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Generating a Financials Report Overview
The purpose of this Job Aid is to walk through the process used to generate a Financials Report.

For the purpose of the instructions contained in this Job Aid, the steps used to generate the Cardinal
Trial Balance Report are provided. Generally, these instructions can be used to generate any of the
Cardinal Financials Reports. However, the initial navigation path, the parameters available, and the
report formats available will differ based on the specific report being generated.

Utilize these instructions along with the report specific data provided in the FIN Reports Catalogs to
generate the applicable report. The FIN Reports Catalogs can be located on the Cardinal Website
under Resources.
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Revision History

Revision Date Summary of Changes
3/1/2025 Updated the screenshots of the Search pages (Section 1, after Step 5). Added
reference information to the Overview of the Cardinal FIN Search Pages Job
Aid.
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Generating a Financials Report

Step | Action

1. Log into Cardinal Financials.

The Cardinal Financials Home page displays.

Favorites » Main Menu~
Personalize Content | Layout 2 Help

Menu T o- myCardinal Messages < o~

My Favorites -

v Begin Date Message

myCardinal Financials

Employee Self-Service myCardinal Financials c o~

Manager Self-Service ] Financials Report Execution *] Financials Report Retrieval #] Financials Links

Supplier Contracts | |

Customers AP Reports F= FIN Report Manager = Cardinal Portal

Products AR F= FIN Process Menilor

Customer Contracts
htems £3 PR Reports
Suppliers Financials Query-based Reports
Procurement Contracts
Furchasing
eProcurement
Senvices Procurement
Sourcing

Project Costing

Travel and Expenses
Billng

2. Click the Main Menu link.

Main Menu -

The Main Menu displays.

Favorites v Main Menu +
= myCardinal Financials v
Menu v s o
My Favorites 1 Employee Self-Service 4
myGCardinal Finaj —  Manager Self-Service 4
Employee Self-§ [ Supplier Contracts 4
Manager Self-Se Customers N
Supplier Contra
L Products 4
Customers
Products I Customer Contracts 4
Customer Contrg = Items »
ltems U suppliers 3
Suppliers ' Procurement Contracts L4
Procurement Cof
L Purchasing »
Purchasing
eProcurement | eProcurement '
Services Procurg = Services Procurement L4
Sourcing 3 Sourcing »
Project Costing | 3 Project Costing »
Travel and Expel
. L Travel and Expenses 4
Billing
Accounts Recei & Biling '
Accounts Payab] =) Accounts Receivable 3
Banking J Accounts Payable 3
Commitment Col [ Banking »
General Ledger
9 L Commitment Control 4
Allocations
»
Set Up Financial ' General Ledger
Enterprise Comg = Allocations 4
Worklist L Set Up Financials/Supply Chain L4
Tree Manager | [ Enterprise Companents »
Reporting Tools 1 VAfnrklict »
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Step | Action

3. Click the General Ledger link.

L1 General Ledger »

The initial navigation path provided in Step 3 and following is used specifically to generate
0 the Cardinal Trial Balance Report.

Remember to refer to the FIN Reports Catalogs and use the initial navigation path provided
for the report being generated. The FIN Reports Catalogs are located on the Cardinal
Website under Resources.

The General Ledger menu displays.

Commitment Cantrol
Sameral Lodge: D
Set Up Financial Coreleis

Enterprise Com
‘Worklist

Allocations.

Set Up Financials/Supply Ghain

Favorites ~ hain Menu - |
M Personalize Content | Layout ? Hep
Menu j :V:"'d "”;"Z":"S " & ov | |myCardinal Messages 3o
» My Favont mployee Self-Service » -
X m:c;u'injimd €1 Manager Sef-Service B Begin Date Message
Employee Sett§ CI  Suppler Contracts . myCardinal Financials = D
Manager SelfSq 01 gystomers c ials Report Execution | Financials Report Retrieval
Suppler Contrag -
Products O customer Contracts I FIN Process Monitor
Customer Conrd 1 ttems
Hems O suppliers >
» Suppiers C1 Procurement Contracts —
ProcuementCol oy o O Joumats v
Puchasng | o £ 6L Subsystem Reconcilation »
eProcurement -
o 1 Services Procuement | —  Le0e™
S C1 Summary Ledgers ’
1 Project Gosting f‘ Close Ledgers '
! é’ﬂ“h‘;: aEXP D Travel and Expenses j gvzﬁi:”" Batance '
Accounts Recei a Billng r ;
AccountsPayab| C1  Accounts Receivable | ) Monior Background Process '
Banking B1  Accounts Payaie C) Review Financial Information ,
£l Banking 0 General Reports
=}
=
a
(o]
a
1

Treet Memoges Enterprise Companents v
+ Reporting Tools -
PeopleTools -

4, Click the General Reports link.

Monitor Background Process g

Review Financial Information b

o|D D

General Reports ¥
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Step

Action

The General Reports Menu displays.

Favoriles + Main Menu |
M €3 Payment Cash Reports v Personalize Content | Layout ? Help
o al Financi » "
Menu N myCardinal Financials 2| [ Analysis of Approp_AGFR Class s ow
=] 2 » "
My Favorites Employee Self-Service: [ CARS Interface Summary Report Message
myGardinal Fina| CJ  Manager Selt Service B Govaanaiyss of spproprisbon
b Employee Sefiy B - Suppher Gontracts ' | Cardinal Trial Batance Report L L1
Manager SS9 ) Cuciomers o (] Financials Report Retrieval
SuppherContrad (] Expenditures by Agency Use 1 [
roducts -
Customers . £ FEMAReport P FIN Rep:
B CustomerG » > FEFIN Proc
Products - Customer Contracts ] Ledger by CONAfIibUE
=" 9
Customer Contg = llems ] stmt of Cash Position of Funds.
Htems o i -
N Suppliers I Summary of Pymis to Localities
upplers = Procurement Contracts. 3
Procurement Cof oy [ O Joumals 5 Track /o Budget - Exp oy CF
o urchasing , N
Purchasing i 1 GL Subsystem Reconc| ) Zefo Dollar Budget Combination
eProcurement |~ B i C1 Ledgers ] ControlTrack Budget-Exp by CF
Services Procurd =) Services Procurement | o Y
Sourcing & Sour C) Summary Ledgers Ll 6L Transaction Report
- o B3 Close Ledgers ] CARS-Cardinal Recanciliation
Project Costing | 1 project Costing - 1 suman
TavelandBoel o | C1 Average Daiy Batance | ) Summary Fuctualon Analyss
Billing & eiing pens C3 Openlitems ] Appr,Allot & Expense Report
i ! c [F  state Aid To Localities Report
=]
B Accounts e | £ Monitor Background Pr s
£ Accounts Payable u Review Financial Int
Commitment Col 3 Banking B General Reports ’
General Ledger | -
LEAIE 23 Commitment Conirol
Allocations =
,
Set Up Financial oo Ledpey
Enterprise Comgg &) Allocations »
Worklist C1 SetUp Financials/Supply Chain
Tree Manager | (3 Enterprise Components
Reporting Tools | oy ey »
PeopleTools -

Click the Cardinal Trial Balance Report link.

U Cardinal Trial Balance Report

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

Favorites » | Main Menu ~ > General Ledger~ > GeneralReporis~ > Cardinal Trial Balance Report

Cardinal Trial Balance Report

Find an Existing Value
w Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

@RECBHI Searches \ Choose from recent searches v| a | Saved Searches | Choose from saved searches v| &

{@® Add a New Valu|

Search by:  Run Control ID begins with
~ Show more options

|  search | |  Clear

o

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

.y

If this is not the first time generating this report, always search for and use an existing Run
Control ID before creating a new one. Users cannot delete Run Control IDs once they are
created and saved. The instructions provided in Steps 6 - 8 assume that this is the first time
that this report is being generated.
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Step

Action

6.

Click the Add a New Value button.

&} Add a New Value

The Add a New Value page displays.

Favorites ~ | Main Menu ~ > Generalledger- > GeneralReporis~ > Cardinal Trial Balance Report

Cardinal Trial Balance Report

Add a New Value

IQ_FIHG an Existing Value

*Run Control ID

| Add |

7. Enter a Run Control ID in the Run Control ID field based on the following guidelines:
e The Run Control ID must be unique and should be descriptive enough to help locate for
future use
e Upto 30 characters are allowed
¢ No blank spaces can be used. However, an underscore “ ” can be used in lieu of
spaces
e Do not use wildcard symbols (%)
*Run Control 1D
8. Click the Add button.
Add
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Step | Action

The Trial Balance Report page displays.

Favorites v Main Menu v

Trial Balance Report

Trial Balance Report

Report Request Parameters

*Business Unit: (%for All BUs ) 15100

*Fiscal Year:

Accounting Period:

ChartField Selection

(J By BUIFUND

J By BUIFund/Project
@] By FundGroup

O By All Accounts

O By Fund

5l Save ||[=] Notify || Refresh

> GeneralLedgerv > General Reportsv >

Run Control ID  TRIAL_BALANCE_REPORT

Report Manager  Process Monitor Run i
‘Q Include Adjustment Periods
Adjustment Period
1 —_v =+ =]

Cardinal Trial Balance Report

Ledger Selection Account Details

O Full Accrual

O Modified Accrual (] Summary

O cash Basis

O Actuals 0 petail
(All Ledgers selected will be summed

together)

[% Add || 2] Update/Display

Enter the desired parameters for the report using the corresponding fields.

under Resources.

Parameters are used to limit/define the specific data requirements for the report. The
parameter fields available will differ based on the FIN report being generated.

Refer to the FIN Reports Catalogs for a listing of the parameters available for the specific
report being generated. The FIN Reports Catalogs are located on the Cardinal Website

10. Click the Save button.

5l save | =] Notify

« 3 Refresh

Rev 3/1/2025
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Step | Action
Sample page with completed parameters.
Favorites | Main Menu + » General Ledger» » General Reporis~ > Cardinal Trial Balance Report
Trial Balance Report |
Trial Balance Report
Run Control ID TRIAL_BALANCE_REPORT Report Manager  Process Monitar Run
Report Request Parameters
*Business Unit: (%for All BUs } | 15100 Q Include Adjustment Periods
*Fiscal Year: 2025 Adjustment Period
Accounting Period: ! 1 SIS
ChartField Selection Ledger Selection Account Details
O Full Accrual
By BU/FUND Fund[01000 |Q

[ Modified Accrual Summary

By BU/Fund/Project
J cash Basis a

By FundGroup 4 i
Actuals Detail

By All Accounts (All Ledgers selected will be summed

By Fund together)

(5] save ||=]Notify || Refresh | |[Ck Add || 5] Update/Display

11. Click the Run button.

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

Process Scheduler Request

Help
UserID Run Control ID TRIAL_BALANCE_REPORT
Server Name v Run Date |02/04/2025 31
Recurrence v Run Time | 1:50:18PM | Reset to Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution
Cardinal Trial Balance Report VGLRO01 SQR Report [web  ~][PDF | Distribution

OK || Cancel H Refresh

! ,:1!
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Step | Action

The Type field defaults to “Web”. Update to “Email”, “File”, or “Printer” as desired. If “Email”
0 is selected, use the Distribution link to identify the email address to send the report to.

The Format field defaults based on the report being generated. Update as needed if other
formats are available for the report being generated.

Refer to the FIN Reports Catalogs to identify the formats available for each specific FIN
Report. The FIN Reports Catalogs are located on the Cardinal Website under Resources.

12. Click the OK button.

OK Cancel Refresh

The Trial Balance Report page redisplays.

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

Trial Balance Report

Trial Balance Report

Run Contrel ID  TRIAL_BALANCE_REPORT Report Manager Process Monitor l Run

Process Instance:22032569
Report Request Parameters

*Business Unit: (%for All BUs ) 15100 Q Include Adjustment Periods
*Fiscal Year: 2025 Adjustment Period
Accounting Period: 1 1 [+ |[=]
ChartField Selection Ledger Selection Account Details
U Full Accrual
By BU/FUND Fund 01000 |Q
U Modified Accrual Summary
By BU/Fund/Project
O cash Basis =
By FundGroup " :
Actuals Detail
By All Accounts (All Ledgers selected will be summed
By Fund together)
5l Save ||[=] MNotify ||#* Refresh [Z4 Add || 7] Update/Display

Notice that a Process Instance Number has been assigned to the report request
(22032569 in this example).

13. Make note of this Process Instance Number.

14. Click the Process Monitor link.

Process Monitor
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Step | Action

The Process List page displays.

Favorites + ‘ Main Menu + > General Ledger+ » General Reports + > Cardinal Trial Balance Report > Process Monitor

Process List

View Process Request For

User ID. @ Type | v [Last v] 1 | Refresh |
Server Name C,  Instance From Instance To ‘ Clear |
Run Status Distribution Status Save On Refrash Report Manager ‘ Reset |
Process List Personalize | Find | View All | (21| [5d First (4. 10of1 (} Last
Select Instance  Seq. Process Type z:?;:sss User Run Date/Time Run Status gi[zgli:ution Details Actions
22032569 SQR Report VGLROO1 02/04/2025 1:50:18PM EST Success Posted Details ~ Actions

Go back to Cardinal Trial Balance Report

[§l save | [=] Notify

15. Locate the applicable report within the Process List section using the Process Instance
Number previously captured.

Process List

Select]instance [Seq. Process Type ﬁ;?]r]::ss User
22032569 SQR Report VGLROO1

The report can be viewed once the Run Status field updates to either “Success” or “Error’
0 and the Distribution Status field updates to “Posted”.

Distribution
Run Status Status
Success Posted

Periodically click the Refresh button until these two status fields update.

e The Clear button can be used to clear any defined view parameters
e The Reset button can be used to reset back to the last saved view parameters

Refresh

Clear

Reset

Rev 3/1/2025 Page 10 of 12



@Cardinal Cardinal FIN Reporting Job Aid
V4 NAV220 Generating a Financials Report

Step | Action
16. Click the corresponding Actions dropdown button.
[§  First 4 10of1 » Last
istribution . .
iatus Details Actions
osted Details = Actions

The Actions menu displays.

Actions
= Actinns
Update Process »
Details
Parameters
Message Log

View Log/Trace

17. Click the View Log/Trace list item.

View Log/Trace

If the report completed with a Run Status of “Error”, the Message Log list item can be used
to review why the error occurred.

Message Log
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Step | Action

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

View Log/Trace

Help
Report
Report ID 97496288 Process Instance 22032569 Message Log
Name YGLROO1 Process Type SQR Report

Run Status Success

Cardinal Trial Balance Report
Distribution Details

Distribution Node fintrn Expiration Date | 03/06/2025
File List
Name File Size (bytes) Datetime Created
SQR_VGLRO01_22032569.log 2,287 02/04/2025 1:52:59.823582PM EST
valr001_22032569 PDF 13,796 02/04/2025 1:52:59.823582PM EST
valr001_22032569 out 16,412 02/04/2025 1:52:50.823582PM EST
Distribute To
Distribution ID Type *Distribution 1D
User

Return

18. Click the .PDF link within the File List section to view the generated report in PDF format.

vglr001_22032569.PDF 13,796 02/04/2025 1:52:58.623582PM EST
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