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@ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace existing
Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website (www.cardinalproject.virginia.gov)
under Training.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
A Instructor led and web based training course materials

A Job aids on topics across all functional areas

A Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



#/ Course Objectives
/

After completing this course, you will be able to:
Run reports on an ad hoc basis using different reporting options
Retrieve existing batch generated reports
Add reports to your Favorites folder

Perform an inquiry on financial data
Navigate to Query Viewer

Search for a query



},\/ Course Objectives (continued)
/

Run a query and display the results in a new browser window

Add a query to your Favorites folder

Download query results to multiple file formats



A d
/}) genda

Understanding Cardinal Reporting

Ad Hoc Reports and Inquiries

nVision Reports

Query Viewer




/;/ Key Concepts
/

Key concepts in Cardinal Reporting include:

A All users can access reports and queries in Cardinal.

A Cardinal creates reports nightly during batch processing that can be retrieved on an ad hoc basis.
A Queries allow direct access to the database for simple data retrieval.
A

Cardinal uses various report and query tools:

A Excel provides the ability to sort and analyze reported data further.

A BI Publisher Reports and Structured Query Reports (SQR) are view only and do not allow any data manipulation.
A Inquiries allow for review of details about specific transaction(s).



}j Lesson 1: Introduction
Y4

‘ Understanding Cardinal Reporting

This lesson covers the following topics:

A Cardinal reporting resources
A Running and retrieving ad hoc reports overview
A Retrieving nVision reports overview

A Running Cardinal queries overview



#/ Reports, Queries, and Inquiries
/

There are three ways to retrieve data from Cardinal:

A Reports: can provide high volumes of data and summarize data across one or more functional areas
A Queries: access the database directly and are best used for defined information requests
A Inquiries: access information on a Cardinal page where there are details about a specific item or transaction

Access Reports (i.e., ad hoc and nVision reports) from:

The Home page using the hyperlinks located in the myCardinal Financials box
A Any Cardinal page using the following navigation path:

Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report Manager
A Any Cardinal page using the following navigation path:

Main Menu > Reporting Tools > Report Manager

Run Queries from:
A The Home page using the hyperlinks located in the myCardinal Financials box
A Any Cardinal page using the following navigation path:

Main Menu > Reporting Tools > Query > Query Viewer

Perform Inquiries by:
A Accessing the page that contains the information needed about an item or transaction

o For more detailed information about running reports, queries and inquiries, go to Reports
Catalog located on the Cardinal website under Resources.




g/ Home Page and myCardinal Financials

Car d i Homé gage provides quick access to:

A Favorites - to access ad hoc reports and Cardinal pages that were previously saved using the Add to Favorites hyperlink
(available on every Cardinal page).

A Main Menu - to access all functional area and module reports. It is accessible from all pages in Cardinal.
A myCardinal Financials
A Financials Report Execution - reports by functional area and queries.

A Financials Report Retrieval - nVision reports and ad hoc reports. Use FIN Process Monitor to check the status for ad hoc
reports run in Cardinal.

Favorites « ‘ Main Menu -
- Personalize Content | Layout
3 myCardinal Financials »
Menu & Y r myCardinal Messages c o
- Employee Self-Service 4
Wy Favorites =
. Begin Date Message
myCardinal Fina 4 Manager Self-Service 4 g g
Employee Self-§ (3 Supplier Contracts » myCardinal Financials s o
Manager Self-89 Customers 3 L"? Financials Report Execution l"-' Financials Report Retrieval I"'? Financials Links
Supplier Contrag Py - -~
PP O Products 4 ) e b
Customers [ AP Reports =] FIN Report Manager = Cardinal HCM
Products 3 Customer Contracts 4 [J AR Reports =] FIN Process Monitor [=] Cardinal Portal
=R N 1 GL Reports
Customer Contrd ems [ PA Reports
ltems = Suppliem .4 [1 PR Reports
Suppliers 9 Procurement Contracts » = Financials Query-based Reporiz
Procuremeant Co .
_ 3 Purchasing >
Purchasing ~
eProcurement eProcurement '
Seniree Proenrd £ Services Procurement [ 8




},) Lesson 1. Summary
/

‘ Understanding Cardinal Reporting

In this lesson, you learned:

A
A
A

There are three basic ways to retrieve data from Cardinal: reports, queries, and inquiries.
All users can access Cardinal reports, queries, and inquiries.

Cardinal uses various reporting tools to create reports and queries: SQR, Bl Publisher Reports, nVision, and Cardinal
Query.

Commonly used ad hoc reports, queries, and nVision reports can be accessed from the Home page using the myCardinal
Financials box.

Users can access a comprehensive list of functional area and module specific ad hoc reports using the Main Menu.

Users can refer to the Reports Catalog for a more detailed listing of the reports, queries, and online inquiries that are
available.



}j Lesson 2: Introduction
Y4

‘ Ad Hoc Reports and Inquiries

This lesson covers the following topics:

A

A

Running ad hoc reports from the Main Menu

Finding or creating a Run Control ID to submit a report request

Opening a report

Downloading a report

Running reports from the myCardinal Financials box

Performing an inquiry on financial data
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/2

/
L,

Ad Hoc Reports Overview

Ad hoc reports are run in real time. Access ad hoc reports from the Home page using the hyperlinks located in the
myCardinal Financials box or from the Main Menu.

For example, to run the Cardinal Trial Balance Report, which is located in the General Ledger folder, navigate using the
following path:

Main Menu > General Ledger > General Reports > Cardinal Trial Balance Report

» Banking
» Commitment Co

Revigw Financial Informew
Accounts Payable - —

Favorites « | Main Menu + |
- v 0 Payment Cash Reports 3
Cardinal Fi ial 4
Menu P mytardinal Financiais D Analysis of Approp_CAFR Class
. : Employee Sel-Service 4
» My Favorites Py El  CARS Interface Summary Report
» myCardinal Fingl (1 Manager Self-Service ' B covaanalysis of Appropriation
) Employee Sel-§ (3 Supplier Contracts 4 B
X COVANVS Scope Table Build
» Manager Self-Sq ™ Customers » ) o H
» Supplier Contraq Products , inal 2
roduc
» Customers M D Cardinal Trial Balance Report
: Customer Contracts 4 =
» Products . [l Cash Balances by MCI Class
: . . It »
. ;Cuslomer Conir & ems D Expenditures by Agency Use 1
b ltems Suppliers 13
» Suppliers ) 8 Journals B FeEmAReport |
Procurement Contracts D )
» Procurement Coj &1 Purchasing 3 GL Subsystem Reconci Ledger by COA/Atribute
» Purchasing - & Ledgers D Stmt of Cash Position of Funds
: P t
» eProcurement errocuremen 0 summary D Summary of Pymis to Localities
. . . ry Ledgers
» Services Procurn (3 services Procurement D Track Wi0 Budgst - Exp by CF
) Sourcing 83 sourcing 5 Close Ledgers o ees e
» Project Costing £ Project Costing M Average Daily Balance D Zero Dollar Eudget Combination
) Travel and Expe| & 0 open items D n-Vision Batch Run Parameters
R Travel and Expenses
) illllng < Reced & Eiling £3  Maintain Standard Budd 8 ControlTrack Budget-Exp by CF
» Accounts Recei ,
! B . GL Transaction Report
» Accounts Payah| (3 Accounts Receivable Monitor Background Pr -
f ]
0 i
o=
(]
=
i
i
i

Banking
» General Ledger
) Allocations
» Set Up Financial General Ledger 3
» Enterprise Comy Allocations b
» Worklist Set Up Financials/Supply Chain 3
» Tree Manager L
» Reporting Tools Enterprise Componenis k
) PeopleToals Worklist »
) Cardinal Interfag -

g
i
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4/ Run Control ID: Find an Existing Value

The Cardinal Trial Balance Report, Find an
Existing Value, page displays.

A Run Control ID is the name given to a set of r— Mantlene
saved report parameters and is required to run an
ad hoc report.

General Ledger~ > General Reporis » > Cardinal Trial Balance Report

Cardinal Trial Balance Report

Always search for an existing Run COﬂtI’O| |D before Enter any information you have and click Search. Leave fields blank for a list of all values.

adding a new one. || Find an Existing Value || Add a New Value

To find an existing Run Control ID, using the Find search Criteria

an Existing Value tab, click the Search button. If
there are existing Run Control IDs, a set of results O Case Sense
diSpIayS at the bottom of the page. Limit the number of results to (up to 300} [200

Search by: | Run Control ID begins with (Cardinal Trial Balance|

Use the Advanced Search option to search for a Search, JgAdvanced Search
Run Control ID containing key words (e.g., Trial)

that may be unique to this report. If the name of the
Run Control ID is known, search results can be Find an Existing Value | Add a New Value

limited by entering the name, or the first few
characters, into the Run Control ID begins with
field and clicking on the Search button. If only part
of the Run Control ID is known, use the wildcard
(i.e., %) to search.
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/ Run Control ID: Add a New Value

If a Run Control ID has not been created, click the Add
a New Value tab.

Enter a name into the Run Control ID field. To create
(i.e., name) a Run Control ID, consider the following:

A Up to 30 characters are allowed
A No blank spaces can be used

A The underscore character can be used (e.g.,
Cardinal_Trial_Balance)

A Do not use the wildcard symbol (%)

A The Run Control ID can be descriptive in order to
help remember it for future use

Once the Run Control ID is created, it is saved for
future use along with the parameters specified. It can
never be deleted by the agency.

Once the new Run Control ID name is entered, click
the Add button.

Favorites ~ Main Menu - > General Ledger~ > General Reporis~ > Cardinal Trial Balance Report

Cardinal Trial Balance Report

Find an Existing Value | Add a New Value

Run Control |D |Cardinal Trial Balance

Add

Find an Existing Value | Add a New Value
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4/ Run Control ID: Report Request Parameters

Report Request Parameters (criteria), help limit
the data returned in a report. Some parameter
fields have lookup icons (i.e., magnifying glasses)
or drop-down menus to help select from a list of
available values. The available parameters vary
by report.

As a general rule, Ledger Selection should
always be Actuals.

A Enter the Report Request Parameters.

A Click the Save button to save the Run Control
ID and selected parameters, for future use.

A Click the Run button to run the report.

Favorites = | Main Menu + > (General Ledger+ > General Reports » > Cardinal Trial Balance Report

Trail Balance Report

Trial Balance Report

Run Control ID Cardinal Trial Balance Report Manager ~ Process Manitor Run |

Report Request Parameters

“Business Unit: (%for All BUs ) 15100 Q Include Adjustment Periods

*Fiscal Year: 2019 Adjustment Period

Accounting Period: 4 1 [+ =]

ChartField Selection Ledger Selection Account Details
CIFull Accrual
By BUIFUND Fund 01000 |Q .
[ Modified Accrual ;:zSummary
By BU/Fund/Project

[ Cash Basis

oy Funderotp petall
(All Ledgers selected will be summed
together)

By All Accounts
By Fund

2| Update/Display

I [5] Save Iiﬂ Motify || Refresh =L Add
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f/ Process Scheduler Request
/

The Process Scheduler Request pop-up appears. Make sure the check-box for the correct report is selected.

Most information on the Process Scheduler Request pop-up is automatically populated. On some reports, the report Type
(Email, File, Printer, or Web) and Format (CSV, PDF, or XML) can be changed. Not all types or formats work for all reports.
The report can also be emailed to yourself and/or others by changing the Type to Email and completing the distribution
information. Click the OK button to run the report.

Favorites v ‘ Main Menu v > General Ledger~ > General Reportsv > Cardinal Trial Balance Report

New Window

| Trail Balance Report | Process Scheduler Request

Trial Balance Report

User ID PPS1_JANIS.HANNUKSELA Run Control ID Cardinal_Trail_Balance
Run Control ID Cardinal_Trail | Server Name Run Date [11/21/2019 |39
Recurrence Run Time [11:47:27AM \ Reset to Current Date/Time [
Report Request Parameters Time Zone| Q
*Business Unit: (%for All BUs ) @ Process List
— Select Description Process Name Process Type *Type *Format Distribution
Eiscal Year. | [ Cardinal Trial Balance Report ] VGLROD1 SQR Report [Web  V|[PDF _ v|[pistribution
Accounting Period: |l
ChartField Selection
By BUIFUND Fund 010 _ | o
= . | OK || Cancel || Refresh |
I_| By BU/Fund/Project —
|| By FundGroup

| By All Accounts
"1 By Fund

i

\[FiSave ||[=]Notify ||<* Refresh | \L% Add || 7] Update/Display |




/,/ Process Monitor and Process Instance
/

Cardinal returns to the report page. A Process Instance number that is unique to the report request is generated. Use this
number to help find the report request on the next page.

Click the Process Monitor hyperlink to access the Process List page to monitor the status of the report.

Favortes | Main Menu + > General Ledger+ > General Reports+ > Cardinal Tnal Balance Report

Trail Balance Report

Trial Balance Report

Run Control ID Cardinal_Trail_Balance Report Manager | Process Monitor I _RUI'_

I Process Instance: 106435862 I

Report Request Parameters

*Business Unit: (%for All BUs ) 15100 Q Include Adjustment Periods
*Fiscal Year: 2019 Adjustment Period
Accounting Period: 4 1] v| (#] [=]
ChartField Selection Ledger Selection Account Details
L1 Full Accrual
By BUIFUND Fund (01000 |Q
[ Modified Accrual & Summary
By BU/Fund/Project
By FundG [ Cash Basis
y FundGroup .
[ Actuals Detail
By All Accounts (All Ledgers selected will be summed
together)

By Fund

“4 Add || %] Update/Display

[=1Save |[=]Notify |[{* Refresh




/) Process List: Overview
/

The Process List displays showing the status of the report.

To view all reports for a selected period of time, select either Last or Date Range

A If Date Range is selected, enter a range of dates.

A If Last is selected, select the format of either All, Hours, Minutes, Days, or Years and enter the time period. In this

example, the request is to review reports that have been run in the Last 60 Days.

Various additional fields are available for selection when searching for reports.

Favorites Main Menu = » General Ledger» > General Reporis» > Cardinal Tnal Balance Report

Process List

View Process Request For

User ID PPS1_JANIS x | & Type | v ||| Last v| 1 [Days W] | Refresh |
Server| | Name Q) Instance From Instance To Report Manager
Run 5tatus| V| Distribution Status | Vl Save On Refresh
Process List Personalize | Find | View All | B | R First ‘&' 10f1 ‘&' Last
Select Instance  Seq. Process Type ;;u-r::eess User Run DatefTime Run Statusz EE:LE:utiun Details
10645862 SOR Report VGLROD1 PPS1_JANIS. HANNUKSELA 11/21/2019 11:47:27AM EST Success Posted Details
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(L,

V4

Click the Refresh button to update the
Run Status and Distribution Status.
Possible Run Status and Distribution
Status values are:

Run Status
A Queued - Request has not yet
started.

Success - Report is complete.
Error - Report was not able to run
successfully.

o T Do

Distribution Status

A NI/A - Report has not yet posted.

A Posting - Report is being posted.

A Posted - Report is posted to the
report repository and is available for
viewing.

y Process List: Run and Distribution Status

Processing - Request is in progress.

Favorites = Main Menu + > myCardinal Financials = > Financials Report Refrieval » > FIN Process Monitor

Process List

View Process Request For

User ID| Q Type |

o] - — I

sever V] Name

RunStatus] |  Distribution Status |

Process List

Select Instance  Seq. Process Type
10648530 Bl Publisher
10643531 Application Engine
106458532 Application Engine
10648533 Bl Publisher

[4]Save ||[=]Notify

Q, Instance From| 10848530 Instance To

V| WIsave On Refresh

Process Name

CFX0001

10648533

Personalize | Find | View All | I@] E

User Run DateiTime

PPS_LANINE.FISHER D8/26/2019 9:23:08AM EDT

F5_CFCONFIG PPS_LANINE.FISHER D8(26/2019 9:30:35AM EDT

FS_CFCONFIG PPS_LANINE.FISHER D&26/201%2 9:34:27TAM EDT

CEX0001

PPS_LANINE FISHER 08/26/2012 9:33:00AM EDT

Report Managar

First ‘4 140f4 '}/ Last

Run Status

Success
Success
Success

Success

Distribution
Status

Posted
Posted
Posted
Posted

Details

Details
Details
Details

Details
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/ Process List: Retrieving Reports
/

When Run Status = Success and Distribution Status = Posted, the report is ready to retrieve. Under the Process List
section, reports, by default, are listed in chronological order with the most recently run reports listed first. If needed, click the
Run Date/Time header to reverse the order.

Ifther e p oRrdcé&ss Type is Bl Publisher, the log and trace files are accessed here from the Process Monitor page, but
not the report. Click on the Report Manager link or navigate to the FIN Report Manager page to view Bl Publisher reports.

Click the Details hyperlink for the selected report to go to the Process Detail page.

Favorites = | Main Menu - » myCardinal Financials = > Financials Report Refrieval

Process List

View Process Request For

User D Q  Type v [Lest a2 100 [ Reiesn |
senrerlzl Name 1 Instance From 10648803  Instance To 10643307 Report Manager
RunStatus)]  ¥| Distribution Status | | [ Save On Refresh
Process List Persanalize | Find | View All | (3] | @ First (4) 1-30f3 (k) Last
Select Instance  Seq. Process Type :;t:mc:ss User Run Date/Time Run Statusz Eti:m:utinn Details
10648807 S0R Report FOPON05  PPS1_KAREWN GHOLSOM 11/01/2015 9:32:56AM EDT Success FPosted Details
10645808 Application Engine | GL_JEDIT_0 PPS1_KAREN. GHOLSOM 10/31/2019 4:23:52PM EDT Success Posted Details
10648805 Bl Publisher FEX0007 PPS1_ANGELA GRAY 1073172019 4:23:30PM EDT Success Posted Details

Save ||[=] Motify




@ Process Detall
V4

The Process Detail page displays
A Select an Update Process option: Some options may be grayed out (i.e., not available) based on the status of the report.
A Click the Message Log hyperlink to get details about the processing. Check the Message Log if there are errors.

A Click the View Log/Trace hyperlink to access an SQR report.
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