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Overview of the Cardinal Financials Insights 
Insights is an analytics engine leveraging OpenSearch Dashboards to provide, fast, interactive, and 
actionable data visualizations (e.g., charts, graphs, tables) directly within PeopleSoft Fluid pages.    

Benefits include: 

• Improved Decision-Making & Analytics: Provides rich, visual analytics for better understanding of 
data trends. 

• No Operational Performance Impact: Analytics run against search indexes rather than the 
transactional database, ensuring system performance is not compromised. 

• Intuitive Visualization Tools: Features include interactive charts and tables, allowing for easy data 
interpretation and trend identification. 

• Filter Capability: Users can easily navigate from high-level visualizations to detailed, actionable 
records. Multiple filters are available to allow users to focus on the data elements of interest (e.g., 
Agency, Fund, Supplier).  

Insights is accessible via the Financial Insights tile on the Cardinal Financials Homepage. Users must 
have a Cardinal Reporter role (V_COVA_CARDINAL_REPORTER for Statewide agencies or 
V_CARDINAL_REPORTER (VDOT Only)) to access Insights. Users will have access to all Business 
Units. 

Insights are set up for the following: 

• GL Trend Analysis 
• State Budget to Actuals 
• Revenue Budget to Actuals 
• Project Budget to Actuals 
• Supplier Spend Analysis 
• Employee Expenses 

Data will be available for the current Fiscal Year and the two preceding years. Project Budget to Actuals 
data will be based on Life-to-Date (LTD).  

Sensitive data identified by Agencies will be redacted (i.e., shown with *******). 

This Job Aid provides key information about the following: 

• How to access Insights 
• Insights layout and terminology 
• How to navigate within the Financial Insights Tiles 
• Generate visualizations by utilizing the filter options 
• Print or export the data to Excel for additional analysis 

Insights data is updated during a nightly batch process so transactions entered on the current date will 
not be included until the following day. 
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Revision History 

Revision Date Summary of Changes 

9/1/2026 Baseline. 
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Accessing Insights 

Step Action 

1. Log into Cardinal. 

 

Access the applicable User Support Guides 
https://www.cardinalproject.virginia.gov/usersupportguides for information related to accessing 
Cardinal.  

The Cardinal Portal page displays. 

 

2. Click the Cardinal Financials tile. 

 

The Cardinal Financials page displays.  

 

 

The tiles displayed are based on user roles and security in Cardinal. 

https://www.cardinalproject.virginia.gov/usersupportguides
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Step Action 

3. Click the Financial Insights tile.  

  

The Financial Insights page displays six Insights tiles. 

 

 

GL Trend Analysis includes visualizations for FY Expenditures and Revenues to easily 
compare one fiscal year to another. 
State Budget to Actuals includes visualizations related to Appropriation Budget to Actuals and 
Expenditure details, with filters for Business Unit, Account, Program and Fund. 
Revenue Budget to Actuals includes visualizations related to the Official Revenue Estimate 
Budget to Actual Revenue collections, with filters for Business Unit, Fund and Account. 
Project Budget to Actuals includes visualizations for the life-to-date Project Budget to Actual 
Expenditures, with filters for Business Unit, Project, Effective Status, Project Start and End Date. 
Supplier Spend Analysis includes visualizations for invoices/payments to suppliers processed 
through Accounts Payable, with filters for Business Unit, Fund, Account, Supplier ID, Supplier 
Name and Payment Method. 
Employee Expenses includes visualizations for reimbursements to Employees processed 
through Expenses for various travel and other miscellaneous items (e.g., tuition, supplies, safety 
equipment). Filters include Business Unit, Department, Expense Group/Type, Employee ID and 
Employee Name. 

 

All Insights tiles have the same basic functionality with information provided at a statewide level 
except for Project Budget to Actuals, which provides project level data. 
Each tile has filters for users to analyze data at a statewide level, secretariat level, business unit 
level and/or ChartField combinations.  
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Reviewing the Insights Page Layout 
In this section of the Job Aid, the layout of Insight pages and the features will be reviewed. There are 
numerous features available within the six Insights tiles. Most of the features are common across the 
tiles; however, some features are specific to certain tiles. 

The layout and features will be done using the GL Trend Analysis tile. Features that are specific to 
certain tiles will be noted as applicable. 

Note: the layout of an Insight page may vary based on the monitor/device being used. 

Features: 
• Search line 
• DQL link (OpenSearch Dashboards Query Language) 
• Change all filters 
• Filters 
• + Add filter 
• Remove Filters 
• Options button for Filter, Visualizations and Data Tables 
• Toggle Legend 
• GL Business Unit vs. AP Business Unit 
• Scrolling 
• Export data 
• Download Screenshot of the Dashboard 
• Sort Ascending or Descending 
• Resize columns 
• + Filter for Value or – Filter out value 
• View Journals 
• Spend by Account Details or Supplier Payment 
• Errors 
• Confirming information in data tables is complete - reconciled 
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Step Action 

1. Log into Cardinal. 

 

Access the applicable User Support Guides 
https://www.cardinalproject.virginia.gov/usersupportguides for information related to accessing 
Cardinal.  

The Cardinal Portal page displays.   

 

2. Click the Cardinal Financials tile. 

 

The Financial Insights page displays six tiles. 

 

https://www.cardinalproject.virginia.gov/usersupportguides
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Step Action 

3. Click the GL Trend Analysis tile.  

  

The GL Trend Analysis page displays.   
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Search line 
The Search line displays at the top of the section and allows users to input search criteria based on 
data used in the filters. When using the Search feature: 

• Enter the Search criteria (e.g., Business unit) 
• The Refresh button changes to an Update button 
• Click the Update button to update data visualizations (charts, graphs, tables) 

  
Example: entering General Fund 01000 on the Search line. The Search line has no filters selected 
and the Refresh button displays. 

 
General Fund 01000 is entered on the Search line and the Refresh button changes to an Update 
button. If users manually enter filters in the Search line, the Update button must be clicked.   

 
Note: It is recommended for users to select from the filter dropdown arrows to select filters. 
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DQL link (OpenSearch Dashboards Query Language) 
The DQL link (OpenSearch Dashboards Query Language) feature is not currently being utilized. 

  
 

Change all filters 
Click the Change all filters button 

 
The Change All Filters dropdown box displays. Review the descriptions related to the filter options 
listed below.   

 
 

 

Enable all activates the filters selected. 

Disable all resets the data to statewide. 

Remove all clears all filters and resets the data to statewide.  
    

Pin all – not currently being used. 

Unpin all – not currently being used. 

Invert inclusion switches between filters included or 
excluded in data. 

 Invert enabled/disabled switches between filters included 
or excluded in data. 
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Filters   
Filters are key to obtaining data from any of the Insights tiles.  Filters allow users to narrow down the 
data to get the desired information. Filters vary by dashboard depending on the content. In this section, 
different ways to use filters will be reviewed and a walk-through example is provided.  

 

 

 

 

 

                 
 

 

 

 

 

 

 

  

 

 

 

 

Using dropdowns 

Filters can be added by clicking a 
dropdown arrow and selecting a specific 
value from the list. 

 

Entering Values 

Filters can be added by typing a value into 
the Select field. As a value is typed, the 
options to select are reduced based on the 
letters or numbers entered. 

Case Sensitive Filters – Supplier Name 
and Employee Name are two filters that are 
case sensitive. These two filters must be 
entered in all CAPS. 

Large Number of Filter Values – When 
there are a large number of available 
values, they may not all display and the 
user will need to begin typing the desired 
filter value. It is important to note that the 
filter is case sensitive. If the user types 
‘Fin’ then ‘Finance’ would display.  
However, if the user types ‘fin’ then 
‘Finance’ would not display. 
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Filter Demonstration: 

In this scenario the following filters will be set in the GL Trend Analysis dashboard: 

• the Fiscal Year (FY) filter is set to compare FY 2024 to FY2025 
• The Business Unit (BU) filter is set for Secretariat to Administration and Finance 
• The Fund Filter is set to General  

Step Action 

1. Log into Cardinal. 

 

Access the applicable User Support Guides 
https://www.cardinalproject.virginia.gov/usersupportguides for information related to accessing 
Cardinal.  

The Cardinal Portal page displays. 

 

2. Click the Cardinal Financials tile. 

 

https://www.cardinalproject.virginia.gov/usersupportguides
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Step Action 

The Cardinal Financials page displays. 

 

 

Tiles that display will vary based on the user’s security roles. 

3. Click the Financial Insights tile.  

  

The Financials Insights page displays six Insights tiles. 

 

4. Click the GL Trend Analysis tile.  
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Step Action 

The GL Trend Analysis page displays.   

 

 

The Apply changes, Cancel changes and Clear form buttons are grayed out until a value is 
selected on a filter. 

5. Click the Fiscal Year dropdown arrow under the Year Filter. 
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Step Action 

6. Select years 2024 and 2025. 

 

The years selected display in the filter. 

  

 

The Apply changes, Cancel changes and Clear form buttons are now active since a value is 
selected.   

7. Click the Apply Changes button that is highlighted in green to update the reports on the 
dashboard.  

 

 

The Apply Changes button must be clicked each time a filter is updated to update the reports 
on the dashboard.  
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Step Action 

8. Click the Secretariat dropdown arrow under the BU Filter.  

 

9. Select Administration and Finance. 

 

The Secretariat’s selected display in the filter.  
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Step Action 

 

The Apply changes, Cancel changes and Clear form buttons are now active since a value is 
selected.   

 

10. Click the Apply Changes button.   

 

11. Click the Fund Roll Up dropdown arrow under the Fund filter.  
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Step Action 

12. Select General.  

 

The Fund Roll Up selected displays in the filter.  

 
 

 

The Apply changes, Cancel changes and Clear form buttons are now active since a value is 
selected.   
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Step Action 

13. Click the Apply Changes button.   

 

The GL Trend Analysis page displays with the selected filters and the reports on the dashboard are 
updated based on the filters selected.   
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+ Add filter 
Additional filters may be added by using the ‘+ Add Filter’ feature at the top of the Dashboard. 

 
Click the + Add filter button and a window displays with a list of additional filters to select.   

 
 

Remove Filters 
There are three ways to remove filters.  

1. Click the X button to remove specific filters.  
2. Click the Cancel changes button to cancel the most recent filters selected. 
3. Click the Clear form button to remove all filters.  
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Options button for Filter, Visualizations, and Data Tables  

 
The Options button contains three options: 

• Maximize –allows users to enlarge the filter to fill the entire screen 
• Minimize –allows users to return the maximized filter to the default size  
• Inspect – allows users to download information into a CSV file 

Note: This option is not available on all filters 

Options button for Filters 

Hover over the upper righthand corner of each filter to display the Options button. 

 
The Options button in this section allows users to “Maximize” and “Minimize” the panel.  When 
“Maximize” is selected, the filter section enlarges to fill the entire screen. 

 
To minimize the filter, hover under the Refresh button. Select the Options button and click Minimize to 
return the filter to the default size. 
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Options button for Visualizations 

Hover over the upper righthand corner of each visualization to display the Options button. 

 
Inspect populates the information in the visualization image into a data table that can be downloaded 
to a CSV file. 
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Options button for Data Tables 

Hover over the upper righthand corner of each visualization to display the Options button. 

 
  

 
Note: When inspecting data behind each visualization, the default is View: Data. Users can click the 
View: Requests link and the system will return statistics behind the specific visualization.   
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Toggle Legend 

 
For graphs/charts, users can display the Legend or hide the legend by clicking the Toggle button. 

Example: Legend is displayed when the Toggle Legend button is turned on. 

 
Example: Legend in not displayed when the Toggle Legend button is turned off. 
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GL Business Unit vs. AP Business Unit 
The General Ledger Business Unit (GL BU) is the core financial entity where accounting happens, 
holding the chart of accounts and ledgers. The Accounts Payable Business Unit (AP BU) is a 
transactional subledger BU. Every AP BU must link to a GL BU, allowing many-to-one relationships. 

While the GL BU governs the accounting rules, periods, and balances, the AP BU is purely 
transactional. When the user processes an invoice in AP, the AP BU handles vendor-specific details, 
terms, and payments. When that voucher is posted, the system references the GL BU for its 
accounting controls to generate the appropriate debit and credit lines. These entries are then passed to 
the General Ledger via the Journal Generator. 

 

Scrolling 
Users will utilize the different scroll bars to view the different data tables or visualizations within each 
dashboard. Each data table or visualization will have scroll bars, and the entire dashboard has a scroll 
bar.  

Also, depending where the mouse arrow is located on the dashboard will determine what can be 
viewed using the wheel on the mouse. For example, if the mouse arrow is located to the far right of the 
dashboard, the user will be able to scroll up and down and see all the reports on the dashboard. If the 
user is on a specific report, then the user will be able to use the mouse wheel and scroll up and down 
for that specific report.   

 

 
 

  

Scroll left or 
right to see all 
of the columns 
in the data table. 

Scroll up or 
down for the 
specific section 
of the data 
table. 

Scroll up or 
down for each 
of the sections 
of the data 
table. 

Scroll up or 
down for the 
lines displayed 
for this section 
of the data table. 

The scroll bar 
to the far right 
allows user to 
scroll up or 
down the entire 
dashboard. 
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Export data 

 
Sample of a formatted file exported from the GL Trend Analysis tile. Note: if a dialog box opens about 
converting data, click the Don’t Convert button.   
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Sample of a raw file exported from the GL Trend Analysis tile. Note: if a dialog box opens about 
converting data, click the Don’t Convert button.   

 

F 
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Download Screenshot of the Dashboard 
Users can take a screenshot of each Dashboard.  Click the Reporting link in the upper left corner. 

 
The Generate Report box opens in the upper right corner. Select either the Download PDF or 
Download PNG.   

 
The Downloads box displays. Click the Open file link to download. 
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The Dashboard report displays. 
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Sort Ascending or Descending 
Sort columns in Ascending or Descending order. Click the drop-down arrow on a column and select 
“Sort asc” or “Sort desc”. For this example, click the drop-down arrow for Fund and select Sort asc. 

 
The Fund column is now sorted in ascending order. Notice the up arrow next to Fund. It would be a 
down arrow if Sort desc was selected.  

 
Click the up arrow and the Sort asc and Sort desc window displays. Users can use either the up/down 
arrow or the drop-down arrow to Sort asc or Sort desc.     
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To return the data to the order that was first populated, click the up arrow and select Sort asc or the 
down arrow and select Sort desc. In the example below, click the up arrow and then select Sort asc.  

 
The data will return to how it was first populated.   

 
 

Resize columns 
Columns in data tables can be resized. Hover the mouse between two columns and a double arrow will 
display. Click and drag to shorten or widen the column. This feature is the same as in Microsoft Excel.   

     Before widening GL Business Unit Description                              After widening GL Business Unit Description 
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Interact with cell content  

 

Users will see two different views related to the Interact with cell content button depending on which 
field the cursor hovers over. 

View 1: Click the Interact with cell content button and a popup window displays with the number 
expanded. 

 

 

View 2: Click the Interact with cell content button and a popup window displays with + Filter for 
value and - Filter out value buttons. 
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+ Filter for Value or - Filter out value 
Click the Interact with cell content button to interact with cell content. 

 
The + Filter for value and - Filter out value window displays. 

 
Functional use of the + Filter for value and - Filter out value buttons is explained in two examples 
below. The first example will + Filter for Value for Fund 01000 and the second example will - Filter out 
value for Fund 01000. 

Example 1: Filter for Fund 01000 on the Trend - Expenditure by Chartfield data table using the + 
Filters for value button. 

Step Action 

1. Click Fund 01000 on any line on the Trend - Expenditure by Chartfield data table and the + 
Filter for value and - Filter out value and Interact with cell content buttons display. 

 

 

Users can also click the Interact with cell content button and a window displays the + Filter 
for value and - Filter out value buttons. 
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Step Action 

2. Click the + Filter for value button. 

  

The Trend – Expenditure by Chartfield page displays with data filtered for Fund 01000.  

 

3. Scroll to the top of the dashboard and Fund: 01000 is listed in the filters. 
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Example 2: Filter out Fund 01000 on the Trend - Expenditure by Chartfield data table using the - 
Filters out value button. 

Step Action 

1. Click Fund 01000 on any line on the Trend - Expenditure by Chartfield data table and the + 
Filter for value and - Filter out value and Interact with cell content buttons display. 

 

 

Users can also click the Interact with cell content button and a window displays the + Filter 
for value and - Filter out value buttons. 

 

2. Click the - Filter out value button. 
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Step Action 

The Trend – Expenditure by Chartfield page displays with data filtered out for Fund 01000.  

 

3. Scroll to the top of the dashboard and NOT Fund: 01000 is listed in the filters. 
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View Journals 
The State Budget to Actuals tile and the Revenue to Budget tile have reports that allow users to view 
journal details. Click the View Journals link for a specific line in the data table.  

 
The V_GL_COA_INSIGHTS query populates with journal data. Click an Amount value. 

 
The V_GL_COA_INSIGHTS_L2 query populates with more detailed journal data based on the 
Amount value selected from the V_GL_COA_INSIGHTS query.  
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Spend by Account Details or Supplier Payment Details 
On the Supplier Spend Analysis tile, the Supplier Spend by Business Unit report allows users to view 
Spend by Account Details and Supplier Payment Details data.   

Click the Spend by Account Details link for a specific line in the data table. 

 
The V_AP_SPEND_BY_ACCT_SUM_IN- Spend by Account Analysis Sum query provides detailed 
account information based on the Paid Amount value from the selected line.   

 
Click the Supplier Payment Details link for a specific line in the data table. 

 
The V_AP_SUPPLIER_PYMNT_IN- Supplier Payment query provides detailed supplier payment 
information based on the Paid Amount value from the selected line. 
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Errors 
When selecting filters and applying changes, a report may error out as displayed in the example below. 
The user can press the F5 key on the keyboard or Ctrl F5 if on a laptop computer to refresh the 
dashboard or the user will have to exit the tile by clicking the Back arrow to return to the Financials 
Insights page and then start again by selecting the Insights tile that errored out.  
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Confirming information on data tables is complete 
Some agencies create extremely large volumes of transactions and Cardinal Financials Insights may 
not be able to return all the transactional information on the data tables. Due to this limitation, it is very 
important to utilize filters to specifically focus and limit what information you are trying to identify.  
Agencies with large volumes of transactions will need to confirm if the information on the data tables 
reconcile with the summary data reports, bar chart or pie chart values on the dashboard. This is also 
true when looking at data at very high levels such as statewide or across Secretariats. The validations 
need to be completed across each of the Insights tiles. See the example below to validate the data.  

In the first part of this example, the total from the Employee Expenses – Analysis by Secretariat bar 
chart amounts to $35,523,756.85 for all Secretariats for fiscal year 2025. However, the Employee 
Expenses - Summary by Report ID and Group data table only amounts to $15,921,878.07. The 
difference of $19,604,878.78 is not included in the data table. As a result, users will need to utilize 
filters to reduce the amount of data and confirm the amounts reconcile.  
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In the second part of this example, only the Education Secretariat is selected for fiscal year 2025. The 
total from the Employee Expenses – Analysis by Secretariat bar chart amounts to $8,282,502.35. 
However, the Employee Expenses - Summary by Report ID and Group data table only amounts to 
$4,240,413.68. The difference of $4,042,088.67 is not included in the data table. As a result, users will 
need to utilize filters to reduce the amount of data and confirm the amounts reconcile.    

  
In the third part of this example, with the same filters as in Part 2 (Education Secretariat and fiscal year 
2025), the total from the Employee Expenses – Analysis by Secretariat bar chart amounts to 
$8,282,502.35. and the Employee Expenses - Analysis by Business Unit and Group data table 
amounts to $8,282,502.35. There is zero difference between these two reports. In the Part 3 example, 
the data reconciles for the Employee Expenses - Analysis by Business Unit and Group data table 
but it did not reconcile for Employee Expenses - Summary by Report ID and Group in Part 2. Some 
data tables based on the filters selected may reconcile while other data tables do not reconcile. Again, 
it is important to confirm the values on the summary data reports, bar chart or pie chart values 
reconcile to the data tables. Users will need to utilize filters to reduce the amount of data and confirm 
the amounts reconcile.    
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Cardinal Financial Insights Tiles 
This section of the Job Aid will provide an overview of each of the Cardinal Financials Insights tiles.  

Each Insights tile includes information displayed on the dashboard. 

Click the applicable link below to view additional details about that specific Insights tile: 

• GL Trend Analysis  
• State Budget to Actuals 
• Revenue Budget to Actuals 
• Project Budget to Actuals 
• Supplier Spend Analysis 
• Employee Expenses 
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GL Trend Analysis 

The GL Trend Analysis dashboard contains the Filters section and eight visualizations and data tables 
to analyze trend information related to revenue and expenditures. The dashboard is populated with 
statewide data for the current fiscal year and the prior two fiscal years. The visualizations and data 
tables are displayed based on the user inputs into the different filters. Remember, click the Apply 
changes button for each filter once values are selected.  

Filters: 

• Year Filter 
• BU Filter 
• Account Filter 
• Fund Filter 
• Program Filter 
 

 
Year Filter 

  
 
BU Filter 

 

Year Filter BU Filter Account Filter Fund Filter Program Filter 

Year Filter – defaults to the most recent three fiscal 
years. User can select a single year, two years or three 
years. Use the drop-down arrow to select as applicable. 

 

BU Filter – defaults to statewide to include all 
agencies. Users can select either a single Secretariat, 
Business Unit Number, or Business Unit Name or 
select multiple values for Secretariat, Business Unit 
Number, or Business Unit Name. Use the drop-down 
arrow for each filter to select as applicable. 
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Account Filter 

 
 
Fund Filter 

  
 

Program Filter 

 
  

Account Filter – defaults to statewide to include all 
accounts. Users can select either a single Account Roll 
Up, Account, or Account Name or select multiple 
values for Account Roll Up, Account, or Account 
Name. Use the drop-down arrow for each filter to 
select as applicable. 

 

Fund Filter – defaults to statewide to include all funds. 
Users can select either a single Fund Roll Up, Fund, or 
Fund Name or select multiple values for Fund Roll Up, 
Fund, or Fund Name. Use the drop-down arrow for 
each filter to select as applicable. 

 

Program Filter – defaults to statewide to include all 
programs. Users can select either a single Program 
Roll Up, Program, or Program Name or select multiple 
values for Fund Roll Up, Fund, or Fund Name. Use the 
drop-down arrow for each filter to select as applicable. 
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Screenshot of the GL Trend Analysis dashboard displaying the filters, visualizations and data tables. 

 

Filters 

Trend YOY – Revenue Trend YOY – Expenditure 

Trend – Revenue Chart Trend – Expenditures Chart 

Trend – 
Revenue Data 

Trend – 
Expenditures Data 

Trend – Expenditure by 
ChartField 

Trend – Revenue by 
ChartField 
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Section Description 

Trend YOY – Revenue 
Displays each Fiscal Year and compares Official Revenue Budget Amount 
values against Actual Amount values and the Difference between the 
budget and actual values. 

 

• Trend YOY – 
Expenditure 

Displays each Fiscal Year and compares Appropriation Budget Amount 
values against Actual Revenue values and the Difference between the two 
values. 

 

• Trend – Revenue 
Chart 

Displays a line graph comparing fiscal years by Accounting Period for 
Revenue values. 
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Section Description 

• Trend – Expenditures 
Chart 

Displays a line graph comparing fiscal years by Accounting Period for 
Expenditure values. 

 

• Trend – Revenue 
Data 

Displays Revenue values by Accounting Period and YTD. Users need to 
scroll down to see additional periods and fiscal years. 
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Section Description 

• Trend – Expenditures 
Data 

Displays Expenditure values by Accounting Period and YTD. Users need 
to scroll down to see additional periods and fiscal years. 

 

• Trend – Expenditure 
by ChartField 

Displays expenditure values based on ChartFields 
(Program/Fund/Account). Users need to scroll down to see additional 
periods and fiscal years. 

 

• Trend – Revenue by 
ChartField 

Displays revenue values based on ChartFields (Fund/Account) for Budget 
Amount, Actual Amount and Budget Remaining values. Users need to 
scroll down to see additional periods and fiscal years. 
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State Budget to Actuals 

The State Budget to Actuals dashboard contains the Filters section and fifteen visualizations and 
data tables to analyze budget (Appropriation level) to actual information related to expenditures. The 
dashboard is populated with statewide data for the current fiscal year. Users will utilize filters to analzye 
data in more detail.  Remember, click the Apply changes button for each filter once values are 
selected. Important Note: When applying filters keep in mind that Budgets are posted to Program Roll 
up levels (e.g., 7990) not Program Detail levels (e.g., 799001). Budgets are posted to an Account Roll 
up value of 5099001.  
 

• Year Filter 
• BU Filter 
• Account Filter 
• Fund Filter 
• Program Filter 

 
Year Filter 

  
  

Year Filter BU Filter Account Filter Fund Filter Program Filter 

Year Filter – defaults to the current fiscal year. User can 
select a single year, two years or three years. Use the 
drop-down arrow to select as applicable. 
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BU Filter 

 
 
Account Filter 

 
 
Fund Filter 

  
 
 
 
 
 

BU Filter – defaults to statewide to include all agencies. 
Users can select either a single Secretariat, Business Unit 
Number, or Business Unit Name or select multiple values 
for Secretariat, Business Unit Number, or Business Unit 
Name. Use the drop-down arrow for each filter to select as 
applicable. 

 

Account Filter – defaults to statewide to include all 
accounts. Users can select either a single Account Roll Up, 
Account, or Account Name or select multiple values for 
Account Roll Up, Account, or Account Name. Use the drop-
down arrow for each filter to select as applicable. 

 

Fund Filter – defaults to statewide to include all funds. 
Users can select either a single Fund Roll Up, Fund, or 
Fund Name or select multiple values for Fund Roll Up, 
Fund, or Fund Name. Use the drop-down arrow for each 
filter to select as applicable. 
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Program Filter 

 
 
 
 
 
  

Program Filter – defaults to statewide to include all 
programs. Users can select either a single Program Roll 
Up, Program, or Program Name or select multiple values 
for Fund Roll Up, Fund, or Fund Name. Use the drop-down 
arrow for each filter to select as applicable. 
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Screenshot of the State Budget to Actuals dashboard displaying the filters, visualizations and data 
tables. 

 

By Fund - Data 

By Program - Chart By Fund - Chart 

% FY Remaining 

By Program - Data 

By Fund-Program - Data 

Filters 

Appropriation to 
Actuals Metric 

Appropriation 
Remaining 

Appropriation by 
Business Unit 



 
Cardinal Financials Job Aid 

Overview of Cardinal Financials Insights   
 

Rev 9/1/2026  Page 53 of 95 
 
  

State Budget to Actuals dashboard (continued) 

 
  

Raw Data - Budget 

Expenditures by Account - 
Object Roll Up Expenditures by 

Roll Up Account 

Expenditures by Account - 
Program 

Expenditures by Account-Fund-
Program 

Raw Data - Actuals 
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Overview of the Sections on the State Budget to Actuals dashboard: 

Section Description 

Appropriation to Actuals 
Metric  

Displays Appropriation Amount, Actual Amount and Budget Remaining 
values. 

 

Appropriation Remaining Displays the appropriation Budget Remaining value as a percentage. 

 

% FY Remaining Displays Fiscal Year Remaining value as a percentage. 

 

Appropriation by 
Business Unit 

Displays appropriations by Business Unit, Budget Amount, Actual Amount, 
Budget Remaining, % of Budget Remaining values. 
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Section Description 

By Fund – Chart Displays a bar chart with Budget and Actuals values by Fund. 

 

By Program – Chart Displays a bar chart with Budget and Actuals values by Program. 
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Section Description 

By Fund – Data Displays Fund data by Fund, Fund Description, Appropriation Amount, 
Actual Amount and Budget Remaining values. 

 

By Program – Data Displays Program data by Program, Level 4 Program Node: Descending, 
Appropriation Amount, Actual Amount and Budget Remaining values. 
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Section Description 

By Fund-Program – Data 
Displays Fund and Program data for Fund, Fund Description, Program, 
Program Description, Appropriation Amount, Actual Amount and Budget 
Remaining values. 

 

Raw Data – Budget Displays budget values by Business Unit, Account, Fund, Program, Fiscal 
Year, Sum of Actuals, and Sum of Approp Amount values.   
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Section Description 

Expenditures by Roll Up 
Account 

Displays a roll up of expenditures in a pie chart. 

 

Expenditures by Account 
- Object Roll Up 

Displays expenditures by Account and Object rolled up based on Major 
Object, Object and Actual Amount values. 
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Section Description 

Expenditures by Account 
– Program 

Displays expenditures for Account and Program by Account, Account 
Description, Program, Program Description and Actual values. 

 

Expenditures by 
Account-Fund-Program 

Displays expenditures for Account, Fund and Program by Account, 
Account Description, Fund, Fund Description, Program, Program 
Description and Actual Amount values. 
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Section Description 

Raw Data – Actuals Displays expenditure raw data by Business Unit, Account, Fund, Program, 
Fiscal Year and Sum of Actual Amount values. 
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Revenue Budget to Actuals 

The Revenue Budget to Actuals dashboard contains the filter sections and eleven visualizations and 
data tables to analyze budget (Official Revenue level) to actual information related to revenues. The 
dashboard is populated with statewide data for the current fiscal year. Users will utilize filters to analzye 
data in more detail. Remember, click the Apply changes button for each filter once values are 
selected.  

The majority of the General Fund (01000) revenue budget is posted under agency 99700 and not 
necessarily the agency that collects the revenue. Users need to understand the impact of the General 
Fund (01000) revenue budget posted under agency 99700 related to their agency when reviewing 
revenue budget to actual data. 

• Year Filter 
• BU Filter 
• Account Filter 
• Fund Filter 
 

 
Year Filter 

  
 
 
 
 
 
 
 
 
 
 

Year Filter BU Filter Account Filter Fund Filter 

Year Filter – defaults to the current fiscal year. User 
can select a single year, two years or three years. Use 
the drop-down arrow to select as applicable. 
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BU Filter 

 
 
 
 
Account Filter 

 
 
Fund Filter 

  
Based on the user inputs into the different filters, the visualizations and data tables listed below will 
update accordingly. Remember, click the Apply changes button for each filter once values are 
selected.  
 
 
 

BU Filter – defaults to statewide to include all 
agencies. Users can select either a single Secretariat, 
Business Unit Number, or Business Unit Name or 
select multiple values for Secretariat, Business Unit 
Number, or Business Unit Name. Use the drop-down 
arrow for each filter to select as applicable. 

 

Account Filter – defaults to statewide to include all 
accounts. Users can select either a single Account Roll 
Up, Account, or Account Name or select multiple 
values for Account Roll Up, Account, or Account 
Name. Use the drop-down arrow for each filter to 
select as applicable. 

 

Fund Filter – defaults to statewide to include all funds. 
Users can select either a single Fund Roll Up, Fund, or 
Fund Name or select multiple values for Fund Roll Up, 
Fund, or Fund Name. Use the drop-down arrow for 
each filter to select as applicable. 
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Screenshot of the Revenue Budget dashboard displaying the filters, visualizations and data tables. 

 
 
 
 
 

Filters 

Revenue Metrics 

Budget Remaining 

FY-Remaining 

Revenue by 
Business Unit 

Revenue by Account - 
Chart 

Revenue by Fund - 
Chart 

Revenue by Account - Data Revenue by Fund - Data 
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Revenue Budget Dashboard (continued) 

 
  

Revenue by Fund 
and Account 

Raw Data - Revenue 
Budget to Actuals 

Raw Data - Actuals 
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Overview of the Sections on the Revenue Budget to Actuals dashboard: 

Section Description 

Revenue Metrics 
 

Displays revenue for Official Revenue Budget Amount, Actual Amount and 
Budget Remaining values. 

 

Budget Remaining Displays the Revenue Budget Remaining value as a percentage. 

 

FY-Remaining Displays Fiscal Year Remaining value as a percentage. 
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Section Description 

Revenue by Business 
Unit 

Displays Revenue by Business Unit: Description, Budget Amount, Actual 
Amount, Budget Remaining and % Budget Remaining values. 

 

Revenue by Account – 
Chart 

Displays a bar chart comparing Budget to Actual values by Account. 
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Section Description 

Revenue by Fund – Chart Displays a bar chart comparing Budget to Actual values by Fund. 

 

Revenue by Account – 
Data 

Displays a data table comparing Budget Amount to Actual Amount and the 
Budget Remaining difference by Account. 
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Section Description 

Revenue by Fund – Data 
 

Displays a data table comparing Budget Amount to Actual Amount and the 
Budget Remaining difference by Fund Group. 

 

Revenue by Fund and 
Account 

Displays a data table comparing Budget Amount to Actual Amount and the 
Budget Remaining difference by Fund, Fund Description, Account and 
Account Description. 
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Section Description 

Raw Data - Revenue 
Budget to Actuals 

Displays revenue raw data by Business Unit, Fund, Account, Fiscal Year, 
Budget Amount and Actual Amount values. Users also have the option to 
Link to Journals by clicking the View Journals link. 

 

Raw Data – Actuals 
Displays revenue raw data by Business Unit, Fund, Account, Fiscal Year, 
Budget Amount and Actual Amount values. Users also have the option to 
Link to Journals by clicking the View Journals link. 
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Project Budget to Actuals 

The Project Budget to Actuals dashboard contains the filter sections and six visualizations and data 
tables to analyze budget (Project level) to actual information related to expenditures.  Life-to-Date 
information is available.    

The Project Budget to Actuals defaults to Projects: None.  No data is populated when first opening 
the Project Budget to Actuals tile. User selects from the nine filter options as applicable to populate 
the six visualizations and data tables.  

Note:  Project expenditure data will display even if no Project budget has been established.

 
For system performance purposes, select the applicable filters and click the Apply changes button, 
then click the X button related to Project: None while the data is updating. If Project: None is not 
removed no data will return. 
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Project Budget to Actuals Filters 

  
 
 

 

 

 

 

 

 

 

 

  

Filters – Users can select either 
a single value in a filter or select 
multiple values in a filter. Users 
can also select multiple filters.  
Use the drop-down arrows for 
each filter to select as applicable. 
Remember, click the Apply 
changes button for each filter 
once values are selected to 
update the visualizations and 
data tables. 
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Screenshot of the Project Budget to Actuals dashboard displaying the filters, visualizations and data 
tables. Users must select filters and apply changes to poplulate the visualizations and data tables. 

 
 

Filters 

Agency Data 

Metrics % of Budget Used 

Project Line Chart 

Project Data 

Raw Data 
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In the example below, a specific project was selected and the Project: None filter is removed.   
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Section Description 

Agency Data 
Displays Project, Prj Description, Project Manager, Start Date, End Date, 
Status, LTD Budget Amount, LTD Actual Expenditures, Variance and % 
Budget Remaining values. 

 

Metrics Displays LTD Project Budget, LTD Expenditures and Budget Remaining 
values. 

 

% of Budget Used Displays a meter for % of Budget Used. 
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Section Description 

Project Line Chart Displays a line graph comparing LTD Budget Amount and LTD Actual 
Amount by Fiscal Year. 

 

Project Data 
Displays Project ID, Prj Description, Fiscal Year, Budget, Actual 
Expenditures, LTD Budget, LTD Actual Expenditures and LTD Remaining 
values. 

 

Raw Data 
Displays Business Unit, Ledger, Project, Fund, Program, Fiscal Year and 
Amount values. Users also have the option to Link to Data by clicking the 
View Data link. 
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Supplier Spend Analysis 

The Supplier Spend Analysis dashboard contains the filter sections and twenty visualizations and 
data tables to analyze supplier spend information. The dashboard is populated with statewide data for 
the current fiscal year. Users will utilize filters to analzye data in more detail. Remember, click the 
Apply changes button for each filter once values are selected. 
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Supplier Spend Analysis Filters 

 
 
Secretariat Control 

  
 
 
 
 
 
 
 
 

Secretariat Control – defaults to the current fiscal 
year for all business units. User can select filters 
based on Secretariat, GL Business Unit, GL Business 
Unit Description, AP Business Unit, AP Business Unit 
Description, Fund Code, Fund Description, Account 
and Account Description. Use the drop-down arrow for 
each filter to select as applicable. 

 

 

Filters – Users can select either 
a single value in a filter or select 
multiple values in a filter. Users 
can also select multiple filters.  
Use the drop-down arrows for 
each filter to select as applicable. 
Remember, click the Apply 
changes button for each filter 
once values are selected to 
update the visualizations and 
data tables. 
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Fiscal Period Control 

  
 
 
 
 
Supplier Control 

 
 
 
 
 
 

Fiscal Period Control – defaults 
to the current fiscal year. Users 
can select Fiscal Year and/or 
Accounting Period (1 -12). Use 
the drop-down arrow for each 
filter to select as applicable. 

 

Supplier Control – no filters selected in this section. 
User can select filters based on Supplier Classification, 
Supplier ID, Supplier Name and Payment Method. Use 
the drop-down arrow for each filter to select as 
applicable.  

 

 

Supplier Name – Users must enter the 
Supplier Name in all CAPS.   
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Screenshot of the Supplier Spend Analysis dashboard displaying the filters, visualizations and data 
tables.

 
 

Filters 

Invoice Amount 

Invoice Count 

Invoice Total Paid Count 
for AP Business Unit 

Invoice Summary By GL 
Business Unit 

Top15 Suppliers by Invoice 
Paid Amount 

Top15 Suppliers by 
Invoice Count 

Payment Method 
Analysis by Amount 

Payment Method 
Analysis by Supplier 

Supplier Analysis by 
AP Business Unit Supplier Analysis 

Supplier Spend by 
Business Unit 
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Supplier Spend Analysis Dashboard (continued) 

 
 

 

 
 
 
 
 

Spend by Account Analysis 

Supplier Payment 

Invoice Account 

Pending Payment Invoice 
 

Invoice Amount 
Pending Approval 

Invoice Amount Approved 
Payment 

 

Invoice Amount Total 
Pending Payment 

GL Cash Balance 

Pending Amount Summary by 
Business Unit and Fund 
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Section Description 

Invoice Amount Displays Invoice Amount compared to Invoice Paid Amount values. 

 

Invoice Count Displays Invoice Count value. 

 

Invoice Total Paid Count 
for AP Business Unit 

Displays Invoice Paid Count value. 
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Section Description 

Invoice Summary by GL  
Business Unit 

Displays GL Business Unit Description, GL Business Unit, AP Business 
Unit, Invoice Amount and Paid Amount values. 

 

Top15 Suppliers by 
Invoice Count 

Displays Supplier Name, Supplier ID and Count values. 

 
  



 
Cardinal Financials Job Aid 

Overview of Cardinal Financials Insights   
 

Rev 9/1/2026  Page 83 of 95 
 
  

Section Description 

Top15 Suppliers by 
Invoice Paid Amount 

Displays a data table with Supplier Name, Supplier ID and Invoice Paid 
Amount values. 

 

Payment Method 
Analysis by Amount 

Displays a pie chart based on payment methods. Hover over the slices in 
the pie chart to display the value related to each payment method and it 
also highlights the payment method in the legend. Hover over the names 
in the legend to highlight the slices in the pie chart. 
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Section Description 

Payment Method 
Analysis by Supplier 

Displays a data table with Supplier Name, Supplier ID, Payment Method, 
Invoice Paid Count and Invoice Paid Amount values. 

 

Supplier Analysis Displays a data table with Supplier Name, Supplier ID, Class, Invoice Paid 
Amount and Invoice Paid Count values. 
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Section Description 

Supplier Analysis by AP 
Business Unit 

Displays a pie chart based on AP Business Unit. Hover over the slices in 
the pie chart to display the value related to the AP Business Unit and it 
also highlights the names in the legend. Hover over the names in the 
legend to highlight the slices in the pie chart. 

 

Spend by Business Unit 

Displays a data table with GL Business Unit, Fiscal Year, Invoice Amount 
and Paid Amount values. Users also have the option to click the Link to 
Spend by Account to open a report for Spend by Account Details.  Also, 
click the Link to Supplier Payment to open a report by Supplier Payment 
Details. 

 

Spend by Account 
Analysis 

Displays a data table with Supplier Name, Supplier ID, Account 
Description, Account, Voucher Count and Voucher Payment Amount 
values. 
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Section Description 

Supplier Payment 
Displays a data table with Voucher ID, Accounting Date, Accounting 
Period, GL Business Unit, Invoice ID, Business Unit, Supplier Name, 
Supplier ID, Payment Terms, Payment Method, Invoice Date, Payment 
Date, Payment ID and Invoice Paid Amount values. 

 

Invoice Account 
Displays a data table with Voucher ID, Business Unit Description, 
Business Unit, Supplier Name, Supplier ID, Class, Invoice ID, Invoice 
Date, Accounting Date, GL Business Unit, Account Description, Account 
and Invoice Amount values. 

 

Pending Payment 
Invoice Analysis 

Displays a data table with Voucher ID, GL BU Description, GL Business 
Unit, Fund Description, Business Unit, Fund Code Invoice ID Payment 
Due Date, Approval Status, Supplier Name, Supplier ID, Total Voucher 
Amount and Total Pending Payment values. 
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Section Description 

Invoice Amount Pending 
Approval 

Displays Invoice Amount Pending Approval amount. 

 

Invoice Amount 
Approved Payment 

Displays Invoice Amount Approved for Payment but not Paid amount. 

 

Invoice Amount Total 
Pending Payment 

Displays Invoice Amount Total Pending Payment amount. 

 

GL Cash Balance Displays GL Cash Balance amount as of the previous business day. 
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Section Description 

Pending Amount 
Summary by Business 
Unit and Fund 

Displays a data table with Fund Code Description, Fund Code, GL 
Business Unit Description, GL Business Unit, GL Cash Balance, Fiscal 
Year, Period 1, Period 2, Period 3, Period 4, Period 5, Period 6, Period 7, 
Period 8, Period 9, Period 10, Period 11, Period 12 and Total Pending 
Amount. 
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Employee Expenses 

The Employee Expenses dashboard contains the filter sections and eight visualizations and data 
tables to analyze employee expense information. The dashboard is populated with statewide data for 
the current fiscal year. Users will utilize filters to analzye data in more detail.  

 
Expense Insights Filters 

 
  

 
 
 
 

Filters – Users can select either 
a single value in a filter or select 
multiple values in a filter. Users 
can also select multiple filters.  
Use the drop-down arrows for 
each filter to select as applicable. 
Remember, click the Apply 
changes button for each filter 
once values are selected to 
update the visualizations and 
data tables. 

 

 

 



 
Cardinal Financials Job Aid 

Overview of Cardinal Financials Insights   
 

Rev 9/1/2026  Page 90 of 95 
 
  

Agency Controls 

   
 
 
 
 
 
 
 
Expense Fiscal Period Controls 

  
Expense Employee Controls 

  
 
Based on the user inputs into the different filters, the visualizations and data tables listed below will 
update accordingly. Remember, click the Apply changes button for each filter once values are 
selected.  

Agency Controls – defaults to the current 
fiscal year for all business units. User can 
select filters based on Secretariat, Business 
Unit, Business Unit Description, Department, 
Department Descr, Expense Group and/or 
Expense Type. Use the drop-down arrow for 
each filter to select as applicable. 

 

Expense Fiscal Period Controls – defaults 
to the current fiscal year. Users can select 
Fiscal Year and/or Accounting Period (1 -12). 
Use the drop-down arrow for each filter to 
select as applicable. 

 

Expense Employee Controls – no 
filters selected in this section. User can 
select filters based on Employee Id or 
Name. Use the drop-down arrow for 
each filter to select as applicable.  

 

Note: Expense Group is a roll up of 
Expense Type. For example, LODGFEE 
and LODGING expense types are 
summarized in Accommodations 
expense group.    

 

Name – Users must enter the Employee 
Name in all CAPS.   
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Screenshot of the Expense Insights dashboard displaying the filters, visualizations and data tables. 

 
 

Filters 

Employee Expenses - 
Analysis by Secretariat 

Employee Expenses - 
Analysis by Business Unit 

Employee Expenses - Analysis by 
Business Unit and Group 

 

Employee 
Expenses - By Type 

Employee Expenses - 
Analysis by Group 

Employee Expenses - Approved 
Expense Reports by Employee 

Employee Expenses - Summary 
by Report ID and Group 

Employee Expenses - Detail 
for Approved Reports 
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Section Description 

Employee Expenses - 
Analysis by Secretariat 

Displays a bar chart for total employee expense amounts by Secretariat. 

 

Employee Expenses - 
Analysis by Business 
Unit 

Displays a pie chart for employee expense amounts by Business Unit. 
Hover over the slices in the pie chart to display the value related to the 
employee expenses by business unit and it also highlights the names in 
the legend. Hover over the names in the legend to highlight the slices in 
the pie chart. 
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Section Description 

Employee Expenses - 
Analysis by Business 
Unit and Group 

Displays a data table for employee expenses by group with Business Unit 
Description, Business Unit, Total, Accommodations, Air Fare, Auto 
Expense, Education, Interfaced, Meals, Mileage, Miscellaneous, Per 
Diem, Registration Fees, and Train values. Note: For interfacing agencies, 
the Interfaced value is not split by group. The Interfaced value is the total 
of all employee expense group amounts in one number.   

 

Employee Expenses - By 
Type 

Displays a pie chart for employee expenses by type. Hover over the slices 
in the pie chart to display the value related to the employee expenses by 
type and it also highlights the names in the legend. Hover over the names 
in the legend to highlight the slices in the pie chart. Note: For interfacing 
agencies, the INTC value is not split by type. The INTC value is the total of 
all employee expense type amounts in one number.   
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Section Description 

Employee Expenses - 
Analysis by Group 

Displays a pie chart for employee expenses by group. Hover over the 
slices in the pie chart to display the value related to the employee 
expenses by group and it also highlights the names in the legend. Hover 
over the names in the legend to highlight the slices in the pie chart. Note: 
For interfacing agencies, the INTFC value is not split by group. The INTFC 
value is the total of all employee expense group amounts in one number.   

 

Employee Expenses - 
Approved Expense 
Reports by Employee 

Displays a data table for approved expenses reports by employee with 
Employee ID, Name, # of EX Reports and Total Expenses values.  
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Section Description 

Employee Expenses - 
Summary by Report ID 
and Group 

Displays a data table for employee expenses by report ID and group with 
Report ID, Employee ID, Name, Submission Date, Total, 
Accommodations, Air Fare, Auto Expense, Education, Interfaced, Meals, 
Mileage, Miscellaneous, Per Diem, Registration Fees, and Train values. 
Note: For interfacing agencies, the Interfaced value is not split by group. 
The Interfaced value is the total of all employee expense group amounts 
in one number.   

 

Employee Expenses - 
Detail for Approved 
Reports 

Displays a data table with detail of approved employee expense reports by 
report ID with Report ID, Report Line Number, Name, Employee ID, 
Business Unit Description, Business Unit, Department Description, 
Department, Submission Date, Approval Date, Actual Expense Date, 
Expense Group, Expense Type, Expense Status and Total Expense 
values. Note: For interfacing agencies, the INTC value is not split by 
group or type. The Interfaced value is the total of all employee expense 
amounts in one number.   
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