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Generating an HCM Report Overview

The purpose of this Job Aid is to walk through the process used to generate an HCM Report.

For the purpose of the instructions contained in this Job Aid, the steps used to generate the
Timesheet report are provided. Generally, these instructions can be used to generate any of the
Cardinal HCM 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 HCM Reports Catalogs to generate the applicable
report. The HCM Reports Catalogs are located on the Cardinal website under Resources.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the processes within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes
9/1/2026 Updated to reflect the Cardinal system upgrades.
3/1/2025 Updated the screenshots of the Search pages (Section 1). Added reference
information to the Overview of the Cardinal HCM Search Pages Job Aid.
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Generating an HCM Report

1. Navigate to the Cardinal HCM Homepage.

The Cardinal HCM Homepage displays.
Cardinal HCM ~

Cardinal Message Board Cardinal Portal
0
Message(s) published today

0

Total active message(s)

Payroll
“You are not authorized for this page.

No Statement Available

The specific Navigation Tiles available on the Cardinal HCM Homepage are based on the
user’s assigned roles in Cardinal HCM.
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Step

Action

@

There are various ways to access the reports and queries in Cardinal:

Queries can be accessed directly from the Cardinal HCM Homepage by clicking the Query
Viewer tile.

Query Viewer

@;

Some reports can be accessed through the various WorkCenters on the Cardinal HCM
Homepage. Others can be accessed by clicking the NavBar icon in the top right corner of
the page, and using the following path: NavBar > Menu > Reporting Tools.

0O Q" : @

NavBar: Menu

Menu

Reporting Tools

Recently Visited

= Report Manager

—
)
I\ = J
S

Team Time

Time

The Reporting Tools list items display with options based upon the user’s access.

The example steps below will begin on the Cardinal HCM Homepage and will use the TA
WorkCenter to access the Timesheet report.
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Step | Action

2. Click the TA WorkCenter tile.

TA WorkCenter

S
—
122}

L

y

The Time and Labor WorkCenter displays.

Q, Search in Menu

Time and Labor WorkCenter

C {3 | Welcome to WorkCenter
My Work WorkCenler Page

Exceptions

Allowable Excepfion

Fix Exception

-~ My Approvals

Time Approvals

Payable Time

Reported Time

Absence Request

‘Cancel Absence

Delegation of Authority D

> Links

> Queries

> ReportsiProcesses

3. Click the Reports/Processes section.

- My Work
Excepficns
Allowable Exceplion

Fix Exception

-~ My Approvals
Time Approvals
Payable Time
Reported Time
Absence Request
Cancel Absence

Delegation of Authority

> Links

SRWTITILEE

> Reports/Processes
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Step | Action

The Reports/Processes section expands.

» Links
» Queries
« Reports/Processes

Must Run Reports

Most Run Reports

The Must Run Reports and Most Run Reports folders house reports that users should
0 regularly run.

4. Click the Must Run Reports folder to expand it.

~ Reports/Processes

Must Run Reports

Most Run Reports

The Must Run Reports pages display.

Must Run Reports
Docking Unpaid Absences Report
Hourly Employee Tracking Report
Timesheet Report
Timesheet Exception Repart
OSHA Report
Invalid Holiday Report
Time Enfry Upload Error Report

Absence Upload Error Report
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Action

Click the Timesheet Report page.

Must Run Reports -

Docking Unpaid Absences Report

Hourly Employee Tracking Report

Timesheet Report

Timesheet Exceplicn Report

OSHA Report

@

The initial navigation path provided is used specifically to generate the Timesheet report.
Remember to refer to the HCM Reports Catalogs and use the initial navigation path provided
for the report being generated. The HCM Reports Catalogs are located on the Cardinal
website under Resources.

The Timesheet Report Find an Existing Value Search page displays.

Timesheet Report

Find an Existing Value

~ Search Criteria
Enfer any information you have and click Search. Leave fields blank for a list of all values.

T) Recent Searches | Choose from recent searches v| f [ saved Searches | Choose from saved searches v| /

Search by: Run Control 1D begins with | |

~» Show more options

e

@

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

@

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 below assume this is the first time that this
report is being generated.

Click the Add a New Value button.

(HAdd a New Value
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Step | Action

The Timesheet Report Add a New Value page displays.

Timesheet Report

Add a New Value Q1 Find an Existing Value

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 (once created Run Control IDs cannot be deleted)

e Up to 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.

*Run Control 1D |W
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Step | Action

The Timesheet Report page displays.

Run Control 1D Timesheet_Rpt Report Manager Process Monitor
Business Unit E [ Run for multiple Business Units

Employee Type Employees to process
@ Salaried ' Hourly
Reports To Position E
OR

Select Pay Period End or From/To Date Empl 1D E

Pay Period End Date \:I OR

OR

OR

Additional Optional Parameters Cost Center E
[ Action Required Only Department CF E

D include Comments?

Time Reporting Code (Optional)

@ 1-10f1 v | Wiew Al

Time Reporting Code Description

1| Q E
m [ Add H UpdateDisplay l

9. Enter the desired parameters for the report within the corresponding fields. For this example,
the Business Unit, Pay Period End Date, and Department fields have been completed.

Business Unit 18100 Q [ Run for multiple Business Units

Employee Type Employees to process
® Salaried O Hourly
Reports To Position
OR
Select Pay Period End or From/To Date
Empl ID

Pay Period End Date |06/24/2025 Q OR

OR I Department 18100 Q u

From Date O Node Only
OR

Thru Date Project
OR
Cost Center

Additional Optional Parameters

[ Action Required Only Department CF

Clinclude Comments?
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Step | Action

Parameters are used to limit/define the specific data requirements for the report. The
0 parameter fields available will differ based on the HCM report being generated. Refer to the
HCM Reports Catalogs for a listing of the parameters available for the specific report being
generated. The HCM Reports Catalogs are located on the Cardinal website under
Resources.

10. Click the Run button.

Report Manager Process Monitor |m]

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

Process Scheduler Request X
Help

User 1D Run Control ID Timesheet_Rpi

Server Name v Run Date | 06/02/2026

Recurrence hd Run Time |10:18:15AM l Reset to Current Date/Time

Process List

Select Description Process Name Process Type “Type - Format Distribution

Timeshest Report VTARDOZE SQR Report Wieb W G5V Distribution

“ Cance'

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

Process List
Select Description Process Name Process Type «Type «Format Distribution
Timesheet Report VTARDD2E SOR Report Web v csv Distribution
12. The Format field defaults based on the report being generated. Update as needed if other

formats are available for the report being generated.

Process List

Select Description Process Name Process Type -Type - Format Distribution

Timesheet Report VTARDO2E SOR Report Web A cCsv Distribution

Refer to the HCM Reports Catalogs to identify the formats available for each specific HCM
0 Report. The HCM Reports Catalogs are located on the Cardinal website under Resources.
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Step

Action

13.

Click the OK button.

Cancel

| oK

The Timesheet Report page redisplays with the assigned Process Instance Number.

Run Centrol ID

Business Unit

Employee Type

Additional Optional Parameters

[ Action Required Only

Timesheet_Rpt Report Manager

18100 Q

[JRun for multiple Business Units

Employees to process

® Salaried ' Hourly
Reports To Position
OR
Select Pay Period End or From/To Date

Empl ID

Pay Period End Date |06/24/2025 Q OR

OR Department 18100 Q

From Date CINode Only
OR

Thru Date Project
OR

Cost Center

Department CF

[ Include Comments?

Process Monitor

Process Instance:4913269

14.

Click the Process Monitor link.

Run Contrel 1D Report Manager

Timesheet_Rpt

Process Monitor

Process Instance:4915269
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Step | Action

The Process Monitor page displays with the Process List tab displayed by default.

Process List Server List

View Process Requests
Q hd Last hd 1| | Days hd Refresh
User ID Type | | ‘ | ¥

o
[+

*~ Process List

@ 1-10f1 v | View All

Select Instance Seq. Run Control ID Process Type :;Dr;::es User Run Date/Time Run Status ISJ;:E::IHEUH Details Actions
4915269 Timesheet_Rpt S0OR Report VTARDOZ6 06/02/2026 10:19:15AM EDT Success Posted Details ~Actions
Go back to Timesheet Report
Process List | Server List
15. Locate the applicable report within the Process List section using the Process Instance

Number previously captured. The report can be viewed once the Run Status field updates to
“Success” and the Distribution Status field updates to “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

o The Reset button can be used to reset back to the last saved view parameters

Process List Server List

View Process Requests
User D Q] e [ ~] [ Last v| 1| [pays v Refresh

Server ‘ Name | 0“ Instance E Range
o
Run tatus Distrbution Status B Reset

v

~ Process List

\E’ 1-1of 1 w | wiew all

Select | Instance | Seq. Run Control ID | Process Type flocess User Run DatefTime Run Status | tfbution ¥ nerais  actions
4913269 Timesheel_Rpl | SQR Reporl VTARDN2S 06/02/2026 10-19:15AM EDT Suctess Posled Details “Actions

Go back to Timesheet Report

Process List | Server List

16. Click the corresponding Actions dropdown button.

~ Process List

@ 1-10f1 v | View Al

Select | Instance Seq. Run Control ID Process Type :;ﬁ:;:“ User Run DateTime Run Status Ig(i;&iguﬁnn Details Actions

4915269 Timesheet_Rpt SQR Report VTARO026: 06/02/2026 10:19:15AM EDT Success Posled Details I v Actions I
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Step | Action

The Actions menu displays.

Details
Parameters
Message Log

View Log/Trace

17. If the report completed with a Run Status of “Success”, click the View Log/Trace list item.
Note: If the Run Status is “Error”, use the Message Log list item to view the cause of the
error.

Update Process > Update Process >
Details Details

Parameters Parameters
Message Log Message Log

View Log/Trace View Log/Trace

Rev 9/1/2026 Page 13 of 15



%/ Cardinal Cardinal HCM Reporting Job Aid
V4 NAV225 Generating an HCM Report

Step | Action

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

View Log/Trace ®
Help
Report
ReportID 3863689 Process Instance 4318259 lessage Log
Name VTAROD26 Process Type SOQR Report

Run Status  Success

Timesheet Report
Distribution Details

irati 700212026
Distribution Mode  hrptm Expiration Date | 07/02/2026

File List

Name File Size (bytes) Datetime Created
SQR_VTARD026_4918269.1og 2,168 06/02/2026 10:24:13.160471AM EDT
viar0026_4918269.cev 834,502 0EAZI2026 10:24:13.16047 1AM EDT
viar0026_4915269.out 95 06/02/2026 10:24:13.160471AM EDT

Distribute To
Distribution 1D Type - Distribution 1D

User

18. Click the .csv link within the File List section to view the generated report in Excel format.
File List
Name File Size (bytes) Datetime Created
SQR_VTARDZ2E_4918283.10g 2,183 DEA02/2026 10:24:13.16047T1AM EDT
| viar0026_4915289.csv 534,502 06M02/2026 10:24:13.160471AM EDT
viar0026_4518253.oul 95 DBA02/2026 10:24:13.160471AM EDT

19. The Report downloads.

Click the file to access it.

GPLT_FLA&GPage=EOWC_GPLT F... @ ¥r +

Recent download history ®

viar0026_4918269.cs5v
815 KB » 3 minutes ago

a:i-
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The Report displays.

A B C D E F

Commeonwealth of Virginia
Run Date: TIMESHEET REPORT
Report ID: Run Time: 10:24 00
PageNo.: of 40
Business Unit: 18100 : Dept of Labor and Industry
Pay Period From Date: 24-JUN-2025

Pay Period To Date: 24-JUN-2025

Department: 18100 : DEPT OF LABOR AND INDUSTRY
9 |Salaried

10 |All statuses

11 |Comments Not Included

12 |TRC

© o U W o

14 |Business | Pay Perioc Daily Date Retro Flag Departme Dept Desc Reports Tc Reports Tc Reports to Emplid

15| 18100 24-Jun-25 10-Jun-25 18100 DEPT OF L | 0 40.00-Z88¢ SASU Vacat
16| 18100 24-Jun-25 11-Jun-25 18100 DEPT OF L | 0 STATE  40.00-283{SASU SML Pos VAC Vacat
17| 18100 24-Jun-25 12-Jun-25 18100 DEPT OF L | 0 STATE  40.00-288¢SASU SML Vacat
18| 18100 24-Jun-25 13-Jun-25 18100 DEPTOF L | [ STATE  40.00-783{SASU SML Vacat
13| 18100 24-Jun-25 16-Jun-25 18100 DEPT OF L | 0 STATE  40.00-288{SASU SML Vacat
20| 18100 24-Jun-25 17-Jun-25 18100 DEPT OF L | 0 STATE  40.00-288¢SASU SML Reguli
21| 18100 24-Jun-25 18-Jun-25 18100 DEPTOF L | [ STATE  40.00-783{SASU SML Reguls
22| 18100 24-Jun-25 18-Jun-25 18100 DEPT OF L | 0 STATE  40.00-288¢SASU SML
23| 18100 24-Jun-25 19-Jun-25 18100 DEPT OF L | 0 STATE  40.00-288¢SASU SML
24| 18100 24-Jun-25 19-Jun-25 18100 DEPTOF L | [ STATE  40.00-783{SASU SML Holid:
25| 18100 24-Jun-25 20-Jun-25 18100 DEPT OF L | 0 STATE  40.00-288¢SASU SML Vacat
26| 18100 24-Jun-25 23-Jun-25 18100 DEPT OF L | 0 STATE  40.00-288¢SASU SML Reguls
27| 18100 24-Jun-25 24-Jun-25 18100 DEPT OF L | 0 STATE  40.00-288¢SASU SML Reguli
28| 18100 24-Jun-25 10-Jun-25 18100 DEPT OF L 0 18100 VARIABLE 1 SML Reguls
23| 18100 24-Jun-25 11-Jun-25 18100 DEPT OF L 0 18100 VARIABLE 1 SML Reguls
30| 18100 24-Jun-25 12-Jun-25 18100 DEPT OF L 0 18100 VARIABLE 1 SML Reguli
T e B 18100 REDT AET n iRiA0 \ADIARIE 4 aht VTS A
< > vtar0026_4918269 & < »

EmplRcd Emolovee Emoloves Workerou Schedule \Work Sche Rotation Il Shift ID  Paygroup Time Repc Reported “Repor
STATE ML VAC
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