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Expenditures by Agency Use 1 Report Overview  
Cardinal uses the Agency Use 1 field as a tag in conjunction with other ChartFields, such as Cost Center 
or Project, to track miscellaneous work efforts or special initiatives. The Expenditures by Agency Use 1 
report assists users in tracking expenditures and/or attributes associated with Agency Use 1 values.  

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized 
while completing the processes within this Job Aid. This “Notify” functionality is not currently turned on to 
send email notifications to specific users within Cardinal. 
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Revision History 

Revision Date Summary of Changes 

9/1/2026 Updated to reflect the Cardinal system upgrades. 

2/15/2023 Baseline. 
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Running the Expenditures by Agency Use 1 Report 

Step Action 

1. Navigate to the Expenditures by Agency Use 1 page using the following path: 
NavBar > Menu > General Ledger > General Reports > Expenditures by Agency Use 1 

The  Expenditures by Agency Use 1 Report Find an Existing Value Search page displays. 

 

 

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled 
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal 
website in Job Aids under Learning. 

2. If this is the first time running this Report, click the Add a New Value button and create a 
Run Control ID. Otherwise, enter or search for the existing Run Control ID using the Run 
Control ID field on the Find an Existing Value page. The remaining steps in this section are 
based on the use of an existing Run Control ID.  

  

3. Click the Search button. 



 
General Ledger Job Aid 

GL336 Expenditures by Agency Use 1 Report (VDOT 
Only) 

 

Rev 9/1/2026  Page 4 of 22 
 
  

Step Action 

The Expenditures by Agency Use 1 page displays. 

 

4.  Enter the Agency Business Unit in the Business Unit field within the Report Request 
Parameters section. 
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Step Action 

5. The report can be run by different timeframe parameters. In the Reporting Timeframe 
section, select either the Run by Fiscal Year, Accounting Period Range radio button 
option or the Run by Journal Date Range radio button option. The page will display the 
required fields to enter depending on the radio button option selected. 
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By Agency Use 1 

Step Action 

1. In the Agency Use 1 section, select the Agency Use 1 radio button option to run by Agency 
Use 1. The page displays the required fields available to enter depending on the selected 
radio button. 
Note: This report cannot be run for both Agency Use 1 and Attribute simultaneously. For 
instructions on running by Attribute, see the By Attribute section of this Job Aid. 
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Step Action 

2. The report can be run for a range of Agency Use 1 values by entering a partial wildcard in 
the Agency Use 1 field.  

  
The report can be run for one Agency Use 1 value by entering or selecting a single  
Agency Use 1 value. Click the Agency Use 1 Look up icon and select the applicable value. 

 

3. Click the Save button. 

 

4. Click the Run button. 
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Step Action 

The Process Scheduler Request page displays in a pop-up window.  

 

5. Check to ensure that the Combination Rule Report checkbox option is selected and that 
the Format field is defined with “CSV”.  

 

6. Select the OK button. 
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Step Action 

The  Expenditures by Agency Use 1 Report page redisplays. 

 

7. Review and note the Process Instance Number that now displays below the Process 
Monitor link.  

 

8. Click the Process Monitor link. 
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Step Action 

The Process List page displays.  

 

9. Click the Refresh button until the Run Status field displays “Success” and the Distribution 
Status field displays “Posted”. 

 

 

10. Click the Details link.  
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Step Action 

The Process Detail page displays in a pop-up window. 

 

11. Click the View Log/Trace link. 
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Step Action 

The View Log/Trace page displays in a pop-up window.  

 

12. Click the CSV link within the File List section. 

 



 
General Ledger Job Aid 

GL336 Expenditures by Agency Use 1 Report (VDOT 
Only) 

 

Rev 9/1/2026  Page 13 of 22 
 
  

Step Action 

13. Click the spreadsheet file under the Downloads folder to open the report. 

 

 

If the Microsoft Excel pop-up window displays the message below, click the Don’t Convert 
button. 
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Step Action 

The Expenditures by Agency Use 1 report displays. 
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By Attribute 

Step Action 

1. In the Agency Use 1 section, select the Attribute radio button option to run by Attribute. The 
page displays the required fields available to enter depending on the selected radio button. 
The report can be run for an Attribute and Attribute Value by first choosing an Attribute 
(EVENT or TYPE) from the Attribute Look up icon.  
Note: This report cannot be run for both Agency Use 1 and Attribute simultaneously. For 
instructions on running by Agency Use 1, see the By Agency Use 1 section of this Job Aid. 
 



 
General Ledger Job Aid 

GL336 Expenditures by Agency Use 1 Report (VDOT 
Only) 

 

Rev 9/1/2026  Page 16 of 22 
 
  

Step Action 

 

The Attribute Value Look up icon displays only those values that are related to the 
Attribute EVENT or TYPE selected. The wildcard option is not available for the Attribute 
and Attribute Value fields. Below are lists for ChartField Attribute of EVENT and TYPE. 
 

                                  ChartField Attribute EVENT              ChartField Attribute TYPE               

                              

2. Click Attribute Value Look up icon and select the Attribute Value.  

 

3. Click the Save button. 
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Step Action 

4. Click the Run button. 

 

The Process Scheduler Request page displays in a pop-up window.  

 

5. Check to ensure that the Combination Rule Report checkbox option is selected and that 
the Format field is defined with “CSV”.  

 

6. Select the OK button. 
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Step Action 

The Expenditures by Agency Use 1 page redisplays. 

 

7. Review and note the Process Instance Number that now displays below the Process 
Monitor link.  

 

8. Click the Process Monitor link. 
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Step Action 

The Process List page displays.  

 

9. Click the Refresh button until the Run Status field displays “Success” and the Distribution 
Status field displays “Posted”. 

 

 

10. Click the Details link.  
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Step Action 

The Process Detail page displays in a pop-up window.  

 

11. Click the View Log/Trace link. 

 



 
General Ledger Job Aid 

GL336 Expenditures by Agency Use 1 Report (VDOT 
Only) 

 

Rev 9/1/2026  Page 21 of 22 
 
  

Step Action 

The View Log/Trace page displays in a pop-up window.  

 

12. Click the CSV link within the File List section. 
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Step Action 

13. Click the spreadsheet file under the Downloads folder to open the report. 

 

 

If the Microsoft Excel pop-up window displays the message below, select Don’t Convert. 

 

The Expenditures by Agency Use 1 report displays. 
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