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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:

Å Instructor led and web based training course materials

Å Job aids on topics across all functional areas

Å 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.
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Welcome to Cardinal Training



After completing this course, you will be able to:
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Course Objectives

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
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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
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Agenda

Understanding Cardinal Reporting

Ad Hoc Reports and Inquiries

nVision Reports

Query Viewer 
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Key concepts in Cardinal Reporting include:

Å All users can access reports and queries in Cardinal.

Å Cardinal creates reports nightly during batch processing that can be retrieved on an ad hoc basis.

Å Queries allow direct access to the database for simple data retrieval.

Å Cardinal uses various report and query tools: 

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

Å BI Publisher Reports and Structured Query Reports (SQR) are view only and do not allow any data manipulation.

Å Inquiries allow for review of details about specific transaction(s).
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Key Concepts



This lesson covers the following topics:

Å Cardinal reporting resources

Å Running and retrieving ad hoc reports overview

Å Retrieving nVision reports overview

Å Running Cardinal queries overview
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Lesson 1: Introduction

1 Understanding Cardinal Reporting



There are three ways to retrieve data from Cardinal:

Å Reports: can provide high volumes of data and summarize data across one or more functional areas

Å Queries: access the database directly and are best used for defined information requests

Å 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: 

Å The Home page using the hyperlinks located in the myCardinal Financials box

Å Any Cardinal page using the following navigation path: 

Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report Manager

Å Any Cardinal page using the following navigation path: 

Main Menu > Reporting Tools > Report Manager

Run Queries from:

Å The Home page using the hyperlinks located in the myCardinal Financials box

Å Any Cardinal page using the following navigation path: 

Main Menu > Reporting Tools > Query > Query Viewer

Perform Inquiries by:

Å Accessing the page that contains the information needed about an item or transaction
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Reports, Queries, and Inquiries

For more detailed information about running reports, queries and inquiries, go to Reports 

Catalog located on the Cardinal website under Resources.



Cardinalôs Home page provides quick access to:

Å Favorites - to access ad hoc reports and Cardinal pages that were previously saved using the Add to Favorites hyperlink 

(available on every Cardinal page).

Å Main Menu - to access all functional area and module reports.  It is accessible from all pages in Cardinal.

Å myCardinal Financials

ÅFinancials Report Execution - reports by functional area and queries.

ÅFinancials Report Retrieval - nVision reports and ad hoc reports.  Use FIN Process Monitor to check the status for ad hoc 

reports run in Cardinal. 
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Home Page and myCardinal Financials



In this lesson, you learned:

Å There are three basic ways to retrieve data from Cardinal: reports, queries, and inquiries.

Å All users can access Cardinal reports, queries, and inquiries.

Å Cardinal uses various reporting tools to create reports and queries: SQR, BI Publisher Reports, nVision, and Cardinal 

Query.

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

Financials box.

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

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

available.

Lesson 1: Summary

1 Understanding Cardinal Reporting
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This lesson covers the following topics:

Å Running ad hoc reports from the Main Menu

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

Å Opening a report

Å Downloading a report

Å Running reports from the myCardinal Financials box

Å Performing an inquiry on financial data
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Lesson 2: Introduction

2 Ad Hoc Reports and Inquiries



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
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Ad Hoc Reports Overview



The Cardinal Trial Balance Report, Find an 

Existing Value, page displays.

A Run Control ID is the name given to a set of 

saved report parameters and is required to run an 

ad hoc report.

Always search for an existing Run Control ID before 

adding a new one.

To find an existing Run Control ID, using the Find 

an Existing Value tab, click the Search button.  If 

there are existing Run Control IDs, a set of results 

displays at the bottom of the page.

Use the Advanced Search option to search for a 

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 

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: Find an Existing 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:

Å Up to 30 characters are allowed

Å No blank spaces can be used 

Å The underscore character can be used (e.g., 

Cardinal_Trial_Balance)

Å Do not use the wildcard symbol (%)

Å 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. 
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Run Control ID: Add a New Value



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.  

Å Enter the Report Request Parameters.

Å Click the Save button to save the Run Control 

ID and selected parameters, for future use.  

Å Click the Run button to run the report. 
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Run Control ID: Report Request Parameters



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.
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Process Scheduler Request



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.
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Process Monitor and Process Instance



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

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

Å 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. 
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Process List: Overview



Click the Refresh button to update the 

Run Status and Distribution Status.  

Possible Run Status and Distribution 

Status values are: 

Run Status

Å Queued - Request has not yet 

started. 

Å Processing - Request is in progress.

Å Success - Report is complete.

Å Error - Report was not able to run 

successfully.

Distribution Status

Å N/A - Report has not yet posted.

Å Posting - Report is being posted.

Å Posted - Report is posted to the 

report repository and is available for 

viewing.

Process List: Run and Distribution Status
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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.  

If the reportôs Process Type is BI 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 BI Publisher reports.  

Click the Details hyperlink for the selected report to go to the Process Detail page.
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Process List: Retrieving Reports



The Process Detail page displays

Å Select an Update Process option: Some options may be grayed out (i.e., not available) based on the status of the report.

Å Click the Message Log hyperlink to get details about the processing.  Check the Message Log if there are errors.

Å Click the View Log/Trace hyperlink to access an SQR report.
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Process Detail






































































