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Learning Materials and Resources 
 
The Human Capital Management (HCM) Reports Catalog covers the four functional areas of 
Benefits (BN), Human Resources (HR), Payroll (PY), and Time & Attendance (TA).  Each functional 
area contains queries and reports specific to that area.   
 
Reports and queries are located in the functional area of this reports catalog based on their navigation 
path. For example, the Employee SSN Verification report has the navigation path:  Navigator > 
Payroll for North America > US Annual Processing > Year End/New Year Preparation Pay Period 
Reports > Employee SSN Verification, and would be found in the Payroll section.   
 
Note: Since reports and queries may be used by more than one functional area, if you do not find the 
report or query in your functional area, please use the Find feature (ctrl F) to search the entire HCM 
Reports Catalog, as the report or query may be located in a different functional area.  
 
After reviewing this HCM Reports Catalog, if any additional information or guidance is needed, please 
refer to the following: 
 

¶ Cardinal SW NAV225 Cardinal Reporting (HCM):  This Web Based Training (WBT) course 
provides training and interactive demonstrations that cover the fundamentals of how to run or 
access reports and queries. This course is available in Cardinal Learning and on the Cardinal 
Website.   The course provides: 
 
ī Key concepts in Cardinal HCM reporting 

 
ī How to navigate to the Query Viewer, how to search for and run an HCM query and how to 

access query results online or by download 
 

ī How to run HCM reports and how to navigate to the Report Manager and view reports 
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Benefits Queries 
 
 
<This page is intended to be blank> 
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Benefit Audit Queries  
V_OHB_AUDIT_DEP_ADR  
V_OHB_AUDIT_DEP_MEDICARE 
V_OHB_AUDIT_DEP_NAME  
V_OHB_AUDIT_EVENTS 
V_OHB_AUDIT_PAR_MEDICARE 
V_OHB_AUDIT_QMCSO 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This audit query is used to investigate benefit changes and is identified by the user, date, and time of 
the change.   
 
Note: This query is for Office of Health Benefits (OHB); however, due to query export size limitations, it 
is not for OHB Statewide use.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_DEP_ADR 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_DEP_MEDICARE 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_DEP_NAME 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_EVENTS 
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_PAR_MEDICARE  
Navigator > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_QMCSO 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Employee ID 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Employee ID, From Date and To Date fields are required fields.  
 
Screenshot of the Dependent/Beneficiary Address Query 
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Screenshot of the Dependent/Beneficiary Medicare Effective Date Query 
 

  
 
Screenshot of the Dependent/Beneficiary Name Query 
 

  
 
Screenshot of the Dependent/Beneficiary Name Query (scrolled right) 
 

 
 
Screenshot of the Update Event Status Query 
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Screenshot of the Update Event Status Query (scrolled right) 
 

  
 
Screenshot of the Benefit Person Effective Date 
 

  
 
Screenshot of the Dependent/Beneficiary Rider 
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COVA Health Plan Participants Query  
V_ BN_COVA_HLTH_PARTC 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists all employees enrolled in a health benefit plan as of a certain date.  This report can be 
run for all carriers or for a specific carrier.  The output can be used mailing labels for open enrollment. 
 
Note: Due to query export size limitations, this query is not for OHB Statewide use.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_COVA_HLTH_PARTC 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Business Unit (Blank for All) 
Carrier (Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of the COVA Health Plan Participants Query 
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Data Sheet Status Query  
V_BN_EMPL_DATA_SHEET_STATUS  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used by OHB to monitor the status of The Local Choice (TLC) jurisdictions who have or 
have not completed and certified their Employer Data Sheet.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_EMPL_DATA_SHEET_STATUS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

TLC Group (Blank for All) 
As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
Screenshot of the Data Sheet Status Query 
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Defaulted OE Elections Query  
V_BN_OE_DEFLT_EE  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists employees whose Open Enrollment (OE) health benefit plan defaults to a new plan if no 
action is taken because the old plan is no longer offered.   
 
This query is used by agency Benefits Administrators. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_OE_DEFLT_EE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID 
COMMIT (checkbox) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
During OE, run this query with the COMMIT checkbox unchecked.  At the end of OE, run this query 
with the COMMIT checkbox checked.  
 
Screenshot of the Defaulted OE Elections Query 
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Employee Benefit Data Query  
V_BN_EMPL_BEN_DATA  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists employee benefit enrollments as of a certain date with parameters to filter data for a 
specified population.   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_EMPL_BEN_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Business Unit 
Department 
Location 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of the Employee Benefit Data Query 
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Screenshot of the Employee Benefit Data Query (scrolled right) 

 

 
 
Screenshot of the Employee Benefit Data Query (continued scrolled right) 
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Employee Search - FSA Query  
V_FSA_BENEFITS  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists Flexible Spending Account (FSA) enrollment data for a Company. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_FSA_BENEFITS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Enter Company 
(Optional) Elect or Waived 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Company field is a required field.  
 
Screenshot of the Employee Search - FSA Query 
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Events Closing Date Query (RBN296) 
V_BN_EVNT_NEAR_CLSDT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists events on the Benefits Administration System (BAS) Activity Table that are within 15 
days of the closing date defined by event rules. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_EVNT_NEAR_CLSDT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Schedule ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Events Closing Date Query 
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FSA and Admin Fee Errors- Balance Audit Query  
V_BN_HMO_PYMNT_DETAIL  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is one of two queries used to identify the employees that may have an error with their Flexible 
Spending Account (FSA) plan enrollment and/or their FSA Admin Fee. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_FSA_ADMINFEE_BAL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Year 
Period 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Year and Period fields are required fields.  
 
Screenshot of the FSA Account and Admin Fee Errors - Balance Audit Query 
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FSA and Admin Fee Errors- Enroll Audit Query  
V_BN_FSA_ADMINFEE_ENROLL_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is one of two queries used to identify the employees that may have an error with their Flexible 
Spending Account (FSA) plan enrollment and/or their FSA Administrative Fee. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_FSA_ADMINFEE_ENROLL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Effective Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Effective Date field is a required field.  
 
Screenshot of the FSA and Admin Fee Errors -Enroll Audit Query 
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Health Census Query  
V_BN_HEALTH_CENSUS  
 
REVISED:  07/26/2022 
 
DESCRIPTION: 
This query provides a listing of employee and dependents that are enrolled in healthcare as of a certain 
date.  The report includes employees who are active, on paid or unpaid leave, and who are suspended.  
Terminated employees will remain on the report for 90 days from date of termination.  Employees who 
are enrolled in COBRA will also appear on this report. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_HEALTH_CENSUS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Business Unit 
Company (Leave Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The As of Date is the only required field; however, it is suggested that the user enter other search 
criteria.  
 
Screenshot of the Health Census Query  
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HMO Payment Query  
V_BN_HMO_PYMNT_DETAIL  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists all current month enrollments and premium amounts by Health Maintenance 
Organization (HMO) supplier and billing method.  The query includes retroactive changes that affect 
previously paid amounts. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_HMO_PYMNT_DETAIL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Vendor 
Billing Month 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Vendor and Billing Month fields are required fields.  
 
Screenshot of the HMO Payment Query 
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Missing ACA Certification Query  
V_BN_MISSING_ACA_CERT  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists agencies who have not completed their Affordable Care Act (ACA) Certification in 
Cardinal.  Report used by OHB during the ACA Certification period (December - January).   
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_MISSING_ACA_CERT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

(none) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields and runs automatically after selecting the type of query.  
 
Screenshot of the Missing ACA Certification Query 
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QMCSO Participants Query 
V_BN_PARTIC_QMCSO 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists any employee with an active Qualified Medical Child Support Order (QMSCO) court 
order/rider on the dependent record and reflects information used to confirm enrollment in court-
ordered coverage. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_PARTIC_QMCSO 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

(none) HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields and runs automatically after selecting the type of query. 
 
Screenshot of the QMCSO Participants Query 
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TLC Data Queries 
V_BA_CONTACT 
V_BA_CNTCT_ADDR 
V_TLC_CONTACT 
V_TLC_EE_CLASS 
V_TLC_GRP_DEPT 
V_TLC_GRP_PLAN 
V_TLC_GRP_PROF 
V_TLC_HC_RATES 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Eight queries provide the OHB a means to extract the data in Cardinal and load it to a tool to perform 
data mining, statistical reporting, and program planning. 
 
These queries will be used by OHB only. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_BA_CONTACT 
Navigator > Reporting Tools > Query > Query Viewer > V_BA_CNTCT_ADDR 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_CONTACT 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_EE_CLASS 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_GRP_DEPT 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_GRP_PLANTLC 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_GRP_PROF 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_HC_RATES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the V_ BA_Contact Query 
 

 
 
Screenshot of the V_ BA_Contact_Address Query 
 

 
 
Screenshot of the V_TLC_Contact Query 
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Screenshot of the V_TLC_EE_Class Query (Employee) 
 

 
 
Screenshot of the V_TLC_Group_Department Query 
 

 
 
Screenshot of the V_TLC_Group_Plan Query 
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Screenshot of the V_TLC_Group_Prof Query 
 

 
Screenshot of the V_TLC_HC_Rates Query (Health Care) 
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TLC Employer Data Sheet Queries 
V_TLC_BEN_DEFN_COST 
V_TLC_BEN_DEFN_OPTN 
V_TLC_BEN_DEFN_PGM 
V_TLC_BEN_DEFN_PLAN 
V_TLC_BN_RATE_DATA 
V_BN_ENROLL_DAYS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Six queries used by OHB to collect the TLC-entered employer health benefit offerings in order to 
update benefit plans, rates, and other configuration tables. 
 
NAVIGATION PATH: 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_COST 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_OPTN 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_PGM 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_PLAN 
Navigator > Reporting Tools > Query > Query Viewer > V_TLC_BN_RATE_DATA 
Navigator > Reporting Tools > Query > Query Viewer > V_BN_ENROLL_DAYS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date fields is a required field.  
 
Screenshot of the TLC Query 4 ï Ben Defn Cost 
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Screenshot of the TLC Query 3 ï Ben Defn Optn 
 

 
 
Screenshot of the TLC Query 1 ï Ben Defn Pgm 
 

 
 
Screenshot of the TLC Query 2 ï Ben Defn Plan 
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Screenshot of the TLC Query 5 ï BN Rate Data 
 

 
 
Screenshot of the TLC Query RBN332 ï BN ENROLL DAYS 
 

  






































































































































































































































































































































































































































































































































































































































































































































































































