Code Date Action Transaction poctment Amount Payment Message anvoice 1D NuAr‘l:‘ltl:Jter Jonmal il Date Sequence
P 1100 N EXPN 0000246945 22.04 ClO BRIEFING EX01276807 07/26/2019 0
CARDINAL
P 1100 N EXPN 0000245951 33.64 HCM EX01279160 07/30/2019 0
MEETINGS
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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:
Business Unit

Journal Date From

Journal Date To

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Posted Voucher Extract Query Page

V_AP_POSTED_VCHR - Posted Voucher Extract Query

Business Unit [11100 | Q
Journal Date From |08/03/2019 |[1
Journal Date To |09/07/2019 |5
[ View Results |
(702 kb)

Download results in - Excel SpreadSheet CSV Text File XML File

View All

Invoice
Date

Supplier
Name

Voucher

AP
Row Business Invoice ID

Unit

Supplier 1D

Canon
07/26/2019 0000003204 Solutions

1 11100 6642693 4029952414
America Inc
Canon

2 11100 6642694 4029954544 07/26/2019 0000003204 Solutions
America Inc
Canon

3 11100 6642698 4029954315 07/26/2019 0000003204 Solutions

America Inc

Supplr

Address Supplier
Sequence Location

Number

Voucher

VLIN
Date Status Qrigin

3 EPAY  VA10002963 08/06/2019 O AGY
3 EPAY  WA10002963 08/05/2019 O AGY
3 EPAY  WA10002963 08/05/2019 O AGY

Accounting Close Voucher

Invoice
Receipt

Date iz

Goods &
Services Responsible

Customer
Account

eipt  Organization Number

'C
a

Date

08/05/2019 08/02/2019 10000

08/05/2019 0B/0

08/05/2019 08/0

2/201% 10000

2/201% 10000

Send
to
CARS)

v

Screenshot of the Posted Voucher Extract Query Page (scrolled right)

Voucher - - Description . Distribution GL . PC
GAmsts ;‘In't Quantity Vguchgrtl__me 254 Mixed - Meﬁr‘chandtlse Line Business Account E“';d Program Depalrl:t'ment CCO?I Task FIPS Asset Augemiy Atl;enzy Acc;untlng Business
m Number PTice escription ltem moun Number Unit ode enter se se ate Unit
A181157
3083 1 0.00 0.0000 2110113 3083 111100 5013130 01000 323001 10000 202 08/05/2019
A181157
38253 1 0.00 0.0000 2110113 38253 111100 5015340 01000 323001 10000 202 08/05/2019
A191046
344 1 0.00 0.0000 2110113 a4 111100 5015340 01000 32100101 10000 201 08/05/2019
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Screenshot of the Posted Voucher Extract Query Page (continued scrolled right)

First 1-100 of 379 ' "' Last

Project ID A‘:}g'“‘" Ar}‘;’;:is 5;‘;’;23 Category Subcategory Affiliate FF%e: FEil:sE’E Me&%?:?s:se Journal ID J°E'.‘a’,:‘:' ng:: ; :E_EE:: Sg:E:::e
0.00 30.83 APO1285144 08/05/2019 08/05/2019 27 i}

0.00 382.53 APD1285144 08/05/2019 06/05/2019 29 i}

0.00 31441 APD1285144 08/05/2019 08/05/2019 30 i}
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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
“Refund Address” 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 HTML

Entered Date From Excel

Entered Date To Csv

Screenshot of the Refund Query Page

V_AP_REFUND_VOUCHERS - Refund Query

Business Unit 50100 | Q
“Entered Date From |07/01/2023 |3
“Entered Date To |07/31/2023 [+
View Results

Download results in:  Excel SpreadSheet CSV Text File XML File (1 kb)

View All First 1-2 0f2 Last
Row Supplier Name Supplier ID Business Unit Voucher ID Invoice ID Entered Date Entry Status. Close Status Voucher Line Number Youcher Distrib Number Account Number

1 Adams Censtruction Company 0000025845 50100 01543111 84546 07/28/2023 P o] 1 1 5012550

2 Adams Construction Company 0000025845 50100 01543107 84540 07/28/2023 P ¢] 1 15012550
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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
guery 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) HTML

Payment From Date Excel

Payment To Date Ccsv

CFDA Number

Screenshot of the Schedule of Expenditures of Federal Awards Query Page

V_AP_SEFA - SEFA expenditures

AP Business Unit(% for all) (50100 |2,
Payment From Date |08/01/2019 [
Payment To Date |08/31/2019 [
CFDA Numnber (% for ALL) [20205 |Q,
[ViewResus |

Download results in :  Excel SpreadSheet CSV TextFile XML File ({2246 kb)

View All First 1-100 of 4720 "' Last
Row Eu;i:ess Vouche g:r‘:;?:ei Account Project Fund Preogram Task Voucher Description Monetary Supplier Id Supplier Supplier Payment E:?;::;
Unit d Receipt Date Ao Clazs D Number
1 50100 01035844 06/30/2019 5012610 000D00DOGT3 04720 603023 SALEM District Wide CEI 2017 ( 37.93 0000025966 Supplier gﬁg;_?;g};k e 08/09/2019 20205
Brayman
2 50100 01036068 07/03/2019 5023230 0000000673 04720 603023 Line ltem Adjustments 5.95 0000019825 Supplier Censtruction 08/05/2019 20205
Corporation
Brayman
3 50100 01036063 07/03/2019 5023210 0000000673 04720 603023 Item Earnings 450000.00 0000019825 Supplier Construction 08/05/2019 20205
Corporation
Brayman
4 50100 01036068 07/03/2019 5023230 0000000673 04720 603023 Item Earnings 244141.60 0000019825 Supplier Censtruction 08/05/2019 20205
Corporation
Brayman
5 50100 01040816 08/03/2019 5023230 0000000673 04720 603023 Item Earnings 43764.00 0000019825 Supplier Censtruction 08/15/2019 20205
Corporation
Brayman
6 50100 01040816 08/03/2019 5023210 0000000673 04720 603023 Item Earnings 90000.00 0000019825 Supplier Construction 08/15/2019 20205
Corporation
. . " - Rummel Klepper
7 50100 01036235 05/31/2019 5012610 0000001436 04720 603024 CEl Services Richmond Dist. 9861.66 0000031604 Supplier and Kah LLP 08/01/2019 20205
§ 50100 01034860 11132018 5012470 0ODODO1TES 04720 603023 pow FOTELSIDIES122V04C 9127.50 0000054962 Suppiier "> >S9 T 0gz1p019 20208
LIGHTING
9 50100 01034898 0711272019 5012550 0000001765 04720 603023 Miscellaneous Matenals, Paid 316.25 0000036441 Supplier MAINTENANCE 08/15/2019 20205
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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:

Business Unit

Fiscal Year

Account

Screenshot of the SEFA Local Aid Query Page

OUTPUT FORMAT:

HTML
Excel
CsVv

V_AP_SEFA_LOCALAID - SEFA Local Aid

View Results

*Business Unit 50100 | Q
Fiscal Year| 2023
"Account 5012430

Q

Download results in . Excel SpreadSheet CSV TextFile XML File (878 kb)

View All First 1-100 of 2312 ) Last
Row Business Unit  VoucherID Supplier ID Name Class Fiscal Year  Account Project Activity Journal ID Description Amount
1 50100 01405405 0000071448  Kutak Rock LLP Supplier 2023 5012430 APO2131464 |81 TIFIA May2022 -32436.00
2 50100 01406814 0000052081 Walton & Adams PC Supplier 2023 5012430 0000107187 653 APO2114718  MOLAYEM/0001-029-205/P169 332.50
3 50100 01406817 0000052081  Walton & Adams PC Supplier 2023 5012430 0000099478 653 APO2114718  PROVIDENCE/0007-029-942/P217 1686.50
4 50100 01406821 0000052081  Walton & Adams PC Supplier 2023 5012430 0000050100 653 APO2114718  HERNDON/U000-235-110/P025 423.50
5 50100 01406826 0000037275  Hunton Andrews Kurth LLP Supplier 2023 5012430 APO2114718  BROADBAND MONETIZATION 7387.50
6 50100 01406887 0000052081  Walton & Adams PC Supplier 2023 5012430 0000110496 74200  APO2114718  Freedom/0066-06A-497/P113 10678.00
7 50100 01406902 0000052081  Walton & Adams PC Supplier 2023 5012430 0000110496 74200  APO2114718  Gainesville/0066-06A-497/P102 1739.00
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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:
Supplier SetID

Control ID

AP Business Unit (% for All)
WH Declaration Date From
WH Declaration Date To

OUTPUT FORMAT:
HTML

Excel
Csv

Screenshot of the Supplier 1099 Data Extract Query Page

V_AP_1089_DATA_EXTRACT - Supplier 1099 Data Extract

*Control ID| 18100

View Results

View All

*Suppler Setid [STATE |Q

AP Business Unit (% for All) | 18100 |Q
*WH Declaration Date From | 01/01/2023 |[ij
*WH Declaration Date To | 12/31/2023

Q

Download results in - Excel SpreadSheet CSV TextFile XMLFile (26 kb)

ap Address
Row Business SupplieriD  Supplier Name "Vitnnold Withholding Withhalding oo once aqaress Line 1
e Type  Class Rue  Seuence

Address,

Supplier  Payment

Payment  Payment

With!
B:

holding Withholding Withholding Withholding

First 1-230f 23 Last

Creation

o Posted - Paid
Line 2 City State Postal Tax ID Method  Reference Date e Ama:ﬁ“ kl;[;l:‘\ntyt Transaction DELI\JﬂﬂYtﬂeUDn Amount Description Date UserID
International SH00L
1 18100 0000006937 consuling 039N 01 RULED e Mechanicsvile VA 23116 CHK 2465228 020212023 01312023 7551376 0.00 Originel 020212023  0.00 01/31/2023 AA_CARDINAL_BATCH_AP
Serices
International 8600 Loam,
2 18100 0000006937 consuking 109N 01 RULEQ (e Mechanicsvile VA 23116 CHK 2465229 0200212023 01312023 1014208 0.00 Original 020212023  0.00 01/31/2023 AA_CARDINAL_BATCH_AP
Services.
3 18100 0000016768 Book ItNow 109N 01 RULEQ 1 3804 Puple Richmond VA 23223 ACH 81998460 011912023 01/17/2023 845520 000 Originel 011922023 0.00 011712023 AA_CARDINAL_BATCH_AP
4 18100 0000106645 g{“ﬂ";;;"uc 10990 03 RULED 1PO Box7 Mount Jackson VA ~ 22842 CHK 24333485 074812023 07/14/2023 480819 0.00 Original 071812023  0.00 0711412023 AA_CARDINAL_BATCH_AP
5 18100 0000125280 MECHANICAL 1099M 03 RULEQ 11802 Ellen Rd Richmond VA 23230 ACH 82123702 0612612023 08/22/2023 1800000 000 Original 061262023 0.00 06/22/2023 AA_CARDINAL_BATCH_AP
SERVICES
ot 226 Salters 23661
6 18100 0000137382 Mecharical  1099M 03 RULEO i Hampon VA T30 CHK 20008067667 0511812023 0511612023 280190 000 Original 05182023 0.00 05/16/2023 AA_CARDINAL_BATCH_AP
HARRIS R 129 JAMES NEWPORT )
7 1e100 oooordsess pRATRR rosen o1 RULEO 1 AIVERDRIE NEws VA 23601 CHK 24765236 044112023 040072023 10873 0.0 Original  04111/2023  0.00 04/07/2023 AA_CARDINAL_BATCH_AP
9331 EAST
BRIAN M PATRICK )
818100 0O0D160074 e 10998 01 RULEO 1 ENRY ASHLAND VA 23005 ACH 82097517 060252023 052412023 10807 0.00 Original 051252023  0.00 05/24/2023 AA_CARDINAL_BATCH_AP
ROAD
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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 supplier’s 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 HTML
Payment Handling Cd (% for ALL) Excel

Csv

Screenshot of the Suppliers on Payment Hold Query Page

V_AP_VNDRS_ON_PYMNT_HOLD - Suppliers on Payment Hold

Supplier SetlD |STATE |
Pymnt Handling Cd (% for ALL) (% | Q

| View Results

Download results in:  Excel SpreadSheet CSV TextFile XML File (1 kb)

View All First 1-30of 3 Last
Row SetlD Supplier 1D Supplier Name Location Description Payment Method Payment Handling

1 STATE MAIN ACH RR

2 STATE LEWY-115 RR

3 STATE MAIN Main Location RR
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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 HTML

AP Business Unit Excel

Supplier ID (% for All) Csv

Screenshot of the Suppliers on Payment Hold with Unpaid Vouchers Query Page

V_AP_VNDR_PYMNT_HOLD - Supps on Pymnt Hid w Unpd Vchr

Supplier SetiD [STATE |2y
AP Business Unit 50100 | Q
Supplier ID (% for All) % Q
[ Viow Resils |
Download results in - Excel SpreadShest C3W TextFile XMLFile {1kb)
View All First 1-1of 1 Last

Row Supplier SetlD AP Business Unit  Supplier 1D Supplier Name Supplier Location Description Payment Handling Code VoucherID Scheduled Due Date Entered Date Days on Hold Comments
1 STATE 50100 MAIN Main Location RR 01/10/2020 12/16/2019 18
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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:
Payment Date From

Payment Date To

Payment Reference (%) for All
Supplier ID (%) for All
Business Unit (%) for All

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the VCHR Agency Details with TOP Query Page

V_AP_PYMNT_VCHR_TOP_AGENCY_DET - VCHR Agency Details with TOP

*Payment Date From |[12/01/2023 &
*Payment Date To |12/31/2023 |[5]
Payment Reference (%) for All| %
Supplier 1D (%) for All | % Q
Business Unit (%) for All % Q
[View Resuls |

Download results in :  Excel SpreadSheet CSV Text File XML File (78 kb)

Viewr All

Supplier
Payment

Payment
- Method

Supplier Payment

o Reference

Supplier ID Payee Name

University of Virginia Physicians

1 12/01/2023 ACH 82244641 0000056964 Group

2 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF C W ROOP
3 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF C W ROCP
4 12/01/2023 ACH 82244897 0000168395 LAW OFFICE CF C W ROCP
5 12/01/2023 ACH 82244897 0000168395 LAW OFFICE COF C W ROCP
6 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF G W ROCP
7 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF G W ROCP
8 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF C W ROCP
9 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF C W ROOP
10 12/01/2023 CHK 25178639 0000175367 BANK OF AMERICA

Business  Voucher Vouche
nit D

70600

11500

11500

11500

11500

11500

11500

11500

11500

41100

1159023

7878959

7878963

7879005

7879134

7879136

7879137

7879138

7879210

00035168

mount

27941.00

146.20

146.20

146.20

172.40

172.40

172.40

172.40

266.20

65366.13

rGross  TOP Offset
mount

24VAB00045T0010000135
765980 0000005

24VAB00045T0010000135
146.200 5000003

24VA500045T0010000135
146.200 5000003

24VA500045T0010000135
146.200 5000003

24VA500045T0010000135
172400 goo0003

24VA500045T0010000135
2S00 0000003

24VA500045T0010000135
172400 0000003

24VAB00045T0010000135
172400 Go00003

24VA500045T0010000135
266200 550003

24VA500045T0010000135
72020 hoog007

TOP Payment Trace Number

Federal Agency Name

U.S. DEPARTMENT OF
THE TREASURY
U.S. DEPARTMENT OF
THE TREASURY
U.S. DEPARTMENT OF
THE TREASURY
U.S. DEPARTMENT OF
THE TREASURY
U.S. DEPARTMENT OF
THE TREASURY
U.S. DEPARTMENT OF
THE TREASURY
U.S. DEPARTMENT OF
THE TREASURY
U.S. DEPARTMENT OF
THE TREASURY
U.S. DEPARTMENT OF
THE TREASURY
U.S. DEPARTMENT OF
THE TREASURY

Federal
Agency
Contact

(888) 826-

3127

(388) 826-

3127

(888) 826-

3127

(888) 826-

3127

(888) 826-

3127

(888) 826-

3127

(888) 826-

3127

(888) 826-

3127

(288) 826-

3127

(888) 826-

3127

First 1-100 of 158 (» ' Last

Federal Agency Debt
Number

CSNG17287713

CSNG17270921

CSNG17270921

CSNG17270921

CSNG17270921

CSNG17270921

CSNG17270921

CSNG17270921

CSNG17270921

CSNG17274251
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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:
Business Unit

Accounting Date From
Accounting Date To

Deptid (% for All)

Account (% for All)

Supplier SetID

Supplier ID (% for All)

OUTPUT FORMAT:

HTML
Excel
CsVv

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

V_AP_VCHRS_BY_DSTRE_DEPT_ACCT - Vchrs by Distrib/Dept/Acct

*Business Unit | 50100 |Qy
“Accounting Date From |01/01/2023  |[54)
“Accounting Date To |01/31/2023  |[3]
Deptid (% for All) [ % QU
Account (% for All) [% a
*Supplier SetlD |[STATE |Q
Supplier ID (% for All ) [% a

View Results |

Download results in Excel SpreadSheet CSV Text File XML File (47274 kb)

Wiew All

AP
Row Business ""’aﬁ'r‘” Supplier ID Supplier Name Vchr Entered By User  Acctg Date
Unit

1 50100 01468242 00015688673 Arcadium LLC 01/03/2023
2 50100 01468242 0001588673 Arcadium LLC 01/03/2023
3 50100 01468242 0001568673 Arcadium LLC 01/03/2023
4 50100 01468243 0001568673 Arcadium LLC 01/03/2023

Vchr
Gross Amt

910.00

910.00

910.00

910.00

Vehr Vehr Vchr Vehr  Mehr SVA
Line 'Sin'P‘_ Vchr Distrib Line Descr Distrib Distrib iiin;' Agency Use1 PO PO Nbr
Nbr e Line Amt  Acct o Type

TREE TRIMMING AND

1 BRUSH REMOVA 303.34 5012550 19027 NVSNW23002 R0O1 0001246678

5 TREE TRIMMING AND

BRUSH REMOVA 303.34 5012550 19031

NVSNW23002 RO1 0001246678

TREE TRIMMING AND

3 BRUSH REMOVA 303.32 5012550 19035 NVSNW23002 R0O1 0001246678

1 TREE TRIMMING AND

BRUSH REMOVA NWVSNW23002 RO1 0001246678

303.34 5012550 18041

Screenshot of the Vchrs by Distrib/Dept/Account Query Page (scrolled right)

PO - Receipt
bl Receipt ——
Line Dlis.trlb Receipt Nbr Line Distrity
Nbr ine Nbr Line
Nbr Nbr

PO Cntrct

1 1 0002408815 1 1 0000000000000000000049927

1 1 0002408815 1

1 0000000000000000000042927

1 1 0002408815 1

1 0000000000000000000042927

1 1 0002408820 1 1 0000000000000000000049927

PO

Cntrct
Version Line

Nbr

q

PO

Cntrct PO LiInDe Item PO Line Descr

Nbr

TREE TRIMMING AND BRUSH
REMOWVAL, PER VADOT
SPECIFICATIONS 3 MEMBER
CREW AND EQUIPMENT

TREE TRIMMING AND BRUSH
REMOWVAL, PER VADOT
SPECIFICATIONS 3 MEMBER
CREW AND EQUIPMENT

TREE TRIMMING AND BRUSH
REMOWVAL, PER VADOT
SPECIFICATIONS 3 MEMBER
CREW AND EQUIPMENT

TREE TRIMMING AND BRUSH
REMOWVAL, PER VADOT
SPECIFICATIONS 3 MEMBER
CREW AND EQUIPMENT

1 9888878550

1 2888878550

1 8888878550

1 9888878550

Rev 03/27/2025

Page 55 of 176



4/ Cardinal
V4

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:

Business Unit
Responsible Org (% for All)

OUTPUT FORMAT:
HTML

Excel
Csv

Screenshot of the Voucher Error Report Query Page

V_AP_VCHR_ERROR - Voucher Error Report
Business Unit 50100 |2,
Responsible Crg (% for All) |% Q,
| View Results |
Download results in :  Excel SpreadShest CSV TextFile XMLFile (1 kb)
Wisw All First 1-13 of 13 Last
Row Business Unit Responsible Org Current Date Voucher ID Entry Status Budget Status
1 50100 01/03/2020 R N
2 50100 01/03/2020 R N
3 50100 01/03/2020 R N
4 50100 01/03/2020 R N
5 50100 01/03/2020 R N
6 50100 01/03/2020 R N
7 50100 01/03/2020 R N
8 50100 01/03/2020 R N
9 50100 01/03/2020 R N
10 50100 01/03/2020 R N
11 50100 01/03/2020 R N
12 50100 01/03/2020 R N
13 50100 01/03/2020 R N
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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 HTML
Business Unit Excel

Csv

Screenshot of the Voucher Lines with CO/Legal Query Page

V_AP_PREAUDIT_DTL - Voucher lines with CQ/Legal

Voucher ID 00052824
*Business Unit 12300 Q
View Results

Download results in - Excel SpreadShest  CSV Text File XML File (1 ki)

Row Businass Unit Voucher ID Accounting Date Voucher Line Distribution Line Account Program Project 1D Fund Code Amoun t
1 12300 00052824 0472472024 1 1 5012240 SEE000 0000113858 01000 200,00
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Voucher on Payment Hold Query (V_AP_VCHR_ON_PYMNT_HOLD)
REVISED: 03/02/2017

DESCRIPTION:

This query displays all Voucher transactions that have the payment marked as On Hold for a specified
Business Unit, Payment Handling Code, and Number of Days on Hold. The query lists all vouchers
greater than the number of days entered. The query includes Accounts Payable (AP) Business Unit,
Voucher ID, Supplier Name, Supplier ID, Scheduled Due Date, Entered Date, Hold Reason, and Days
on Hold. The query can be used to review vouchers that may require additional processing before
payment.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHR_ON_PYMNT_HOLD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
AP Business Unit (% for All) HTML

Payment Handling (% for All) Excel

Number of Days Payment on Hold Csv

Screenshot of the Voucher on Payment Hold Query Page

V_AP_VCHR_ON_PYMNT_HOLD - Voucher on Payment Hold

AP Business Unit (% for All) 15200 | Sy
Payment Handling (% for All) % | Q
Number of Days Payment on Hold 0
[ View Results |
Download results in - Excel SpreadSheet CSV TextFile XMLFile ({1 kb)
View All First 1-10f 1 Last

Row AP Business Unit Voucher ID Supplier Name Supplier ID Scheduled Due Date Accounting Date Entered Date Payment Handling Hold Reason Days on Hold
1 15200 101572019 10152019 1001572019 RE OTH 80
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Vouchers Posted But Not Paid Query (V_AP_VCHRS_NOT_PAID)

REVISED: 10/21/2024

DESCRIPTION:

This query will provide the ability to identify Vouchers that were Posted but NOT Paid.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHRS_NOT_PAID

INPUT / SEARCH CRITERIA:

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

OUTPUT FORMAT:

HTML
Excel
CsVv

Screenshot of the Vouchers Posted but Not Paid Query Page

V_AP_VCHRS_NOT_PAID - Vouchers posted but not Paid
Business Unit (% for ALL) 50100 Q
Supplier ID (% for ALL) | % Q
| View Results ‘
Download results in:  Excel SpreadSheet CSV TextFile XMLFile (40 kb)
View All First 1-100 of 109 (2 Last
. - y supplier  Supplier  Remitting  Remitting . Voucher  Financial voucher
Business Voucher  Gross " : Supplier  Supplier Remit Remit " Remit Addr Last " Sanc Status Voucher ~ Scheduled " Payment
Row Supplier Supplier Name Location Prenote Address. Address Approval Sanctions Accounting
Unit ID Amount Status  Persistence  Supplier|D  Location  “go Status Seq# Status EffDate  Updated Dt “gr o Status Dt onHOLD  Pay Date Date Method
Cultural Resources
150100 00348377 0.00 0000028845 | I R 0000028845 MAIN A C 3l 077262015 0612312014 A 0612412014 N 06192014 06M9/2014  ACH
250100 0038609 0.0 0000004105 hUom TRl g 0000004105 MAN A ¢ 3A W01 O7HER0M A 12052022 ¥ BN 710N EFT
Bowman
3 50100 00356297 0.00 0000028855 Consulting Group A R 0000028855 MAIN A C 3A 1001272022 071512014 A 101712024 Y 07152014 071512014 CHK
10
4 50100 00389282 0.00 0000042986 Xz‘skwe(!i‘a%eslﬂc A R 0000042986 MAIN A C 3A 08/22/2020 102372014 A 101712024 Y 1072172014 102122014 ACH
5 50100 00390892 0.00 0000031637 Qw:;uc?a.:’::mgs A R 0000031637 MAIN A C 3A 05/2172024 102472014 A 101712024 Y 1072412014 102422014 ACH
AMorton Thomas
6 50100 00390895 0.00 0000031637 2 Associates Inc A R 0000031637 MAIN A C 3A 05/2172024 10242014 A 101712024 Y 1072412014 102422014 ACH
7 50100 00390897 0.00 0000031637 Qw:;z:;;:m:s A R 0000031637 MAIN A C 3A 05/21/2024  10/24/2014 A 101712024 Y 1012412014 10/2422014  ACH
& 50100 00390902 0.00 0000031637 ngs%‘]:?a-{:;mgs A R 0000031637 MAIN A C 3A 05/21/2024  10/27/2014 A 101712024 Y 1012412014 10/2422014  ACH
S 50100 00399091 0.00 0000046730 x‘ggﬂﬁg‘:m | R 0000046730 MAIN A C 4A 07/262015 1171812014 A 04/28/2022 Y 1111872014 111182014 ACH
10 50100 00399389 0.00 0000000604 g:;?:r::%; Inc A R 0000000604 MAIN A 3A 08/0422017 172172014 A 09/30/2024 Y 111872014 111872014 CHK
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Voucher Payments Awaiting Due Date Query (V_AP_PYMNT_DUE_DATE)

REVISED: 03/02/2017

DESCRIPTION:

This query displays vouchers for a designated scheduled pay date range and AP Business Unit that are
awaiting payment. The query can be used to track vouchers by due date range and designated
ChartField values such as Fund code. The query includes voucher information including Voucher ID,
Scheduled Pay Date, Supplier ID, Supplier Name, and Voucher Distribution Amount by Fund.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_PYMNT_DUE_DATE

INPUT / SEARCH CRITERIA:

AP Business Unit
Scheduled Due Date From
Scheduled Due Date To
Account (% for ALL)

Fund Code (% for ALL)
Program (% for ALL)

Cost Center (% for ALL)
Task (% for ALL)

Project (% for ALL)

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Voucher Payments Awaiting Due Date Query Page

V_AP_PYMNT_DUE_DATE - Voucher Pymnts Awaiting Due Dt

AP Business Unit #0200 | QY
Scheduled Due Date From [1227/2019 |
Scheduled Due Date Te [01/03/2020 [
Account (% for ALL) % QL
Fund (% for ALL) % Q
Pragram (% for ALL) [% Q
Cost Center (% for ALL) 3% QL
Task (% for ALL) [ Q,
Project (% for ALL) % Q
[ View Results |
Download results in :  Excel SpreadShest C5V Text File XML File {4 kb)
Wigw All

Cost

AP Business Voucher Scheduled Pay GLBusiness  p .0t Fund Program Depar nt| Coct

e Unit 1D Date Unit

Task [Fipg Adency Use | Agency Use

Project

Supplier ID Supplier Name

‘Commonwealth of

First 1-10of 10 Last

Approval

Voucher Distrib
Amt Status

1 40000 00003139 121302018 40800 5012850 02183 506003 40900 040 604 ooo0DsDase ot 107.81 Approved
2 40800 00003139 12/30/2018 40900 5012820 02183 506003 40800 040 604 0000050455 S_I‘:gi‘:i“;""“ea"h o 127.43 Approved
3 40000 00003139 12/30/2018 40800 5012880 02183 506003 40800 040 604 0000050458 E_I‘:gi':'i“;""“ea“” of 72.75 Approved
4 40900 00003117 01/D2/2020 40900 5012830 12080 998000 40900 08D 29 0000112103 DODDDZE014 ﬂi?;f:i‘:fd'sm 917.80 Approved
5 40800 00003117 | 0122020 40800 5012680 12080 993000 40800 DD 228 0000112103 DONODAE014 ﬁri”v':s’::d's”” 327 14 Approved
6 40900 00003105 01/03/2020 40200 5012510 02183 506004 40800 074 521M 0000037115 Crestive Curb Appeal inc 574.83 Approved
7 40900 00002105 01/03/2020 40800 5012510 02183 506005 40900 00 724 0000037115 Crestive Curb Appeal in 430.35 Approved
5 40900 00003105 01/03/2020 40200 5012510 02500 598001 40800 005 108 0000037115 Crestive Curb Appeal ine 441.71 Approved
o 40900 00003105 01/03/2020 40200 5012510 10000 506004 40800 071 531 0000037115 Crestive Curb Appeal inc 574.83 Approved
10 40900 00003105 01/03/2020 40500 5012510 10000 506004 40800 084 B50 0000037115 Creative Curb Appeal inc 321 28 Approved
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VCHR Payments with CDS and TOP Query
(V_AP_PYMNT_VCHR_CDS _TOP)

REVISED: 01/17/2024

DESCRIPTION:

This query displays vendor payments with voucher and Comptroller’s Debt Setoff (CDS) and Treasury
Offset Program (TOP) offset details for a specified payment date range. The query can be run for a

specific payment method or for all payment methods, and for a single payment reference 1D or for all
payments reference IDs.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_PYMNT_VCHR_CDS_TOP

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Payment Date From HTML

Payment Date To Excel

Payment Method (% for All) Csv

Payment Reference (% for All)

Screenshot of the VCHR Payments with CDS and TOP Query Page

V_AP_PYMNT_VCHR_CDS_TOP - VCHR Payments with CDS and TOP

*Payment Date From |12/01/2023 |[5j]
*Payment Date To | 12/31/2023 |[3
Payment Method (%) for All EFT | Q

Payment Reference (%) for Al %

View Results

Download results in :  Excel SpreadSheet CSV Text File XML File (7535 kb)

View All First 1-100 of 18028} Last
Row Payment Date Payment Method Payment Reference Payee Name Payment Amount Business Unit Voucher ID Voucher Gross Amount Voucher Net Amount CDS Offset Amount CDS Reference TOP Offset Amount TOP Reference
1 1200172023 EFT 90503210 Verizon Business Network Services Inc 16.09 10100 00002286 3213 16.09 16.04 C1204938
2 12/01/2023 EFT 90503211 Verizon Business Network Services Inc 0.00 41700 00001644 40.01 0.00 40.01 ©1204943
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Vouchers Denied Not Deleted Query (V_AP_VCHRS _DND_ NOT_DLTD)
REVISED: 03/02/2017

DESCRIPTION:

This query displays all Voucher transactions that have been Denied but not Deleted for a designated
Business Unit. The query can be used to monitor the status of specific vouchers.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHRS DND_NOT _DLTD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (% for all) HTML

Excel

CSV

ADDITIONAL INFORMATION:

All Voucher transactions that are in a ‘Denied’ status must be Deleted to prevent any additional
processing of the Voucher.

Screenshot of the Vouchers Denied Not Deleted Query Page

V_AP_VCHRS_DMD_NOT_DLTD - Veouchers Denled NOT Deleted

Business Unit (% for all) Fa
View Rezsulis

Dowrlead results in:  Excel SpreadSheet TSV Text File XML Fle {1 ki)

Viener All First 1-4ofd Last
Reow  Business Unit Voucher Responsible Org  Approval Stafus  Makch Status Entered Gy Userid Entered Dat=  Last Updated Date Last Updated Userid Voucher Gross Amouant

1 14100 00002334 102 Denied Mo Match O7ME2019  DEADS2019 11240.40
2 1970 10232340 19700 Denied He Match AA_CARDINAL_BATCH_AP 100222019 10252019 23547992
3 5000 00876552 16077 Denied Mo Mateh 02ME2019 02019 1230.00
4 7a200 00001724 035 Denied Mo Maich | TI0R2019 122002019 1080437
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Vouchers Not Paid — Supplier Location/Address Query
(V_AP_VCHR_NOTPAID_VEND_LOC)

REVISED: 03/02/2017

DESCRIPTION:
This query displays all Voucher transactions that have not been Paid for a designated Business Unit
and Supplier ID. The query includes supplier status information associated with the voucher.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHR_NOTPAID_VEND_LOC

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (% for ALL) HTML

Supplier SetID (STATE) Excel

Voucher ID (% for ALL) Csv

Scheduled Due Date From
Scheduled Due Date To

ADDITIONAL INFORMATION:

For a Regular Supplier, the supplier status must be Approved, the supplier location and supplier
address used on the voucher must all be active for the voucher to be picked up in the nightly pay cycle.
For a One Time Supplier, the supplier status must be Inactive and the supplier location and supplier
address used on the voucher must both be active to be picked up in the nightly pay cycle.

Screenshot of the Voucher Not Paid - Supplier Location/Address Query Page

V_AP_VCHR_NOTPAID_VEND_LOC - Vchrs Not Paid - Supp Loc/Addr

Business Unit (% for ALL) 12700 |C
Supplier SetlD [STATE |3
Supplier 1D (% for ALL) |% Q
Scheduled Due Date From [12/22/2018  |[3]
Scheduled Due Date To [12/31/2019 ||
[View Resuls |
Download results in :  Excel SpreadSheet CSV TextFile XMLFile (22 kb)
WView All

R Busziness v h I i Humb Invoice  Accounfing Voucher Entry Budget AP Post Approval Scheduled WYoucher Pay Payment
e Unit e el Date Date Origin Status  Status  Status Status Due Date  Amount Terms Method

1113- . .
1 12700 00006744 4 jon1gnazmaTwe 091372019 127232019 ONL - Postable Valid  Unposted Pending 12/23/2018  340.56 00 ACH

2 12700 00008765 201912025724 121712019 12/26/2019 ONL ~ Postable Valid Unposted Pending 12/26/2015 13065.40 00  ACH

3 12700 0000&7e6 201912025510 1216/2019 12/26/2013 ONL  Postable Valid  Unposted Pending 12/26/2019 11249.00 00 ACH
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Screenshot of the Voucher Not Paid - Supplier Location/Address Query Page (scrolled right)

First 1-24 of 24 Last
Payment Hold Responsible 5 lierlD & lier N Alternate Supplier  Supplier il;gplier il;gpll'er S;ppl[i:r E‘rupptllier
On Held Reason Org BT UPIIEHEE Payee Name Persistence Status Seq]ﬁz? Sta]ﬁ:.s Loc?an:ilnn {E‘:'t::tlil‘;n
WISE WISE
M 98313400 0000046254 COUNTY COUNTY Regular  Approved 9 Active MAIN  Active
TREASURER
Middle
N 98313400 0000052173 Ea;fnﬂa Regular  Approved 3 Active MAIN  Active
District Comm
. - BRISTCL
N 95313400 Unonn5m12$'w.°f Bristol o7y Regular  Approved 15 Active MAIN  Active
rgima TREASURER
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Vouchers Not Posted to AP Query (V_AP_VCHRS_NOT_POSTED TO_AP)

REVISED: 03/02/2017

DESCRIPTION:

This query displays all Voucher transactions that have not posted to AP for a designated Business Unit
and Accounting Date range.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHRS_NOT_POSTED_TO_AP

INPUT / SEARCH CRITERIA:

Business Unit (% for all)
Accounting Date From

Accounting Date To

ADDITIONAL INFORMATION:
A voucher must be fully Approved and have a valid budget check status to post to AP. All Voucher
transactions must be posted to AP before they can be Journal generated in General Ledger (GL).

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Vouchers Not Posted to AP Query Page

V_AP_VCHRS_NOT_POSTED_TO_AP - Vouchers Not Posted To AP

Business Unst (% for all) p0100
Accounsing Data From 122672019 |
Accounting Date To 123172019 i)
View Results
Doaroad results in
View Al

Business Voucher
Row Unit o Acelg Date  Account

£0100
£0100
50100
50100
£0100
£0100
50100

01034818 1272672019 £023230
01034818 12725/2019 5023230
01084518 1272572019 £023230
01084839 12/26/2019 013560
01084842 12/26/2019 012550
01034843 12/2672019 £0135€0
01034844 1272672019 5012550

B L I M-SR R

Cost

Fund Conkes Program
04100 604002
04100 604003
04720 603023

04100 11160000 604003
04100 11160001 604003
04100 11160000 604003
04100 11150001 604002

Excel SpreadSheet CSVTextFilke XML File (2813b)

Responsidle Approval  Entry
Org

16000
16000
16000
19040
19020
19040
18057

Status Status

Pending Postadle Vald
Pending Postable Vabd
Pending Postable Vabd
Pending Postable Vald
Pending Postable Valid
Pending Postadle Vald
Pending Postable Vahd

Budget  Match
Stabas

Distributicn

Stabss Ameant

Matched
Matched
Matched
Maiched 706.69
No Match £31.25
Matched 709.26
No Maich 375.00

40062.70 AA_CARDINAL_BATCH_AP 12262019 122622015 AA_CARDINAL_BATCH_AP|
43776.25 AA_CARDINAL_BATCH_AP 12262019 122622019 AA_CARDINAL_BATCH_AP
7329.35 AA_CARDINAL_BATCH_AP 122672019 12262019 AA_CARDINAL_BATCH_AP|

First 1-100 of 520 Lasy

Last
Updated
Date

Entered

Enterod By Usersd Date

Last Updated By Userid

12262019 122612019 AA_CARDINAL_BATCH_AP)
122672019 1212612019 AS_CARDINAL_BATCH_AP
120262019 127262019 AA_CARDINAL_BATCH_AP)
127262019 122672019 AA_CARDINAL_BATCH_AP|

Rev 03/27/2025

Page 65 of 176



Cardinal
V4

Voucher Prjct Accruals Query (V_AP_PROJ_ACCRUALS_VCHR)

REVISED: 1/15/2024

DESCRIPTION:

This query will pull expense project accruals for quarterly and year-end reporting.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_PROJ_ACCRUALS_VCHR

INPUT / SEARCH CRITERIA:

Business Unit HTML
Goods Rcpt/Inve Dt <= Excel
Payment DT > Csv

Accounting Dt >=

Vchr Post Dt From

Vchr Post Dt To
Customer ID (% for ALL)

Screenshot of the Voucher Prjct Accruals Query Page

OUTPUT FORMAT:

V_AP_PROJ_ACCRUALS_VCHR - Voucher Prjct Accruals

“Business Unit 50100 |Q

""Goods Rept/inve Dt <= 01/01/2023  |[5)
“Payment Dt = 01/01/2023 [z
*Accounting Dt == 01/01/2023 [
*\chr Post Dt From |01/01/2023  [5)
*chr Post Dt To | 12/31/2023 [+
*Customer 1D (% for ALL) | % Q,

View Results ‘

Download results in . Excel SpreadSheet CSV Text File XML File (2803 kb)

View All
. PC Vchr Distrib g -
Voucher Business Voucher . " Activity Remit .
Row o . = - Bus Line Line Fund Program ProjectID - Supplier Name
Paid/Unpaid Unit Unit Nbr  Nbr D Supplier
g Voucher  gni00 50100 01468254 1 2 04720 603020 000010959 617 0000042985 Yoert &
Paid Associates Inc
2 Youcher  5h100 50100 01468254 1 304100 604001 0000108127 65791 0000042985 o/ert &
Paid Associates Inc
g Youcher o100 50100 01468254 1 304100 604001 0000108127 65791 0000042985 Yolert &
Faid Associates Inc
Voucher Volkert &
4 : 50100 50100 01468254 1 4 04100 604001 0000108127 65792 0000042986
Paid Associates Inc

Resource  Accounting

Customer ID

moies | Gontn &
Date Date Recpt Dt

0000055002 01/03/2023 11/30/2022 11/18/2022

0000055002 01/03/2023 11/30/2022 11/18/2022

0000055002 01/03/2023 11/30/2022 11/18/2022

0000055002 01/03/2023 11/30/2022 11/18/2022

Screenshot of the Voucher Prjct Accruals Query Page (scrolled right)

IRes?L[rce Rl‘aslource Payment Post Date Reslource R:g;:ir\l;lirt;e Merchandise Sum(Resource
nvoice ID Billing Dt Date Project ID D Amt Amt)
FED003591  01/05/2023 01/13/2023 01/04/2023 0000109599 617 48301.00 43301.00
FED003591  01/05/2023 01/13/2023 01/04/2023 0000108127 65791 §700.00 -8700.00
FED003623  02/10/2023 01/13/2023 01/04/2023 0000108127 65791 §700.00 §700.00
FED003591 01/05/2023 01/13/2023 01/04/2023 0000108127 65792 25907.50 -25907.50
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Voucher Prjct Categry Accruals Query
(V_AP_PROJ_CATGRY_ACCRUALS_VCHR)
REVISED: 1/15/2024

DESCRIPTION:
This query will pull voucher accruals for quarterly and year-end reporting.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_PROJ_CATGRY_ACCRUALS_VCHR

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Goods Recpt/Invc Dt <= Excel
Payment DT > Csv

Accounting Dt >=
Vchr Post Dt From
Vchr Post Dt To
Project Category

Screenshot of the Voucher Prjct Catgry Accruals Query Page

V_AP_PROJ_CATGRY_ACCRUALS_VCHR - Voucher Prjct Categry Accruals

**Business Unit [50100 | Q
**Goods Reptinve Dt <= |01/01/2023
**Payment Dt > |01/01/2023
**Accounting Dt >=|01/01/2023
*Vchr Post Dt From |01/01/2023
**chr Post Dt To |03/31/2023

LPrEomEd

“Project Category [CAP
View Results

Download results in :  Excel SpreadSheet CSV Text File XML File (1033 kb)

View All First 1-100 of 1859 (1 Last
A PC Vehr o - = z z ' Goods & Project ) :
Voucher A Voucher  Y¢M" pistrib Distib  Activity  Remit Accounting  Invoice Payment Project Merchandise
Row paidlnpaid Euimless Business D Line 02, Fund Program o i o Supplier Supplier Name i Date. Services Recpt Bl PostDate  Category- il At
nit Unit Nbr Dt Project ID
Voucher NORFOLK
(M 50100 50100 01468245 1 1 04720 603024 0000097555 635 0000053241 SOUTHERN 01/03/2023 11/28/2022 11/30/2022  01/13/2023 01/09/2023 0000097555  CAP 502376
RAILWAY CO
2 \Ff;”dm’ 50100 50100 01468254 1 2 04720 603020 0000109599 617 0000042986 Yn”c'ke"“m“a‘es 010312023 11/30/2022 11/18/2022  01/13/2023 01/04/2023 0000109599  CAP 48301.00
3 g:f;her 50100 50100 01468265 1 1 04720 603023 0000115009 612 0000108170 Akerman LLP 01/03/2023 10/20/2022 09/30/2022  O1/11/2023 01/09/2023 0000115008  CAP £2108.02
4 \Ff‘;dehe’ 50100 50100 01468265 1 2 04720 603024 0000115011 612 0000108170 Akerman LLP 01/03/2023 1012012022 09/30/2022  01/11/2023 01/09/2023 0000115011  CAP 1903 44
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Vouchers Posted to AP But Not JGEN Query
(V_AP_VCHRS_PSTD_AP_NOT_JGEN)

REVISED: 03/02/2017
DESCRIPTION:
This query displays all Voucher transactions that have posted to AP but have not Journal Generated in

GL for a designated Business Unit and Accounting Date range.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHRS_PSTD_AP_NOT_JGEN

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
AP Business Unit (% for All) HTML

Accounting Date From Excel

Accounting Date To Csv

ADDITIONAL INFORMATION:
A Voucher must be posted in AP before it can be Journal Generated in GL. All Voucher transactions
must be Journal Generated and posted to GL.

Screenshot of the Vouchers Posted to AP But Not Journal Generated Query Page

V_AP_VCHRS_PSTD_AP_NOT_JGEN - Vchrs Psted to AP but Not JGEN

AP Business Unit (% for All) P
Accounting Date From [10/27/2019 [
Accounting Date To (111672019 |3
[ View Rasus |
Download results in -  Excel SpreadSheet CSW TextFile XML File (1 kb)
View All First 1-1f1 Last
Distribution

Line Entered By Userid
Amount

Payment Last
Voucher Acctg Date Template Reference Date Select Account Fund Program Updated Last Updated By Userid

Status Date
1 16100 20290306 10/3072019 CANCEL Unselected 400101899 01000 TAX Approved  19204.00 A4 CARDINAL_BATCH_AP 10/30/2019 10/30/2019 AA_CARDINAL_BATCH_AP

Row Business Responsible Appr Entered
Unit Org tatus Date
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Voucher Worklist Query (V_AP_WF_VOUCHER)
REVISED: 03/02/2017

DESCRIPTION:

This query displays vouchers that are pending approval by Business Unit, Voucher ID, and/or Approver
ID. The query can be used to identify outstanding vouchers requiring review and approval, vouchers
that have been denied and need to be deleted, or all vouchers at the end of an accounting period that

need to be worked.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_WF_VOUCHER

Alternative Navigation Path:

Main Menu > myCardinal Financials > Financials Report Execution > AP Reports > Voucher Worklist

INPUT / SEARCH CRITERIA:

OUTPUT FORMAT:

Business Unit (% for all) HTML
Voucher ID (% for all) Excel
Approver ID (% for all) CsVv

Screenshot of the Voucher Worklist Query Page

V_AP_WF_VOUCHER - Voucher related worklist entry

Business Unit (3 for a1) (15700 |y
Woucher 1D (3 for al} % o
Approver 10 (% for 21} |% o,
View Resulls |

Downlead resulis in :  Excel SpreadShest CEVTextFile MMLFila (5 ki)

Wiener Al First 1-90f 9 Lasl
- WVaichar " Viouither - : Wiarklist Wodklist -

Business  Vaches Acocunling  Voucher  Approval Warklisl Wedklist Appreval - Warklisl Wenichar Woucher  Vauscher
Row Approver = n Ert':';l"d Date  Created By  Type A;:'J;';’I Status Inatange ' SCATE  cobenitter "\':Ii;h" P*?,'f:“':’d Comments Amount  Due Date  Origin
1 L 15100 0ODDISZE 1H302019 12302015 gﬁﬁ?l P o 0 01/03/E020° Jrrteig 73340790 D/DT/2020 OML
2 15100 COOD3S21 12302019 12000M9 ° ';)';Eﬁ:' P o 0 $1/032000° }é‘gg’gg;i{ 26340.790 01072020 OML
3 15100 0ODDAS21 12002019 12300019 ';';Pﬁ;a' p o 0 10372020 il 36340 790 01072020 ONL
4 15100 00003521 12302019 1203012019 ‘;’;‘jﬁ;' P 0 0 017032020 %32’,32;; 25340.790 DUDTE020 OML
5 15100 00003521 12302019 1203012018 E‘;ﬂﬁ‘;' P 0 0 017032020 :&Zcms-aggﬁt 79340.790 DVDT020 OML
§ 15100 CODDIS 120302048 123002018 E‘:EL.‘:;‘;" P 0 0 01/0372020 el 23340730 D107/2020 OML
7 15100 COOD3SZY 127302019 1200015 ° ';f;ﬁ:"':' P o @ 1/03/2020 et 73340790 D/DT/2020 OWL
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Consultant Vchr Payment Status Query
(V_AP_CONSULT_VCHR_PYMNT_STAT)

REVISED: 03/03/2017

DESCRIPTION:

This query displays consultant contract related invoice, voucher, and payment date status information.
The query allows users to specify one or multiple contract categories as well as one or multiple
Responsible Orgs and is used to report consultant contract related payment information for specified
contracts and contract categories.

NAVIGATION PATH:
Main Menu > Reporting tools > Query > Query Viewer > V_AP_CONSULT_VCHR_PYMNT_STAT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Cntrct SetID HTML
Cntrct Ctgry 1 Excel
Cntrct Ctgry 2 CsVv
Cntrct Ctgry 3

Cntrct Ctgry 4

Cntrct Ctgry 5

Cntrct Ctgry 6

AP BU

Responsible Org (% for All)

Acctg Dt From

Acctg Dt To

CONTRACT CATEGORY OPTIONS INCLUDE:
State Agency

Consultant — Prof. Design
Consultant — Prof. Inspection
Construction — Site Manager
Consultant — Professional
Consultant — Prof. Operations
Consultant — Prof. Survey
Catalog Contract

First Cities Initiative

Fixed Price

Guardrail Contract

Hired Equipment Contract
Local Assistance Group, LAG
Maintenance — Site Manager
Non-Professional Services
On-Call Goods/Services
Public/Private Trans Act — 1995
Parts Contract

Requirements

Requirements — Cntract Comm Rpt
University
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Screenshot of the Consultant Vchr Payment Status Query Page

V_AP_CONSULT_VCHR_PYMNT_STAT - Consultant Vchr Payment Status

* Cntrct SetiD [STATE |Q
* Cntret Clary 1[CP Q@
CntrctCtary 2| |Q
CntretCtary 3| |Q
CntrctCigry 4| |Q
CntrctCtogry 5| |Q
CntrctCigry 6| |Q
*APBU 50100 |Q
* Responsible Org (%bfor All) % Q
* Acctg Dt From [12/26/2019 |3
* Acctg Dt To [12/31/2019 |
| View Results |

Download results in :  Excel SpreadSheet CSV Text File XML File (1 kb)

View Al
District Responsible Cntret Payee Voucher Accounting Voucher Invoice
Row ““ip Org  Administrator CNUCtCategory Cntrct 1D Name ID Date Amt Date
CONSULTANT -
1 18 18006 PROFESSIONAL 0000000000000000000047310 01084873 12/26/12019 975.13 114/27/2019
CONSULTANT -
2 18 18006 PROFESSIONAL 0000000000000000000047310 01084882 12/26/12019 1135.82 11/27/2019

Screenshot of the Consultant Vchr Payment Status Query Page (scrolled right)

First 1-2 of 2 Last

Imv  Entrd Flt::t Last Inv
Goods Invoice i Last Rept Dito Apprvl Rept
Receipt Receipt EDatre'Ed Approval Is:;zheg:tlz Pa].ér:fent F*agg;:nt Dtto Last Eta:i Dito Dito F}?ﬁ:
Date Date Date ¥ Entrd Apprvl A Pymnt Pymnt
ppmvi
Dt Dt Dt Dt

10312019 117272019 1202602019 12262019 11/272019 80272219 1230/2019 29 0 28 4 33N

100312019 117272019 122602019 12262019 11/27/2019 80272219 1230/2019 28 0 28 4 33N
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Vendor Certification Query (V_VEND_GOVT_CERT)

REVISED: 02/08/2019

DESCRIPTION:

This query displays supplier and Small Business & Supplier Diversity (SBSD) classification information

for suppliers identified with Government Certifications.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer > V_VEND_GOVT_CERT

INPUT / SEARCH CRITERIA:

Supplier SetID HTML
Supplier Status (% for All) Excel
Govt. Class (% for All) Csv

Class Status (% for All)

ADDITIONAL INFORMATION:

OUTPUT FORMAT:

The query displays data for the maximum effective date of the Government Class and its SBSD

information that is being passed through Cardinal.

Screenshot of the Vendor Certification Query Page

V_VEND_GOVT_CERT - Vendor Certification Query

Supplier SetiD STATE
Supplier Status (% for All) % |(Q
Govt. Class (% for All) |1 QL
Class Status (% for All) A |Q
“View Resis |

Download results in - Excel SpreadSheet CSV TextFile XML File (5073 kb)

View Al First 1-1000f 9360 ! Last
Row Supplier D Supplier Name Supplier Classification Effective Certification Govt. Govt. Class Class Class Start Class Expiration Class Termination
Status Date Number Class Descr Status Date Date Date

1 0000000012 Approved 02/01/2019 659955 1 Small Approved  DB/26/2017  06/26/2020

2 0000000096 Approved 04/03/2019 654373 1 Small Approved  04/02/2019  04/02/2024

3 0000000101 Inactive 05/07/2019 690175 1 Small Approved  05/05/2019  05/05/2024

4 0000000129 Inactive 08122019 656135 1 Small Approved  09/11/2019  09/11/2024

5 (0000000131 Inactive 02/01/2019 665971 1 Small Approved  03/05/2018  03/05/2023

6 0000000132 Approved 06122019 696013 1 Small Approved  06M11/2019  06/11/2024

7 0000000150 Approved 02/01/2019 5199 1 Small Approved  10M15/2018 10/15/2023

Rev 03/27/2025 Page 72 of 176




/}) Cardinal

Accounts Payable Reports

<This page is intended to be blank>
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Agency to Agency Vouchers Report (VAPR0994)
REVISED: 03/02/2017

DESCRIPTION:

This report provides details on Agency to Agency (ATA) vouchers for a designated date range including
the associated payment information if the voucher has been paid. The report can be used to monitor
ATA transactions.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Vouchers > Agency to Agency Vouchers

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
AP Business Unit (% for all) PDF
From Journal Date (AP Accrual) Ccsv
To Journal Date (AP Accrual) TXT

Screenshot of the VAPR0994 Agency to Agency Vouchers Report Run Control Page

Favaorites ~ | Main Menu - > Accounis Payable~ > Reporfs-= > Mouchers-= > Agency to Agency Vouchers

Agency to Agency Vouchers
Agency to Agency Vouchers

Run Control ID ATA_Vouchers_Rpt Report Manager  Process Monitor | Run

Criteria

*AP Business Unit (% for all): %
*From Journal Date (AP Accrual): 06/01/2019 |5

*To Journal Date (AP Accrual): P6/15/2019 |5

[i{|Save ||[=] Motify [Ey Add 7| Update/Display
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Screenshot of the VAPR0994 Agency to Agency Vouchers Report

Coomomwealth of Virginia
- ACENCY TO ACEWCY VOUCHERS
CARDINAL Run Data: D1/03/2020
Report ID: VAPRDS3S4 Run Tima: 11:30 00
Paga No. 1 of 431
AT Bagioess Tolt ¢ ALL
From Journal Data (AP Accrual} : 0670172019
To Jourozl Data (AP Acorual] ¢ O6FLESID15
p:ing Supplr I0 Supplrt Nane Account Fund Program Vouwsher Acckg Dt Iovoica IO Invoice Dt Jourmal ID Journal Dt Tymmt Bef Pymot Dt Aoount
10000 Senate
000010024% HOUSE OF DELECATEE S0137E0 01000 TE2O04 00001253 DE/13,/201% 15-01&T QEf05/201% ADD1240054 06132019 81131302 06/17,/2010 10, 000.00
Total for Agancy: 101 HOUSE COF DELECATES $ 10,000 .00
0000052106 DIVISION OF LECISLATIVE AUTCMATED £ 5012750 01000 TE2004 Q0001243 0&/04/201% 5761 05fZ0/201% APD12Z9355 06042019 81110875 06,/0&/20L0 2,05%.52
Total for Agency: 10% DIVISION OF LECISLATIVE AUTOMATED EYSTEM ) 2,059.52
0000031508 Virginia Informaticn Techoologlas ko 5012160 01000 TE2004 00001242 0&/03,/201% T423750 05f29/201% APD1ZI71E0 06/03,/2019 B11O03556 O06/05/2019 31.67
0000031808 Virginia Informatico Tachoologlas A 5012160 01000 TE2004 Q0001250 0&/13/201% T415076& CEf04/201% APD1Z40054 06/13/2019 B1L33Z64 06/23/20L0 086 .06
Total for Agancy: 136 Virginla Information Tackmologles Agancy £ 1,017.73
0000031103 Department of Ganeral Sarvices 5012140 01000 TE2O04 00001244 0&/04/201% A100000L 05fZ3/201% APD1ZI0355 06/04,/2019 B1110743 06/0&/2010 235.83
0000031103 Department of Ganeral Sarvices S012&60 01000 TE2O04 Q0001245 0&/04/201% 2EESL 05/31/201% APD1ZI0355 06042019 B1110743 06/0&/2010 1,074.10
Total for Agency: 124 Dapartmant of Cenaral Sarvicas H 1,309.583
00000504585 Commonwealth of Virginia 5012440 01000 TE2O004 Q0001241 0&/03/201% ACLOTEE 05fZ9/201% APD1ZITIED 06/03,/2019 B1lO9T3S 06/05/2010 2,563.00
00000504585 Commonwealth of Virginia 5012830 01000 TE2004 Q0001251 0&/13/201% ACLOTOZ 05/31/201% APD1Z40054 06/13,/2019 B1121Z59 06/17,/2019 3,262.00
Total for Agency: B4L Commanwazlth of Virginia H 5,825.00
Total for ET: 10000 Zanate $ 26,212.18
1oL Houga of Dalagates
0000052106 DIVIEION OF LECISLATIVE AUTCHATED £ 50132740 01000 TE2O04 00001081 DE/03/2010 5TEZ 052072015 ADD12ZD3G6 0604 2019 BI112409 06/14,/2010 2,055,582
Total for Agency: 10% DIVISICH OF LE2GISLATIVE AUTOMATED SYSTEM $ 2,059.52
0000031508 Wirginia Informatico Tachnologlas A 5013160 01000 TE2O04 Q0001085 0E/05,/301% T423751 052072015 ADD1231102 06052019 BIL33ZE5 06/23/2010 14.07
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AP/GL Open Liability Account Reconciliation Report (APX1400/APX1405) —
PSJob Report

REVISED: 03/23/2017

DESCRIPTION:

This report provides information about supplier invoices, related vouchers, and journals. The report can
be used for reconciliation purposes. The report can be generated at either a Summary level (APX1400)
or Detail level (APX1405).

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Voucher Reconciliation > Open Liability Reconciliation

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Request ID PDE
As of Date XLS
Business Unit Option (All, Value) TXT

Screenshot of AP/GL Open Liability Account Reconciliation Report (APX1400/APX1405) — PSJob
Report Run Control Page:

Favorites « | Main Menu + > Accounts Payable + > Reporis+ > “oucherReconciliation+ > Open Liability Reconciliation

Payables Open Liability Reconciliation

Run Control ID PAYABLES OPEM_LIAE RECONCIL Report Manager Process Monitar g |
Language
Report Request Parameters
*Request D |1
*As of Date |01/09/2020 |[»]

*Business Unit Option |A|I v|
Business Personalize | View All | 2] First 4’ 10f1
Unit ' Last
[5]8ave |[[=]Notify ||i* Refresh 5% Add || 5] Update/Display
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On the Process Scheduler Request pop-up window, select the APGL Open Liab Recon Data/Rept
which has the Process Type of PSJob. Do not select the Summary or Detail checkboxes. When the
PSJob runs, it will automatically run both reports, i.e., one at the Summary level and one at the Detall

level.

Screenshot of Process Scheduler Request page

New Window

Be| Process Scheduler Request

Server Name
Recurrence

Time Zone Q

0] Process List
1 Select Description

1 O Summary AP/GL Open Liability
w []  Detail AP/GL Open Liability

¥  APGL Open Liab Recon Data/Rept

[ OK || Cancel || Refresh |

- UserID PPS1_JANIS.HANNUKSELA

Process Name
APX1400
APX1405
APY1400

Run Control ID PAYABLES OPEN_LIAE_RECONCIL

Run Date |01/10/2020
Run Time [3:44:14PM

Process Type
Bl Publisher
Bl Publisher
PSJob

®

Help

1]

| Resetto CurrentDate/Time |
*Type *Format Distribution
[Web  w|[PDF ~| Distribution
[Web  w|[PDF | Distribution
[(None) w|[(None) | Distribution

.2
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Screenshot of the APX1400 Summary AP/GL Open Liability Account Reconciliation Report

PeopleSoft Accounis Fayable
Rapart 10 APX1400 Fago Mo. 56
OiracLE SUMMARY APIGL OPEN LIABILITY ACCOUNT RECONCILIATION REPORT Fln Dats lrar2020
A O Dale: 09.dan. 2020 FunTime 410 P
Currency usD U% Dellar
Gl Husiness Uit 50100 W Depl of Transportation
Ladgar ACTLALS
Ladgar Group AGTUALS
Account 205025
SetiD Supplier I Eupplier Hamo Business Unit Voucher 1D Invaice Data lnveice 1D Manetary Amaount
STATE 0000634814 15t Choica Past Gontrol LLG 50100 01084087 26.Mov.2018 erriel ] 285.00
s0100 01082814 20.Mov.2018 el ] 365.00
50100 01082026 26 Mov.2018 222t B25.00
50100 01084052 20Mov2018 el 250,00
50100 01088646 18.Dec.2018 #2431 250000
=000 D10EA658 19 D 2018 F2452 36500
50100 01083983 27 Mov2018 2264 1.170.00
Tatal for Supplier 15t Chaice Pest Contral LLG 3,510.00
STATE OO0DEEI=20 15t Chaoice Shreddng 80100 01087249 03 Jan 2020 14293 5500
Tatal for Supplier 15t Cholce Shredding EE,00
STATE 0000014558 2 Procurement LLC 80100 01081680 15 How 2018 3138 315.00
Tatal far Supplier Z Procurernent LLC 315.00
STATE 00001368276 3 Rs Sile Development and Landscaping 50100 01084113 17 Dec. 2018 H18035121619 B32.50
Total for Supplier 3 Rs Site Development and Landscaping B32.50
STATE 0000380225 A 26Crigner Canltracting Ine 5000 01083956 19 D 2010 3radd 276 15542
50100 01083950 12 Dec.2018 7433 14.231.62
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Screenshot of the APX1405 Detail AP/GL Open Liability Account Reconciliation Report

PuopleBalt ALcianls Pagabla
Raport I0: AFK1405 Page Mo 1213
SfraArLE DETAIL AR/GL OPEN mﬁilgmiﬁﬁg#;ﬁcﬂﬂc ILIATION REPORT m g;‘; :fm -
Currency uso US Dallar
GL Business Unil 50100 WA Dept of Transpartation
Ledger Group ACTUALS
Ledger ACTUALS
Account 205025
Supplier;  STATE 0000000254 Rock Water Farm
Busingss Unit  Voucher 1D |nvolcs Dats  Joumnal Template  UnpostSeq  Baymant Ol Accownting Date Journal I Journal Date  Journal Ling Monatary Amaung
50100 MDa7233 3.0ec2018 ACCRUAL D3.Jam.2020 AFD1410642  DE. Jan 2020 T8 7ar.50
Todal for Supplier Rock Water Farm T87.50
Supplier: STATE 0000000874 Appalachian Aggregates LLC
Buginess Unit  Youcher 1D Involée Date  Jowrnal Template  UnpedtSeq  Payment il Accounting Date Journal I Journal Date  Journal Line Manatary Amaunt
50100 010R3E5 17 Dee 2018 ACCRLUAL 18 Dec 2019 APD1AD1G0% 3] Dez 2019 1485 0245
50100 01083470 1T.0ec201B ACCRUAL 18.Dec.2019 AFO14D2TE3 23 Dec.2019 456 83711
ACCRUAL 18.0ec.2019 APO1402703 23 Dec.2019 A5T -01
Youcher Total #3710
50100 1086830 19.0ec 2018 ACCRUAL 02 Jan 2020 APO1410642  Dd.Jan 2020 1274 2348532
50100 01DBAEEZ 31.0ec2l1y ACCRUAL DE . Jan. 2020 APDT41374E 08 . Jan 2020 236 224573
50100 01083662 17.0ec 2018 ACCRUAL 08.Jan.2020 APO1413746  08.Jan 3020 458 1.537.22
Total for Supplier  Appalachian Aggregates LLC T.975.82
Supplier:  STATE 0000001147 Cabin Hill Homes LLE
EBusiness Unit ~ Yougher 1D |nvolce Date  Jowmal Temolate  UnposiSeq  Bayment Gl Accounting Dats Journal 1D Journal Dt Journal Lind Monatary Amount
50100 O1DETTES 0z Jan.20230  ACCRUAL DY .Jan.2020 APDT412224 07 Jan 2020 824 430.00
Total for Supplier  Cabin HIll Homes LLC 450,00
Suppliar: GTATE 0000001380 Faneuil Inc
Businoss Unit  Voucher 1D Involce Date  Jowmal Template  UnpostSeq  Payment &l Accounting Date Journal I Journal Date  Journal Line Manotary Amount
50100 082720 16.0ec 2018 ACCRLUAL 23.Dec. 2019 APO1410642 06 Jan 2020 21 524744
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Due Date Monitoring Report (VRAPO750)
REVISED: 03/02/2017

DESCRIPTION:

This report provides the number of payments made relative to their due date, by number, percent, and
amount. Payments with no due date are listed separately. The report also calculates the average
variance from due date and the percent of payments and dollars in compliance with prompt pay. The
report can be used to determine compliance with prompt pay during a period, identify the total number
(dollars) paid during a period, and identify trends in compliance rates and variances.

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

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

From Date Csv

To Date

Screenshot of the VRAP0750 Due Date Monitoring Report Run Control Page

Favorites = Main Menu - > Accounts Payable = > Reporls » > Paymenis » > Due Date Monitoring Report

Due Date Monitoring Report

Run Control ID Due_Date_Monitoring_Report Report Manager  Process Monitor | Run |

Report Request Parameters

*Business Unit [15100] L (Enter % for all Business Units)
*From Date: [12/012019 | *To Date: [12/21/2019  |[]
[}{|Save ||[=] Motify |4 Add | Update/Display
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Screenshot of the VRAPO750 Due Date Monitoring Report

Commemwealth of Virginia
== DUE DATE MONITORING REPORT
CARDIMAL Run Dates: 01/03/2020
Report ID: VRAPDT7S0 Run Time: 01:11 00
i 15100 Page No. 1 of 1
From Date: 1z/01/2019
To Date: 12/31/2019

4 of Pavmente Eercent Amount

5 or more days before due o D0% 50.00

on or lees than 5 days before due 24 100.00% $4,211,142.76

1-5 days past due Q 0.00% £0.00

6-10 daye past due o 0.00% £0.00

11-20 days past due o 0.00% £0.00

21-30 days past due o 0.00% $0.00

31-60 days past due [+] 0.00% $0.00

over 60 days past due Q 0.00% £0.00

Total Payments With Due Dates 24 100.00% $4,211,142.76
Other Paymente (No Prompt Pay Term) 10

Total Paymente This peried L

Totzl Dollars Paid Past Due

$0.00
Total Payments Faid Fast Due o
Average Variance From Dus Date (Dave) -0.8B
ercent of Fayments in Compliance this Pericd 100.00%
Percent of Dollare in Compliance this Pericd 100.00%

*Note: Payment counts for Total\other Payments do not include negative wouchers, but Payment Amounts do include negative vouchers.
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Payables Open Liability Report (APY1406) — PSJob Report
REVISED: 01/02/2020

DESCRIPTION:

This report provides a list of open liabilities for designated Business Unit(s). The report can be used to
identify all outstanding liabilities for a supplier (by a designated Business Unit, Agency, or Statewide)
and view all supplier liabilities for one or more Business Units. The report can be generated at either a
Summary or Detail level.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Voucher Reconciliation > Payables Open Liability

RUN CONTROL PARAMETERS: OUTPUT FORMAT:

As of Date PDF
As of Date Type (Accounting Date, Invoice Date)  XLS
Aging Basis Date (Net Due Date, Schedule Pay TXT
Date)

Include Unrecorded Liabilities [checkbox]

Include Prepayment [checkbox]

Include Un-matured Drafts Paid [checkbox]

Include Available Discount [checkbox]

Business Unit Option (All, Value — select BU)

Supplier Select Option (Select All Suppliers,

Specify Suppliers — select Supplier)

Currency Options (Base Currency)

Currency (USD)

Rate Type (CRRNT)

Currency Effective Date

Report Supplier By (Invoice Supplier, Remit

Supplier)

Report Group By (Business Unit / Supplier,

Supplier / Business Unit)

Detail or Summary (Summary, Detail)
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Screenshot of the Payables Open Liability Run Control Page

Favorites - | Main Menu - * Accounts Paysble ~ * Reports = * Voucher Reconcilistion = * Payables Open Liability

Payables Open Liability

Run Control ID PAYABLES_OFEM_LIABILITY Report Manager Process Monitor &
Language | English L
Report Request Parameters

*As of Date |01/02/2020 Ej

*As Of Date Type | Accounting Date v| Currency Options
Aging Basis Date | Mat Dus Date v| *Currency Options | Base Currancy e
[include Unrecorded Liabilities Currency Q
I:I Include Prepayment Rate Type Q
[Dinciude Unmatured Drafts Paid
Currency Effective Date H
Cinctude Available Discount
*Business Unit Option | All Vl Report Format Options
Business Personalize | View All | = First 'Y 1of1 'F Changing any of these options doss not require rerunning the Application
Unit Last Engine program to load the data. You may just run the report process to
regensrate the report.
*Report Supplier By| Invoice Supplier V|
*Supplier Select Option [Select All Suppliers W
N - *Report Group By| Business Unit / Supplier V|
Suppliers  Perzonalize | View Al | (2 First ‘4" 10f1 ‘®' Last
SetiD Supplier ID *Detail or Surnrnar)r|5ummary V|

[Flsave |[SInatity |[ Refesn |

Note: Onthe Process Scheduler Request pop-up window, select the Open Liability Data &
Reports which has the Process Type of PSJob. Do not select the Payable Open Liability box. When
the PSJob runs, it will automatically run report APX1406.
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Screenshot of Process Scheduler Request Page

Report Manager Process Monitor [

Process Scheduler Request

User ID PPE1_JANIS. HANNUKSELA

- Server Name
Recurrence
Time Zone Q

Process List
Select Description

OK || Cancel || Refresh

Process Name

[0  Paysbles Cpen Liskility APK1408 Bl Publisher Distribution
Open Liability Data & Repors | APY 1405 PSJob Distribution

Help
Run Control I PAYABLES OPEM_LIABILITY

Run Date (01/03/2020 1

Run Time |[1:13:24PM | Reset to Current Date/Time

Process Type =Type *Format Distribution

Screenshot of the APX1406 Payables Open Liability Report — Summary Level

PeopleSoft Accounts Payable
. Report ID: APX1406 Page Mo. 1
QORACLE PAYABLES OPEN LIABILITY REPORT Run Date 8132019
As of Accounting Date: 08/19/2013 Run Time 8:16:29 AM
Liability : Only Recarded Liability
Prepayment : Not Included
Unmatured Draft Payment: Not Included
Available Discount : Not Included
Currency : Bags Currency
Supplier : Involes Supplisr
Group by: BUSINESS UNIT 50100 VA Dept of Transportation Businass Unit Option: Value
Base Currency : uso Suppller Option: Select All
Summary Report
Ungeid Amourd bt
Vendor STATE 0000000438 Amazon Enterprise Inc
Total for Vendor STATE 38 Amazon E ise Inc 12,304.40 12,304.40
Vendor STATE 0000000456 Countryside Landscaping & Lawn Care LLC
Total for Vendor STATE 0000000456 Countryside Landscaping & Lawn Care LLC 4,610.00 4,610.00
Vendor STATE 0000000591 CDM Smith Inc
Total for ~ Vendor STATE 0000000591 CDM Smith Inc 59,293.45 59,293.45
Vandor STATE 0000000804 Cambridge Systematics Inc
Total for Vendor STATE 4 C b} Inc 0.00 0.00
Vandar STATE 0000000654 Joseph G Marshall
Total for Vendor STATE Joseph G 750.00 750.00
Vendor STATE 0000000974 Appalachian Aggregates LLC
Total for ~ Vendor STATE 0000000971 Appalachian Aggregates LLC 7,686.28 7,686.28
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Screenshot of the APX1406 Payables Open Liability Report — Detail Level

PeopleSoft Accounts Payable
’ Report ID: APX1406 Page Mo. 1
ORACLE PAYAELES OFEN LIABILITY REPORT Run Date 8182019
As of Accounting Date: 08/19/2018 Run Time 8:08:56 AM
Liability : Only Recorded Liahility
FPrepayment : NotIncluded
Unmatured Draft Payment : Not Included
Available Discount : Not Included
Currency : Base Currency
Buggller : Invoice SI!EE"EI'
Group by: BUSINESS UNIT 50100 VA Dept of Transportation Business Unit Option: Value
Base Currency : usp Suppller Option: Select All
Dretail Report
Vendor STATE 0000000438 Amazon Enterprise Inc
Moycherid Inwoice Id Ilnvoice Date Schedute Date Accounting Dete Document Uncaid Amound et
01041902 AS018 08122018 08/11/2019 08142019 Invoice 12,304.40 12,304.40
Total for Vendor STATE 38 E Inc 12,304.40 12,304.40
Vendor STATE 0000000456 Countryside Landscaping & Lawn Care LLC
Woucher Id Invoice 1d Invoice Date, Schedue Date dcocunting Dele Document Ungzaid Amourit i
01038510 19108 08/01/2018  0906/2019 08/07/2018 Invoice 540.00 540.00
01039828 19107 08/01/2018 0S/06/2019 O8/08/2019 Invoice 2,160.00 2,160.00
01040060 19110 08/01/2018 09/04/2019 O8/08/2019 Invoice 260.00 260.00
01040541 19108 08/01/2018 0S/06/2019 08/08/2019 Invoice 1,650.00 1,650.00
Total for Vendor STATE 0000000456 Countryside Landscaping & Lawn Care LLC 4,610.00 4,610.00
Vendor STATE 0000000591 CDM Smith Inc
Moycherid bnwoice Id lnvoice Date Schedute Date accounting Dele Document Ungaid Amound st
00576034  ESTO 0001108397FINAL 02M10/2016 03/04/2016 03/04/2016
01036868 90078202 07122018 08222019 07/31/2019 Invoice 58,293 45 59,203 45
Total for Vendor STATE 0000000591 COM Smith Inc 59,293.45 59,293.45
Vendor STATE 0000000604 Cambridge Systematics Inc
Moycherid bnwoice Id lnvoice Date Schedute Date accounting Dete Document Ungaid Amound st
00399388  Comection 7942 28 700373 11172014 11182014 1118/2014
00399396  Comection 7942 27 700373 11172014 1118/2014 1118/2014
00399400  Comection 7942 28 700373 11172014 1118/2014 1118/2014
Rev 03/27/2025 Page 85 of 176




/;/ Cardinal

Payment History by Supplier Report (VRAP0998) — Bl Publisher Report
REVISED: 01/02/2020

DESCRIPTION:

This report provides payment history information for a designated supplier and a designated date

range. The report can be used to research supplier payment detail and summary information.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Supplier > Payment History by Supplier

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Payment From Date PDF
Payment To Date XLS
Detail or Summary (Detail, Summary) TXT

AP Business Unit (% for ALL)
Responsible Org (% for ALL)
Remit SetID (enter STATE)
Remit Supplier

ADDITIONAL INFORMATION:

This report can be generated at either a Summary or Detail level. Information is grouped by Payment
Reference Number and Date for the designated Supplier in both levels. The Summary level provides
information per the Payment Reference Number. The Detail level provides additional lines within the
Payment Reference Number including Business Unit, Voucher ID, Invoice ID, Invoice Date, Discount
Taken, and Paid Amount. If a user generates the report in both the Summary and Detail level using the
same date range for a supplier, the report totals should reconcile.

Screenshot of the Payment History by Supplier - Run Control Page

Favorites + | Main Menu « > Accounts Payable + > Reporis+~ > Supplier+ > Payment History By Supplier

Payment History by Supplier

Payment History by Supplier

Run Control ID PYMNT_HISTORY_BY_SUPPLIER Report Manager Process Monitor Run
Language | English AV

Run Control Parameters

Payment Date Range Print Options

*Detail or S ry: Summary v

*Payment From Date: [07/01/2019 |

“Payment To Date: 08/102019 |3

Payment Selection

*AP Business Unit (% for ALL): |% Q"Responsible Org (% for % Q
ALL):
Supplier Selection Find | View All First '4' 10f1 " Last
*Remit SetlD *Remit Supplier ] [=]
STATE |Q 0000022627 |y Computer Aid Inc
[5]Save ||[af Return to Search [=7] Notify EL Add F5] Update/Display
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Screenshot of the VRAP0998 Summary Payment History by Supplier Report

Fage hio 1
R Db 124210
Fun Time 40705 FM
“‘A Corrmonwesith of Viginks
LARTAMAL SUMMARY PAYMENT HISTORY BY SUPPLIER
Raport 1D VRAPTGOE
AP Buslness Unit: % Payment From Date: oTHrz1a
Rasponalble Ong: % Payment To Data: 0EH 218
AP Buslnesz Unit: 11400
Ramit Suppllar: STATE DIDOO22EZT
Bank Coda: 1100
Darde Hardling Eatue Pay Gl 22g Parent Method
EA1E3ETT TS Faguiar Fayment Fasd 1z Compter Aid Inc TREDH 1553 14, 0 ES ACH
Total for ACH Payments: 14, 200.65
Todal for Bank Account: 14, 20065
Screenshot of the VRAP0998 Detailed Payment History by Supplier Report
Fage hio 1
Fun Cate A32ma
Fum Time TP
“‘A CorTnonweaith of Vinginks
LARDINAL DETAILED PAYMENT HISTORY BY SUPPLIER
Raport ID0 VRAPIEE
AP Bualness Unit: % Payment From Date: 072013
Rasponaible Org: % Paymsnt To Data: 06N L2013
AP Bualness Unit: 11400
Ramit Suppilar: STATE DODOO22EZT
Bank Coga: 1100
Darde far- il Bewmit sddrd Pare Cegle =] Pament Medhod
B11E3ETT 2HHT-ZE Feeguiar Fayment Faid 1z Computar Ald inc TREDH &3 14,3058 ACH
PO Box TBSEXS
WAIDDHAY
EVAADESBDE3
Fhiadeiphia
O737zTens
PASITE-EEE
Bucinecs Unk Brgonciie g Noucher |0 Jnvoics 1D Imvoloe Dabe Dicocurt Taken
11400 40000 BE11TEE ARDOOTS DT aoa 14,2058
Todal For ACH Payments: 14,200.65
Tidal for Bank Account: 14, 20065
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Payment Register Including Offsets Report (RAP581)
REVISED: 01/17/2024

DESCRIPTION:

This report provides information from the payment register including any offset payments (CDS and

TOP). The report includes Voucher ID, Supplier ID, Payment Date, and Payment Reference

information (Check or EDI Trace Number). The report can be used to review payments made on a

specific day or for a designated date range.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Payments > Payment Register Incl Offsets

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
From Date PDF
To Date Csv

AP Business Unit All Values [checkbox]
AP Business Unit Select One or More [checkbox],
then designate Business Unit value(s)

Screenshot of the Payment Register Including Offsets Report Run Control Page

Favorites = | Main Menu - » Accounts Payable« > Reports+ > Payments+ > Payment Register Incl Offsets

Payment Register Including Offsets
Run Control ID PYMNT_REG_INCL_OFFSETS Report Manager Procass Monitor

Report Request Parameters

*From Date [12/01/2023 |51 “To Date | 12/31/2023  |[5)

AP Business Unit

O Al values
@ select One Or More

Personalize | Find | View Al | (2]] E First (4/ 10f1 (» Last

*Business Unit Description

1[50100 | +] (=]
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Screenshot of the Payment Register Including Offsets Report

Comnonwealth of Virginia
"N PAYMENT REGISTER INCLUDING OFFSETS
CARDINAL Run Date: 01/16/2024
Report ID: RAPS81 Run Time: 10:49 00
Page No. 1 of 4
From Date : 12/01/2023
To Date : 12/31/2023
Run Option @ ALL Vouchers
Business Unit: 50100
Invoicing Remit Remit

BU Youcher ID Supplier ID Voucher Amount Supplier ID Supplier Name Payment Ref Payment Amount CDS Ref CDS Amount TOP Ref TOP_Amount

Payment Date - 12/26/2023
50100 01582434 0000001316 200,000.00 0000001316  JSA INC 26163282 20,000.00 90501844 180,000.00

Total for - CHK 200,000.00 20,000.00 180,000.00
50100 01582434 0000001316 0.00 0000904246  US TREASURY 80501844 180,000.00

Total for - EFT 0.00 180,000.00

Total - 12/26/2023 200,000.00 200,000.00 0.00 180,000.00
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Posted Voucher Listing Report (APY1020) — Bl Publisher Report

REVISED: 01/02/2020

DESCRIPTION:

This report provides posted vouchers for a designated date range and all or specific supplier(s). The

report can be used to monitor posted vouchers by date and supplier(s).

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Vouchers > Posted Voucher

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

From Date XLS

Through Date TXT

Supplier Select (Select All Suppliers, Specify

Suppliers)

Screenshot of the Posted Voucher Listing - Run Control Page

Favorites ~ ‘ Main Menu - * Accounts Payable ~ > Reports ~ > Vouchers~ > Posted Voucher

Posted Voucher Listing

Run Control ID AD_HOC Report Manager Process Monitor il

Language ;Engiish ¥ ;

Report Request Parameters
Business Unit 50100 |Q v Dept of Transportation

From Date 01/02/2020 |[5]

Through Date 01/13/2020 |[»]

=Supplier Select| Select All Suppliers v

Selection Personalize | Find | View All | {21] E First ‘4 10f1 (» Last

Supplier 1D Name

[5] Save | |[Gh Returnto Search =] Previous in List ||45] Nextin List ||[=] Motify Es Add || /A Update/Display
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Screenshot of the APY1020 Posted Voucher Listing Report

Repeet 10: APX1020 PeopleSoft Accounts Payahle Page No |
ORACLE POSTED VOUCHER LISTING Run Dute Jan132020
Run Trme 1044:21 AM
Business Unit: 50100
For the period: Jan2/2020 through Jan/13/2020
Voucker ID: - OIO7HS36 Tovoice Date: Dac 2019 Docunment Type: Ducument Dase: Decument Sequence:
Accomting Application Dist Vehr Dist aL Debit Credit Currency Unpast Seq
Lalyer Daze Jourral Jouseal ID Type Lins Line Unit Accouss Al Acooust Amousa Asmount Code £
Opecrting Unit Fund Cade Diepe Class Budget Rel’ Program Product Project Affiliate Affiliate otra )

ACTUALS  Jan'32020 PAYMENT APOLIOTA50 APA 1 ! 0100 205028 300.00 ush o

o
ACTUALS APDIH407H60 CAS | I TREAS oo 30000 usn 0

o410 99999
ACTUALS APO14O7480 Isp 1 1 0100 o1 30000 uUsp [J

o400 49999 TREAS 4100
ACTUALS APOH07660 ISR I | TREAS L1010 30000 Usp o

4100 9999 SO0 04100

Vowcher 01073536 Total: USD HO0.00 6U0.00
Voucher ID: - OLOK159% Tmvoice Date: Dac 52009 Document Type: Duocument Mate: Document Sequence:
Accounting Application Dist Vehr Dist aL Debit Credat Currency Unpast Seq
Lalyer Daze Joursul Joueal ID Type Lins Line Unit Accoust Al Accosst Aunoust Amount Cods x
Opereting Unit Fund Code Depe Class Budget Ref. Program Product Project Affiliate Affiliate ntra |

ACTUALS  Jan®2020 PAYMENT APO1433277 APA 1 ] 0100 205028 29000 usn 0

oo
ACTUALS ATDIHI3LY CAS | | TREAS o 20000 Usp O

o400 9999
ACTUALS APOI4I3277 Isp 1 I 0100 101010 29000 usn a

o400 99999 TREAS 4100
ACTUALS APOI4L3LI9 ISR I 1 TREAS oo 29000 usp 0

I 4999 o100 G100

Voscher 01081598 Total: USD 0.00 580.00
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Prompt Pay Report (VAPR0525)

REVISED: 01/17/2024

DESCRIPTION:

This report provides details of vouchers paid in the financial year for an agency by department which

are paid on time/late payment.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Payments > Prompt Pay Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

Department Csv

Fiscal Year

Period From

Period To

Screenshot Prompt Pay Report - Run Control Page

Favorites = ‘ Main Menu « » Accounts Payable v > Reports v+ > Payments + > Prompt Pay Report

Prompt Pay Report

Prompt Pay Report

Run Control ID  PROMPT_PAY_RPT Report Manager ~ Process Monitor Run

Report Request Parameters

*Business Unit: 15100 |Q Department of Accounts
*Department: 99999 DOA
*Fiscal Year: 2023 *Period From: 1 “Period To: 12
5l save ||=] Notify =% Add || 2] Update/Display
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Screenshot of the Prompt Pay Report

Commonwealth of Virginia
- PROMPT PAY REPORT
CARDINAL Run Date: 01/15/2024
Report ID: RAP5Z5 Run Time: 04:29 00
Page No. 1 of 2

Business Unit: 15100 Department of Accounts

Department © 99898 Agency Wide

Fiscal Year @ 2023

Period From : 1 07/01/2022

Period To : 12 06/30/2023

# Invoices Paid Total Tnvoices % Paid Late # Invoices Paid Total Invoices % Paid Late

Department 1D Department Name Late For Period Paid For Period For Period Late For FY Paid For FY For FY
10000 DDA - All Non-GA Departments 5 188 2.660 5 188 2.660
95100 HCM Q 2 0.000 a 2 0.000
95700 FSRI - Cardinal Q 1 0.000 a 1 0.000
95800 F5RI - Performance Budgeting Q 1 0.000 a 1 Q.000
96700 Federal Reporting Q 1 0.000 a 1 Q.000
Total for 99999 5 193 2.591 5 193 2.591
Business Unit: 15100 Department of Accounts Page No. 2 of 2
Period From: 1 01-JUL-2022 Period To 12 30-JUN-2023

Entered Voucher Remit Check Late Pmt Invoice Goods/Srvs  Sched Pmt Actual Pmt Days Total Pmt % Dollars
Date 1D Supplr ID Remit Supplr Name Number Amount Receipt Dt Receipt Dt Due Date Check Date Amount _Paid Late
Due Date Exception Detail for ORG - 10000

08/30/2022 00004746 0000039987 Accenture LLP 20427907 45,000.00 07/19/2022 07/18/2022 08/18/2022 09/01/2022 14

10/04/2022 00004776 0000027555 Project Performance Company LLC 81941869 142,080.00 09/30/2022 08/30/2022 10/30/2022 10/31/2022 1

10/11/2022 00004785 0000039987 Accenture LLP 20434886 234.000.00 09/16/2022 09/15/2022 10/16/2022 10/17/2022 1

12/21/2022 00005052 0000030274 Sonitrol of Greater Richmond Inc 24591141 1.,257.00 11/03/2022 10/01/2022 12/03/2022 12/23/2022 20

06/12/2023 00005177 0000022627 Computer Aid Ine 82114970 791,258 66 05/15/2023 04/30/2023 06/14/2023 06/16/2023 2

Summary for ORG - 10000 DOA - All Non-GA Departments 1,213,595.66 35,019,384.07 3.465
Total Invoices Paid for Period $36,340,457 .01

Total Invoices Paid Late for Period $1.213,595.66

Total Percent Paid Late for Period 3.340

Rev 03/27/2025 Page 93 of 176



4/ Cardinal
J

Report of Federal Tax Payments Made Through EFTPS (RAP611)
REVISED: 03/02/2017

DESCRIPTION:

This report provides certain types of Federal tax payments such as payroll, backup withholding, Federal
excise, interest payments, and tax penalties remitted to the Internal Revenue Service (IRS). The report
can be used to review payments made to the IRS that were processed using the Electronic Federal Tax
Payment System (EFTPS) payment method.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Payments > EFTPS Payments

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Payment From Date PDF
Payment To Date Csv

All Business Units [checkbox], then Business
Units To Be Excluded

Specific Business Units [checkbox], then Business
Units To Be Included

Screenshot of the EFTPS Payments Report - Run Control Page

Favorites = ‘ Main Menu + > Accounts Payable~ > Reporis+ : Paymenis~ > EFTPS Payments

EFTPS Payments

EFTPS Payments

Run Control ID EFTPS_PYMNTS Report Manager  Process Monitor | Run |

Report Request Parameters

*Payment From Date  |07/01/2019 | *Payment To Date |07/31/2014 |[=)
® All Business Units 2 Specific Business Units
Business Units To Be Personalize | Find | WView All | | E First '4' 10f1
Excluded b | ast

*Business Units

To Be Excluded Description

1 Q [+] [=]

[l Save ||[=] Notify [E: Add || 5 Update/Display
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Screenshot of the RAP611 Report of Federal Tax Payments Made Through EFTPS

Report ID: RAPELL

Commonwealth of Virgimia
— REPORT OF FEDERAL TAX PAYMENTS MADE THROUGH EFTFS
CARDINAL

Run Date: 01/03/2020
Run Time: 02:58 00

Payment From Date: 07/01/2019

Payment To Date : 07/31/201%9

Business Unit :  ALL( Excludes - )

BU Tax Type Remit Supplr Voucher Td Tax Perded End Date Soclal Securlty Zmt

95701 5417 06/01,/2019 0.00
5417 06/01/2019 0.00
9417 06/01/2019 0.00
Total for BO : 99701 0.00
Report Total: 0.00

coo

Medicare Amt

Withholding 2mt

a

.00
.00

.00

00

Page No. 1 of 1

Tax aAmt Payment Ref Payment Date
27.86 81141273 07/11/2019
51.36 81143396 07/15/2019

.64 81149180 o7/19/2019
86.86
86.86
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Unreimbursed / Reimbursed Petty Cash Voucher Report (RAP481)
REVISED: 03/02/2017

DESCRIPTION:

This report provides a list of vouchers that require petty cash replenishment or which have already
been included for replenishment. The report can be used by Voucher Processors who handle petty
cash.

NAVIGATION PATH:
Main Menu > Accounts Payables > Reports > Vouchers > Unreimb/Reimb Petty Cash Vchrs

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Vouchers Begin Accounting Date PDF
Vouchers End Accounting Date Ccsv

Unreimbursed Vouchers [checkbox], then
Petty Cash Business Unit

Reimbursed Voucher [checkbox], then
AP Business Unit and Voucher ID

Screenshot of the Unreimbursed Petty Cash Voucher - Run Control Page

Favorites | Main Menu - » Accounts Payable~ > Reportds+ > \Vouchers+= »> Unreimb/Reimb Petty Cash Vchrs

Unreimb/Reimb Petty Cash Vchrs

Unreimbursed/Reimbursed Petty Cash Voucher Report
Run Control ID AD_HOC Report Manager  Process Monitor | Run |

Accounting Date Range

*Vouchers Begin Accounting Date 120172019 |[H]
*\ouchers End Accounting Date 12/31/2019 |[&]
# Unreimbursed Vouchers [ Reimbursement Voucher

Unreimbursed Vouchers

Petty Cash BU 201F0 |y

Reimbursement Voucher

B save ||[Er Returnio Search |45 Previousin List |45 Mextin List [=] Motify || Refresh E, Add Update/Display
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Screenshot of the RAP481 Unreimbursed Petty Cash Voucher Report

CARDIMAL

Report ID: RAPABI

Commonwealth of Virginia
UNREIMBURSED PETTY CASH VOUCHER REPORT
VDOT Petty Cash BU - S501°0

Fun Date: 01/03/2020
Run Time: 07:25 00

Vouchers Begin Accounting Date:
Vouchers End Accounting Date:
BC Business Unit:

Check Date Check Nbr Payee

12/31/201% 123113 0000057333

12/01/2019
12/31/2013
501R0
Amount Voucher ID Description

100.00 DOOOOO30 INCREASE CHG FUND RW

Total Unreimbursed Wouchers: 100.00

Payment Mote

Page No. 1 of 1
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Screenshot of the Reimbursed Petty Cash Voucher - Run Control Page

Favorites = | Main Menu > Accounts Payable » > Reports > Wouchers = > Unreimb/Reimb Petty Cash Vchrs

Unreimb/Reimb Petty Cash Vchrs

Unreimbursed/Reimbursed Petty Cash VVoucher Report

Run Control ID PETTY_CASH_VCHRS Report Manager  Process Monitor Run

Accounting Date Range
*Vouchers Begin Accounting Date 12/01/2018 [
*Vouchers End Accounting Date 01/04/2020 |3

] Unreimbursed Vouchers ] Reimbursement Voucher

Unreimbursed Vouchers

Reimbursement Voucher

AP Business Unit 15100 |Q,  VoucherID 20003517 |Q

[ Save |[oh Retumto Search ||[=] Notify || o Refresh [k Add || Update/Display

Screenshot of the RAP481 Reimbursed Petty Cash Voucher Report

Commonwealth of Virginia
e, REIMBURSED PETTY CASE VOUCHER REPORT
CARDIMAL -

Report ID: RAP4B1

Run Date: 01/03/2020

Bun Time: 03:2& 00
Fage No. 1 of 1
Vouchers Begin Accounting Date:  12/01/2019
Vouchers End Accounting Date: 01/04/2020
Reimbursement AP Business Unit: 15100
Reimbursement Woucher Id: 00003517

Check Date Check Khr Payae

amount Voucher TD Descripticn

Payment Note

Total Reimbursed Vouchere: 0.00
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Voucher & Expense Accrual Rpt (VAPR0520)
REVISED: 01/17/2024

DESCRIPTION:
This report provides details of vouchers & Expenses for a designated Payment/Accounting date range
including the associated payment information. The report can be used to monitor accruals.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Vouchers > Voucher & Expense Accrual Rpt

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit PDF
Goods or Services Receipt Date/EX Transaction

Date Less Than or Equal To

Payment Date Greater Than or Equal To

Voucher Post Date / EX Approval Date From

Voucher Post Date / EX Approval Date To

Screenshot Voucher & Expense Accrual Report Run Control Page

Favorites v Main Menu v > Accounts Payablew > Reporisw > Vouchersv > Voucher & Expense Accrual Rpt

Voucher & Expense Accrual Rpt ‘

Run Control ID VCHR_EX_ACCRUAL_RPT Report Manager ~ Process Monitor | Run

Report Request Parameters

*Business Unit 50100 |Q
*Goods or Services Receipt Date / EX Transaction Date Less Than or Equal To 01/04/2024 |[5)
*Payment Date Greater Than 01/01/2023 [§U
*Accounting Date Greater Than or Equal To 01/01/2023 |[31)
*Voucher Post Date / EX Approval Date From 01/01/2023 |[31)
*Voucher Post Date / EX Approval Date To 12/31/2023 |[3])
(5l save |[=] Notify [E% Add || 2] Update/Display
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Screenshot of the Voucher & Expense Accrual Report

Commonwealth of Virgin
VOUCHER

ginia
AND EXPENSE ACCRUAL REPORT

Run Date: 01/15/2024
Run Time: 04:10 00

12056
10060
15000
10060
10060
10060
10060
10060
10060
10060
10060
10060
15000
10060

CARDINAL
Report ID: VAPRO520
Business Unit
Goods or Services Receipt Date / EX Transaction Date Less Than or Equal To
Payment Date Greater Than
Accounting Date Greater Than or Equal To
Voucher Post Date / EX Approval Date From
Voucher Post Date / EX Approval Date To
BU  Fund Program  Account Vchr ID Ln# Ds# Acctg Dt  Project
50100 01000 L 2205141601471572 1 6 01/10/2023
50100 01000 L 2205141601482605 1 6 02/09/2023
50100 01000 L 2205141601495085 1 4 03/20/2023
50100 01000 L 2205141601501274 1 4 04/06/2023
50100 01000 L 2205141601513188 1 4 05/10/2023
50100 01000 L 2205141601526786 1 4 06/12/2023
50100 01000 L 2205141601532716 1 4 06/27/2023
50100 01000 L 2205145201495112 1 6 03/20/2023
50100 01000 L 2205145201501299 1 6 04/06/2023
50100 01000 L 255630 01468696 1 1 01/04/2023
50100 01000 L 255630 01489146 1 1 03/01/2023

Total for Program :

50100 01000 603023 E 5012160 01507538 2 1 05/02/2023 0000122492
50100 01000 603023 E 5012470 01478000 300 1 01/26/2023 0000122166
50100 01000 603023 E 5012470 01505975 282 1 04/25/2023 0000122512
50100 01000 603023 E 5012480 01470246 3 1 01/06/2023 0000122166
50100 01000 803023 E 5012480 01477660 1 3 01/26/2023 0000122166
50100 01000 603023 E 5012480 01477711 1 3 01/26/2023 0000122166
50100 01000 603023 E 5012480 01477983 461 1 01/26/2023 0000122166
50100 01000 603023 E 5012480 01477983 463 1 01/26/2023 0000122166
50100 01000 603023 E 5012480 01477983 476 1 01/26/2023 0000122166
50100 01000 603023 E 5012480 01477983 479 1 01/26/2023 0000122166
50100 01000 603023 E 5012480 01477983 480 1 01/26/2023 0000122166
50100 01000 603023 E 5012480 01477983 499 1 01/26/2023 0000122166
50100 01000 603023 E 5012480 01516331 3 1 05/17/2023 0000122512
50100 01000 603023 E 5012610 01469627 1 1 01/05/2023 0000122166

50100

01/04/2024
01/01/2023
01/01/2023
01/01/2023
12/31/2023

Accrued Vouchers
Supplier Name

Benefit
Benefit
Benefit
Benefit
Benefit
Benefit
Benefit

Associati
Associati
Associati
Associati
Associati
Associati
Associati

Employee
Employee
Employee
Employee
Employee
Employee
Employee
VSEA

VSEA

Jack Dowdy
JACQULYN LANE

EEE Consulting Inc
Bank of America
Bank of America
Lee BHM Corp

NASH HOLDINGS LLC
Lee BHM
Bank of
Bank
Bank
Bank
Bank
Bank
Tribune
Whitman

Publishing Company
Requardt & Associa

Page No. 1 of 5746

Goods/Services

Agy Invoice Dt Receipt Dt Post Dt Pymnt Dt Pymnt Ref Accrued Amount
01/09/2023 12/31/2022 01/11/2023 01/13/2023 24622776 3.33
02/06/2023 Q1/31/2023 02/13/2023 02/15/2023 24675794 1.88
03/16/2023 02/28/2023 03/20/2023 03/22/2023 24735099 3.84
04/05/2023 03/31/2023 04/10/2023 04/12/2023 24770136 5.74
05/04/2023 04/30/2023 05/10/2023 05/12/2023 24826431 2.11
06/08/2023 05/31/2023 06/12/2023 06/14/2023 24882277 3.31
06/23/2023 08/30/2023 06/27/2023 06/29/2023 24906606 3.85
03/16/2023 02/28/2023 03/20/2023 03/22/2023 24735098 0.08
04/05/2023 03/31/2023 04/10/2023 04/12/2023 24770135 0.08
12/12/2022 12/12/2022 01/04/2023 01/06/2023 24610810 326.09
02/21/2023 02/21/2023 03/01/2023 03/03/2023 24703545 552.00
3 902.11

04/21/2023 04/01/2023 05/02/2023 05/04/2023 82079244 4,166.27
01/15/2023 01/15/2023 01/27/2023 02/07/2023 90452092 325.70
04/15/2023 04/15/2023 04/27/2023 05/02/2023 90466358 951.72
11/27/2022 11/27/2022 01/06/2023 01/13/2023 24622228 2,549.40
12/31/2022 12/31/2022 01/30/2023 02/02/2023 24852590 861.80
12/25/2022 12/25/2022 01/27/2023 02/02/2023 24653343 1,685.06
01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 305.90
01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 305.90
01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 357.00
01/15/2023 Q1/15/2023 01/31/2023 02/07/2023 90452092 104.50
01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 417.43
01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 1,225.00
03/31/2023 03/31/2023 05/19/2023 05/26/2023 24849523 1,750.00
12/09/2022 11/19/2022 01/11/2023 01/13/2023 81595039 164, 820.60
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Voucher Listing by ChartField Report (APS8003) — Bl Publisher Report

REVISED: 01/02/2020

DESCRIPTION:

This report provides a list of vouchers for a designated date range that include specific ChartField
values that are designated in the run control parameters. By example, the report can be run for all

vouchers posted to a specific Account.

NAVIGATION PATH:

Main Menu > Accounts Payable > Reports > Vouchers > Voucher Listing by ChartField

OUTPUT FORMAT:
PDF

RUN CONTROL PARAMETERS:

Business Unit

Account

Department

Accounting Date From

Accounting Date To

Agency Location

Report Request Parameters (ChartField Values)

Screenshot of the Voucher Listing by ChartField - Run Control Page

Favorites » | Main Menu + > Accounts Payable + > Reports + > Vouchers = > Voucher Listing by Chartfield
Voucher Listing by Chartfied
Run Control ID WVCHR_LIST_BY_CHARTFIELD Report Manager Process Monitor ﬂ'
Language | English W
Report Request Parameters
Business Unit|13300 |Q
Account Q
Department aQ
Accounting Date From 2]
Accounting Date To 2]
Agency Location Q
Report Request Parameters Personalize | (7]
Fund Program Cost Center Task FIPS Asset ,:\gency lla& Agency Use 2 PC Bus Unit Project Activity
Q Q Q Q Q Q Q Q Q Q
< >
[F]Save ||[=] Motify [% Add || %] Update/Display
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Screenshot of the APS8003 Voucher Listing by ChartField Report

Bepont I0: VAPRIOH Commonwealth of Virginia Pazz o E
VOUCHER LISTING BY CHARTFIELD Fam Date 132020
Fun Tims 35524 M
Bocount AL Departmant AL Projact. AL L Businaea Uit 15500
Clasa: AL Budgst Rat AL Operating Unit: AL Program:
AMilats: AL Fund AMiats: AL AgencyLocation:  ALL
Lccounting Dats:
13300 0001497 UsD 23,350.00
13300 0001438 usD 22835
13300 OD0142a UsD 2701.87
13300 0001500 usD 733848
13300 0001301 UsD 45,043.22
13300 0001502 usD 185457
13300 0001303 UsD 55.98
13300 0001504 usD 15,850.20
13300 0001505 usD 5.14
13300 0001506 usD 272491
13300 0001507 usD 182.11
13300 0001508 usD 1,682.99
13300 0001508 usD 13.255.58
Totals for Business Unit 13300 Currency USD L AA5995T
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Voucher Register Report (APY1010) — Bl Publisher Report

REVISED: 03/03/2017

DESCRIPTION:

This report provides vouchers for a designated date range with or without invoice line and distribution
information. The report can be used to monitor vouchers.

NAVIGATION PATH:

Main Menu > Accounts Payable > Reports > Vouchers > Voucher Register

RUN CONTROL PARAMETERS:
Business Unit

From Date

Through Date

Print Voucher Line [checkboxX]
Print Distribution Line [checkbox]

OUTPUT FORMAT:
PDF
XLS
TXT

Screenshot of the Voucher Register - Run Control Page

Voucher Register

Run Control ID VCHR_RGSTR
Language | English e

Report Request Parameters
Business Unit [19100 |Q

Date Range
From Date | 12/01/2019 |[3]

Through Date |12/31/2019 |[»]

[GlSave ||[=] Notify

Favorites » | Main Menu + > Accounts Payable v > Reporis» > Mouchers+ > “oucher Register

Report Manager Process Monitor &l

Print Options
Print Voucher Line

E Print Distribution Line

% Add || 7] Update/Display
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Screenshot of the APY1010 Voucher Register Report

Heport D AFKI090 PeopleSoft Acconnts Pavable Page No !
ORACLE VOUCHER REGISTER Run D 13242020
Enn Ties 15:14:34
Buzinzas Unit 19100
For the perlod: Dwecl, 2019 through Dec 31, 2019
Voucher Header Information
Entared Dt Voucher ID Iowaice ID Invvoice Dt Suppliar D Sepplisr Name Criga Opsator Enoy Eat Acctg Dt Post Stat Dist Cocl I
Dex: 2, 2019 DoaZ4%a1 17-0203 120219 Few 15, 3019 H0SRIEES EHALIL AMIE WATSON L Penzalile Dee 2, 2019 Fawed STANDARD
Appreval it Coermency Rate Type Exchangs Ratn Gross Aot Driscownt Amt e Tax Sales Tax Fraight Ame Misc Amt  NotDma Dt Discnr Dus Dt
Apjeaved [8=1] CRENT 100000 0000 &7.00 0y non oD oo 000 New 25, 3009
Docusent Trps Diocomont Date Docussat Sequence Vat Trazs Tvps VAT Amoumt Vat Excepiion Tvpe Vat Cartificate I Promabe H U F M _Paviurms
1] N N N Dus Now
Voucher Line Information
Dascriptien Merch Amt  InwItem ID UnitPrics  WTEHD Disz A
1 170z ATl (i) v
Saleulse Tax SalewTse Tax Exception Tvps Excention Cariificate Intrastat Mature of Transacton Nat Code Vat Amcemt
Miens Lelu)
Distribution Line Information
Sw Raf2 Accommt Al Account Dpsrating Unit Fend Cods Dot D Opsn Isen I St Merch Amt
Program Class Eudost Ref Product Project Id Affliate Affiliats Teral Stat Cd Satistic Aot
1 o S014010 a3 13100 &7.01
& 000
Voucher Header Information
Entered Dt Voucher ID Iowoice ID Inwodoe Dt Supplier I Sopplisr Name Crigin Opazator Enty Stat Acctz Dt Post Skt Dizt Col I
D 2, 2019 124962 20.0722 120219 Ol IT, 2019 00013H0055 Krziten Misals Grees oL Penitilile De 2, 2019 Paned STANDARD
Appretal Eat Carmancy Fam Tipe Exchangs Rt Gross Aot Discoznt.Amt Use Tax Sales Tax Fraight Amt MizcAmt WetDueDt DicncTue Dt
Appeaved L7ED CRENT 1000000000 1,080,138 0 0.0 o 000 000 Dl 17, 1019
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Voucher Upload Error Report (AP966)
REVISED: 03/03/2017

DESCRIPTION:

This report provides details about file level and transaction level errors (both One Time Supplier and
voucher related) identified during the Voucher Upload process for interfacing agencies for a designated
date range. Errors identified in this report will need to be corrected in the agency system and re-
submitted to Cardinal. The report can be run manually for a designated date range using the following
navigation path.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Vouchers > Voucher Upload Error Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
From Date PDF
To Date

Tree Name (select BU_TREE_INTFC)

How Specified (select Detail — Selected Parents)
Tree Node Selector (select the Tree View icon)
Click + to expand the BU_TREE_INTFC link and
then click on the desired Business Unit

ADDITIONAL INFORMATION:

A copy of the Voucher Upload Error Report is generated after the nightly process has run and posted to
the Cardinal Production File Server (agency Outbound folder) for agencies to retrieve automatically.
The report can also be retrieved from the agency specific folder in Report Manager.
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Screenshot of the Voucher Upload Error Report Run Control Page

Favorites v ‘ Main Menu » > Accounts Payable v > Reports v > Vouchers~ > Voucher Upload Error Report

Voucher Upload Error Report |

Run Control ID VCHR_UPLOAD_ERROR_RPT Report Manager ~ Process Monitor | Run ’
Date Range File Parameters
*From Date: [12/15/2019 |5 “To Date: [12/31/2019 |3 *Sequence|001 | [J output to File Server

Business Unit Selection

“Tree Name: [BU_TREE_INTFC Q *How Specified:[Selected Detail Values v|
Tree Node Selector Select | 2 First '*' 10f1 !
Values/Nodes Last
*Business Unit Description
e [+ [=]
|[fiSave ||[@h Retunto Search ||[=] Notify | |Es Add || 5 Update/Display
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Screenshot of the AP966 Voucher Upload Error Report

Commonwealth of Virginia
“ VOUCEER UPLORD ERROR REPORT
CARDINAL

Report ID: APO&E

Fun Date: 03/03/2017
Run Time: 08:44 00

Transacticnal GL BO: 15200

Page Ho. 1 of 3

TUpload Date Range: 01-AUG-2016 to  15-A0G-2016
File Name: 15800_AP964_IN 07302016 1515 001.DAT
TUpload Date: 01-AUG-201&
File Rejected: The agency wvoucher file has cne or more errora.
Error Field Name Field Value Error Description
FILE Zgency 15800 Upload f£ile iz blank
File Name: 15800_AP964_IN 07312016 1515 001.DAT
TUpload Date: 01-AUG-201&
File Rejected: The agency voucher file has cne or mors errora.
Error Field Name Field Value Error Description
FILE Igency 15800 Upload f£ile is blank
File Name: 15800_AP964_IN 08012016 1515 001.DAT
Tpload Date: 01-AUG-201&

Ho Supplier Errors Found.

Voucher BU: 15800
Agency Voucher ID Voucher Line Mum Distrib Line Kum Errcr Field Hame Field Value
Ti060 o o VNDR_LCC IRS-CHEKCS

Summary totals are only displayed when the report is run for a submitting Business Tnit.

Error Description

The wendor locaticn on the voucher header is nmot a
walid location for the Busineas Unit: 15800, Voucher:
73060, and Vendor:00000508%05 (Invoice ID: 63923)

File Name: 15800_AP964_IN 08022016 1515 001.DAT
Tpload Date: 0Z-AUG-2016
File Success: File proceased successfully with no errors.
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Expenses

<This page is intended to be blank>
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Expenses Inquiries

<This page is intended to be blank>
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Employee Expense History Inquiry
REVISED: 03/03/2017

DESCRIPTION:

This inquiry is used to research and review employee expense transactions by type (e.g., Cash
Advances, Expense Reports, Travel Authorizations, or All) for a designated date range. The Employee
Expense History information includes Type, ID, Description, Status, From Date, Through Date, and
Submitted Amount.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Process Expenses > Review Payments > Employee Expense
History

Alternative navigation path:
Main Menu > Employee Self Service > Travel and Expenses > Review Expense History

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Employee ID Online

Name

From Date

Through Date
Transaction Type

ADDITIONAL INFORMATION:

A user must be set up as a proxy for an employee to view this inquiry. The values provided in the ID
field are hyperlinked and when clicked, the detail page associated with the transaction is displayed,
e.g., Expense Report Detail page.
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Screenshot of the Employee Expense History Page

Favorites» || Main Menu~ » Travel and Expenses » » FProcess Expenses » > Review Payments » > Employee Expense History

Employee Expense History

Expense Dates

From Date [1/062019 [
Through Date 0062020 )

Transaction Type“"" hual

| Search
Expense History

Thraugh Submitfed
Type i Description Status From Date oo Amaunt
E’;FF‘;':EE Professional Davelopment Train Pendingfl]  12(11/2019 121132015 350,38 USD
E’QFPZ’:IEE LEAD Program Safety Seminar Paid ] 0412512019 04/25/2019 40.34 USD
E“BJEETE Artifical IntelligencWisp5119 Paid F] 05012019 05012019 1200 UsD
E};]:El:tsg Mew Employea Visit to HRD Paid 7] 05072019 08072019 119,45 USD
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Employee Payment History Inquiry
REVISED: 03/02/2017

DESCRIPTION:

This inquiry is used to research and review a history of payroll payments for an employee. The
Employee Payment History information includes Type, ID, Description, Pay Status, Payment Method,
Check Date, and Amount.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Process Expenses > Review Payments > Payment History

Alternative navigation path:
Main Menu > Employee Self Service > Travel and Expenses > Review Payments

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Employee ID Online

Name

Payment Number

SetlD

Bank Code

Bank Account

Payment Reference

ADDITIONAL INFORMATION:

A user must be set up as a proxy for an employee to view this inquiry. The values provided in the ID
field are hyperlinked and when clicked, the detail page associated with the transaction is displayed,
e.g., Expense Report Detail page.

Screenshot of the Employee Payment History Page

Favorites = Main Menu = > Travel and Expenses + » Process Expenses = > Review Paymenis = » Payment History

Employee Payment History

Payment Info

Payment Reference 81108957
Bank Code Cardinzl Disb
Bank Account Cardinzl Dish

Payment Amount 119,45 USD
Pay Status Paid Status Posted
Paymeant Method ACH Payment Date 06/05/2019

frayee Addresy

Payments Persanalize | Find | (2] E First ' 1of1 ‘" Last
Type {[n] Descr Status Created Amount
Expense Mew Employes Visit to .
Report HRED Paid 05/312019 119,45 UsD
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Expense Report Budget Exceptions Inquiry
REVISED: 03/03/2017

DESCRIPTION:

This inquiry is used to identify and review Expense Reports that have budget exceptions (i.e., do not
pass budget checking) for a designated date. The inquiry can also be used to identify Expense Reports
with budget exceptions based on a specific process status such as Only Warnings Exist, Errors Exist,

etc.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Manage Accounting > Expense Rpt Budget Exceptions

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Commitment Control Tran ID Online
Commitment Control Tran Date Csv

Report ID

Process Instance
Process Status

ADDITIONAL INFORMATION:

Users can view information at a summary level or drill down to a detailed view level of the Expense

Report, accounting distribution, etc.

Screenshot of the Expense Report Exceptions Search Page

Favorites « | Main Menu~ » Travel and Expenses v+ > Manage Accounting~ > Expense Rpt Budget Exceptions
Expense Report Exceptions

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

Find an Existing Value

Search Criteria

Commitment Contrel Tran [D | begins with

Commitment Control Tran Date [

Report ID|begins with v Q

Process Instance
Process Status[= w| [Emors Exist v]

Limit the number of results to {up to 300): 300
 Search || Clear |Basic Search |_J_'11 Save Search Criteria
Search Results
View All First ‘! 4s5cf2s M Last
Commitment Control Tran ID Commitment Control Tran Date ReportID  Process Instance Process Status
0014840265 06192019 DANODDOS82 10330855 Error
0014840264 061972019 DANODDOS81 10330855 Error
0014678295 06/05/2019 DCR1920064 11605280 Error
0014678293 06/05/2019 DCR1920060 11605280 Error
0014586451 05/28/2019 PDCO000779 10229170 Errar

Note: The above identifies Expense Reports with a Process Status of Error. The values provided in
the fields are hyperlinked and when clicked, the Expense Sheet Exceptions page associated with the
respective transaction is displayed. The Expense Sheet Exceptions page provides details regarding

the budget check error.
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Screenshot of the Expense Sheet Exceptions Page

Favorites = | Main Menu + > Travel and Expenses » > Manage Accounting~ > Expense Rpt Budget Exceptions

! Expense Sheet Exceptions | Line Exceptions |

Report ID | DANDO00331 2
“Exception TYPG Override Transaction i q
Maximum Rows 100 More Budgets Exist
| Search | Advanced Budget Criteria

Budgets with Exceptions Personalize | Find | View All | = | m First ‘4" 120f2 '} Last

Budget Override | Budget Chartfields |

Detailz Business Unit  Ledger Group Exception More Detail %"::ggf Transfer
1 27900 CC_ALLOT Exceeds Budget Tolerance More Detail GoTo.. 3
2 @ 27500 CC_APPROP Exceeds Budget Tolerance Mare Datail GoTo. A

|[FlSave ||h Retunto Search ||+] PreviousinList ||#5] NextinList ||[=]Notify |

Expense Sheet Exceptions | Line Exceptions

Note: On the Expense Sheet Exceptions page, a user can click on the Document icon beside the
Report ID to review the actual Expense Report, 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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Payment Cash Check Results Inquiry

REVISED: 03/03/2017

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 Online

GL Business Unit

Fund

Account
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Screenshot of the Payment Cash Check Results Page

FavoriEs = Main Manu » ACCOUNE Faysble= » Paymentz = » Payment C3sh Chect= @ PaEyment C3sh Check Resuls
| Payment cash Check Resulta |
Filter Option
&L Buslness Unit 15103 Dapartmant of Accounts ®
Fund 103 enaral Fund o :;'lr':_';““':'“;m o
B ranaaci k-]
Account 101010 C3sh Wi The Tressurar OF WA
() pap=ad Transactions
Fun Date 12i13rz012
Payment Cash Check Results Find | Wzw Al Arst ‘4 1af1 "k Lagt
Flacal Yaar 020
O Bypase Cash
[J ovarride Caeh
=
Cash Check Beg Salance 763321272 12182019 H1541PM /I apply Flacal Year
Caeh Paseed amt 5220
Caeh Falled Amk
Calculated End Ealanca 7.633,160L52
Batch End Ledger Balance 7.633,180.52 122002019 1:02:43AM
‘variance Amounk
Errer HBBBaﬂB |
w Transaction List
+ Wouchers Peronalza | Find | Wizwan | £ | B First ‘4 1071 b Last
| woucher || Detals || AmountDetslls || Emar Message | [TTH
Businass Unit Vouohar Prooscelng Ruls
1
+ Expense Reports Personalze | Find | view an | 2] B Fiet ‘4 1-2a0r2 ' Last
Expn || Detis || Amount Detals | ErorMessage | =R
Furn Dats GL Unit Ascount Fund shestD Doourmnent Detelle  Proosssing Ruls
11219209 15100 104010 01000 | DIDO2ETSI6 Dacumnend Delalls  Default
212192019 15100 101010 01000 | DODO2ET422 Dacumend Delslls  Default
+ Advance Parzonaltze | Fine | vizw e | £ | B First ‘4 1of1 ‘b Last
| Advances || Detalls || amountCetns || EmorMessage | (08
Advanos K Frocascing Rubs
1
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Payment Cash Check Review Results by Transaction Inquiry
REVISED: 10/03/2016

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 Online
Source Transaction (EXAD, EXPN, VCHR)

Business Unit

Advice ID

Screenshot of the Review Results by Transaction Page

Favorites = | Main Menu = » Accounis Payable ~ @ Paymenis~ > Payment Cash Check~ > Review Resulis by Transaction

Review Resultz By Transaction

Business Unit 15100
Sheet Id

Empl 1D
Payment Amount 3770
Budget Status alid Sheet Status PD

Scheduled Pay Dt 12182018

Distribution Details Personalize | Find | view All | £Y ] B Firgt ‘4" 4-30f3 ‘b’ Last
Amount || Eror | [0
ll’:liunriber Distribution Line  Fund Bypass Cash Owverride Cash Cash Check Status  Passed Amount Failed Amount
1 101000 Paszad 12,76
2 101000 Passed 1276
3 101000 Passad 1218
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View Cash Advance Accounting Entries Inquiry
REVISED: 03/03/2017

DESCRIPTION:
This inquiry is used to review cash advance accounting lines for a selected cash advance or employee.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Manage Accounting > View/Adjust Accounting Entries > Cash
Advance Acctg Entries

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Advance ID Online

Advance Description

Name

Empl ID

Advance Status
Creation Date

Screenshot of the Cash Advance Accounting Entries Page

Favorites v ‘ Main Menu > Travel and Expenses v > Manage Accounting v > View/Adjust Accounting Entries + > Cash Advance Acctg Entries
Cash Advance Acctg Entries
Advance ID =
Employee ID )
Accounting Details Find | View All First ‘¢’ 10f2 '»' Last
Journal Template EXACCRUAL
Distribution Status Distributed
Cash Advance Journal Set Personalizations | Find | View All | B First ‘4" 120f2 '*
Lines = Last
Chartfields || Currency || Joumnal Information |
g::::rtlce Line Long Name GL Unit Account Fund Program Department
0 1 Expenses Accrual 17200 205025 05172 99999
0 1 =mploves 17200 131050 05172 811006 72000
Advances
< >
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Screenshot of the Cash Advance Accounting Entries Page (scrolled right)

Favorites v ’ Main Menu v > Travel and Expenses v > Manage Accounting~ > View/Adjust Accounting Entries v > Cash Advance Acctg Entries
Cash Advance Acctg Entries
Advance ID i)
Employee ID |
Accounting Details Find | View All First ‘4 10f2 '} Last
Journal Template EXACCRUAL
Distribution Status Distributed
Cash Advance Journal Set Personalizations | Find | View All | (| B First ‘4" 120f2 *
Lines = Last
| Chartfields H Currency || Journal Information \
Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 Project Affiliat
< | | >
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View Cash Advance Inquiry
REVISED: 03/03/2017

DESCRIPTION:

This inquiry is used to research and review employee cash advances. The inquiry displays detailed
information including Employee Name, Advance ID, Status, Accounting Date, Post Date, Advance
Amount, Amount Applied to Expense Reports, Payments Received, Report Balance, Amount Due
Company, Pending Actions, and Action History.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Travel and Expense Center > Cash Advance > View

Alternative navigation path:
Main Menu > Employee Self Service > Travel and Expense Center > Cash Advance > View

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Advance ID Online

Advance Description

Name

Empl ID

Advance Status
Creation Date

ADDITIONAL INFORMATION:
A user must be set up as a proxy for the employee to view the cash advance information.
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Screenshot of the View Cash Advance Report Page

Favorites v MainMenu~ > Traveland Expenses~ > CashAdvancew > View
View Cash Advance
Business Purpose Training Report 0000000334 Paid
Advance Description Business Writing Workshop Reference
Accounting Date 01/24/2017 Post State Posted
Created 01/24/2017
Last Upda'toed 012412017
Y& yser Defaults
Cash Advance 2 &) View Printable Version > Notes
Associated Expense Reports Personalize | Find | Visw All | & @ First ‘4 10f1 ‘»' Last
Report 1D Creation Date Report Status Amount Applicd Currency
0000106216 01/25/2017 Approvals in Process 100.00 USD
*Source Description *Amount Currency Apply Tox
System Check Advance for Attending BWS 100.00USD |
v Totals
Advance Amount 10000 USD Report Balance
Applied To Expense Reports 100.00 USD Due Company 0.00 USD
Payments Recelved 000 USD
By checking this box, the employee has certified the advance requested IS related to estimates of expenses to
~ beincurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary In the conduct of that business, and the advance will be repald in accordance with
policies/procedures outlined in CAPP Topic 20336.
Submit Cash Advance Withdraw Cash Advance Submitted On  01/24/2017
Submitted By Micah Bracdley
w Approval History
Y QE] TILT =
N = 225 Ezl
, v e 73]
Submitted Suoendsor Fiscal Offcer Payment
Role Name Action Date/Time
Employee Submitted 0172472017 2:.05:55AM
Supervisor Approved 01/2412017 3:58:01PM
Fiscal Officer Apgroved 017242017 3:58:01PM
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View Expense Report Accounting Entries Inquiry
REVISED: 03/03/2017

DESCRIPTION:

This inquiry is used to review expense report accounting lines for a selected expense report or
employee.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Manage Accounting > View/Adjust Accounting Entries > Expense
Report Acctg Entries

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Report ID Online

Report Description

Name

Empl ID

Report Status
Creation Date

Screenshot of the Expense Report Accounting Entries Page

Favorites » | Main Menu » Travel and Expenses » > Manage Accounting » > View/Adjust Accounting Entries v >  Expense Report Acctg Entries
Expense Report Acctg Entries
Report ID WYTGJ175899
5
Employee ID = |
Journal Entry Detail Find | Wiew All First ‘4 10f2 ‘" Last
Journal Template EXACCRUAL
Distribution Status Distributed
Expense Report Journal Personalize | Find | View All | LE|| Q First ‘4 10of2 '}
Lines = Last
Chartfields ||| Currency || Journal Information
UInBost Line Long Hame GL Unit Account Fund Program Departme
Sequence
] 1 Expense Distribution 28800 5012820 03000 105010 285999
< >
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Screenshot of the Expense Report Accounting Entries Page (scrolled right)

Expense Report Journal Personalize | Find | View All | | ] First '4' 10of2 !
Lines = Last

Chartfields || Currency | Journal Information | [F5)

Cost Center Task FIPS Aszzet Agency Use 1 Agency Use 2 PC Bus Unit

Screenshot of the Expense Report Accounting Entries Page (continued scrolled right)

Expense Report Journal Personalize | Find | View All | | @ First '4' 10f2 !
Lines = Last

Chartfields || Currency | Journal Information | [F=3)

Project Activity Source Type Category Subcategory Affiliate
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View Expense Report Inquiry
REVISED: 01/02/2020

DESCRIPTION:

This inquiry is used to research and review employee expense reports. The inquiry displays detailed
information including Employee Name, Report ID, Description, Business Purpose, Status, Travel
Expense Type, Expense Date, Amount Spent, Pending Actions, and Action History.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Expense Report > View

Alternative navigation path:
Main Menu > Employee Self Service > Travel and Expense Center > Expense Report > View

INPUT / SEARCH CRITERIA:
Report ID

Report Description

Name

Empl ID

Report Status

Creation Date

OUTPUT FORMAT:
Online

ADDITIONAL INFORMATION:
A user must be set up as a proxy for an employee to view the travel authorization information.

Screenshot of the View Expense Report Page — Summary View

Favorites v Main Menu v > Traveland Expensesv > ExpenseRepoty > View

| New Window

View Expense Report & Home | [F] Expense Details

Actions [...Choose an Action v][ G0 |

Business Purpose Conference
Description ANNUAL EMPLOYEE MEETING

Report 0000231646 Paid
Created 04/04/2019

Reference Last Updated 04/05/2018
Post State Posted
Totals (2 ¢ View Printable Version B2 View Analytics O Notes
Employee Expenses (5 Lines) 72.00 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 72.00 USD Amount Due to Supplier 0.00 USD
/I By checking this box, the employee has certified the listed were i by the employee on official of the C of Virginia
and include only such expenses necessary in the conduct of that business.
Submit Expense Report Nithdraw Expense R Submitted On  D4/D4/2019 Submitted
By
Approval History
B = E=1
25 1
2 dv 77
Submvtted Supervisor Payment
Action Role Name Date/Time
Submitted Employee 04/04/2018 2:20:00PM
Approved Supervisor 04/05/2019 11:28:49AM
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Screenshot of the View Expense Report — Detail View

Favorites = Main Manu~

View Expense Report

)

Business Purpose
Report Description

Reference

Expenses (¢
Expand All | Caollapzs All

*Date

03202019

032Ee

0320218

[ty By =]

0321472012

Expand All | Collapss All

* Travel and Expenses -

Conference

ANMUAL EMPLOYEE MEETING

*Expanse Type
All Maals - Trawvel Day

Per Diem Incidentls-Travel Day

Breakfast - Travel Day

Dinner - Travel Day

Per Diem Incidentls-Travel Day

Expense Report »

[E" Return to Search

|[+5 Previous inList | |45 Mextin List

|[EImotity |

> View
£ Home | [2 Summary
Actions [__Choose an Action v][ o |
Report 0000231648 Paid

Total 7200 UsSD
*Description *Payment Type *Arnourt *Currency
* bl
[mEALS ' Cheek TS0 USD
248 characters remaining
*[ncioEnTaLS P cheek 375 USD
243 characters remaining o
* - i
[BREARFAST ' chee 975 USD
245 characters remaining
o bl
[DNKER — F cheek 1725 USD
248 characters remaining
* o= bl
[meipenTaLs ' chec 375 USD
243 characters remaining

Total 7200 USD
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View Travel Authorization Inquiry
REVISED: 01/02/2020

DESCRIPTION:

This inquiry is used to research and review travel authorizations. The inquiry displays detailed
information including Employee Name, Authorization ID, Description, Business Purpose, Status, Travel
Expense Type, Date, Authorized Amount, Pending Actions, and Action History.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Travel Authorization > View

Alternative navigation path:
Main Menu > Employee Self Service > Travel and Expense Center > Travel Authorization > View

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Authorization ID Online
Authorization Name

Name

Empl ID

Status

Creation Date

ADDITIONAL INFORMATION:
A user must be set up as a proxy for an employee to view the travel authorization information.

Screenshot of the Travel Authorization - Summary Page

Favorites = Main Meanu = » Travel and Expenses = »  Travel Authorization - > View
Travel Authorization &l
Actions [..Choose =n Actian
Business Purpose Fresentstion Default Location williamsburglJames City(York) Authorization 1D 0000005214 Approved
Description Test Travel Authorizaiton Date From D01/282017 Date To D1/27/20M7 Created 01/24/2017
Reference Last Updated 17252017
Totals (2 & view Printable Version &2 Notes
Projected Expenses (6 Lines) 189.00 USD Denied Expenses 000 usD

Total Authorized Amount  199.00 USD

¥ By checking this box, the has certified the listed are estimates of tobei d by the an official busi of the
Commaonwealth of Virginia and include only such expenses necessary in the conduct of that business.
Submit Tra

Subr vel Authorizatio

Submitted On  04/24/2017

Approval History

=i [ =]
=2 v
Submitted Supsnvisor
LAURIE BROWN Bawling, Roger L DDAV
Action Role Mame Date/Timea
Submitt=d 01/24/2017 8:18:38PM
Approved Supervisor 01/28/2017 10:05:07AM
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Screenshot of the Travel Authorization - Detail View

Favorites = | Main Menu + > Travel and Expenses ~

Travel Authorization
7
Business Purpose Presentation
Description Test Travel Authorizaiton
Projected Expenses (7

Expand All | Collapse All

*Date *Expense Type

01/26/2017 Lodging
Billing Type Billable
Location Wiliamsburg/James City[ork)
Number of Nights 1

*Nightly Rate 01.00

" Accounting Details |7

Chartfields

GL Unit

Amount

91.00 24100

<

>

SpeedType Key

Travel Authorization = >

Account

G, 5012850

View

Default Location WillismeburglJamas City[York)

Date From 01/28/2017

*Description
* ‘Williamsburg Lodge ’j‘
Fund Program Department
04810 555002 24100

Date To 01/27/2017

*Payment Type

Check

Cost Center

441

[ Summary

V][ eo

Actions |...Choose an Action

Authorization ID 0000005314 Approved

Reference

Totals (8 Lines) 199.00 usD
*Amount Curmrency
@1.00 UsD
Task FIFS Asszet A
1
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Expenses Queries

<This page is intended to be blank>
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Cash Advance Worklist Query (V_AP_WF_EXPENSE_CA)
REVISED: 03/03/2017

DESCRIPTION:

This query displays cash advances by Business Unit, Employee ID, Transaction ID and/or Approver ID
and for a designated date range that are pending approval. The query can be used to identify
outstanding cash advances requiring review and approval.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_WF_EXPENSE_CA

Main Menu > myCardinal Financials > Financials Report Execution > AP Reports > Cash Advance
Worklist

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Emplid (% for all) Excel

Transaction ID (% for all) Csv

Approval ID (% for all)
From Date
To Date

Screenshot of the Cash Advance Worklist Query Page

V_AP_WF_EXPENSE_CA - Cash Advances

Business Unit 500 |0
Emplid (3% for 2l) [

Transaction 1D (% for 2l 3

Agproval 1D (3 for 2l 3
From Date 10172017 [
Ta Date 072017 |
[View Resas |

Downlogd results in ;- Excel SpreadSheet CSV Text File XMLFile (1 kb)

Wigw All First 1-3 073 Last
Business Cash 3 Accounting  Submit Cash Advance Approval Cath Acranca Warkflow  Curent Cath A;aa!:ce Cozh
it PPV ncerp  CMRHE EmployeeMame T Diate Created By Type "'g‘p;:l‘f Instance  Date i:m:‘: Approval ME"?’?:"
Date
o HR Submitted for
I [ 113 ¥ 0 3
1 510D (000000320 DINANT Q1H32NT Supervisor Approval 003032017 100.000 il
" HR Submitted for
B 881 1HE201T O1HERMT 17 1000.0 W
2 510D (00000033 DMGRT 01HE20 Supenvisor | Apgroval 0 0303720 D0D.000
HR Submitted for
E, g3 15, 1HB! ¥, W
3 50D 0003000332 DiME201T DIHB2NT Supervisor Approval 0 03032017 5000.000 V
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Decentralized Audit Expenditur (V_AP_AUDIT_EXPENDITURES)
REVISED: 1/15/2024

DESCRIPTION:

This query will display voucher and expense data that has been approved, budget checked, and posted
within a specified accounting period. The query displays Business Unit, along with detailed voucher,
vendor, and invoice information.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_AUDIT_EXPENDITURES

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Accounting Date From Excel

Accounting Date To Csv

Screenshot of the Payment Cash Check Results Query Page

V_AP_AUDIT_EXPENDITURES - Decentralized Audit Expenditur

Business Unit 15100 |Q
“Accounting Date From |01/01/2023 |5
“Accounting Date To |12/31/2023  |[3)
' View Results

Download results in:  Excel SpreadSheet CSV Text File XMLFile (754 kb)
View All

Transaction Business Transaction Total Transaction Accounting Schedule q Supplier : Supplier Customer Account Last First
LED Type Unit ID Amount Date Date Due Date Invoice I} SetlD Supplier ID Hame Number Employee ID Name Name

4 Expense

15100 0000355907  1082.86 02/03/2023 02/03/2023
Report

2 EXPENSE  yoin0 0000356088 34216 02/06/2023 02106/2023

Report
Expense
Report
Expense
Report
Expense
Report

15100 0000356088 34216 02/06/2023 02/06/2023

15100 0000356088 34216 02/06/2023 02/06/2023

15100 0000356088 34216 02/06/2023 02/06/2023

Screenshot of the Payment Cash Check Results Query Page (scrolled right)

- Distribution GL PC
Line : Line Monetary Cost - Agency Agency - . i, SOUTCE
Number Nur]nger Description Amount Account Fund Program Department Center Task FIPS Asset Elulsjlr:izss Used Use3Z Eulsjlrr:ﬁss Project  Activity Type Category Subcategory
1 Tuition 1082.86 5012250 £1000 724001 98400 15100
reimbursemeant
1 1 CMI Training 75.33 5012270 01000 737001 95500 15100
2 1 CMI Training 40.50 5012270 01000 737001 95500 15100
3 1 CMI Training 3.75 5012270 01000 737001 95500 15100
4 1 CMI Training 26.00 5012270 01000 737001 95500 15100
5 1 CMI Training 5.00 5012270 01000 737001 95500 15100

Employee Profile Query (V_AP_ EMPLOYEE_PROFILE)
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REVISED: 01/17/2024

DESCRIPTION:

This query will provide the ability to report Employee Profile Information and Defaults by Business Unit

and Department.

To run this query user must have V_AP_COVA _EMP_PRFL_SYNC_MAINT (for State agency users) or
V_AP_TE_SYNC_PROCESSOR (for VDOT users) role.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_EMPLOYEE_PROFILE

INPUT / SEARCH CRITERIA:
GL Business Unit

SetlD

Department (% for ALL)
Employee ID (% for ALL)

Screenshot of the Employee Profile Query

OUTPUT FORMAT:
HTML

Excel
CSsv

V_AP_EMPLOYEE_PROFILE - Employee Profile

*GL Business Unit 50100 |Q
*SetlD |STATE | Q

Department (% for ALL) |% Q
Employee ID (% for ALL) |% Q
[ View Results

Download results in : Excel SpreadSheet CSV Text File XML File (3467 kb)

View All First 1-100 of 4178 (' Last
GL " " Default Default Default Default
e Last First ~ Supervisor Address Address 2 Default Default Default Default Default Default Default
Row Bulst:ifss DeptiD| Employee ID Name Name Supervizor.|D Nam 1 2 City State; Eostal Fund Program Ce?;;r Task FIPS Asset Agse:cy A&::;y Affiliate Af;:l?adle Department
1 50100 005 005
2 50100 113 113
3 50100 113 113
4 50100 113 113
5 50100 50540 50540
6 50100 99999 99999
7 50100 99999 99999
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Employee Proxy Query (V_AP_ EMPLOYEE_PROXY)

REVISED: 01/17/2024

DESCRIPTION:

This query will provide the ability to report Employee Proxy Information by Business Unit and

Department.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_EMPLOYEE_PROXY

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

GL Business Unit HTML

SetlD Excel

Department (% for ALL) Csv

Employee ID (% for ALL)

Screenshot of the Employee Proxy Query
V_AP_EMPLOYEE_PROXY - Employee Proxy
*GL Business Unit 50100 Q
*SetlD [STATE |Q

Department (% for ALL) |% Q

Employee ID (% for ALL) |% lQ
[View Resuls |

Download resultsin :  Excel SpreadSheet CSV TextFile XMLFile (39 kb)

View All First 1-100 of 129 » Last

Row GL Business Unit Department ID Employee ID Last Name First Name Authorized Proxy UserlD Authorized Proxy Name

1 50100 005

2 50100 005

3 50100 005

4 50100 005

5 50100 005

6 50100 005

7 50100 005

8 50100 005

9 50100 005

10 50100 113
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Employee Travel Statistics Query (V_AP_ TRAVEL_STATISTICS)

REVISED: 05/23/2024

DESCRIPTION:
This query displays the number of travel checks issued to an employee and to generate the statistics
needed for Quarterly Travel Report. The query is run by Payment Date Range. The query output shows
Payment Reference, GL Business Unit, payment Amount, Employee Name, Employee ID, payment

Date, and Payment Method. This query is restricted to be used by DOA EDI team.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_TRAVEL_STATISTICS

INPUT / SEARCH CRITERIA:

Payment Date From
Payment Date To

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Employee Travel Statistics Query

V_AP_TRAVEL_STATISTICS

View Results

View All

Row Payment ID
1 0008794704
2 0008799046
3 0008803278
4 0008798942
5 0008798963
6 0008799007
7 0008799024
8 0008799135
9 0008796003
10 0008794986
1 0008794681
12 0008798895
13 0008794759
14 0008794769
15 0008794778
16 0008798983
17 0008794794
18 0008794802

*Payment Date From |02/01/2024 |[3)
*Payment Date To |04/17/2024 |3

Download results in :  Excel SpreadSheet CSV Text File XML File (304 kb)

GL Business Unit Payment Amount
10000 2000.000
10000 2000.000
10000 7.000
10300 87.450
10300 60.710
10300 209.440
10300 293.770
10300 84.420
10300 282.040
10700 8.700
11100 101.250
11100 488.800
11100 113.000
11100 878.680
11100 47.840
11100 454.520
11100 58.930
11100 365.360

Employee Name

Employee ID

Payment Date
02/01/2024
02/02/2024
02/05/2024
02/02/2024
02/02/2024
02/02/2024
02/02/2024
02/02/2024
02/02/2024
02/01/2024
02/01/2024
02/02/2024
02/01/2024
02/01/2024
02/01/2024
02/02/2024
02/01/2024
02/01/2024

CHKI/EDI ID
82287241
82288336
82290078
82288232
82288253
82288297
82288314
82288425
25283377
82287523
82287218
82288185
82287296
82287308
82287315
82288273
82287331
82287339

First 1-100 of 1128 (» ' Last

Payment Method
ACH
ACH
ACH
ACH
ACH
ACH
ACH
ACH
CHK
ACH
ACH
ACH
ACH
ACH
ACH
ACH
ACH
ACH
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Expense Approver Profile Query (V_AP_ APPROVER_ASSIGNMENT)

REVISED: 03/27/2025

DESCRIPTION:

This query displays the User ID’s (Approvers) attached to each Approver profile along with the
Chartfield range for each user. The query is run by Business Unit GL and Approver Profile, and these
prompts are restricted to the BU’s the user running the query has access to. The query output shows
GL Business Unit, Approver Profile, User ID, Employee ID, Employee Name, and Chartfield range.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_APPROVER_ASSIGNMENT

INPUT / SEARCH CRITERIA:

Business Unit GL (% for ALL)
Approver Profile (% for ALL)

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Expense Approver Profile Query

V_AP_APPROVER_ASSIGNMENT - Approver Assignment Query

Business Unit GL (% for All) 50100 |Q
Approver Profile (% for All) EXPNS COORDINAT | Q
| View Results |

Download results in :  Excel SpreadSheet CSV TextFile XMLFile (8 kb)
View All

Row ‘GL Business Unit Approver Profile
1 50100 EXPNS COORDINAT
2 50100 EXPNS COORDINAT
3 50100 EXPNS COORDINAT
4 50100 EXPNS COORDINAT
5 50100 EXPNS COORDINAT
6 50100 EXPNS COORDINAT
7 50100 EXPNS COORDINAT
8 50100 EXPNS COORDINAT
9 50100 EXPNS COORDINAT
10 50100 EXPNS COORDINAT
11 50100 EXPNS COORDINAT
12 50100 EXPNS COORDINAT
13 50100 EXPNS COORDINAT
14 50100 EXPNS COORDINAT
15 50100 EXPNS COORDINAT
16 50100 EXPNS COORDINAT
17 50100 EXPNS COORDINAT
18 50100 EXPNS COORDINAT
19 50100 EXPNS COORDINAT
20 50100 EXPNS COORDINAT
21 50100 EXPNS COORDINAT
22 50100 EXPNS COORDINAT

First 1-22 0f 22 Last

Name Chartfield Name Chartfield From Chartfield To
Department 10000 10140
Department 18000 18000
Department 11000 11999
Department 14000 14049
Department 10141 10189
Department 15001 15037
Department 15038 15074
Department 16115 16999
Department 13000 13999
Department 14050 14079
Department 10130 10999
Department 17064 17085
Department 12999 12999
Department 15075 15113
Department 16000 16114
Department 17000 17083
Department 12001 12132
Department 15000 15000
Department 17066 17070
Department 18001 18999
Department 14080 14999
Department 19000 19999
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Expense Prjct Accruals Query (V_AP_PROJ_ACCRUALS_EXP)
REVISED: 1/15/2024

DESCRIPTION:
This query will pull expense project accruals for quarterly and year-end reporting.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_PROJ_ACCRUALS_EXP

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Transaction Dt <= Excel
Payment DT > Csv

Accounting Dt >=

Apprvl Dt From

Apprvl Dt To

Customer ID (% for ALL)

Screenshot of the Expense Prjct Accruals Query Page

V_AP_PROJ_ACCRUALS_EXP - Expense Prjct Accruals

*Business Unit|50100 |Q
*Transactien Dt <= |01/0%/2023 |[3)
“*Payment Ot >|01/01/2023 |[3{
**Accounting Dt >=|01/01/2023 |5
**Apprvl Dt From |01/01/2023 5]
**Apprvl Dt To|01/31/2023  |[3]
*Customer ID (% for ALL) | % Q

View Results |

Download results in :  Excel SpreadSheet CSV Text File XML File (1kb)

View Al
. PC Sheet . o . . . Resource
Expense Business , . Expense .- Distribution 0 Activity Resource  Accounting Resource Resource Transaction Payment Approval  Resource -
RoW paiciunpaid ~ Unit DUSTESS  heetip e Cyjng ppr Fund Program ProjectlD "y Employee D Employee Name. cygiomeriy Date - InvoicelD | Biing Dt Date Date Dot Projectip Aty
1 E);%ense 50100 50100 0000352967 1 104720 603022 0000111740 607 0000055002 01/05/2023 FEDO03584 01/10/2023 12/27/2022 01/11/2023 01/09/2023 0000111740 607
2 E);ﬁjense 50100 50100 0000353932 1 104720 602001 0000121455 810 0000055002 01/17/2023 FEDO03608 01/26/2023 12/21/2022 01/27/2023 01/25/2023 0000121455 810

First 1-20f 2 Last

Monetary Resource
Amt Amt

18.93 1893

160.00 12800
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Expense Prjct Catgry Accruals Query
(V_AP_PROJ_CATEGRY_ACCRUALS_EXP)

REVISED: 01/17/2024

DESCRIPTION:

This query will pull expense accruals for quarterly and year-end reporting.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_PROJ_CATGRY_ACCRUALS_EXP

INPUT / SEARCH CRITERIA:

Business Unit HTML
Transaction Dt <= Excel
Payment Dt > Ccsv

Accounting Dt >=
Apprvl Date To
Project Catetory

OUTPUT FORMAT:

Screenshot of the Expense Prjct Catgry Accruals Query Page

V_AP_PROJ_CATGRY_ACCRUALS_EXP - Expense Prjct Categry Accruals

“Business Unit p0100 |Q
*Transaction Dt <= |01/01/12023 |5
“Payment Dt > 0110172023 |5
**Accounting Dt >= |01/01/2023 |
~Apprvl Dt From [01/01/2023 |3
“Apprvi Dt To (01/31/2023 |
**Project Category |CAP Q
‘ View Results |

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (1kb)

View Al First 1-20f2 Last
Expense GLBusiness  PC Business Line  Distrib Line Distrib Project . Accounting Transaction Payment Approval  Project Category - Project Project Monetary
ROW  paidiUnpaid Unit Unit SheetlD e Nbr Fund Program [} Activity EmployeeD ~ Employee Name Date Date Date at i} Category Amt
1 Expense Paid 50100 50100 0000352588 1 104720 603020 0000104955 74201 01032023 12/16/2022  01/06/2023 01/04/2023 0000104955 CAP 98.44
2 ExpensePaid 50100 50100 0000352967 1 104720 603022 0000111740 607 010052023 121272022 011122023  01/0972023 0000111740 CAP 18.93
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Expense Report Worklist Query (V_AP_WF_EXPENSE_ER)
REVISED: 03/03/2017

DESCRIPTION:

This query displays expense reports by Business Unit, Employee ID, Transaction ID and/or Approver ID
that are pending approval for a designated date range. The query can be used to identify outstanding
expense reports requiring review and approval.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_WF_EXPENSE_ER

Alternative Navigation Path:
Main Menu > myCardinal Financials > Financials Report Execution > AP Reports > Expense Report
Worklist

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Empl ID (% for all) Excel

Transaction ID (% for all) CSsv

Approval User Id (% for all)

From Date

To Date

Screenshot of the Expense Report Worklist Query Page

V_AP_WF_EXPENSE_ER - Expense Report

Business Unit 15100 Q@
Empl ID (% for all} |%
Transaction ID (% for all) 3%
Approval User Id (% for all} |%
From Date 020112017 [
To Date 031712017 |[H

View Resulis

Download results in: - Excel SpreadSheet  CSV Text File XML File (1kb)

View All First 1-10f 1 Last
Business Anprover Expense Emulid Employee  Accounting  Submit Expense Report  Approval Expense Report Workflow Current  Expense Report  Expense
Unit pp Report 1D P Name Date Date Created By Type Approval Status Instance Date Amount Report Origin
115100 UHK37558 0000106226 02212017 0272072017 FINUSERD1 Supervisor 2:2?;:[? for 0 03032017 195.410'W
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Expense Travel Rates Query (V_AP_EX TRAVEL_RATES)

REVISED: 03/03/2017

DESCRIPTION:

This query displays the most recent travel rates per Location for all Expense Types.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_EX_TRAVEL_RATES

INPUT / SEARCH CRITERIA:
None

OUTPUT FORMAT:

HTML
Excel
CsVv

Screenshot of the Expense Travel Rates Query Page — Lodging Reimbursement type

V_AP_EX_TRAVEL_RATES- Expense Travel Rates

Row

~N o R W K

Download results in

View All

Reimbursement Type

Lodging
Lodging
Lodging
Ledging
Lodging
Lodging
Lodging

SetlD
STATE
STATE
STATE
STATE
STATE
STATE
STATE

Excel SpreadSheet CSV Text File XML File (1249 kb)

Expense Type Expense Type Descr

LODGING Lodging
LODGING Lodging
LODGING Lodging
LODGING Ledging
LCDGING Lodging
LODGING Lodging
LCDGING Lodging

Effective Date Location

10/01/2019
10/01/2019
10/01/2019
10/01/2019
10/01/2019
10/01/2019
10/04/2019

ABEMD
ABING
AKROH
ALBNY
ALELA
ALLPA
ANDMA

Location Descr
Aberdn/Bel AifBelcamp(Harfrd)
Abingdon and Washington County
Akron (Summit)
Albany
Alxndria/leesvilNatch See GSA
Alintwn/East/Beth(Lehah/Nrtham
Andover (Essex)

First 1-100 of 3904 '*' Last

Start of Season End of Season Standard Rate

01/01
01/01
01/01
01/01
01/01
01/01
01/01

1231 104.000
123 97.000
12131 100.000
1231 115.000
12131 99.000
1231 107.000
04/30 126.000

Screenshot of the Expense Travel Rates Query Page — Per Diem Reimbursement type

V_AP_EX_TRAVEL_RATES- Expense Travel Rates

Download results in -

Excel SpreadSheet CSW Text File XML File (1248 kb)

Wiew All First' 4 3901-3904 of 3904 Last
Row Reimbursement Type SetlD Expense Type Expense Type Descr Effective Date  Location Location Descr Start of Season End of Season Standard Rate
3201 PerDiem STATE INCIDEN Per Diem Incidnt-NonTravel Day 10/01/2019 YOSCA  YosemiteNtiPark (Mariposa) 5.000
3002 PerDiem STATE INCTRAV Per Diem Incidentls-Travel Day 10/01/2019 YOSCA  YosemiteNtiPark (Mariposa) 3.750
3003 PerDiem STATE LUNNOTR Lunch - NonTravel Day 10/01/2019 YOSCA  YosemiteNtPark (Mariposa) 19.000
3004 PerDiem STATE LUNTRAV Lunch - Travel Day 10/01/2019 YOSCA  YosemiteNtiPark (Mariposa) 14.250
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Expenses In Process Query (V_AP_EXPENSES_ IN_PROCESYS)
REVISED: 03/03/2017

DESCRIPTION:

This query displays all Expense transactions (Cash Advances, Travel Authorizations, and Expense
Reports) that are in process (Not Paid, Approved, Closed, or Reconciled) for a designated Business
Unit. The query allows users to monitor and take action on transactions, as needed.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_EXPENSES_ IN_PROCESS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (% for all) HTML
Dept ID (% for all) Excel

Csv

ADDITIONAL INFORMATION:

A user must be a proxy for the employee to be able to add, modify, close, or delete an Expense
transaction for the employee. Cash Advances will display as in process transactions until they have
been Closed or Reconciled. Travel Authorizations will display until they have been Cancelled or
Approved. Expense Reports will display until they have been Closed or Paid.

Screenshot of the Expenses In Process Query Page

V_AP_EXPEMNSES_IN_PROCESS - Expenses In Process

Business Unit (% for all) 50100
Dept ID (% for all) %

!. View Results |
Download results in :  Excel SpreadSheet CSV TextFile XMLFile {241 kb)
Wiew All
Row RTEYDD‘? Buai:i?“ Depar]‘:t'menl Current Approver User ID  Approver Type Report ID gi?ﬁ': Employee ID Employee Name Report Description
2019 DGS
1 Advance 50100 10141 0000002134 Paid Procurement
Conferenc
2019 DGS
2 Advance 50100 10141 0000002140 Paid PROCUREMENT

CONF
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Screenshot of the Expenses In Process Query Page (scrolled right)

First 1-100 of 321 ' Last

Associated Associated Associated

Total AmtDue Budget Accounting Submit Travel Advance | Advance

Entered By Userid Outofibeplicetes

Amt Employee Status Date Date Policy Exist Auth ID D e
181.50  181.50 110672019 11/052019 0.00
181.50  181.50 11/08/2019 11/082019 0.00
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Expenses Not Posted to EX Query (V_AP_EXPN_NOT_POSTED_TO_EX)
REVISED: 03/03/2017

DESCRIPTION:

This query displays all Cash Advance and Expense Report transactions that have not posted to EX for

a designated Business Unit and Accounting Date range.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_EXPN_NOT_POSTED TO EX

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit (% for All) HTML

Accounting Date From Excel

Accounting Date To Csv

ADDITIONAL INFORMATION:

A Cash Advance must be fully Approved to post to EX and an Expense Report must be fully Approved
and have a valid budget check status to post to EX. All Cash Advance and Expense Report
transactions must be posted to EX before they can be Journal generated in GL.

Screenshot of the Expenses Not Posted to EX Query Page

V_AP_EXPN_NOT POSTED TO EX - Expenses Not Posted to EX
GL Business Unit (3 for All ) |pé Q
Accounting Date From [11/01/2019  |[x]
Accounting Date To 11182019 |[x]
| Wiew Results |
Download results in :  Excel SpreadSheet CS5W Text File XML File (4 kb)
WView All
. Transaction .
Transaction . Employee Accounting Fund Program Depariment Cost
Row Type Euzll_lniitafﬁ Document ID Employee 1D Nama Date Account Code Caode o Cantar
g (Cash 34100 0000002144 DOE, 4 4/43/2019 131050 04610 636002 54100 422
Advance JOHM
o EXPERSE  ohimo 0000259390 DOE, 4 4/07/2019 5012850 04100 699001 10017 11120010
Report JOHM
3 EXPERSE ohimo 0000261148 DOE, 4 4/07/2019 5013110 04100 604005 18004 11190010
Report JOHM
Expense DOE,
4 50100 0000261751 11/13/2019 5013120 04100 699001 10030 11120010
Report JOHM
g Expense Leem 0000261623 DOE, 441212019 5012850 01000 352001 300
Report JOHM
g TXPENSE  Leemd 0000261623 DOE, 41212019 5012880 01000 352001 300
Report JOHM
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Screenshot of the Expenses Not Posted to EX Query Page (scrolled right)

Unit PC D (v}

Business Project Activity Sheet

Budget Distrib
Check Line

Status o oie  Amount
DEM 16658.63
PND M 14.00
PND M 105.29
SUE W 37.99
PND M 431.24
END M 247.50

Creation Submission Approval
Date Date Date

Operator ID Entered
11132019 111372019
10/30/2019 10/30/2019
11072019
11132019 1113/2019

11122019 11122019

1122019 1112/2019

Last Upd
DETm

1200272019
1:55:57PM

110712019
9:30:554M
110772019
12:33:36PM

111372019
11:17:24AM
12172019
12:47:02PM

12172018
12:47:02PM

First 1-6 of 6 Last

Last Updated By
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Expenses Posted to EX Not JGEN Query
(V_AP_EXPN_PSTD EX_NOT_JGEN)
REVISED: 03/03/2017
DESCRIPTION:
This query displays all Cash Advance and Expense Report transactions that have posted to EX but

have not journal generated in GL for a desighated Business Unit and Accounting Date range.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > V_AP_EXPN_PSTD_EX_NOT_JGEN

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit (% for All) HTML

Accounting Date From Excel

Accounting Date To Csv

ADDITIONAL INFORMATION:
Cash Advances and Expense Reports must be posted in EX before they can be Journal Generated in
GL. All Cash Advance and Expense Report transactions must be Journal Generated and posted to GL.

Screenshot of the Expenses Posted to EX Not Journal Generated Query Page

V_AP_EXPN_PSTD_EX_NOT_JGEN - Expenses Posted to EX not JGEN
GL Business Unit (% for All) f& Q
Accounting Date From 12/3012019  |[3]
Acceunting Date To [12/31/2019 |3
| View Results |
Download results in :  Excel SpreadShest CSV TextFile XML File (1 kb)
View All
- Transaction - Payment
Trangaction = Journal Accounting Payment Payment S Fund Program
Row Type Eu:]l:i;-ss Document ID Employee ID Employee Name Template Date Reference Date S;Ite;_-::zn Account Code Code
Expense
1 Report 50100 0000267433 EXACCRUAL 123002019 N 5012270 04720 514008
2 Beemse ghi0  oooozerass EXACCRUAL 12/30/2019 N 5012270 04720 603015
Report

Screenshot of the Expenses Posted to EX Not Journal Generated Query Page (scrolled right)

First 1-2 of 2 Last
Department Business Project Activity Sheet ?:uhigc?ct Dli_‘?ﬁreib Operator ID Entered Creation Submission Approval u L:aatted Last Updated B
ID UnitPC 1D D status gool PSP Date Date Date A P ¥
12030/2019
10011 STG WV 34.50 1292019 12/30/2019 127302019 3-30-01PM
12/30/2015
13023 3G V 42.31 123002019 12/30/2018 1273012019 3-30:04PM
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Identify Duplicate Expenses Query (V_AP_EXPENSES POTENTIAL_DUPS)
REVISED: 03/03/2017

DESCRIPTION:

This query displays potential duplicate expense transactions based on the Expense Line record. The

guery can be used to monitor duplicate expense transactions. The query results are displayed based

on the same expense type, transaction date, and transaction amount within the same Expense Report
or with another Expense Report for the same employee.

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

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit (% for ALL) HTML

Department (% for ALL) Excel

Employee ID (% for ALL) Csv

Transaction Date From
Transaction Date To

Screenshot of the Identify Duplicate Expenses Query Page

V_AP_EXPENSES_POTENTIAL_DUPS - ldentify Duplicate Expenses

L Business Unit (3 far ALL) (% =3
Department {3 far ALL) (% (]
Emplayes 1D (% for ALL) [% [y

Transaction Dats From 120772019 |[&)
Trargastion Diata To [121E62010 |5
Wiz Resulis
Download resulls In - Exgel SpreadShest CEV TestFila XML File (4 kB)
View All First 166 Las

GL Out Trawvel

] t " Transzction Report Report . Submisskon  Experse  Transaction Transaction Transsction
Row Ltuam:u I Empicyee ID  Employes Hame Date Report ID Description Stahus Entered By izt Tyme Ami Location  Descripticn p::'w .n!nr.hulrlszaum

Dupdcate
Commenis

Expense ling
Submitied =a
1 17100 6000324 1211172079 0000236850 befora fix.  for 1217218 GASOLNE 20.00 3] duplcata,
Appraval Sheat Id
O000Z35549,
Expensa ling,
wa
2 1T100  50DJ3%d 12112019 DD00236353 before fix  Staged | 121172018 LCDGING S50.00 AMDMA N duplcate,
Shest 1d
DOO0Z35552 )
Expense ling
Submited wa
3 400D 50803 [} 12N WN2019 DI0023634T test for | 121172098 LODGING 40.00 ABEMD M duplcata,
Appraval Sheat id
0000236544,
Expense ling|
=a
LCOGING 60.00 ASEMD ] duplcate,
Shesl Id
DOO0235841

4 TEED 100 1H1062019 0000236943 report Pending
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Out of St, Intl & Conf Expense Query (V_AP_EXPENSES)

REVISED: 01/17/2024

DESCRIPTION:

This query will display the list of out of state, international and conference related expenses based on

business unit selected.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_EXPENSES

INPUT / SEARCH CRITERIA:
GL Business Unit (% for all)

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Out of St, Intl & Conf Expense Query Page

V_AP_EXPENSES - Out of 8t, Intl & Conf Expense

GL Business Unit (% for all) 50100 |Q
| View Resuls |

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (24 kb)
View All

First 1-77 of 77 Last

Row Expense Report Number Employee ID Employee Name Department ID Business Purpose Expense Location Expense Location State Expense Location Country
1 0000389008 Conference SaltlakeCity(Salt Lake/Tooele) ur USA
2 0000392261 Conference Virginia Beach VA USA
3 0000392512 Conference Virginia Beach VA USA
4 0000389906 Conference Virginia Beach VA USA
5 0000392328 Conference Virginia Beach VA USA
6 0000388387 Conference Virginia Beach VA USA
7 0000389203 Conference Washington DC See GSAwebsite Dc USA
& 0000391802 Meeting Washington DC See GSA website Dc USA
9 000037994 Meeting Washington DC See GSA website Dc USA
10 0000392579 Meeting Washington DC See GSA website oc USA
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Posted Cash Advance Extract Query (V_AP_POSTED_ADV)
REVISED: 03/03/2017

DESCRIPTION:

This query displays posted cash advances for a designated Journal Date range. The query provides
the transaction lines of the Cash Advance (including Journal ID, Journal Date, Journal Post 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_ADV

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Journal From Date Excel

Journal To Date Csv

Screenshot of the Posted Cash Advance Extract Query Page

V_AP_POSTED_ADV - Posted Cash Advance Extract

Business Unit: 18200 |Q
Journal From Date: (02/20/2019 |3
Journal From To: |02/28/2019  |[3)

| View Results |

Download results in :  Excel SpreadShest CSV Text File XMLFile (3 kb)

View All

GL . - - - Associated

= Advance Business Reference Creation Submit  Accounting Advance Posted Total
Row Bu;:nn;ss Advance ID  Employee 1D Employee Name Name Purpose Comments D Date Date Date Status Status ;Lll'?r\:xlaé Balance Amt
1 16200 WVECD238664 WEC0009333 00011 02/21/2019 02/21/2019 02/21/2019 Reconciled Posted 0.00 606.00
2 18200 WECO0238665 WEC0009332 00011 02/21/2019 02/21/2019 02/21/2019 Reconciled Posted 0.00 606.00
3 18200 WECO0238666 WVEC0009364 00011 02/27/2019 02/27/2019 02/27/2019 Reconciled Posted 0.00 500.00

Screenshot of the Posted Cash Advance Extract Query Page (scrolled right)

First 1-3 of 3 Last
. - o Distrib
- Line Distrib = Fund Cost Agency Agency - = Fund Journal Journal  Journal Unpost
Line Amt Descr Tine I::: Account Code Program Department Center Task FIPS Asset Used Use? Project Affiliate Affiliate Journal 1D Date Post Date Line Seq.
1 606.00 1 606.00 131050 07010 470001 182 EX01137664 02/22/2019 02/22/2019 2 0
1 606.00 1 606.00 131050 07010 470001 182 EX01137664 02/22/2019 02/22/2019 4 0
1 500.00 1 500.00 131050 07010 470001 182 EX01142687 02/28/2019 02/25/2019 100 0
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Posted Expense Report Extract Query (V_AP_POSTED_ EXPN)
REVISED: 03/03/2017

DESCRIPTION:

This query displays posted expense reports for a designated Journal Date range. The query provides
the expenditure lines of the Expense Report (including Journal ID, Journal Date, Journal Post 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 EXPN

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit HTML

Journal Date From Excel

Journal Date To Csv

Screenshot of the Posted Expense Report Extract Query Page

V_AP_POSTED_EXPN - Posted Expense Report Extract

GL Business Unit [17100 | Qy
Journal Date From (01/01/2019 |5
Journal Date To [01/05/2018  [[H]

View Results

Download results in:  Excel SpreadSheet CSW Text File XML File ({153 kb)

View All
GL Expense o - - -
Row Buain_ess Report Employee 1D En;q[;lr(:'}gee Sheet Name %?J?,:]"::: Comments Crg:::)n 53‘;;2” Entered by Userid Ap[];;?:al ABF’S:{S"Q g;‘:ue;
nit Number
DCE REIMBURSEMENT ':EEE APPLICATIN
1 17100 SCC0495456 .JOHI;l FOR ACFE 00011 REIMEURSEM-~I 01/04/2019 01/04/2019 01/04/2019 01/04/2019 Paid
APPLICA ’
150359
DCE REIMBURSEMENT
2 17100 SCC04956459 .JOHI;J FOR CEFOR CPA 00011  383289A~1150863 01/04/2019 01/04/2019 01/04/2019 01/04/2019 Paid
L
DOE,  REIMBURSEMENT CPA
3 17100 SCCO0486467 JOHI{l FOR CPA CE 00011  REIMBURSEMENT~! 01/04/2019 01/04/2019 01/04/2019 01/04/2019 Paid
150871

Screenshot of the Posted Expense Report Extract Query Page (scrolled right)

Associated Associated Expense ..o Distrib
Advance  Advance Exl?_ense Expense Expense ine Expeqse EKDEEHS.E D".’t"b Line Account Fund Program Department Cast Task FIPS Asset
D Amt ine Type Date Amt Location Description Line Amt Code Center
Interfaced
TINTC  01/02/2019  50.00 Expense 1 50.00 5012210 02090 552016 3000231
Report
Interfaced
TINTC 101572018 28550 Expense 1 285.50 5012270 02090 552016 3000233
Report
Interfaced
1INTC 1272872018 59.00 Expense 1 59.00 5012240 02090 552016 3000233
Report

Rev 03/27/2025 Page 147 of 176




/’j Cardinal

Screenshot of the Posted Expense Report Extract Query Page (continued scrolled right)

First 1-91 of 91 Last

PC -, . . Project
Agency Agency . Project Activity Analysis . Fund Journal Journal Journal Unpost
Use1 Use2 B”E‘:ﬁ“s ID D Type Re.?:::’e Category Subcategory Affiliate , ., Joumnal ID Date PostDate Line  Seq

EX01097399 01/04/2019 01/0472019 1 0

EX010597399 01/04/2019 01/04/2019 3 0

EX01097399 01/04/2019 01/0472019 5 0
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Travel Authorization Query (V_AP_WF_EXPENSE_TA)
REVISED: 01/17/2024

DESCRIPTION:
This query will pull Travel Authorization information pending approval.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_WF_EXPENSE_TA

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Empl ID (% for all) Excel
Transaction ID (% for all) Csv
Approval User Id (% for all)

From Date

To Date

Screenshot of the Travel Authorization Query Page

V_AP_WF_EXPENSE_TA - Travel Authorizations

Business Unit| 15100 |Q
Empl 1D(% for all) %
Transaction D (% for all) | %
Approval User Id (% for all) | %
*From Date | 01/01/2024
*To Date | 01/15/2024
| View Resuts |

Download results in - Excel SpreadSheet CSV Text File XML File (1 kb)

View All First 1-10f 1 Last
Business Travel " Employee  Accouting  Submit Travel Auth Workflow  Current  Travel Authorization Travel Authorization

Row Unit Approver Authorization 1D Emplid Name Date ate Travel Auth Created By Approval Type Approval Status Instance Date Amount Origin

1 15100 0000005648 01/15/2024  01/15/2024 Expenses Submitted for 0 01/15/2024 348.000 W

Manager Approval
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Expenses Reports

<This page is intended to be blank>
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Cash Advance Aging by Department Report (EXC5700) — Bl Publisher
Report

REVISED: 03/03/2017

DESCRIPTION:

The report provides aging information for outstanding cash advances. The report can be used to
identify all outstanding cash advances for the Department by Business Unit and lists the number of
days each cash advance has been outstanding.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Cash Advance Aging by
Dept

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF
Department XLS

TXT

ADDITIONAL INFORMATION:
The Advance Amount field on the report displays the original advance amount and not the current
balance.

Screenshot of the EXC5700 Cash Advance Aging by Department Report Run Control Page

Favoriies « ‘ Main Menu « > Travel and Expenses ~ > Manage Accounting » > Print Reporiz » » Cash Advance Aging by Dept

Cash Advance Aging by Dept

Run Control ID Cash_Adv_Aging_by_Dept Report Manager Process Monitor | Run .

Process Request Parameters

GL Unit|50100 @, VA Dept of Transpertation
Department|10001| x |3
[F] Save ||[=] Motify _ b Add || 2] Update/Display
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Screenshot of the EXC5700 Cash Advance Aging by Department Report

ORACLE Cash Advance Aging by Department Page | Pags 1 of 1
EXCS700 PeopleSoft Expenses Run Date: | 17772020
Report Parameh
GL Busi Unit | 50100 WA Dept of Transportafion
Department | 10001
Days Qutstanding: 0
| EmployeelDiName | Advance ID [ Business Purpose | Payment Date | Amount |

| oo |

| End of Report

Total Advances: 0|

Total Advance Amounts:  0.00 |

Mo Data Found For Specified Report Parameters.

Rev 03/27/2025
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Cash Advance Report (EXC5500) — Print Cash Advance- Bl Publisher
Report

REVISED: 03/27/2016

DESCRIPTION:
This report is a printable format of the Cash Advance report in Cardinal.

NAVIGATION PATH:
Main Menu > Employee Self Service >Travel and Expense Center > Print Reports > Cash Advance

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Advance ID PDF
Empl ID

ADDITIONAL INFORMATION:
A user must be set up as a proxy for the employee to print the Cash Advance report using this
navigation path.

Screenshot of Cash Advance -Search Page

Favorites = Main Menu = » Travel and Expenses =

Cash Advance

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

| Find an Existing Value |

w Search Criteria

Search by: [Advance ID | begins with| 0000000825
Limit the number of results to (up to 300): (300 |

Search | Advanced Search
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Screenshot of the Cash Advance Report

Favorites v I Main Méenu ~ > Travel and Expenses «

To print this repon, please use your browser's print feature,

CaSh Advance Roport Date 03272017
Report Time 11:21.323M
Advance ID 0000209225 Empl D
Description Busness Wiiting Workshop Status Approved for Payment
Business Purpose Training
Reference Number
Advance Source Description Amount
Sysiem Check Advance for attendng ‘Wishop 100.00USD
Cash Advance Total 100.00 USD
Less Nonpayable Amount 0.00 USD
Amount Due Employee 100.00 USD

We certfy thal the advante requested is necessary 10 conduet busingss on behalf of the Commonwealh. \We undearsland that the
1ctal amount of amy advance 16QIved 5 sutject 10 decuction from g travalar's $alary if nol ropaid within 60 days of issuante, and
tha! 3ll payments are subjec! 10 dedt seioll, Ve aoree 1o the traveler's submission of 3 ravel Reimbursement Request within 5
workdays of reluning from the trip and the suparnvises's prompl review of the sudmission requested.

Employes Signature 03w

Approved By Dale

Rewmn to Travel and Sxpense Center
Cash Acvance Repart | Cash Advance Notes
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Cash Advance Upload Error Report (AP988)
REVISED: 04/08/2016

DESCRIPTION:

This report provides details about file level and transaction level errors identified during the Cash
Advance Upload process for interfacing agencies for a designated date range. Errors identified in the
Cash Advance Upload Error Report will need to be corrected in the agency system and re-submitted to
Cardinal. The report can be run manually for a designated date range using the following navigation
path.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Cash Advance Upload
Error Rpt

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
From Date PDF
To Date

Tree Name (select BU_TREE_INTFC)

How Specified (select Detail — Selected Parents)
Tree Node Selector (select the Tree View icon)
Click + to expand the BU_TREE_INTFC link and
then click on the desired Business Unit

ADDITIONAL INFORMATION:

A copy of the Cash Advance Upload Error Report is generated after the nightly process has been run
and posted to the Cardinal Production File Server (agency Outbound folder) for agencies to retrieve
automatically. The report can also be retrieved from the agency specific folder in Report Manager.
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Screenshot of the Cash Advance Upload Error Report Run Control Page

Favariies - | Wain Menu - > Travel and Expenses =  »  Manage Accounting ~ > Frint Repons >~ »  Cash Advance Lpload Emor Rpt

| cash advance Upload Error Rpt

Run Control ID AD_HOC Repan Manager Frocess honitor . Run |
Date Range File Parameters
*From Date: [D2/01/2016 |H]  *To Date; 08152016 | "Sequence: (001 | Cloutput to File Server

Business Unit Selection

“Tree Name: BU_TREE_INTFC (=1 “How Specified: | Datall - Selscted Parents  w|
Tree Node Selector | | satact 1 Fist 4 10r1
L T ValuesiNodes ) Last

First | Previous | Mext | Last | Left | Right *Business Unit  Description
= BU_TREE_INTFC - BU_TREE_INTFC ", -
11100 13600 ﬁ;‘ef:g’m"°“ Tech =E

FERPEREREREREPERRRERE
i
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Screenshot of the AP988 Cash Advance Upload Error Report

%/ Cardinal

*a,

CARDINAL
Report ID: APDBES

Commonwealth of Virginia

CASH ADVANCE UPLOAD ERROR REPORT

Bun Dater 03/21/2016
Run Times 02:24 00

Submitting GL BO:
Upload Date Range:

Upload Dater

00000000000 CHI0

File Name:
Tpload Date:

GL Business Unit:

File Name:
Tpload Date:

File Cuccess:

File Hame:
TUpload Date:

File Success:

24200
01-FEE-2016 to 21-MRR-201é

File Nama. 24200 _RPIET_IN_02092016_1537_001.DAT
0%-FEB-2016

GL Business Unit: 24200
Employee ID Cash Advance ID Cash Advance Line Number

180272 1

Total Cash Advance Transactions Submitted. 1
Total Cash Advance Transactions Rejected: 1
Total Cash Advance Transactions Loaded Successfully: 0

24200_RPIET_IN_02102016_1516_001.DAT
10-FEE-2016

24200

Employee ID Cash Advance ID Cash Advance Line Number
‘00000000000 CHUD180272 1

Total Cash Advance Transacticns Submitted: &
Total Cash Advance Transactions Rejected: 1
Total Cash Advance Transactions Loaded Successfully: 5

24200_RPIET_IN_02112016_lE05_001.DAT
11-FEB-201¢6

File processed successfully with no errors.
24200_APIET_IN_02162016_1543_001.DAT
16-FEB-2016

File processed successfully with no errors.

Error Field Name Field Value
MONETRRY_AMOUNT 2248

Error Field Name Field Value
MONETRARY AMOUNT 9248

Page No. 1 of 2

Error Description
The sum of amounts on the cash advance lines axceeds
the maximum cash advance limit of 5000.

Error Description
The sum of amounts on the cash advance lines excesds
the maximum cash advance limit of 5000.
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Print Cash Advance Report (EXC5500) — Bl Publisher Report, VDOT Only
REVISED: 03/27/2016

DESCRIPTION:
This report is a printable format of the Cash Advance Report in Cardinal.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Cash Advance > Print

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Advance ID PDF

Screenshot of Print Cash Advances — Run Control Page

Favorites = ‘ Main Menu » Travel and Expenses + > Cash Advance = : Print

Print Cash Advances

Run Control ID PRNT_CASH_ADW Report Manager  Process Monitor  Run

Process Request Parameters

Advance ID 0000000880 |Q

=] Save ||[@h Return to Search +=| Previous in List =] Mextin List [=] Motify [EL Add 5| Update/Display
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Screenshot of Cash Advance Report

Cash Advance Paopie in Experses - EXCII00
Empioyes [DMama Adwnnee 1D Feferencs 10 Business Fupose
Q00000880 BI2B-812 Conference
M| Cormmems
ARTIMAL TO ATTEND THE ANNUAL APA SEMINAR FROM 83728.072/2016

Advance Lines
Afvance Sowce Cenimaie Paymenit Description Amourt
CHH Syshem Chedk [ ATHD AMN ARA SEMINAR BF28-802 1008 50 =D

W R T T VARG R RS [ AECRS LY 50 £onGhuct BuTine s on bt ot e
COSUANEBITL WE UISTEN AL IS 10N AN O STy SMEAEL SS2ehed 1 RBtI i Bedeemsa
Somie Teries by gt epac TN 60 o3yT of Bronce. and Fatal paymesk e bt
ol 2CT WE SEFEE 13 it FIviers SBeEARA o 3 Favel MESBUraenol Moiclalia 5 sakas
& paming B e i 306 R BURNERGTT BRI Ve §F T RETEHDY Mgt e,

Total Cash Advance: 100850 UsD
Errpicyes Dorafue [=*""]
Less Nonpayable Amount: 0.0 USD
Amount Dwe bo Employes: 1008.50 USD
| Areooeed by e
e X R (ST SUTEE D TERfazT DaE o Dee Faze b
| e JE1E016 DE1E20LS LT3R Pazeladl
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Employee Average Expenses Report (EX_AVEM_XRPT) — Bl Publisher
Report

REVISED: 03/03/2017

DESCRIPTION:
This report provides the average expense reported for a specific employee, employees within a
Department, or employees across a Business Unit for a designated time period.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Employee Average
Expenses

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
GL Business Unit PDF

Department XLS

Employee ID

From Date

Through Date
Direct Report Employees [checkboX]

Screenshot of the EX_AVEM_XRPT Employee Average Expenses Report Run Control Page

Favorites | Main Menu + > Travel and Expenses » > Manage Accounting ~ >  Print Reporis = > Employee Average Expenzes

Employee Average Expenses

Run Control ID Employee_Avg_Exp Report Manager  Process Monitor . Run

Process Request Parameters

GL Business Unit|15100] |Q,
Department Q
Employee 1D a,

Transaction Date

From Date [10/01/2019  |[w] Through Date [10/31/2019  |[x]

Report Options

|:| Direct Report Employees

[ Save ||[=]Motify |k Add 2| Update/Display
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Screenshot of the EX_AVEM_XRPT Employee Average Expenses Report

ORACLE Employee Average Expenses Page: 10f1
EX_AVEM_XRPT PeopleSoft Expenses Run Date: 1712020
Report Parameters.
GL Business Unit | 15100 Depariment of Accounis From Date | 10/01/2018
Department Through Date | 106312018
Employee

GL Business Unit: 15100 Department of Accounts

Currency: Ush US Dollar
Employee ID Employes Name Department Total Number of Monetary Amount Average Monetary
Expense Report Amount
Lines
25700 4 464.88 116.22
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Employee Trends Report (EX_ETRD_XRPT) — Bl Publisher Report
REVISED: 03/03/2017

DESCRIPTION:

This report provides changes in expenses reported for a specific employee, employees within a

Department, or employees across a Business Unit for a designated time period.

NAVIGATION PATH:
Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Employee Trends

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
GL Business Unit PDF

Department XLS

Employee ID

Transaction Date Options (Prior 90 Days, Prior
Year, Specific Date — From / Through)
Direct Report Employees [checkboX]

Screenshot of the EX_ETRD_XRPT Employee Trends Report Run Control Page

Favorites = Main Menu ~ » Travel and Expenses » > Manage Accounfing ~ > Prnt Reports ~ > Employee Trends

Employee Trends

Run Control ID Employee_Trends Report Manager Process Monitor - Run

Process Request Parameters

GL Business Unit|15100| x |3,
Department Q
Employee ID Q

Report Options
Transaction Date Options
®) Prior 90 Days

D Prior Year
] Specific Date From Through

D Direct Report Employees

[Glsave | =] Notify [“% Add || %] Update/Display
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Screenshot of the EX_ETRD_XRPT Employee Trends Report

ORACLE Employee Trends Page: 1 of 1
EX_ETRD_XRPT PeopleSoft Expenses Run Date: 1712020
Report Parameters
GL Business Unit [ 15100 Depariment of Accounts Current From Date | 10/09/2019
Department Current Through Date | 01/07/2020
Employee Previous From Date | 10/09/2018
Previous Through Date | 01/07/2019
GL Business Unit: 15100 Department of Accounts
Currency Code: USsD US Dollar
Employee ID | Employee Name Department | Current# Previous # Current Previous % of Change
of Expense | of Expense | Monetary Amt Monetary Amt Over Period
Lines Lines
91100 4 0.00 25.06 -100.00
92100 0 250.00 0.00 0.00
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Statewide — Print Expense Report (EXC4500)
REVISED: 03/27/2017

DESCRIPTION:
This report provides a printable format of an Employee Expense Report in Cardinal.

NAVIGATION PATH:
Main Menu > Employee Self Service >Travel and Expense Center > Print Reports > Expense Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Expense Report ID PDF

Creation Date

Empl ID

Name

Status

ADDITIONAL INFORMATION:

A user must be set up as a proxy for the employee to print their Expense Report using this navigation
path.

Screenshot of Expense Report - Search Page

Favorites - Main Menu - > Employee Selfi-Service = > Travel and Expenses » > Expense Reporis~ > Print

Expense Report

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

Find an Existing Value

Search Criteria

Search by: |Report ID v |begins with 0000236357 x

Lirnit the number of results to (up to 300): |300

Search | Advanced Search
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Screenshot of the Expense Report

Relum 1o Trawel a5d Expense Senter

Favernes - Relain Menu ~ » Empioyee Sef-Service = »  Trawel and Experses ~ > Expense Repots -~ > Print Report
New Window | Hetn | Persanatize Page | B2
=
Expense Report B pont Experse Repen
Description TEST Repori 0000236887  Submitied for Approval Empsayee |0
Business Purpose  Confsrencs
Duite Expense Type Nin-Remoursaie o Receit Recept Requred Fayment Type Transaction Amt Exchange Rate Amunt
Cestrigtion Additional Infermation Merehart Lucation
CEA02019  Rental Car Cheeic 4000 USD 1.00000000 40.00 UED
car F Entlifprise Car Rental
Employes Expanses 40.00 UsD Non-Reimbursable Expenses 0.00 UED Amuount Due to Supplier 0.00 USD
Cash Advances Applied LoO usD Prepald Expenses 000 usD Amount Due ba Empsay oo A0,00 USD

Click the Print Expense Report icon at the top of the page to print the expense report
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Print Expense Report (EXC4500) — Bl Publisher Report, VDOT Only

REVISED: 03/27/2016

DESCRIPTION:

This report is a printable format of the Expense Report in Cardinal.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Expense Report > Print

INPUT / SEARCH CRITERIA:

Advance ID
Include Expense Notes

OUTPUT FORMAT:
PDF

Screenshot of Print Expense Report Run Control Page

Print Report

Run Control ID PRINT_EXPENSE

Language | English S

Process Request Parameters

ReportID 0000106230 |Q Wlinclude Expense Notes

[Z]save ||[@h Returnto Search | |[=] Notify

Favorites = | Main Menu = » Travel and Expenses ~ > Expense Repori ~ > Print

Report Manager Process ruflcnitnrl Run |
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Screenshot of Expense Report

Expense Report Pasgimticn Esparmes = EXC4500
Erployre IDKame ShestID
FocE *0000106230*
1]
FRaSan o Buziness Purpose *t 90 0 O 41 0 6 2 3 Q¢
ANEIPINGL Mestng
E Lifss
Dz Evpesss Type Mo e Rpceipn Tl pr en o red FaEyIrsend Ly |' Trassacton Amoust Escrarge flsio I Amousi
Alsmitarsatsbs
Dencriplion Al ol 1B e Bion S rchand Lomatage
TR i Tapari | [ |.‘1N¢ T+ 0g I:ﬂﬂ:m
P T
hazry
[FF=AT T g l [ [il_‘l.'n 14 T o
ik
ey e porr— Ty =T
Baadng
Lﬁhmﬂr&ﬁ:‘?ﬁﬂgcmsgr:rﬂuﬂﬂm ot \irgirda wr IPciue Erploye Experses BISE LS
Carnly b varvoes dogd wd Bt LD
| e Sorazre Tacs
PeoreTm arbsmaten Expeine Ao LD
el 1] . oy barin]
:?-n,.n- f‘::h aw?:_ﬂ lu-:z::u e T 'm i:u:_:::lﬂdlm iy WD A Propud Expereees A UED
Apzeunt Duwts Sugpsber anduEn
Aoprowwd Oy Caca
Arsvzanl Ouee I Em ployos 133 uED
[ Lepiexet "asee Lega ment Himterest Iy ey = rea ey L Fren I mie ETE I
1R LA LA AL /TR Page 1o |

Screenshot of Expense Report Notes

Expense Report Notes PeopleSoft Expenses EXC4500B
Employes Report
0000108220
g
[Notes [ Employee [ Mame [ Role [ DataMime
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Expense Report Upload Error Report (AP989)
REVISED: 04/08/2016

DESCRIPTION:

This report provides details about file level and transaction level errors identified during the Expense
Report Upload process for interfacing agencies for a designated date range. Errors identified in the
Expense Report Upload Error Report will need to be corrected in the agency system and re-submitted
to Cardinal. The report can be run manually for a designated date range using the following navigation
path.

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

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
From Date PDF
To Date

Tree Name (select BU_TREE_INTFC)

How Specified (select Detail — Selected Parents)
Tree Node Selector (select the Tree View icon)
Click + to expand the BU_TREE_INTFC link and
then click on the desired Business Unit

ADDITIONAL INFORMATION:

A copy of the Expense Report Upload Error Report is generated after the nightly process has been run
and posted to the Cardinal Production File Server (agency Outbound folder) for agencies to retrieve
automatically. The report can also be retrieved from the agency specific folder in Report Manager.
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Screenshot of the Expense Report Upload Error Report Run Control Page

Favorites = | Mzin Menu - * Trawel and Expenses = * Manage Accounting ~ * Print Reporis ~ * Expense Report Upload Err Rpt

Expense Report Upload Err Rpt

Run Control IDD EXP_UPLOAD_ERRCR Report Manager Process Manitor Fun
Date Range File Parameters
*From Date: (02012015 |[3) *Tg Date: |02/28/2018 |3 *Sequence (001 | O output to File Server

Busginess Unit Selection

*Tree Name: :EL.'_TREE_INTFC |Q *How Specified: | Dietail - Selacted Parents b
Tree Node Selector Select 120 Fist 4 qof1
a8 ValuesiNodes B ast
First | Previous | Mext | Last | Lefi | Right *Business Unit  Description
= HT_IJ.E'.IJ 13300 Auditor of Public ==

11700 Accounts
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Screenshot of the AP989 Expense Report Upload Error Report

Commoowaalth of Virginis
EXFEN3E REFORT UFLOAD ERREOR REPORT

Repork ID: APSED

Fun Data: 01/07,/2020
Fun Tima: 02:52 00

Eubmitting CL

Fila Hzma:
Tpload Date:

GL Bxpense BO:
Exployes ID
DOE4540E000

Total Expanse
Total Expense
Total Expanse

Tpload Date Ranga:

BUO: 13300
01-FEE-101€ to 23-FEE-201&

13300_API5S3_IN_02022016_1517_001.OAT
0Z-FEE-2018

13300
Expensa ID  Shast Hame Dist Line Error Fiald Kamse Fiald Valus
APRODDZ1S0  1/27/2018-1/35/2016 EMFLID 00545408000

Raports anbmitted: 3
Raports witk Ezzozs: 1
loadad anccessfully: z

Paga No. 1 of 3

Error Description
Invalid Employeae ID: 008434038000 for Eusiness Unik:
13300 and Expanse ID: APADOO3130

Fila Hzma:
Tpload Data:

Fila Succass:

13300_RPI5S3_IN_02042016_U753_001.OAT
04-FEB-2018

F1le procassad successfelly with oo errors.

F Hana:
Tpload Data:

Fila Succass:

13300_AP353_IN_02052016_1355_001.OAT
0E-FEB-2018

F1le procassad successfelly with oo errors.

Fila Hzma:
Tpload Date:

CL Expsnse EU:
Exployss ID

13300_RPIS3_IN_02122016_1200_001.OAT

12-FEB-2015

133
Expansa ID  Shast Name Dist Lioa Error Piald Bame Fiald valas
AFRO003133  21/2018 8g; 2/5/2016 BUSINESS_UNIT _GL 133
APRODDZ19F 27172018 4;¢ 2/5/2016 EMPLID 00004333402
ATPADO0315S  21/2018 4:: 2/5/2016 ADVANCE_ID oo

Error Descriptico

Hob a walid transaction Businass Unit for sebniteing
Busirass Unit 13300

Invalid Employse ID: 00004333402 for Eusiness Unik:
133 and Expanse ID: APADDOZ13S

Tha Cach Advance ID referanced ca the axpanse raport
doan mot axict.
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Expense Transactions by Department Report (EXC4600)
REVISED: 03/03/2017

DESCRIPTION:

This report provides all employee expense transactions for a Department for a designated date range,
by Account. The report can be used to track and monitor employee expenses by Account (e.g.,
mileage, food service, etc.) for a given time period.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Expense Transaction by
Dept

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
GL Unit PDF
Department XLS
Submission Date / From Date TXT

Submission Date / Through Date

Screenshot of the Expense Transaction by Department Run Control Page

Favorites | Main Menu » Travel and Expenses » » Manage Accounting = »  Print Reporis » » Expense Transaction by Dept

Expense Transaction by Dept
Run Control ID EXP_TRAMS_EY_DEPT Report Manager  Process Monitor | Run

Process Request Parameters

GL Unit 15100 C, Department of Accounts

Department 95400 2, zensral Accounting
Submission Date

From Date 01012017 [5!

Through Date |03/04/2017 ]

[f1Save ||[2h Retum to Ssarch Previous in List | |45] Nesxtin List || [=] Nofify =4 Add ¥ Update/Display
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Screenshot of the EXC4600 Expense Transactions by Department Report

ORACLE Expense Transactions by Department Page | Page 10of 1
EXC4600 PeopleSoft Expenses Run Date: | 1/7/2020
Report Paramet
GL Business Unit | 15100 Department of Accounts From Date | 01/01/2017
Department | 85400 General Accounting Thru Date | D3/042017
Account: 5012820 Travel, Personal Vehicle
EmployeelliName SheetlD Reference Business Purpose AltAcct Project ID Amount
. " o i 00001 20668 Meating 14.48 USD
0000128850 Meating f8.40 UsSD
| Total For Account 5012820 Travel, Personal Vehicle 73.89 USD
Account: 5012850 Travel, Subsistence & Lodging
EmployeelliName SheetlD Reference Business Purpose AltAcct Project ID Amount
0000128850 Meating 10.00 UsD
| Total For Account 5012850 Travel_Subsistence & Lodging | 10,00 USD |

| End of Report

Total Transactions: 3 |

Total Expenses: 83.83 USD
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Travel Authorization Report (EXC8500)
REVISED: 04/08/2016

DESCRIPTION:
This report provides a printable format of the Employee Travel Authorization Report.

NAVIGATION PATH:
Main Menu > Employee Self Service > Travel and Expense Center > Print Reports > Travel
Authorization

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Travel Authorization ID PDF
Creation Date

Empl ID

Name

Status

ADDITIONAL INFORMATION:

A user must be set up as a proxy for the employee to print the Travel Authorization Report using this
navigation path.

Screenshot of Travel Authorization Search Page

Favoritas - Main Menu = »  Travel and Expenses -

Travel Authorization

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

Find an Existing Value '

w Search Criteria

Search by: [Authorization ID w |beging with 0000005185

Limit the number of results to (up o 300} 300

Search | Advanced Ssarch
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Screenshot of the Travel Authorization Report

Favorites « | Main Menu > Travel and Expenses -

To print this repor, plzase use your browser's print feature.

CARDIRIAL

Travel Authorization

Report Date Q3272017
Report Time  11:58:20A8M

Authorization (D 0000005185 Employee ID 00237620161
Description Business Writing Workshop Status Approved
Business Purpose Tralning
Date From 0Q3r22/20M7 To Q3r222007
Comment
Date Expense 8 Merchant Ameunt Location
Per=onl Kilzage - ~
Drz2r2ny Cast Justifad 24,30 UsD Wirginia Eeach
Per Diem Incidentiz- ) .
DZ22r2n T Travel Day 375 UED Richmaond (City Limils)
032202017 g‘;;‘ea[ﬁ - Tranel 4625USD  Wiliamsburghlamas City(¥orio
Taotal 7230 USD
Hon-Reimbursable Expenses D000 USD
Total Authorized 7230 UsD

| certify that the expenses listed will be incurred by me on official buziness of the Commomeealth of
Virginia and include orly such expenses necessary in the conduct of business.

Employes Signature Date

1 certify that the travel or business expenses idanfified in this documani have bean reviewsd and approved
and will be necessary for conduct of business for the Commonwealth of Virginia.

Approved By Dale

FRetum o Travel and Expense Center
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Print Travel Authorization Report (EXC8500) — Bl Publisher Report, VDOT
Only
REVISED: 01/02/2020

DESCRIPTION:
This report provides a printable format of the Employee Travel Authorization Report.

NAVIGATION PATH:
Main Menu > Travel and Expense > Travel Authorization > Print

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Travel Authorization ID PDF

Screenshot of Print Travel Authorization Run Control Page

Favorites « | Main Menu » Travel and Expenzses » > Travel Authorization- > Print

Print Travel Authorization

Run Confrol ID PRMT_TRAWVEL_AUTH Repori Manager  Process Monitor | Run |

Process Request Parameters

Travel Auth ID 0000005573 |

[F1save ||[Gh Retum to Ssarch || t5] Previous in List | MextinList ||[Z] MNotify E} Add ¥ Update/Display
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Screenshot of a Travel Authorization Report

Travel Authorization PeopleSoft Expenses — EXC3500
Emgployee IDName Trawel Authorization |0 Referance Travel Dates FomTo Business Purpose
o 0000005579 102002019 1 1002212019 | Conference
b
CARDIREL
102aEME Todl
[ AIRORE 34558 ] Confarence
| Tl 345,34 345,34

Expense Lines

Diate | Expense Type Location Amoumnt | Humber of Days/Might Tranzaction Amount

Deacription Zdditional Infermation Marchant

102002019 | AIRLINE Conferance 34334 UsD | 1.0 100 | 34534 UsD
pum3t ==t Aunp DisEnce a

| cestify that the evpanses Isted will be Incumed by me on oficlal business of the Commonwealt of Virginia and Indude

only SUCH EXDERSES RACESSAry In the onduct of business.

Empiyes Signature Cate

| cesdify that the travel or business expenses kdenified In this document have besn reviewed and approved and will be
FACELIAr for ConduCt of busnEss for the Commaonasaith of Yingnks.

Approwed By Cate
Total Requested: 24534 usD
Enmloyes Fhone Deepartment Enter=d By Creadon Dare Frint Tiars Taze Fraber
51 V_AD EXPENSES_EMPLOYEE 09232019 172020 Pazz1ofl
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