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Revision History  
Revision Date  Summary of Changes  

9/29/2025 Updated the reference for the NAV220_Cardinal Reporting (FIN) WBT Course from 
the Cardinal Website to COVLC. 

2/9/2023 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: 
 

¶ NAV220_Cardinal Reporting (FIN) :  This Web-Based Training (WBT) course provides general 
information and tutorial videos that cover the fundamentals on how to run and generate reports 
and queries within the Cardinal Financials (FIN) application.  Additionally, it covers how to 
perform inquiries.  The course provides: 
 
ī Key concepts in Cardinal reporting 

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

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

Cardinal  
 

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

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

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

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

 
ī References for additional Resources, Job Aids, and key terms 
 
Note :  This WBT Course is available in COVLC.  The tutorial videos within this WBT Course are 
also available on the Cardinal Website and can be accessed by following this path:  
 
Learning  > Videos (FIN)  > Reporting Tutorials for Core Users  
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General Ledger  
 
 
<This page is intended to be blank> 
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General Ledger Inquir ies 
 
 
<This page is intended to be blank> 
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ChartFields Values Inquiry - Account  
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Account ChartField. 
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : 

 
OUTPUT FORMAT: 

SetID  
Account 
Description 
Account Type 
 

Online 

 
Screenshot of the ChartField Values page for Account  
 

 
  



 
 

Rev 9/29/2025 Page 10 of 177 

ChartFields Values Inquiry - Fund  
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Fund ChartField.   
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID  
Fund 
Description 
 
 

Online 

Screenshot of the ChartField Values p age for Fund  
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ChartFields Values Inquiry - Program  
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Program ChartField. 
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID  
Program 
Description 
 

Online 

 
Screenshot of the ChartField Values page for Program  
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ChartFields Values Inquiry - Department  
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Department ChartField. 
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID  
Department 
Description 
 

Online 

 
Screenshot of the ChartField Values page for Department  
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ChartFields Values Inquiry ï Cost Center  
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Cost Center ChartField. 
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID  
Cost Center 
Description 
 
 

Online 

Screenshot of the ChartField Values page for Cost Center  
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ChartFields Values Inquiry - Task 
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Task ChartField.   
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID  
Account 
Description 
Account Type 
 

Online 

 
Screenshot of the ChartField Values page for Task  
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ChartFields Values Inquiry - FIPS 
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Federal Information Processing Standards (FIPS) 
ChartField.  
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID  
FIPS 
Description 
 

Online 

 
Screenshot of the ChartField Values page for FIPS  
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ChartFields Values Inquiry - Asset  
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Asset ChartField.   
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID 
Account 
Description 
Account Type 
 

Online 

 
Screenshot of the ChartField Values page for Asset  
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ChartFields Values Inquiry ï Agency Use 1  
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Agency Use 1 ChartField.   
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID  
Agency Use 1 
Description 
 

Online 

 
Screenshot of the ChartField Values page for Agency Use 1  
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ChartFields Values Inquiry ï Agency Use 2  
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Agency Use 2 ChartField.   
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID  
Agency Use 2 
Description 
 

Online 

 
Screenshot of the ChartField Values page for Agency Use 2  
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ChartFields Values Inquiry - Project  
 
REVISED:  3/9/2017 
 
DESCRIPTION: 
This inquiry is used to identify valid values for the Project ChartField.   
 
NAVIGATION PATH : 
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define 
Values > ChartField Values 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID  
Project 
Description 
 

Online 

 
Screenshot of the ChartField Values page for Project  
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Journal Inquiry - Basic  
 
REVISED:  12/12/2019 
 
DESCRIPTION: 
This inquiry is used to monitor all Journals associated with a particular Business Unit (Agency) based 
on designated criteria.  The basic inquiry allows users to view detailed Journal information such as the 
Journal Header, Journal Lines, Journal Status, and Budget Status.  The basic inquiry does not allow 
users to drill down for additional details, including to the source of the transaction (see Journal Inquiry ï 
Advanced). 
 
NAVIGATION PATH : 
Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit 
Journal ID 
Journal Date 
Document Sequence Number 
Line Business Unit 
Journal Header Status 
Budget Checking Header Status 
Source 
User ID 
Attachment Exist 

Online 
 

 
ADDITIONAL INFORMATION : 
The Journal Header Status  and Budget Checking Header Status  fields can be used to identify 
Journals with errors or budget errors that have not been posted so that they can be corrected and 
resubmitted. 
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Screenshot of the Journal Entries Find an Existing Value  Page 
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Screenshot of the Journal Header Tab 
 

 
 
 
Screenshot of the Journal Lines Tab 
 

 



 
 

Rev 9/29/2025 Page 23 of 177 

Screenshot of the Journal Approval Tab 
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Journal Inquiry - Advanced  
 
REVISED:  12/12/2019 
 
DESCRIPTION: 
This inquiry is used to research Journal detail information and display Journal Line details based on 
designated criteria.  Users can drill down on the Journal ID for additional details, including to the source 
of the transaction from the Journal Line. 
 
NAVIGATION PATH : 
Main Menu > General Ledger > Review Financial Information > Journals 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Unit 
Ledger 
Year 
From Period 
To Period 
Suspense Status 
Journal ID 
(Journal) Date 
Status 
Source 
Currency 
Stat (Statistic Code) 
Document Type 
User 
Document Sequence Number 
Sort By (Journal ID, Journal Date) 
Max Rows 
Attachment Exist 
Date Code Adj [checkbox] 

Online 
CSV to Excel 

 
ADDITIONAL INFORMATION :  In the description, users can only drill down to source from Journals 
that come from other modules (e.g., AP, AR, etc.). 
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Screenshot of the Journal Inquiry Search Results Page 
 

 
 
Note :  Users can click on the Journal ID  link to view more details. 
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Screenshot of the Journal Inquiry Details Page 
 

 
 
Note :  To modify the selection criteria, users can click on the Journal Criteria  link to return to the 
Journal Inquiry Search Results  page. 
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Screenshot of the Journal Inquiry Search Results Page 
 

 
 
Note :  Users can then scroll down to view additional Journals listed in the search results.  Users can 
click on the Journal ID  link to view more details. 
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Screenshot of the Journal Inquiry Details Page 
 

 
 
Note :  Users can click on the Drill to Source  icon to view the source document. 
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Screenshot of the Drill to Source Page 
 

 
 
Note :  Additional details are provided on the ChartFields  and Document Information  tabs.  Users can 
click on the Voucher ID  link to view more details about the Voucher. 
 
 
Screenshot of the Voucher Accounting Entries Page 
 

 
 
Note :  Users can click on the ChartFields  and Journal  tabs for additional information. 
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Screenshot of the Voucher Accounting Entries Page 
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Ledger Inquiry  
 
REVISED:  3/6/2017 
 
DESCRIPTION: 
This inquiry is used to view summary information for a designated ChartField value (e.g., Account, 
Department, etc.) in a Ledger.  Specifically, use this inquiry to view year-to-date balances for a specific 
ChartField value in a Ledger, view detailed transactions for a ChartField value and related ChartField 
Value Set, and drill down on a transaction to the source document for additional details. 
 
NAVIGATION PATH : 
Main Menu > General Ledger > Review Financial Information > Ledger 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Unit 
Ledger 
Fiscal Year 
From Period 
To Period 
Currency 
Stat Code 
Date Code View 
Show YTD Balance [checkbox] 
Show Transaction Details [checkbox] 
Include Closing Adjustments [checkbox] 
Only in Base Currency [checkbox] 
Max Ledger Rows 
Select specific ChartFields and related values 
Include Adjustment Periods [checkbox] 

Online 
CSV to Excel 
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Screenshot of the Ledger Inquiry Search Criteria Page 
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Screenshot of the Ledger Inquiry Transaction Details Page 
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Ledger Group Inquiry  
 
REVISED:  3/10/2017 
 
DESCRIPTION: 
This inquiry lists all ChartFields associated with a specific Ledger Group and identifies the associated 
edit tables, affiliated ChartFields, etc. 
 
NAVIGATION PATH : 
Main Menu > General Ledger > Ledgers > Ledger Groups 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID 
Ledger Group 
 

Online 
CSV to Excel 
 
 

Screenshot of the Ledger Group Definition Tab 
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Screenshot of the Ledger Group ChartField Tab 
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Screenshot of the Ledger Group Balancing Tab 
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Review Journal Status Inquiry  
 
REVISED:  3/6/2017 
 
DESCRIPTION: 
This inquiry is used to research the status of Journals. 
 
NAVIGATION PATH : 
Main Menu > General Ledger > Journals > Process Journals > Review Journal Status 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit 
Journal ID 
Journal Date 
UnPost Sequence 
Document Sequence Number 
Journal Header Status 

Online 

 
ADDITIONAL INFORMATION : 
The Journal Header Status  field can be used to identify Journals with errors or budget errors that have 
not been posted so that they can be corrected and resubmitted. 
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Screensho t of the Review Journal Status Find an Existing Value Page  
 

 
 
Note :  Users can click on the Journal ID  link to view additional Journal information. 
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Screenshot of the Review Journal Status Journal Header Tab 
 

 
 
 
Screenshot of the Review Journal Status Journal Lines Tab 
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Screenshot of the Review Journal Status Page Find an Existing Value Page with Journal Header 
Status field set to Journal Has Errors  
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Screenshot of the Review Journal Status Journal Header Tab  with Journal Header Status set to  
Journal Has Errors  for specif ic Journal ID  
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General Ledger Queries  
 
 
<This page is intended to be blank> 
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Accounts Query (FIN0010_GL_ACCOUNTS)   
 
REVISED:  02/22/2017 
 
DESCRIPTION: 
This query displays all available Accounts within General Ledger (GL) that are active in Cardinal as of 
the designated As of Date.  The query provides information about the Account including Description, 
Type, and Balance Forward. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0010_GL_ACCOUNTS 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID (enter STATE) 
As of Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the FIN0010 GL Accounts Query Page 
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Account Types Query (FIN0004_ACCOUNT_TYPES)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays all available Account Types in Cardinal and whether the Account Type balance 
carries forward to the next Fiscal Year. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0004_ACCOUNT_TYPES 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID (enter STATE) HTML 
Excel 
CSV 

 
 
Screenshot of the FIN0004 Account Types Query Page  
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Activity Not in Tree Query (V_GL_TREE_AUDIT_ACTIVITY)  
 
REVISED:  2/23/2017 
 
DESCRIPTION: 
This query tracks established Activity Codes that are not in the ACTIVITY_BUDGET tree. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_TREE_AUDIT_ACTIVITY 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

None HTML 
Excel 
CSV 

 
 
Screenshot of the Activity Not in Tree Query Page 
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Agency Use 1 Query (FIN0039_CHARTFIELD3)  
 
REVISED:  02/22/2017 
 
DESCRIPTION: 
This query displays all the valid Agency Use 1 values that are active in Cardinal for a SetID as of the 
designated Effective Date.  The Agency Use 1 ChartField is used for tracking either Agency reporting 
fields or other Agency specific information. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0039_CHARTFIELD3 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID 
Effective Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the ChartField3 (Agency Use 1) Query Page 
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Agency Use 2 Query (FIN0024_BUD_REF)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays Budget Reference (Agency Use 2) information by SetID and Effective Date. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0024_BUD_REF 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID 
Effective Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the Budget Reference (Agency Use 2) Query Page 
 

 
 
 
  



 
 

Rev 9/29/2025 Page 48 of 177 

Asset ChartField Query (FIN0032_OPERATING_UNITS)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays all the valid Asset values that are active in Cardinal for a SetID as of the designated 
as of date.  The Asset ChartField is used to capture financial transactions associated with various 
Assets for an Agency such as buildings, lots, structures, facilities, or equipment.  In this context, the 
Asset ChartField is used for the purpose of tracking expenditures, not for the purpose of tracking the 
value of the Asset. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0032_OPERATING_UNITS 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID 
As Of Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the Operating Units (Asset) ChartField Query Page 
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Budget Journals by Ledger Query (V_GL_BUDGET_JRNL)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays budget entry detail for any and all Agencies within Cardinal. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_BUDGET_JRNL 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit (% for all) 
Ledger Group (% for all) 
Journal ID (% for all) 
Journal Date From 
Journal Date To 
Budget Hdr Status (% for all) 
Fund (% for all) 
Program (% for all) 
Department (% for all) 
Project (% for all) 

HTML 
Excel 
CSV 
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Screenshot of the Bu dget Journals by Ledger Query Page 
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Screenshot of the B udget Journals by Ledger Query Page (scrolled right ) 
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Budget Period Query (FIN0054_VALID_BUDGET_PERIODS)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays all Budget Periods by SetID that have been established in Cardinal.  The query 
provides information for Budget Periods including Description, Begin Date, and End Date. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0054_VALID_BUDGET_PERIODS 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID (enter STATE) HTML 
Excel 
CSV 

 
 
Screenshot of the Valid Budget Period Query Page 
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CARS Do Not Send List Query (V_GL_CARS_DO_NOT_SEND)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays Journal transactions that are marked Do Not Send to CARS (Commonwealth 
Accounting and Reporting System) and the query can be used during reconciliation to identify 
transactions in Cardinal that were not sent to CARS. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_CARS_DO_NOT_SEND 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit 
Fiscal Year 
Accounting Period 

HTML 
Excel 
CSV 

 
 
Screenshot of t he CARS Do Not Send List Query Page 
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CARS History Transactions Query (V_GL_CARS_HISTORY_TRANS)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays transactions from CARS and the Record Status in Cardinal (Matched/Unmatched).  
The query can be used as a reconciliation resource to identify transactions in CARS that are not in 
Cardinal and which may require adjusting entries. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_CARS_HISTORY_TRANS 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit (% for All) 
Agency (% for All) 
Fiscal Year 
From Period 
To Period 
Batch Type (% for All) 
From Batch Nbr 
To Batch Nbr 

HTML 
Excel 
CSV 
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Screenshot of the CARS History Transactions Query Page 
 

 
 
 
Screenshot of the CARS History Transaction Query Page (scrolled right ) 
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CARS Reconciliation for Accounting Period Query 
(V_GL_CARS_RECON_ACCTG_PERIOD)  
 
REVISED:  02/22/2017 
 
DESCRIPTION: 
This query displays detailed Journal information, including whether the Journal was sent to CARS.  The 
query can be used to view Journal details and identify related CARS Batch information including the 
CARS indicator. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_CARS_RECON_ACCTG_PERIOD 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit 
Fiscal Year 
Accounting Period From 
Accounting Period To 
Fund (% for all) 
Account (% for all) 

HTML 
Excel 
CSV 

 
 
Screenshot of the CARS Reconciliation for Accounting Period Query Page 
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CARS Reconciliation for Posted Date Query 
(V_GL_CARS_RECON_POSTED_DT)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays detailed journal information including the posted date.  The query can be used to 
view Journal details and identify timing differences. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_CARS_RECON_POSTED_DT 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit 
Date From 
Date To 
Fund (% for all) 
Account (% for all) 

HTML 
Excel 
CSV 

 
 
Screenshot of the CARS Reconciliation for Posted Date Query Page 
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Cost Center Not In Tree Query (V_GL_TREE_AUDIT_COSTCENTER)  
 
REVISED:  2/27/2017 
 
DESCRIPTION: 
This query tracks established Cost Center Codes that are not in the COST_CENTER_EDITS tree. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_TREE_AUDIT_COSTCENTER 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

None HTML  
Excel 
CSV 

 
 
Screenshot of the Cost Center Not In Tree Query Page  
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Cost Center Query (FIN0037_CHARTFIELD1)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays all the valid Cost Centers that are active in Cardinal for a SetID as of the 
designated Effective Date.  The Cost Center ChartField is used to capture administrative or operational 
related financial costs (e.g., Administration and Support, Training, Employee Programs, Research and 
Development). 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0037_CHARTFIELD1 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID 
Effective Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the ChartField1 (Cost Center) Query Page  
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Cross Business Unit Journal Query  (V_GL_CROSS_BU_JOURNALS)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays Business Unit to Business Unit (Agency to Agency) GL Journals for a designated 
date range.  The query can be used to review Journal transactions in which the Journal Header 
Business Unit is different from the Journal Line IU Business Unit (e.g., Department of Accounts (DOA) 
enters a Journal entry to record an Appropriation Act Transfer). 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_CROSS_BU_JOURNALS 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit (% for All) 
Fiscal Year 
Accounting Period From 
Accounting Period To 

HTML 
Excel 
CSV 

 
 
Screenshot of the Cross Business Unit Journals Query Page  
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Department Codes Query (FIN0011_DEPARTMENT_CODES)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays all available Departments that are active in Cardinal for a designated SetID and as 
of date.  The query provides information about the Department Code including Description. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0011_DEPARTMENT_CODES 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID 
As Of Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the Department Codes Query Page  
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Departments Not in Tree Query (V_GL_TREE_AUDIT_DEPTID)  
 
REVISED:  2/27/2017 
 
DESCRIPTION: 
This query tracks established department IDs that are not in the DEPT_BUDGET tree. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_TREE_AUDIT_DEPTID 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

None HTML 
Excel 
CSV 

 
 
Screenshot of the Departments Not in Tree Query Page  
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DOA Preaudit Query  (V_GL_PREAUDIT_DETAILS ) 
 
REVISED:  2/27/2017 
 
DESCRIPTION: 
This query is used for DOA preadit to display Legal and Capital Outlay expenditures.  This query 
returns Business Unit, Journal ID, Journal Date, Journal Header Status, Journal Line, Account, Fund, 
Program, Project, and Amount based on Business Unit, Journal ID, Journal Date range parameters 
information. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_PREAUDIT_DETAILS 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit (% for all) 
Journal ID (% for all) 
Journal Date From 
Journal Date To 

HTML 
Excel 
CSV 

 
 
Screenshot of the DOA PREAUDIT DETAIL  Query Page  
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Employee Name from PY Journal  Query  (V_GL_PY_JRNL_EMP_NAME)  
 
REVISED:  10/22/2021 
 
DESCRIPTION: 
This query identifies the employee related to a particular Payroll (PY) Journal Line.  
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_PY_JRNL_EMP_NAME 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit 
Journal ID 
Line (0 for all lines) 
Show Line in Error Checkbox 
 

HTML 
Excel 
CSV 

The Line (0 for all lines)  field is used to provide data for either one specific Journal Line or for all Lines 
within a Journal.  The Show Line in Error  checkbox option is used to limit the Journal Lines returned to 
those with errors (see screenshot below). 
 
To display all Journal Lines, enter ñ0ò in the Line  field and leave the Show Line in Error  checkbox 
option unselected.  To display all Journal Lines that are in error, enter ñ0ò in the Line  field and select 
the Show Line in Error  checkbox option.  Please be aware that if there are too many Journal Lines to 
display, an error message will appear that says: ñQuery Result Set too Largeò. 
 
When running for a specific Journal Line Number, it is advised to leave the Show Line in Error  
checkbox option unselected because when selected, the query will only return data for a Journal Line 
Number if it is in error.  Please also be aware that the offset Journal Lines will not be returned as they 
do not directly relate to an employee. 
 
 
Screenshot of the Employee Name from PY Journal Query Page    
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Expenditures by Phase Query (V_GL_PHASE_EXP)  
 
REVISED:  2/23/2017 
 
DESCRIPTION: 
This query captures posted Activity and Task expenditures by phase for VDOT financial statements and 
FHWA (Federal Highway Administration) reports. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_PHASE_EXP 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

Business Unit 
Ledger 
Fiscal Year 
Accounting Period From 
Accounting Period To 
Program (% for all) 
Phase 
 

HTML 
Excel 
CSV 

 
Screenshot of the Expenditures by Phase Query Page  
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FIPS Codes Query (FIN0053_VALID_APPROPRIATIONS)  
 
REVISED:  2/22/2017 
 
DESCRIPTION: 
This query displays all valid Federal Information Processing Standards (FIPS) Codes that are active in 
Cardinal as of the designated as of date. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0053_VALID_APPROPRIATIONS 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID (enter STATE) 
As of Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the Valid Appropriations (FIPS Codes) Query Page  
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Funds Not in Tree Query (V_GL_TREE_AUDIT_FUND)  
 
REVISED:  2/9/2023 
 
DESCRIPTION: 
This query tracks established funds that are not in the FUND_ACFR tree. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > V_GL_TREE_AUDIT_FUND 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

None HTML 
Excel 
CSV 

 
 
Screenshot of Funds Not in Tree Query Page  
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Funds Query (FIN0050_VALID_FUNDS)  
 
REVISED:  2/9/2023 
 
DESCRIPTION: 
This query displays all Fund values that are active in Cardinal as of the designated as of date.  The 
query provides information including the Description, Attributes, and Attribute Values. 
 
NAVIGATION PATH : 
Main Menu > Reporting Tools > Query > Query Viewer > FIN0050_VALID_FUNDS 
 
INPUT / SEARCH CRITERIA : OUTPUT FORMAT: 

SetID (enter STATE) 
As of Date 

HTML 
Excel 
CSV 

 
 
Screenshot of the Valid Funds Query Page  
 

 
 
 
  


























































































































































































































