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Revision History

Revision Date Summary of Changes

9/1/2026 Updated to reflect the Cardinal system upgrades.

9/29/2025 Updated the reference for the NAV220 Cardinal Reporting (FIN) WBT Course from
the Cardinal website to COVLC.

3/27/2025 Added a new query (Expense Approver Profile Query
(V_AP_APPROVER ASSIGNMENT).

10/21/2024 Baseline.
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Training Materials and Resources

After reviewing this Reports Catalog, if any additional information or guidance is needed, please refer to
the following:

NAV220 Cardinal Reporting (FIN): This Web Based Training (WBT) course provides training and
tutorial videos that cover the fundamentals of how to run or access reports and queries. This
course is available in COVLC and provides:

- Key concepts in Cardinal reporting

- Information on how to access the Query Viewer to search, run, and access query results online
or by download

- Information on how to perform inquiries to access details about an item or transaction in
Cardinal

- Basic information about the types of reports and how to access the different types of reports
- Information on how to run and check the status of ad hoc reports
- Information on how to access nVision reports and how to use the Drilldown feature

- Information on how to run Bl Publisher and PSJob reports and access them through the
Report Manager

- References for additional Resources, Job Aids, and key terms

NAV220 Monitoring Tips: This Job Aid provides additional information and navigation instructions for
some of the more commonly used Financials reports, queries, and inquiries.

NAV220 Generating FIN Reports and Inquiries: This Job Aid provides detailed instructions and
screenshots for generating a FIN report or inquiry.

NAV220 Running and Scheduling FIN Queries: This Job Aid provides detailed instructions and
screenshots for running a FIN query.

Note: These Job Aids are located on the Cardinal website in Job Aids under Learning.

The tutorial videos within this WBT Course are also available on the Cardinal Website and can be
accessed by following this path:

Learning > Videos (FIN) > Reporting Tutorials for Core Users
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<This page is intended to be blank>
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Accounts Payable Inquiries

<This page is intended to be blank>
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Payment Cash Check Results Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to research and review the details pertaining to the results for the daily Payment Cash
Checking process.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Payments > Payment Cash Check > Payment Cash Check Results

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Run Date Online

GL Business Unit

Fund

Account

Screenshot of the Payment Cash Check Results Find an Existing Value Page

| < Cardinal Financials ‘ Payment Cash Check Results

Find an Existing Value

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

) Recent Searches I Choose from recent searches V] / [l saved Searches I Choose from saved searches V] /
Run Date | = v [owz4r202 =] GL Business Unit | begins with ~| [18100 Q|
Fund I begins with VI I QI Account I begins with VI i QI

~ Show fewer options

T

~ Search Results
6 results - Run Date "2026-04-24" GL Business Unit "18100"

1-60f6 v | Viewal

Run Date flfl?rll.lk?:rce StﬂBusiness Fund Account

04/24/2026 1/18100 (blank) 101010 >
04/24/2026 1/18100 01000 101010 >
04/24/2026 1/18100 02181 101010 >
04/24/2026 118100 02700 101010 >
04/24/2026 1/18100 02800 101010 >
04/24/2026 1/18100 10000 101010 >
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Screenshot of the Payment Cash Check Results Page

Payment Cash Check Results

GL Business Unit 18100

Fund 01000
Account 101010
Run Date 04/24/2026

Dept of Labor and Industry

General Fund

Cash With The Treasurer Of VA

Filter Option

@ All Transactions
O Failed Transactions
O Passed Transactions

Payment Cash Check Results

ali

Tof1 + |

View All

Fiscal Year

2026

Bypass Cash
Override Cash

Cash Check Beg Balance 9,534,033.47 0412412026 6:14:52PM Apply Fiscal Year
Cash Passed Amt 17,900.00
Cash Failed Amt
Calculated End Balance 9,516,133.47
Batch End Ledger Balance
Variance Amount 9,516,133.47
Error Message
2
~ Transaction List
“ Vouchers
@ 1202 v I View Al
Voucher Details Amount Details Error Message [I>
Run Date GL Unit | Account Fund 5:;'"955 Voucher Document Details Processing Rule
1| 04/24/2026 18100 101010 01000 18100 00001120 Document Details Default
2| 04/24/2026 18100 101010 01000 18100 00001143 Document Details Default
~ Expense Reports
@ t10f1 v | View Al
Expn Details Amount Details Error Message 11>
SheetlD Processing Rule
1
v Advance
@ 140f1 v | View Al
Advances Details Amount Details Error Message >
[
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Payment Cash Check Review Results by Transaction Inquiry

REVISED: 9/1/2026

DESCRIPTION:

This inquiry is used to research and review the payment cash check results for a specific transaction and

run date.

NAVIGATION PATH:

NavBar > Menu > Accounts Payable > Payments > Payment Cash Check > Review Results by

Transaction
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Run Date Online

Source Transaction (EXAD, EXPN, VCHR)
Business Unit
Advice ID

Screenshot of the Review Results by Transaction Find an Existing Value Page

‘ < Payment Cash Check Results ‘ Review Transaction Results

Find an Existing Value

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

) Recent Searches [ Choose from recent searches V] / [ Saved Searches I Choose from saved searches "l /
Run Date I = vl [04/24,'2026 I Source Transaction [VCHR Q ]
Business Unit | begins with +| 18100 Q| Advice ID | begins with ~| |

~ Show fewer options

e I

v Search Resulis
2results - Run Date "2026-04-24" Source Transaction "VCHR"™ +1 more

1202 » | view Al
Run Date Source Transaction Business Unit Advice ID
04/24/2026 VCHR 18100 00001120 >
04/24/2026 VCHR 18100 00001143 >
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Screenshot of the Payment Cash Check Review Results by Transaction Page

Review Results By Transaction

Return to Search Previous in List

Business Unit 18100
Voucher Id 00001120
Remit Supplier 0000052222 George Mason University
Payment Amount 11,000.00
Budget Status Valid Approval Status A
Scheduled Pay Dt 01/15/2026 Due Date 01/15/2026
Distribution Details
@ 120f2 v | View Al
Amount Ermor >
Line ST . . Cash Check .
Number Distribution Line Fund Bypass Cash Override Cash Status Passed Amount Failed Amount
1 101000 Passed 5,500.00
1 2| 10000 Passed 5,500.00

Rev 9/1/2026
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Payment Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to research and review payments made to suppliers.

NAVIGATION PATHS:
e AP WorkCenter > Links > Payments > Payment Inquiry
o NavBar > Menu > Accounts Payable > Review Accounts Payable Info > Payments > Payment

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

From Supplier Name 1 To Online
Supplier Location

Amount Rule

Amount

Currency

Bank SetID

Bank Code

Bank Account #

From Ref ID (From and To range)

From Payment Date (From and To range)
Payment Method

Pay Cycle

Seq Num

Remit SetID

Remit Supplier

Settle By

Settlement Status
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Screenshot of the Payment Inquiry Search Criteria page

| & Accounts Payable WorkCenter ‘

v Search Criteria

Search Name iALL Q]
From
From Supplier Name 1 Q ]
Supplier Location | a]
“Amount Rule [ Any v]
Amount |
*Currency [ Q]
Bank SetiD [STATE a)
Bank Code | q]
Bank Account [ Q]
Bank Account # |
From Ref ID [ l
From Payment Date [ ]
Payment Method | “|
Pay Cycle [ Q]
Seq Num [ Q]
Payment Status | B
Remit SetiD [STATE Q]
Remit Supplier | a|

Settle By [

Settlement Status [

O single Payment Vouchers

O Show Chart

Vv Sorting Criteria

1st sort l Bank Account

2nd sort l Payment Reference ID

Payment Inquiry

To

=Chart Type Bar Chart

O Descending

O Descending

Rev 9/1/2026
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Review Suppliers Inquiry

REVISED: 9/1/2026

DESCRIPTION:

This inquiry is used to search for a supplier and verify the Supplier exists in Cardinal. Once verified the

Supplier Record can be reviewed.

NAVIGATION PATHS:

o AP WorkCenter > Links > Vouchers > Review Suppliers
¢ NavBar > Menu > Suppliers > Supplier Information > Add / Update > Review Suppliers

INPUT / SEARCH CRITERIA:

Supplier ID
Name

Short Name
Type
Persistence

OUTPUT FORMAT:
Online

Alternate Payee Name (Doing Business As Name)

Address
ID Type (EIN, SSN, Other, etc.)

Screenshot of the Review Suppliers Search Criteria Page

Search Criteria

Review Suppliers

Short Name

9

]
g
d

“SetlD |STATE Q [ﬁq
Supplier ID
ame [ E0a 0 - ] it :
Withholding Name | Equal to v :] Classiﬁcation[
Suppler Sats s |
ions Status v F [
Alternate Payee l "] l l
Name
ccress oy |
cosomervumeer || 4
Country
o ve s |
Postal
wishogng T [ ]
Bank Account #
300 - "
Max Rows Search ] [ {__Glear | ]

Rev 9/1/2026
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Screenshot of the Review Suppliers Search Criteria Page with Name Search

Search Criteria

“SetiD |STATE Q

Name | Equal to hd
Suppir staus
Status b

Review Suppli

Supplier ID Q

| NewWindow | Help | Perso|

Short Name

o L9

Classification l

Type |

Persistence l

Alternate Payee Name I "]

Address | Equalto v

(Invalid Value) v

ID Type

VAT i ion ID
moangtecn ]

Wi

Bank Account # l

city l

comy | @]

State

[ 4
Postal |

Max Rows

Search Results

@ 1-100f 10 + | View All
Main Information Additional Supplier Info Audit Information >
Actions SetiD Supplier ID | Supplier Name Short Name AL‘;’;“‘E Payee Address city State Country Effective Status
900
VActions | STATE 0000002001 | IRON MOUNTAIN (RO MOUNT- S TUBUTORS HARAHAN LA USA Active
CORRESPONDE
) IRON MOUNT- 2213-A Distribution
“Actions | STATE 0000002001 | IRON MOUNTAIN o A Charlotte NG UsA Active
VActions | STATE 0000002001 | IRON MOUNTAIN (RO MOUNT- PO BOX 27128 NEW YORK NY UsA Active
415 BRIGK
“Actions | STATE 0000002001 | IRON MOUNTAIN i LS CHURGH PARK NASHVILLE ™ USA Active
DRIVE
VActions | STATE 0000002001 | IRON MOUNTAIN IRONMOUNT- ! 1ron Mountain PO Box 27128 New york NY UsA Active
“Actions | STATE 0000002001 | IRON MOUNTAIN IRONMOUNT 1ron Mountain PO Box 27128 New york NY uUsA Active

Rev 9/1/2026
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Voucher Accounting Entries Inquiry

REVISED: 9/1/2026

DESCRIPTION:

This inquiry is used to review accounting entries on the Distribution Lines for a selected Voucher or for
Voucher(s) associated with a selected Invoice.

NAVIGATION PATHS:
o AP WorkCenter > Links > Vouchers > Accounting Entries

e NavBar > Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting
Entries

INPUT / SEARCH CRITERIA; OUTPUT FORMAT:
Business Unit Online

Voucher ID

Invoice Number

Accounting Line View Option

Show Foreign Currency [checkbox]

Screenshot of the Voucher Accounting Entries Page - Main Information Tab

Voucher Accounting Entries
Voucher Accounting Entries
*Business Unit ‘ 15100 Q Voucher ID [00006563 Q| * Invoice Number ‘BD0003274 Q
N . . . . . [J Show Foreign Currency
‘Accounting Line View Option Invoice Date  12/21/2025
SupplierID (000047333 *Sort By ‘ Posting Process V‘
Mythics LLC
Accounting Information ‘ Q | | ‘ 1of3 v‘ ‘ > ‘ ‘ 2l ‘ View All
Posting Process AP Accrual GL Dist Status  Distributed Posting Date  12/30/2025
D BllQ ‘ View Al
Main Information Chartfields Joumnal >

Description Monetary Amount Currency Code Ledger GL Unit Accounting Date
Accounts Payable -6,945.04 | USD ACTUALS 15100 12/30/2025
Main ELAFY20 Exp 6,945.04  USD ACTUALS 15100 12/30/2025
Accounts Payable -6,945.04 USD ACTUALS 15100 12/30/2025
Main ELAFY20 Exp 6,945.04  USD ACTUALS 15100 12/30/2025
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Screenshot of the Voucher Accounting Entries Page - Chartfields Tab

New
Voucher Accounting Entries
“Business Unit Voucher ID = Invoice Number [BD0002274 qa
“Accounting Line View Option | Standard v Invoice Date  12/21/2025 0 Show Foreign Currency
Supplier 1D 0000047333 “SortBy
Mythics LLC
Accounting Information @ | I ViewAll
Posting Process AP Accrual GL Dist Status  Distributed Posting Date  12/30/2025
140f4 v | viewAll
Main Information Chartfields Journal >
’ Cost Agency Agency N " "
Tax Authority Account Fund Program Department Center Task FIPS Asset Use 1 Use 2 PC Business Unit Project Act
205025 06090 99999
5012750 06090 711008 96200
205025 06011 99999
5012750 06011 711008 96200
Ll >
Screenshot of the Voucher Accounting Entries Page - Journal Tab
Voucher Accounting Entries
*Business Unit VoucherID [00008583 Q| * Invoice Number | BDO003274 Q|
- . . . . Standard ] . [J Show Foreign Currency
‘Accounting Line View Option andard Invoice Date  12/21/2025
SupplierID 0000047333 “Sort By
Mythics LLC
Accounting Information @ | View All
Posting Process AP Accrual GL Dist Status  Distributed Posting Date  12/30/2025
@ 1-4cf4 v I ViewAl
Main Information Chartfields Journal >
Journal ID Line Journal Date Doc Type DocSeqNb Doc Seq Date Budget Date Budget Status Primary
AP03220232 30| 12/30/2025 12/30/2025 A Y
AP03220232 37 | 12/30/2025 12/30/2025 v Y
AP03220232 3| 12/30/2025 12/30/2025 Vv Y
AP03220232 38| 12/30/2025 12/30/2025 v Y
Rev 9/1/2026 Page 18 of 177




/}) Cardinal

Voucher Budget Check Exceptions Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to monitor budget check exceptions on Vouchers.

NAVIGATION PATH:

NavBar > Menu > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Review
KK Voucher

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Commitment Control Tran ID Online
Commitment Control Tran Date

Business Unit

Voucher ID (% for ALL)

Process Instance

Process Status

Screenshot of the Voucher Find an Existing Value Page

| < Cardinal Financials | Voucher

Find an Existing Value

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

@ Recent Searches [ Choose from recent searches vl f [] Saved Searches Choose from saved searches v] f
Commitment Control Tran ID I begins with v] l ] Commitment Control Tran Date I = vl I I
“Business Unit [ Q] Voucher ID I begins with vl I QI
Process Instance I = v] [ ] Process Status I = vl I vl
~ Show fewer options
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Screenshot of the Voucher Page (Voucher Exceptions Tab)

| & Cardinal Financials ‘ Review KK Voucher

Voucher Exceptions Line Exceptions
Business Unit 15100 VoucherID 00006600 - Actions
: ]
*Exception Type Override Transaction o = a
Maximum Rows 100 More Budgets Exist

Advanced Budget Criteria

Budgets with Exceptions

@ 1-20f2 v | ViewAll
Budget Override Budget Chartfields (>3
Details Su_siness Ledger Group Exception More Detail Override Transfer
nit Budget
1 ®R 15100 CC_ALLOT No Budget Exists More Detail GoTo .. &
2 R 15100 CC_APPROP No Budget Exists More Detail GoTo.. .2

[ Return to Search H Previous in List H Next in List H Notify ]

Voucher Exceptions | Line Exceptions

Note: On the Voucher Exceptions tab, users can click on the Document icon to review the actual
Voucher, click on the Budget Check Details icon to see an explanation of the budget error, and/or click
on the Details icon under the Details column to see the transaction line details.
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Voucher Error Build Detail Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to locate errors identified during the Voucher build process. The inquiry provides a link
to the pages where the error(s) can be corrected.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Vouchers > Maintain > Voucher Build Error Detail

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online
Voucher ID

TSE Run ID

Origin

Control Group ID

Supplier ID

Buying Agreement ID

Invoice Number

Invoice Date

Voucher Source

Voucher Build Error Detail Search page

" & Cardinal Financials | Voucher Build Error Detail

Find an Existing Value

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

) Recent Searches l Choose from recent searches VI e [] Saved Searches l Choose from saved searches V] s

*Business Unit I QI Voucher ID I begins with vl I ]

TSE Run ID I = v] I ] Origin I begins with VI I ]

Control Group ID lbagmswim v] l ] Supplier ID l begins with vl l ]
Buying Agreement ID I begins with v] I ] Invoice Number I begins with vl I ]

Invoice Date I = v] I l Voucher Source I = v] I v]

- Show fewer options
[J Case Sensitive
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Screenshot of the Voucher Build Error Detail Find an Existing Value Page

Find an Existing Value

~ Search Criteria

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

{7) Recent Searches [ Choose from recent searches

7

[1 Saved Searches [ Choose from saved searches

“Business Unit [15100 a| Vousher ID | begins with ~| 00006578 |
TSE Run ID [ - «] [ l Origin I begins with v] [ l
Control Group ID [ begins with v] [ I Supplier ID l begins with v] [ I
Buying Agreement ID [ begins with v] [ I Invoice Number l begins with v] [ I
Invoice Date [ = v] [ Voucher Source l = v] [ v]
~ Show fewer options
[0 Case Sensitive
BRI - e
v Search Results
2results - Business Unit "15100"
1-20f2 v | View Al
o Buying - Gross :
Business TSE Run s Control - Invoice . . Transaction Voucher
Unit Voucher ID D Origin Group ID Supplier ID ﬁ)greement Number Invoice Date g‘:ﬁﬁ: Currency Source
15100 00006578 25558015 | ONL (blank) 0000050730 | (blank) \[.)’guscher 04/09/2028 6000 | USD Online >
15100 00006579 25558015 | ONL (blank) 0000007020 | (blank) ::e:n%:]f}”‘“ 04/10/2026 800 | USD Online >
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Screenshot of the Voucher Build Error Detail Page

Business Unit 15100 Voucher ID 00006573 Carrect Errors

Header Errors

@ 110f1 v | viewAl
Field Name Message

Invoice Line Errors
@ 1-1of1 v | ViewAl

Line Field Name Message

Distribution Line Errors
@ 1-10f1 v | ViewAl

Line Distribution Line | Field Name Message

1 1| Fund Combo error for fields Fund/Account in group INVFD15100

Retumn to Search Previous in List
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Voucher Regular Entry Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to view Voucher header and line details, the status, and payment information
associated with Vouchers that are entered in Cardinal either online or through the upload interface.

NAVIGATION PATHS:
o AP WorkCenter > Links > Vouchers > Regular Entry
e NavBar > Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online
Voucher ID

Invoice Number
Short Supplier Name
Supplier ID

Supplier Name
Voucher Style
Related Voucher
Entry Status
Voucher Source
Incomplete Voucher

Screenshot of the Voucher Inquiry Find an Existing Value Page

| & Voucher Exceptions ‘ Voucher

Find an Existing Value

v Search Criteria

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

) Recent Searches I Choose from recent searches VI / [1 saved Searches [ Choose from saved searches VI /
Business Unit Q ] Voucher ID | begins with v] [ I
Invoice Number | begins with v] Invoice Date | = vl I

v
Supplier Name - Voucher Style

]

begins with =
- vl

l
Short Supplier Name [ begins with ]
l l
Related Voucher { ]

begins with v Entry Status

| |

| | l |

| ] supplier 1D | begins with | | Q|
| | | |

| | | |

| l l

Voucher Source { = vl v] Incomplete Voucher

’]

~ Show fewer options

[ Case Sensitive
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ADDITIONAL INFORMATION:
Agencies that use multiple Business Units, such as petty cash, should ensure the proper Business Unit is
used on the Voucher(s).

Screenshot of the Voucher Page - Summary Tab

Summary Related Documents Invoice Information Payments Voucher Aftributes Error Summary
Business Unit 15100 Inveice Date  03/27/2026
Voucher ID 00006577 Invoice No  PY12345
Voucher Style Regular Invoice Total 682.14 usD
Supplier Name Pyramid Paper Company
6510 N 54TH ST
WVA10054801
EVAAD11033
TAMPA, FL 33610-1908
Entry Status Postable ) Pay Terms et 30
Match Status Mo Match Approval History Voucher Source  Online
Approval Status  Approved Origin  ONL
Post Status  Unposted Created On  03/27/2026 10:43AM
Created By
Last Update (05/05/2026 11:22AM
Budget Status  Valid Modified By
ERS Type Not Applicable
Budget Misc Status  Valid Close Status  Open
*View Related | Payment Inquiry V‘ Go
Return to Search l [ Previous in List l [ MNext in List l l Motify l l Refresh l
Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Errar Summary
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Screenshot of the Voucher Page - Invoice Information Tab

ndow | _Help | Personalize
Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
. - Non Merchandise Summary
Business Unit 15100 " i
Invoice No  py10345 Invoice Total Session Defaults
VoucherID 00006577 A fing Dat Comments(0)
Voucher style ccounting Vate - 03/27/2026 5 Line Total 682.14 Attachments (0)
Regular Voucher Pay Terms 30 A Net30 Currency usD g Template List
y " - Advanced Supplier Search
Basis Date Type Prompt Payment i
Invoice Date  03/27/2026 yp ptPay Miscellaneous =] Approval History
Inveice Receipt Date  03/18/2026 . Freight Supplier Hierarchy
Goods & Serviees  03/10/2026 Final Voucher Supplier 360
Receipt Date R Total 68214
Pyramid Paper Company
N Difference 0.00
SupplierID 0000043987
ShortName ~ PYRAMID PA-001
Location  MAIN
Address 2
Responsible Org 10000
Customer Account #
ROW Acquisition ID
Save Calculate Print
> Copy From Source Document
Invoice Lines @ @ | 1of1 v 1 ViewAl
Line 1 Copy Down SpeedChart One Asset
Distribute by  Amount shipTo  COVA
Calculate
Item Description
Quantity Packing Slip
uom
Unit Price
Line Amount 682.14
Multi-SpeedCharts
ribution Lines
@ 110f1 v | View Al
GL Chart Exchange Rate Statistics Assets [
gm Line Merchandise Amt Quantity GL Unit Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Age
1 682.14 15100 2205581 01000 799001 92100
< >
Save
Return to Search l l Previous in List l [ Nextin List l [ Notify l [ Refresh l

Rev 9/1/2026
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Accounts Payable Queries

<This page is intended to be blank>
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1099-G Query (V_AP_1099G_INFO)

REVISED: 9/1/2026

DESCRIPTION:

This query will display vendor and payment information based on the Account Chart Field Attribute “1099
Form” (where the value is “G”) for a specific Business Unit and Payment Date range.

NAVIGATION PATHS:

e Query Viewer >V_AP_1099G_INFO
e AP WorkCenter > Links > Other Links > Query Viewer > V_AP_1099G_INFO
e NavBar > Menu > Reporting tools > Query > Query Viewer >V_AP_1099G_INFO

INPUT / SEARCH CRITERIA:

Business Unit
Payment Begin Dt
Payment End Dt

Screenshot of the 1099-G Query Page

OUTPUT FORMAT:
HTML

Excel
Csv

V_AP_1099G_INFO - 1099-G Query

View All

“Business Unit 50100 |Q
*Payment Begin Dt 01/01/2023 3y
*Payment End D[ 12/31/2023 |3y
‘ View Results |

Download results i Excel SpreadSheet CSV TextFile XML File (33 kb)

First 1-45 of 45 Last

Ron Bushess Voucher AT gy TN (dgzsii%@on Supplier Name %dﬁjunr{ric:e AddressLine 1 Address Line 2 city stae FOStal :EEE:: Distibution  pggypg Payment - Payment | Distrbuion | Payment
1 50100 01512203 050972023 EIN 2 B037 Provience g 4 Virginia Beach VA 23464 1 1 5014520 051712023 24833368 9640.00 P
250100 01526917 061272023 EIN zﬁﬁzp’meme Suite 4 VigniaBeach VA 23464 1 1 5014520 06/16/2023 24885676 240000 P
350100 01518732 052372023 EIN "jg?":ionalplaza P 0.Box6677  Chesapeake VA 2333 1 1 5014520 05/25/2023 24846379 4985.00 P
4 50100 01430527 0200312023 EIN 3?118%“3““"* Suite A102 Virginia Beach VA 23462 1 1 5014520 0210812023 24661997 15016 P
5 50100 01483820 021412023 EIN 3f;ge‘)ﬁ°es“"a’e Suite A102 Virginia Beach VA 23062 1 1 5014620 02/16/2023 24676252 142493 P
6 50100 01439160 03/01/2023 EIN 3?2;%“3““"* Suite A102 Virginia Beach VA 23462 1 1 5014520 03/03/2023 24701198 3162.00 P
750100 01521727 05/31/2023 EIN 39926 Main St Suite 200 Fairfax VA %;ST 1 1 5014520 06/02/2023 24860800 330974 P
8 50100 01523939 0610572023 EIN 3992 Main St Suite 200 Fairfax VA igﬁ” 1 1 5014520 0/08/2023 24870744 676450 P
9 50100 01533137 070172023 EIN 39926 Main St Suite 200 Fairfax VA gﬁ‘ 1 1 5014520 07/10/2023 24915128 358100 P
10 50100 01523618 0610572023 EN 1 3 MCCORMICK TR O, CHARLOTTESVILLE VA 22604 3 1 5014520 0BI0BI2023 24871229 450000 P
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AP Manual, Wire & Treasury BU Query
(V_AP_POSTED_PMTS_BY BU_PAY_MTH)

REVISED: 9/1/2026

DESCRIPTION:
This query displays Manual, Wire, and Treasury Business Unit Payments.

NAVIGATION PATHS:

e Query Viewer >V_AP_POSTED_PMTS_BY_BU_PAY_MTH

o AP WorkCenter > Links > Other Links > Query Viewer >V_AP_POSTED_PMTS_BY_BU_PAY_MTH

¢ NavBar > Menu > Reporting tools > Query > Query Viewer >
V_AP_POSTED_PMTS_BY_BU_PAY_MTH

INPUT / SEARCH CRITERIA:

Business Unit (% for ALL)
Journal Posted Date From
Journal Posted Date To

OUTPUT FORMAT:
HTML

Excel
Csv

Payment Method (% for all)
Account

Screenshot of the AP Manual, Wire & Treasury BU Query Page

V_AP_POSTED_PMTS_BY_BU_PAY_MTH - AP Manual, Wire & Treasury BU

Business Unit (% for all): | 15100 |Q
*Journal Posted Date From: |07/01/2023 |[5y]
*Journal Posted Date To: |07/31/2023 |[3]
Payment Methad (% for all): | %
Account: [205025
[View Resifs |

Download results in:  Excel SpreadSheet CSV Text File XML File (1 kb)

View Al First 1-1 of 1 Last
Journal Posted ~ Business  Vouch: Voucher Payment Bank Payment y Payment Payment Journa N
Row D) Unit D Aot Amomat] Code  PaymentID Ref Date Supplier Name Mathod ot Journal 11D Dats Journal DateTime
DHHS- DEPT OF HEALTH AND HUMAN 07/26/2023
1 07/26/2023 15100 00005210 ~ 42022877.00  42022877.00 1100 06272023 07/26/2023 SERVICES WIR Paid AP02445085 07/26/2023 11:36:21PM
Rev 9/1/2026

Page 29 of 177



/;) Cardinal

AP Posted Cancelled Payment Query (V_AP_POSTED_CANCEL_PYMNTS)

REVISED: 9/1/2026

DESCRIPTION:

This query displays Cancelled Expenses and Voucher Payments.

NAVIGATION PATHS:

e Query Viewer > V_AP_POSTED_CANCEL_PYMNTS
e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_POSTED_CANCEL_PYMNTS
e NavBar > Menu > Reporting tools > Query > Query Viewer >V_AP_POSTED_CANCEL_PYMNTS

INPUT / SEARCH CRITERIA:

Business Unit (% for ALL)
Journal Date From
To Journal Date

OUTPUT FORMAT:

HTML
Excel
Csv

Account

Screenshot of the AP Posted Cancelled Payment Query Page

V_AP_POSTED_CANCEL_PYMNTS - AP Posted Cancelled Payment

Business Unit (% for all): | 15100 | Q
*Journal Posted Date From: |01/01/2023 |3
*Journal Posted Date To: | 12/31/2023 |+
Account: | 205025

View Results

Download results in :  Excel SpreadSheet CSV Text File XMLFile (1 kb)

View All First 1-20f 2 Last
Row Journal Posted Date Business Unit Dac Type Vehr/Exp ID Account Vehr/Exp Amount Summed Journal ID Journal Date Journal DateTime
1 0410712023 15100 Voucher D 00004440 205025 -111.34 AP(2347267 04/07/2023 04/07/2023 &:15:568PM
2 06/26/2023 15100 Voucher D 00005188 205025 -198744.00 AP02419981 06/26/2023 06/26/2023 7:55:54PM
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Balance in Accrual Account Query (V_AP_ACCRUAL_ACCOUNT_BAL)

REVISED: 9/1/2026

DESCRIPTION:
This query will display balances in the Accrual Account by Program and Fund.

NAVIGATION PATHS:
e Query Viewer > V_AP_ACCRUAL_ACCOUNT_BAL

e AP WorkCenter > Queries > Vouchers > Balance in Accrual Account
e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_ACCRUAL_ACCOUNT_BAL
e NavBar > Menu > Reporting tools > Query > Query Viewer > V_AP_ACCRUAL_ACCOUNT_BAL
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Journal Date From Excel
To Journal Date Ccsv
Account

Fund (% for ALL)

Screenshot of the Balance in Accrual Account Query Page

V_AP_ACCRUAL_ACCOUNT_BAL - Balance in Accrual Account

“Business Unit 15100 |Q
*Journal Date From 01/0112023 iy
“To Journal Date | 12/31/2023 [
“Account 5012440 Q
Fund (% for ALL) % Q
‘ View Results ‘

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (1 kb)

View All First 1-10f 1 Last
Row Vchi/Expense Bua\"n:ss F\Zﬁ?] Acsg:g:imu V"”c"E!’[])D"S"m Acc[‘)’:gm“ Supplier I%Emm”y“ Supplier/Employee Account E‘;‘&g Program Department ciﬁé FIPS Asset A“e"'i'v U Agengy e PCBU  Project  Task Activity RES"O"S;‘M hﬁﬂsm’
Voucher 15100 2023 7 00005068 01/05/2023 0000022627 Computer Aid Inc 5012790 06011 711008 95100 15100 0000115782 STATE 10000 492z

Accrual

Rev 9/1/2026 Page 31 of 177



/,;/ Cardinal

EPAY Payment History Query (V_AP_EPAY_ PAYMENTS)

REVISED: 9/1/2026

DESCRIPTION:
This query will provide the ability to identify EPAY payment history based on a defined Payment Date
range.

NAVIGATION PATHS:

e Query Viewer > V_AP_EPAY_PAYMENTS

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_EPAY_PAYMENTS

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_EPAY_PAYMENTS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Payment Date From Excel
Payment Date To CSv

Screenshot of the EPAY Payment History Query Page

V_AP_EPAY_PAYMENTS - EPAY Payment History
Business Unit (% for All) 18100 |Q

*Payment Date From |01/01/2023 |[si)

*Payment Date To | 121312023 |3

‘ View Results ‘

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (25 kb)
View All First 1-26 of 26 Last

- Payment Payment -
Row Buamss SEZ%E:PIID Payee Name Address 1 Address 2 City State Postal Pag;ntzm Rﬁlfje;i’nec[e R:I:ginnﬁe Payment Message VOL;E““ Invoice ln;:tl;e Acﬁg?m Vou‘g:leoru(;;nss A\!!:'IEL?JII
118100 0000061247  Zimvide PO Box 840173 KansasCly MO 64184 021062023 50159690 19120 Invé 31918021 PE 011523 00000027 31918021 011512023 19120
2 13100 0000061247 E‘l‘e’p”sem'd‘”gs EAN Servicas spd%ﬁgx KansasCiy MO g;‘;g" 030772023 50162052 176,04 Invé 32180486 PE 021523 00000049 32180486 0211612023 178.04
348100 0000002304 PineyBowesinc PO Box 981022 Boston w22 pua0as sotsises 145 3 PIage achines TS50 pouoney saprazsas oymia0ns 1513
4 18100 000003177 ELAUCHBROTHERS o gy q0g: HARRISONBURG VA 22803 0411472023 50165276 gop1 01 Creft Rembursement-Blauch 405 Creft Reim - 0410612023 898101
INC Brothers Blauch

5 18100 0000019064 SKClnc PO Box 74833 Cleveland OH iggzd 0412612023 50166541 B5770.00 Invé 520130 Prompt Pay 4.13.23 00000100 520130 031412023 13154.00
6 18100 0000019064 SKCInc PO Box 74633 Cleveland OH ﬁ;i“ 0412812023 50166541 65770.00 Invé 520262 Prompt Pay 41323 00000101 520282 031612023 1315400
718100 0000019064 SKClng PO Box 74833 Cleveland OH ﬁg;;“ 0412812023 50166541 B5770.00 Invé 520283 Prompt Pay 04.13.23 00000102 520283 031612023 13154.00

Rev 9/1/2026 Page 32 of 177



/,;/ Cardinal

EPAY Supplier History Query (V_AP_EPAY_SUPPLIER)

REVISED: 9/1/2026

DESCRIPTION:
This query will provide the ability to identify EPAY Supplier history.

NAVIGATION PATHS:

e Query Viewer > V_AP_EPAY_SUPPLIER

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_EPAY_SUPPLIER

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_EPAY_SUPPLIER

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
EPAY Location Status HTML
EPAY Location Excel

CsvVv

Screenshot of the EPAY Supplier History Query

V_AP_EPAY_SUPPLIERS - EPAY Supplier History
“EPAY Location Status | ACTIVE v
‘EPAY Location | EPAY LOC DEFAULT v
| View Results |
Download results in - Excel SpreadSheet CSV TextFile XMLFile (1867 kb)
Vigw All First 1-100 0f2993 . Last
- Supplier  Supplier Default  Supplier Default ~ Supplier Default Address  Supplier Default Supplier Default Supplier Supplier EPAY Location  EPAY Loc Default EPAY Location
Row SupplerD gty Locatin ~ Addr Seq Num 1 Address 2 City Default State  Default Postal Suppler Name Supplier Default AddrAILNGMe  Focfive Date  Addr SeqMum | Status
1 0000502307 Unapproved EPAY 1 1500 Park Rd Chanhassen MN 55317-5593  PMT Corporation 020912023 1 Active
2 0000000052 Inactive EPAY 3 g‘glﬁ.r\g%ﬁ]-ﬂ AMHERST NH 03063 Episerver Inc 07/29/2015 3 Active
. ONE COMMUNITY SOUTH . "
3 0000000528 Inactive EPAY 1 PLACE DEERFIELD MA 01373 Channing Bete Company Inc 03/1172021 1 Active
4 0000001034 Inactive  EPAY 1POBox 357 Jefferson GA 30549 Sewn Products Equipment Co gim:&;“”m&”ip‘“m 071112022 1 Active
5 0000001071 Inactive EPAY 1 537 SOUTHLAKE BLVD RICHMOND VA 23236 H C Kuhiman Supply Inc 0612212021 1 Active
6 0000001089 Inactive EPAY 1 595 MENLO DR ROCKLIN CA 95765 Purple Language Services Co 0212212013 1 Active
70000001333 Inactive EPAY 1179 Ward Hill Ave Haverhill MA 01835 Lynx System Developers Inc Lynx System Developers, Inc.  07/2412018 1 Active
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Final Vouchers Report Query (V_AP_FINAL_VOUCHERS)

REVISED: 9/1/2026

DESCRIPTION:
This query provides a list of PO Vouchers related to Construction and Consultant Contracts that are
marked as Final Voucher. This query is for VDOT only.

NAVIGATION PATHS:

e Query Viewer >V_AP_FINAL VOUCHERS

e Query Viewer > Links > Other Links > Query Viewer >V_AP_FINAL_VOUCHERS

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_FINAL_VOUCHERS

INPUT / SEARCH CRITERIA; OUTPUT FORMAT:
Business Unit HTML

Begin Date Excel

End Date Csv

Contract Ctg (% for all)

Screenshot of the Final Vouchers Report Query Page

V_AP_FINAL_VOUCHERS - Final Vouchers Report Query

*Busingss Unt 50100 |Q
*Begin Date |01/01/2023 @
*End Date 02282023 5]
Contract Cig (% for all) %

View Results

Download results in:  Excel SpreadSheet CSVTextFile XMLFile (21kb)

View Al First 1-80 0f 90 Last
Row Unit PO No. Contract Voucher Cnrct Category Supplier Supplier PO Date
1 50100 0001112491 0000000000000000000043593 01473724 o)} 0000037916 AECOM Technical Services Inc 020052015
2 50100 0001254701 (000000000000000000050265 01487795 co 000020178 Athens Buiding Corp 082372022
3 50100 0001244951 20000111777C0 01483701 co 0000006615 Fairfield-Echols LLC 021772022
4 50100 0001236928 50000109370M01 01479159 co 0000025927 A& J Development & Excavation 0812312021
5 50100 0001230158 SMB20BRA11T425 01473648 co 0000092059 Jones Road & Bridge Inc 041312021
i 50100 0001242645 60000107022N01 01480754 co 0000007368 Kickin Asphalt Paving & Excavating 0110712022
7 50100 0001129697 600107026N01 01477921 co 1000026360 PAYNES PARKING DESIGNS INC 1112412015
8 50100 0001137158 ADD034102€501 01476094 co (000035427 FORT MYER CONSTRUCTION Corp 0414512016
9 50100 0001252165 Fo000115483C01 (1468602 co 000031474 W-L Construction & Paving Inc 071052022
0 50100 0001253669 F000116169C01 01480851 co 000031474 W-L Construction & Paving Inc 08i0212022
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List Vchr Inv Lines & Distribs Query (V_AP_VCHR_INV_DISTRIB_LINES)

REVISED: 9/1/2026

DESCRIPTION:
This query lists Voucher Invoice and Distribution Line details for a specified Voucher ID.

NAVIGATION PATHS:

e Query Viewer >V_AP_VCHR_INV_DISTRIB_LINES

AP WorkCenter > Queries > Vouchers > List Vchr Inv Lines & Distribs

AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VCHR_INV_DISTRIB_LINES
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHR_INV_DISTRIB_LINES

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Voucher ID Excel
CSsv

Screenshot of the List Vchr Inv Lines & Distribs Query Page

V_AP_VCHR_INV_DISTRIB_LINES - List Vchr Inv Lines & Distribs

"Business Unit[50100 | Q
“Voucher|D 01586281 |

View Results \

Download results in:  Excel SpreadSheet CSV Text File XML File (1 kb)

View All First 1-10f 1 Last
e [t . .o Distrib | s Agency Agency PC
Row Voucher lee PO# Receipt # leﬁz‘;t DJSE‘;“‘E Ship To Item  UOM Unit Price Quantity Inz;}tne Inv Line Desc Liﬂglﬁlﬁl iL’\ine QDuIa:nilzy Account Fund Program Department Ci?\f;r Task FIPS Asset USE.1 Use 2 BU§ Project Activity II‘:):I?
mt (Function) (Route) Unit
CHSCTY MAINTENANCE 2004
1 01586281 10001265561 0002481124 1 Quantity AHQ 9137101000 HUR 225.00000 7.0000 1575.00 AND REPAIR, 11575.00 7.0000 5012550 04100 604002 14024 11150000 70227 117 0115
HIGHWA )
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Monitor PayCycle Pymnt Details Query
(V_AP_MONITOR_PAYCYCLE_PAYMENTS)

REVISED: 9/1/2026

DESCRIPTION:
This query lists the Accounting Period and FY for related to Payments for Vouchers, Expenses, and Cash
Advances.

NAVIGATION PATHS:

e Query Viewer > V_AP_MONITOR_PAYCYCLE_PAYMENTS

e AP WorkCenter > Links > Other Links > Query Viewer > V_AP_MONITOR_PAYCYCLE_PAYMENTS

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_AP_MONITOR_PAYCYCLE_PAYMENTS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit (% for all) HTML
From Payment Date Excel
To Payment Date CSv

Screenshot of the Monitor PayCycle Pymnt Details Query Page

V_AP_MONITOR_PAYCYCLE_PAYMENTS - Monitor PayCycle Pymnt Details

Business Unit (% for all) 15100
*From Payment Date | 01/01/2023 @
“To Payment Date |01/31/2023 |5
| View Results |

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (4 kb)

View All First 1-20 0720 Last
Row Business Unit Payment Date: Payment Method Pymnt D Reference Payment Type Voucher/Expense 1D Paid Amount Voucher FY Voucher Fi Payment FY Payment FM
1 15100 01/052023 EFT 90447095 Voucher Paid 00005044 20832.00 2023 6 2023 7
2 15100 01/08/2023 ACH 81990437 Voucher Paid 00005042 1585315 2023 [ 2023 7
3 15100 01/06/2023 ACH 81990534 Voucher Paid 00005085 7830.58 2023 7 2023 7
4 15100 01/06/2023 EFT 00447223 Voucher Paid 00005048 21871222 2023 6 2023 7
5 15100 01/08/2023 EFT 90447403 Voucher Paid 00005083 15082.75 2023 7 2023 7
6 15100 01/09/2023 ACH 81991355 Voucher Paid 00005066 34867940 2023 7 2023 7
7 15100 011112023 MAN CH7IT05 Voucher Paid 00005060 1642.93 2023 6 2023 7
8 15100 011212023 ACH 81993807 Voucher Paid 00005089 49851 62 2023 7 2023 7
9 15100 011212023 ACH 81993807 Voucher Paid 00005070 0558 2023 7 2023 7
10 15100 01132023 ACH 81994809 Voucher Paid 00005068 T76261.70 2023 7 2023 7
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One Time Supplier Query (V_AP_ONE_TIME_VENDORS)

REVISED: 9/1/2026

DESCRIPTION:
This query displays One Time Suppliers that have been re-activated and the Agencies that used these

Suppliers.

NAVIGATION PATHS:

Query Viewer >V_AP_ONE_TIME_VENDORS

AP WorkCenter > Links > Other Links > Query Viewer >V_AP_ONE_TIME_VENDORS
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_ONE_TIME_VENDORS

INPUT / SEARCH CRITERIA:
No input criteria

Screenshot of the One Time Vendors Query Page

OUTPUT FORMAT:

V_AP_ONE_TIME_VENDORS- One Time Supplier Query
Download results in:  Excel SpreadSheet CSV TextFile XML File (54966 kb)
View All First 1-100 of 387090 ' » Last
SetlD Supplier ID Supplier Name Business Unit Count of Vouchers for BU
1 STATE 0000001237 Ultimate Touch Painting LLC 22200 1
2 STATE 0000001305 MERCHANTS AUTOMOTIVE GROUP 15400 267
3 STATE 0000001305 MERCHANTS AUTOMOTIVE GROUP 16100 2
4 STATE 0000001501 Global Technology Systems Corp 12300 3
5 STATE 0000001501 Global Technology Systems Corp 15600 2
8 STATE 0000002001 IRON MOUNTAIN 11300 1
7 STATE 0000002001 IRON MOUNTAIN 14100 1
8 STATE 0000002001 IRON MOUNTAIN 16100 7
9 STATE 0000002001 IRON MOUNTAIN 23300 19
10 STATE 0000002001 IRON MOUNTAIN 50100 1
11 STATE 0000002016 EPTINC 15400 1
12 STATE 0000002016 EPTINC 16100 3
13 STATE 0000002016 EPTINC 50100 1
14 STATE 0000002183 Turner Long Construction Inc 15400 5
15 STATE 0000002183 Turner Long Construction Inc 19400 1
Rev 9/1/2026 Page 37 of 177




/;/ Cardinal

Payee — Invalid Address length Query
(V_AP_PAYEE_ADDR_LENGTH_INVALID)

REVISED: 9/1/2026

DESCRIPTION:
This query lists any Supplier label changes. Use this query to review any invalid Payee Names that got
processed due to field length limitations on Warrant Extract.

NAVIGATION PATHS:

e Query Viewer >V _AP_PAYEE ADDR LENGTH_INVALID

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_PAYEE _ADDR_LENGTH_INVALID

¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_AP_PAYEE_ADDR_LENGTH_INVALID

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Payment Method (% for ALL) HTML

Payment Date From Excel

Payment Date To CSv

Screenshot of the Payee — Invalid Address length Query Page

V_AP_PAYEE_ADDR_LENGTH_INVALID - Payes - invalid Address length

Payment Method (% for ALL) |%
“Payment Date From (01/01/2023 |3
*Payment Date To |01/15/2024 |3

View Results

No matching values were found

Row Payment Method Payment Date Payment Ref ID Remit Supplier ID Employee ID Name  Address1 Extract Address 1 Address 2 Extract Address 2 Payment Amount Source Type
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Payroll Vouchers Query (V_AP_VCHRS_HCM_PAYROLL)

REVISED: 9/1/2026

DESCRIPTION:
This query is used to reconcile payroll Vouchers interfaced to FIN from HCM for a specified time period
and for a specific GL Business Unit.

NAVIGATION PATHS:

e Query Viewer >V_AP_VCHRS_HCM_PAYROLL

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VCHRS HCM_PAYROLL

e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHRS_HCM_PAYROLL

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

GL Business Unit HTML
From Journal Date Excel
To Journal Date CSsv

Screenshot of the Payroll Vouchers Query Page

V_AP_VCHRS_HCM_PAYROLL - Payroll Vouchers
*GL Business Unit| 15100 | Q
*From Journal Date |01/01/2023 |3y
*To Journal Date |01/31/2023 |5
View Results
Download results in: Excel SpreadSheet CSV Text File XMLFile (5 kb)
View All First 1-80of 8 Last
AP . Supplier - . Voucher ;. GL rsar - Journal Unpost Payment
" Voucher : " Supplier Supplier  Invoice 1eher pistribution , O Fund Department Distribution Accounting Appl Jrnl Journal %Y Payment Payment Payment Payment
Row Business "y ™ InvoiceID Supplier D “yopg”  Adr ocaon Date  HN® Cpinenpr Dusimess Account o4 i ineAmt  Date ip doumallD - Tpggt  Une  Sed yemod Stats  Count o J° Date
Seq Nbr NI Unit Nbr Nbr Reference
FRINGE
1 99701 P0009150 PO009150 0001736554 BENEFITS 1 MAIN  01/11/2023 2 115100 22051444 01000 99999 38576 01/11/2023 ACCRUAL AP02270679 01/11/2023 8 0 EFT Paid 1 90448815 01/13/2023
MGMT CO
299701 P0009151 PO009151 0001736668 SOLUTIONS 1 MAIN - 01/11/2023 94 115100 22051442 01000 99999 175.00 01/11/2023 ACCRUAL AP02270679 01/11/2023 6 0ACH  Paid 1 81996420 01/13/2023
INC
MINNESOTA
3 99701 P0009152 P0O009152 0001736715 :‘V\‘IFSEURANCE 1 MAIN  01/11/2023 61 115100 22051443 01000 99999 129961 01/11/2023 ACCRUAL AP02270679 01/11/2023 7 0 EFT Paid 1 90448816 01/13/2023
co
4 99701 P0009153 PO009153 0001736973 VCEA 1MAIN - 01/11/2023 33 115100 22051439 01000 99999 18.00 01/11/2023 ACCRUAL AP02270679 01/11/2023 5 0 CHK  Paid 124622769 01/13/2023
FRINGE
5 99701 PO009786 POO09786 0001736554 BENEFITS 1 MAIN  01/30/2023 46 115100 22051444 01000 99999 385.76 01/30/2023 ACCRUAL AP02284421 01/30/2023 8 0 EFT Paid 190451307 02/01/2023
MGMT Cf
6 99701 P0009787 PO009787 0001736668 SOLUTIONS 1 MAIN  01/30/2023 43 115100 22051442 01000 99999 175.00 01/30/2023 ACCRUAL AP02284421 01/30/2023 6 0ACH  Paid 1 82008694 02/01/2023
ING
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Pymnt Count By Pymnt Method Query (V_AP_PYMNT CNT_BY_PYMNT_MTHD)

REVISED: 9/1/2026

DESCRIPTION:
This query provides the ability to track the Vouchers and Expenses Payment count by Payment Method.

NAVIGATION PATHS:
e Query Viewer >V_AP_PYMNT_CNT_BY_PYMNT_MTHD
e AP WorkCenter > Links > Other Links > Query Viewer > V_AP_PYMNT_CNT_BY_PYMNT_MTHD

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_AP_PYMNT_CNT_BY_PYMNT_MTHD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
AP Business Unit (% for all) HTML

From Payment Date Excel

To Payment Date CSv

Screenshot of the Pymnt Count By Pymnt Method Query Page

V_AP_PYMNT_CNT_BY_PYMNT_MTHD - Pymnt Count By Pymnt Method

AP Business Unit (% for all )| 15100 |Q
"From Payment Date 01/01/2023 |3
*To Payment Date |02/28/2023 [

View Results

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (1kb)

View All First 1-2 0f2 Last
Row Transaction Type Document EDI Document Check Document Epay Document Count Document Amount EDICount Check Count Epay Count PaymentCount EDIAmount Check Amount EpayAmount PaymentAmount CDS Count CDSAmount
1 Expense 2 0 0 2 142502 2 0 0 2 1425.02 0.00 0.00 1425.02 0 0.00
2 Voucher 35 0 0 35 5666615.98 2 0 0 32 5664967.05 0.00 0.00 5664967.05 1 1648.93
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Payment History for ePay Supps Query (V_AP_EPAY_VNDR_PYMNT_HIST)

REVISED: 9/1/2026

DESCRIPTION:
This query will provide the ability to review a list of Payments made to ePAY Suppliers including all
Payment Methods for the date range specified.

NAVIGATION PATHS:

e Query Viewer >V_AP_EPAY_VNDR_PYMNT_HIST

e AP WorkCenter > Links > Other Links > Query Viewer > V_AP_EPAY_VNDR_PYMNT_HIST

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_EPAY_VNDR_PYMNT_HIST

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Pymnt Date From HTML
Pymnt Date To Excel

CSVv

Screenshot of the Payment History for ePay Supps Query Page

V_AP_EPAY_VNDR_PYMNT_HIST - Payment History for ePay Supps

*Pymnt Date From | 01/01/2023 |5
*Pymnt Date To| 01/31/2023  |py
View Results

Download resultsin - Excel SpreadSheet CSV TextFile XMLFile (3780 kb)

View Al First 1-100 of 3594 [+ Last
Row SetD | SupperiD supar “ous  lowon . swhs o o Cap ' Cam Ammt  Comt Amom Comt Amoum  Cunt  smom 'Com  Amamt  Com Amom

1 STATE 0000000020 Relyco Sales Inc Approved  EPAY Active 0212712018 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

2 STATE 0000000049 DTC Communications Inc Approved  MAIN Inactive 03/2212018 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

3 STATE 0000000052 Episerver Inc Inactive EPAY Active 07/2912015 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

4 STATE 0000000064 Cryptzone Nerth America Inc Approved  EPAY Active 031012014 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

5  STATE 0000000096 Air Tech Solutions Inc Approved  MAIN Inactive 08/1872016 1 4439343 4 0.00 0 0.00 0 0.00 0 0.00 1 4439343
6  STATE 0000000145 Alert Visions of North America Inc ~ Approved ~ MAIN Inactive 0212772019 0 0.00 0 0.00 0 0.00 0 0.00 0 0.00 0

7 STATE 0000000193 WTC Inc Approved  EPAY Active 101202018 1 100.62 0 0.00 0 0.00 0 0.00 0 0.00 1 100.62
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Payment Cash Check Results Query (V_AP_PYMNT_CASH_CHECK_RESULT)

REVISED: 9/1/2026

DESCRIPTION:
This query displays the ledger cash balance for a given date and the cash check pass/fail status for
Vouchers and Expenses.

NAVIGATION PATHS:

e Query Viewer >V_AP_PYMNT_CASH_CHECK_RESULT

e AP WorkCenter > Queries > Payments > Payment Cash Check Results

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_PYMNT_CASH_CHECK_RESULT

¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_AP_PYMNT_CASH_CHECK_RESULT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Run Date HTML

Seq Num (1-9 or % for All) Excel

GL Unit (% for All) CSVv

Fund (Enter % for all values)

View By (select All, Passed, or Failed)

Report Option (select Both, Detail, or Summary)

Screenshot of the Payment Cash Check Results Query Page

V_AP_PYMNT_CASH_CHECK_RESULT - Payment Cash Check Results

*Run Date |12/14/2023 |Q
Seq Num (1-9er % for All) % |Q
GL Unit (% for ALL) 50100 |Qy

Fund (Enter % for all values) | %

“View By [ All Transactions v]

*Report Option \ Summary v \
| View Results ‘

Download results in :  Excel SpreadSheet CS8V Text File XMLFile (45 kb)

View All First 1-80 of 80 Last
Row Sequence  GL Fiscal Bypass Override Apply CY Ledger Beg PY Ledger Cash Check Beg Batch End Cash  Processed  Failed Source  Transaction Document pohdd Payment
ROW gentifier  RUNDAe umper unir Fund Account 'y “Cash Cash F Balance Bgﬁeﬁﬁ Balance Balance Amount  Amount Transaction BU D g:t}; Method Ve
1 Summary 12/14/2023 1 50100 101010 2024 N N N 0.00 0.00 0.00 0.00 0.00 0.00
2 Summary 12/14/2023 1 50100 01000 101010 2024 N N Y 478167758.04 0.00 478167758.04  478161079.04 6679.00 0.00
3 Summary 12/14/2023 1 50100 02700 101010 2024 N N N 5223400 0.00 5223400 5223400 0.00 0.00
4 Summary 12/14/2023 1 50100 04000 101010 2024 N N N 619140521 0.00 6191405.31 6191405.31 0.00 0.00
5 Summary 12/14/2023 1 50100 04010 101010 2024 N N N 5008802.07 0.00 5008802.07 5008802.07 0.00 0.00
6 Summary 12/14/2023 1 50100 04014 101010 2024 N N N 0.01 0.00 0.01 0.01 0.00 0.00
7 Summary 12/14/2023 1 50100 04100 101010 2024 Y N N 602597510.55 0.00 602597510.55  600853378.03 0.00 0.00
8 Summary 12/14/2023 1 50100 04220 101010 2024 N N N 80471757.45 0.00 80471757.45 80471757.45 0.00 0.00
9 Summary 12/14/2023 1 50100 04230 101010 2024 N N N 60227019.18 0.00 60227019.18 60037605.95  189413.23 0.00
10 Summary 12/14/2023 1 50100 04250 101010 2024 N N N 260425549.25 000 286042554925  260415990.58 9568 87 0.00
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Pending Vouchers by Origin Query (V_AP_PENDING_VCHRS_BY_ORIGIN)

REVISED: 9/1/2026

DESCRIPTION:

This query is used to review Cardinal loaded Voucher Distributions before the mass approval of the

spreadsheet Vouchers. This query is only used by SPO.

NAVIGATION PATHS:

e Query Viewer > V_AP_PENDING_VCHRS_BY_ORIGIN
AP WorkCenter > Queries > Vouchers > Pending Vouchers by Origin

[ )
e AP WorkCenter > Links > Other Links > Query Viewer > V_AP_PENDING_VCHRS_BY_ORIGIN
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_PENDING_VCHRS_BY_ORIGIN

INPUT / SEARCH CRITERIA:
Business Unit (% for ALL)
Origin (SPD, UTL)

Supplier ID (% for ALL)
Accounting Date From
Accounting Date To

OUTPUT FORMAT:

Screenshot of the Pending Vouchers by Origin Query Page

V_AP_PENDING_VCHRS_BY_ORIGIN - Pending Vouchers by QOrigin

Business Unit (% for ALL) [pa Q,
Origin (SPD, UTL)[UTL
Supplier [D (% for ALL) | % Q
*Accounting Date From | 12/01/2023 |[31
“Accounting Date To |01/15/2024 |[3{]

| View Results |

Download results in :  Excel SpreadSheet CSV Text File XML File (316 kb)

View All
. . o o " . Due
Business Voucher . Invoice Accounting  Remit  Supplier  Alternate Entry Budget . . % Customer  Responsible Scheduled

L Unit D lavoice L) Date Date Supplier Name Payee Name Location Address Status Status Origin  Receipt Account Nbr Org CB}?I?&:] Due Date
Dominion

1 50100 01601306 00004390033120240110 01/10/2024 01/12/2024 0000053579 Energy 72 Postable Valid UTL 01/10/2024 01/10/2024 000043200331 10015 User 02/04/2024
Virginia
Dominion

2 50100 01601307 00006906017620240110 01/10/2024 01/12/2024 0000053579 Energy 72 Postable Valid UTL 01/10/2024 01/10/2024 000069060176 10015 User  02/04/2024
Virginia
Dominion

3 50100 01601308 00012560668520240110 01/10/2024 01/12/2024 0000053579 Energy 72 Postable Valid UTL 01/10/2024 01/10/2024 000125608665 10015 User  02/04/2024
Virginia
Dominion

4 50100 01601309 00012756211420240110 01/10/2024 01/12/2024 0000053579 Energy 72 Postable Valid UTL 01/10/2024 01/10/2024 000127562114 10015 User  02/04/2024
Virginia

Screenshot of the Pending Vouchers by Origin Query Page (scrolled right)
Voucher . ... . _ Voucher Voucher . .. . GL PC Last
S[(]:heduled Payment| Payment Gross DJs_mbulloﬂ Line Line Dls_tr\butmn Business Account Eun Program FIPS Department Business Project ID Last Updated By Updated
ue Date  Method Message Amt Line Amt Descr Nbr ine Nbr Unit e D Un Date

02/04/2024 EFT Remittance  50.30 50.30 1 150100 50154202 04100 604003 058 19054 AA CARDINAL_BATCH_AP 01/12/2024

02/04/2024 EFT Remittance  13.37 13.37 1 150100 50154202 04100 604002 075 14021 AA _CARDINAL_BATCH_AP 01/12/2024

02/04/2024 EFT Remittance  29.03 29.03 1 150100 50154202 04100 604003 058 19025 AA_CARDINAL_BATCH_AP 01/12/2024

02/04/2024 EFT Remittance  27.01 27.01 1 150100 50154202 04100 604002 075 14021 AA_CARDINAL_BATCH_AP 01/12/2024
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Posted Payments Query (V_AP_POSTED_PYMNTS)

REVISED: 9/1/2026

DESCRIPTION:

This query displays the information for posted Payments. This includes the Payment ID Reference,
Payment Date, Payment Amount, Journal ID, and Journal Date for a designated Journal Date range. The
query can be used to monitor Payments. The query does not display any ChartFields affected by Payment
post but does include Payee and Payment reference information (Check Number, Electronic Data
Interchange (EDI) Trace Number, and ePayables Number).

NAVIGATION PATHS:
e Query Viewer >V_AP_POSTED_PYMNTS

e AP WorkCenter > Queries > Payments > Posted Payments Query with VW
e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_POSTED_PYMNTS
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_POSTED_PYMNTS
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit GL (% for All) HTML
Journal Date From Excel
Journal Date To CSv

Screenshot of the Posted Payments Query Page

V_AP_POSTED_PYMMNTS - Posted Payments Query with VW
Business Unit GL (% for All) {15100 |y
Journal Date From 07202019 |5
Joumnal Date To 08ATR019 i)
Wiew Results
Download results in - Excel SpreadSheet CSV TextFile XML File (32 ki)
View All
" . . Payee Payee Payee :
APIGL Payment Remit Supplier Supplier of i " Zip Payment  Paymeént Payment
L BusinessUnit 10 Ref Supplier ID  Location Employee 1D Employee Name padress Line n&i‘:;! Addre;s Linz City Shale Code Country Date Amount  Method
23059
1 15100 511845861 GLEN ALLEN WA 5430 usa 07282019 22.04 ACH
2 15100 81156782 GOOCHLAND WA 23063 USA 0773122019 33.64 ACH

Screenshot of the Posted Payment Query Page (scrolled right)

First 1-27 of 27 Last
Pa',rm_ent Payment Bank Cancel Cancel Source Paid . Customer Journal Unpost
H?:nod&;ng Status Code Date Action Transaction focumentls Amount Payment Message avoice 1D NHA:'ltl:jter Jommal il Date Sequence
P 1100 N EXPN 0000246945 22.04 ClO BRIEFING EX01276807 07/26/2019 0
CARDINAL
P 1100 N EXPN 00002464951 33.64 HCM EX01279160 07/30/2019 0
MEETINGS
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Posted Voucher Extract Query (V_AP_POSTED_VCHR)

REVISED: 9/1/2026

DESCRIPTION:

This query displays the posted Vouchers for a designated Journal Date range. The query provides the

Voucher Distribution Lines and includes the Journal ID, Journal Date, Posted Date, and Journal Line

Number. The query does not include the accrual and cash Lines for the transaction.

NAVIGATION PATHS:
Query Viewer > V_AP_POSTED_VCHR

INPUT / SEARCH CRITERIA:
Business Unit

Journal Date From

Journal Date To

AP WorkCenter > Queries > Vouchers > Posted Voucher Extract Query
AP WorkCenter > Links > Other Links > Queries > V_AP_POSTED_VCHR
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_POSTED_VCHR

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Posted Voucher Extract Query Page

V_AP_POSTED_VCHR - Posted Voucher Extract Query

Business Unit [11100 |Cy
Journal Date From |08/03/2019 |3
Journal Date To |0%/07/20158  |[3)

[ View Results |
Download results in - Excel SpreadSheet CSV Text File XML File (702 kb)
View All
Row Bu;:ess Voucher Invoice ID Invoice Supplier 1D Supplier

Date Name

Unit

Canon
07/26/2019 0000003204 Solutions
America Inc

1 11100 6642693 4029952414

Canon
07/26/2019 0000003204 Solutions
America Inc

2 11100 6642694 4029954544
Canon

07/26/2019 0000003204 Solutions
America Inc

3 11100 6642695 4029954315

Supplr
Address Supplier
Sequence Location
Number

VLIN

3 EPAY  WA10002963 08/05/2019 O

3 EPAY  VA10002963 08/05/2019 O

3 EPAY  VA10002963 08/06/2019 O

Accounting
Date

Voucher
Close Vuu_cher

Status Origin
AGY

AGY

AGY

Goods &
Services Respensible

Invoice
Receipt

Date Be

Customer
Account

ceipt  Organization Number

Date

08/05/2019 08/02/2019 10000

[08/05/2019 08/02/2015 10000

08/05/2019 080

2/2019 10000

Send
to
CARS|

Y

Screenshot of the Posted Voucher Extract Query Page (scrolled right)

Voucher - - Description . Distribution GL - PC
GA'-?;S Line #?;te Quantity v[?:::[?rtli_‘;:e 254 Mixed - Me;ﬂl;?:tlse Line Business Account EL&:I;: Program Depalrl:t'ment Cce?:;r Task FIPS Asset Al?::ﬁy AS:;'?" ACCS:;MQ Business
Number P Item Number Unit Unit
A131157
30.83 1 0.00 0.0000 2110113 30.83 111100 5013130 01000 323001 10000 202 08/05/2019
A131157
38253 1 0.00 0.0000 2110113 38253 111100 5015340 01000 323001 10000 202 08/05/2019
A191046
344 1 0.00 0.0000 2110113 44 111100 5015340 01000 32100101 10000 201 08/05/2019
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Screenshot of the Posted Voucher Extract Query Page (scrolled right)

First 1-100 of 379" ' Last
Project ID A“}g’“" Ar}i’;’:is 5;‘;’;23 Category Subcategory Affiliate FEEE: FEE{’E Me;%iat:?:tise Journal ID ""['_‘;t"e‘“' PE::: ., :E_EE: sg;:.}:::e
0.00 30.83 AP01285144 08/05/2019 08/05/2019 27 0
0.00 382.53 APD1285144 08/05/2019 08/05/2019 29 i}
0.00 314.41 APD1285144 08/05/2019 08/05/2019 30 i}
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Refund Query (V_AP_REFUND_VOUCHERS)
REVISED: 9/1/2026

DESCRIPTION:
This query will identify Voucher transactions where the Supplier address description for that transaction is
“‘Refund Address” and the transaction contains an Account that is not a Revenue Account.

NAVIGATION PATHS:

e Query Viewer > V_AP_REFUND_VOUCHERS

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_REFUND_VOUCHERS

e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_REFUND_VOUCHERS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Entered Date From Excel

Entered Date To Ccsv

Screenshot of the Refund Query Page

V_AP_REFUND_VOUCHERS - Refund Query

Business Unit[50100 | Q
"Entered Date From 07/01/2023 3
"Entered Date To|07/31/2023 |5

View Results

Download results in - Excel SpreadSheet CSV Text File XML File (1 kb)

View All First 1-20f2 Last
Row Supplier Name Supplier ID Business Unit Voucher D Invoice ID Entered Date Entry Status Close Status Voucher Line Number Voucher Distrib Number Account Number

1 Adams Construction Company 0000025845 50100 01543111 84546 07/28/2023 P 0 1 15012550

2 Adams Construction Company 0000025845 50100 01543107 84540 07/28/2023 p 0 1 1 5012650
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Schedule of Expenditures of Federal Awards Query (V_AP_SEFA)

REVISED: 9/1/2026

DESCRIPTION:

This query displays expenditure information used to assist Agencies with the preparation and submission

of various spreadsheets that comprise the Schedule of Expenditures of Federal Awards (SEFA) which are

submitted to the Department of Accounts (DOA) for the Single Audit Report. The query includes the
Accounts Payable (AP) Business Unit, Voucher ID, Goods & Services Receipt Date, Account, Project,
Fund, Program, Task, Voucher Description, Monetary Amount, Supplier ID, Supplier Class, Supplier,
Payment Date, and Federal Catalog Number.

NAVIGATION PATHS:

e Query Viewer >V_AP_SEFA
e AP WorkCenter > Links > Other Links > Query Viewer > V_AP_SEFA
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_SEFA

INPUT / SEARCH CRITERIA:
AP Business Unit (% for all)

Payment From Date
Payment To Date
CFDA Number

Screenshot of the Schedule of Expenditures of Federal Awards Query Page

OUTPUT FORMAT:

HTML
Excel

CSV

V_AP_SEFA - SEFA expenditures

AP Business Unit(% for all) (50100 |2,
Payment From Date |08/01/2019 [
Payment To Date |08/31/2019 |3
CFDA Number (% for ALL) [20205 |Q,
[ViowResuis |

Download results in :

Excel SpreadSheet CSV Text File XML File

(2246 kb)

Wiew All First 1-100 of 4720 Last
AP Vouch Goods & Moneta 5 i B Federal
Row Business SuCen Services Account Project Fund Preogram Task Voucher Description Aorrrl:unrly Supplier Id \u':y‘:;:ar Supplier ag:;:nt Catalog
Unit Receipt Date Number
1 BO100 01035344 06/30/2019 5012610 0000OD0&73 04720 603023 SALEM District Wide CEI 2017 ( 37.93 0000025966 Supplier gﬁg;_?;g};k e 08092019 20205
Brayman
2 50100 01036065 07/03/2019 5023230 0000000673 04720 603023 Line ltem Adjustments 8.95 0000019525 Supplier Construction 08/05/2019 20205
Corporation
Brayman
3 50100 01036065 07/03/2019 5023210 0000000673 04720 603023 Item Earnings 450000.00 0000019525 Supplier Consfruction 08/05/2019 20205
Corporation
Brayman
4 50100 01036065 07/03/2019 5023230 0000000673 04720 603023 Item Eamnings 244141.60 0000019825 Supplier Consfruction 08/05/2019 20205
Corporation
Brayman
5 50100 01040816 08/03/2019 5023230 0000000673 04720 603023 Item Eamnings. 45764.00 0000019825 Supplier Construction 08/15/2019 20205
Corporation
Brayman
6 50100 01040816 08/03/2019 5023210 0000000673 04720 603023 Item Eamnings. 90000.00 0000019825 Supplier Construction 08/15/2019 20205
Corporation
. . . - Rummel Klepper
7 50100 01036235 05/31/2019 5012610 0000001436 04720 603024 CEl Services Richmond Dist. 9861.66 0000031604 Supplier and Kahl LLP 08/01/2019 20205
8 50100 01034860 11/132018 5012470 0ODODOITES 04720 603023 ort FOTELSINIES122V04C 9127.50 0000054962 Suppiier o> % STCRTP 0ga1a019 20208
LIGHTING
9 50100 01034898 07/12/2019 5012550 0000001765 04720 603023 Miscellaneous Matenals,_Paid 316.25 0000036441 Supplier MAINTENANCE _ 08/15/2019 20205
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SEFA Local Aid Query (V_AP_SEFA_LOCALAID)
REVISED: 9/1/2026

DESCRIPTION:
This query displays the Voucher ID for Schedule of Expenditures of Federal Awards (SEFA).

NAVIGATION PATHS:

e Query Viewer >V_AP_SEFA_LOCALAID

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_SEFA_LOCALAID

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_SEFA_LOCALAID

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Fiscal Year Excel

Account Ccsv

Screenshot of the SEFA Local Aid Query Page

V_AP_SEFA_LOCALAID - SEFA Local Aid

*Business Unit 50100 | Q
Fiscal Year| 2023
*Account 5012430 Q

View Results

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (878 kb)

View Al First 1-100 of 2312(» ' Last
Row  Business Unit  Voucher ID Supplier ID Name Class Fiscal Year ~ Account Project Activity Journal ID Description

1 50100 01405405 0000071448  Kutak Rock LLP Supplier 2023 5012430 AP02131464 |81 TIFIA May2022

2 50100 01406814 0000052081  Walton & Adams PC Supplier 2023 5012430 0000107187 653 APO2114718  MOLAYEM/0001-028-205/P169

3 50100 01406817 0000052081  Walton & Adams PC Supplier 2023 5012430 0000099478 653 AP02114718  PROVIDENCE/0007-020-942/P217

4 50100 01406821 0000052081  Walton & Adams PC Supplier 2023 5012430 0000050100 653 AP02114718  HERNDON/U000-235-110/P025

5 50100 01406826 0000037275  Hunton Andrews Kurth LLP Supplier 2023 5012430 AP02114718  BROADBAND MONETIZATION

6 50100 01406887 0000052081  Walton & Adams PC Supplier 2023 5012430 0000110496 74209  AP02114718  Freedom/0066-86A-497/P113

7 50100 01406902 0000052081  Walton & Adams PC Supplier 2023 5012430 0000110496 74200  APO2114718  Gainesville/0066-86A-497/P102
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Supplier 1099 Data Extract Query (V_AP_1099_DATA_EXTRACT)

REVISED: 9/1/2026

DESCRIPTION:
This query will list all withhold Supplier details within the defined Agency Control ID and withholding
declaration date range.

NAVIGATION PATHS:

e Query Viewer >V_AP_1099 DATA EXTRACT

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_1099 DATA_EXTRACT

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_1099 DATA_EXTRACT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Supplier SetlD HTML

Control ID Excel

AP Business Unit (% for All) CSv

WH Declaration Date From

WH Declaration Date To

Screenshot of the Supplier 1099 Data Extract Query Page

V_AP_1089_DATA_EXTRACT - Supplier 1099 Data Extract
“Suppler Setd[STATE |
*Control ID 16100 Q
AP Business Unit (% for All) [18100 |Q
"WH Declaration Date From 0110172023 |57
"WH Declaration Date To|1231/2023|5)
View Results
Download resultsin - Excel SpreadSheet CSVTextFle XMLFile (26 kb)
View Al First 1230f23 Last
AP Address i Withholding Withholding Withholding Withholding i
Withhold Withholding Withholding Address. . Supplier Payment  Payment Payment Posted - Paid Creation
Row Business Supplier|D  Supplier Name Sequence Address Line 1 City State Postal Basis Liability ~ Transaction Declaration Description UserID
Unit Type Class Rule Number Line2 Tax ID Method Reference Date Date Amount Amount Tupe Date Amount Date
International 8500 Loam
118100 0000006537 consuling 109N 01 RULED 1 00 Loy Mecharicsvile VA 23116 CHK 24652026 020022023 0312023 7551376 0.00 Original 021022023  0.00 0113112023 AA_CARDINAL_BATCH_AP
Services
International —
2 18100 0000006937 consuling 109N 01 RULED A Mechanicsville VA 23116 CHK 2465229 02022023 01312023 1014208 0.00 Original 021022023  0.00 0113112023 AA_CARDINAL_BATCH_AP
Senices
318100 0000016768 Book kNow 109N 01 RULED 1 2601 Burple Richmond VA 23223 ACH 81998460 014192023 01172023 845520 000 Orignal 011912023 000 0111712023 AA_CARDINAL_BATCH AP
4 18100 0000106645 EI“D[;Z:‘HZ”LLC 1098M 03 RULED 1P0. Box7 Mount Jackson VA 22842 CHK 24935485  OT/182023 07/142023 480819 0.00 Original  07TME2023  0.00 0711412023 AA_CARDINAL_BATCH_AP
EMC
5 18100 0000125280 MECHANICAL 1095M 03 RULED 11802 Ellen Rd Richmond VA 23230 ACH 82123702 0672672023 061222023 1800000 000 Original 051262023 000 061222023 AA_CARDINAL_BATCH AP
SERVICES
Huntey 226 Salters 23661
6 18100 0000137382 Mechanical  1095M 03 RULED 12850 Hompon  va 2368 CHK  Z00DBOGTEST 05/18/2023 05/162023 280190 0.00 Original 05182023 0.00 051612023 AA_CARDINAL_BATCH AP
HARRIS R 129 JAMES NEWPORT o
7 gt o00otasnes FRRRIOR - qggan 1 RULED 1 N VA 23601 CHK 476535 04112023 0072023 10873 0.00 Original 041112023 000 0410712023 AA_CARDINAL_BATCH_AP
9331 EAST
8 te100 ooooteooe SRANM q0son o1 RULED (it ASHLAND VA 23005 ACH 82097517 05257023 05242023 10907 000 Orignal 051252023 000 0512412023 AA_CARDINAL_BATCH AP
ROAD
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Suppliers on Payment Hold Query (V_AP_VNDRS_ON_PYMNT_HOLD)

REVISED: 9/1/2026

DESCRIPTION:

This query displays Suppliers with a Supplier Location on payment hold. The query is used by the
Commonwealth Vendor Group (CVG) to determine if a Supplier's payment hold status requires updating
due to an internal payment offset request. Refer to the Job Aid titled AP312 Processing Internal
Payment Offsets for additional information.

NAVIGATION PATHS:

e Query Viewer >V_AP_VNDRS_ON_PYMNT_HOLD

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VNDRS_ON_PYMNT_HOLD

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_VNDRS_ON_PYMNT_HOLD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Supplier SetlD HTML
Payment Handling Cd (% for ALL) Excel

CSVv

Screenshot of the Suppliers on Payment Hold Query Page

V_AP_VNDRS_ON_PYMNT_HOLD - Suppliers on Payment Hold

Supplier SetlD |STATE |Q,
Pymnt Handling Cd (% for ALL) (% | QL
|_ View Results \

Download results in:  Excel SpreadSheet CSV TextFile XML File (1 kb)

View All First 1-3 of 3 Last
Row SetlD Supplier ID Supplier Name Location Description Payment Method Payment Handling

1 STATE MAIN ACH RR

2 STATE LEVY-115 RR

3 STATE MAIN Main Location RR
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Suppliers on Payment Hold with Unpaid Voucher Query
(V_AP_VNDR_PYMNT_HOLD)

REVISED: 9/1/2026

DESCRIPTION:
This query displays Suppliers with a Supplier Location on payment hold that have unpaid Vouchers. The
query can be used daily to determine if unpaid internal offset-related Vouchers exist for the Agency.

NAVIGATION PATHS:

e Query Viewer >V_AP_VNDR_PYMNT_HOLD

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VNDR_PYMNT_HOLD

e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_VNDR_PYMNT_HOLD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Supplier SetlD HTML

AP Business Unit Excel

Supplier ID (% for All) CSv

Screenshot of the Suppliers on Payment Hold with Unpaid Vouchers Query Page

V_AP_VNDR_PYMNT_HOLD - Supps on Pymnt Hid w Unpd Vchr

Supplier SetlD [BTATE |Gy
AP Business Unit 50100 |
Supplier ID (% for All) % Q
| View Results |

Download results in:  Excel SpreadSheet CSW Text File XML File (1 kb)
Wiew All First 1-1of 1 Last

Row Supplier SetlD AP Business Unit  Supplier ID Supplier Name Supplier Location Description Payment Handling Code VoucherID Scheduled Due Date Entered Date Days on Held Comments
1 STATE 50100 MAIN Main Location RR 01/10/2020 121672019 18
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VCHR Agency Details with TOP Query
(V_AP_PYMNT_VCHR_TOP_AGENCY_DET)

REVISED: 9/1/2026

DESCRIPTION:

This query can be used to assist Agencies if a Supplier, subject to TOP, calls for assistance before they
receive the TOP letter which provides more details. It includes the dollar amount applied, along with the
federal agency name and contact information.

NAVIGATION PATHS:
e Query Viewer >V_AP_PYMNT_VCHR_TOP_AGENCY_DET
e AP WorkCenter > Links > Other Links > Query Viewer > V_AP_PYMNT_VCHR_TOP_AGENCY_DET

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_AP_PYMNT_VCHR_TOP_AGENCY_DET

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Payment Date From HTML

Payment Date To Excel

Payment Reference (%) for All CSv

Supplier ID (%) for All

Business Unit (%) for All

Screenshot of the VCHR Agency Details with TOP Query Page

V_AP_PYMNT_VCHR_TOP_AGENCY_DET - VCHR Agency Details with TOP
*Payment Date From [12/01/2023 |[5{
*Payment Date To |12/31/2023 |[5]
Payment Reference (%) for All| %
Supplier 1D (%) for All | % Q
Business Unit (%) for All | % Q
| View Results |
Download results in :  Excel SpreadSheet CSV Text File XMLFile (78 kb)
View All First 1-100 of 158 (»  Last
Supplier . _ Federal
Row P“g;"‘:”' Payment S“";!?ﬂ'rz:‘g‘e”‘ Supplier ID Payee Name B”ﬁﬂ'ﬁ‘“ V"‘;B"” V““Adr;\ED’UGn'("“ Tifﬂgﬁf‘ TOP Payment Trace Number Federal Agency Name Agency Fe“*“’kﬁa‘;’;” Dent
Method Contact
University of Virginia Physicians 24VA500045T0010000135 U.S.DEPARTMENT OF  (888) 826-
1 12/01/2023 ACH 82244641 0000056964 Group 70600 1159023 27941.00 765.980 0000006 THE TREASURY 3127 CSNG17287713
24VA500045T0010000135 U.S.DEPARTMENT OF  (888) 826-
2 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF G W ROCP 11500 7878959 146.20 146.200 0000003 THE TREASURY 3127 CSNG17270921
24VA500045T0010000135  U.S. DEPARTMENT OF  (888) 826-
3 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF C W ROCP 11500 7878963 146.20 146.200 0000003 THE TREASURY 3127 CSNG17270921
24VA500045T0010000136  U.S. DEPARTMENT OF  (888) 826-
4 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF C W ROCP 11500 7879005 146.20 146.200 0000003 THE TREASURY 2127 CSNG17270921
24VA500045T0010000135  U.S. DEPARTMENT OF  (888) 826-
5 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF C W ROCP 11500 7879134 172.40 172.400 0000003 THE TREASURY 3127 CSNG17270921
24VA500045T0010000135  U.S. DEPARTMENT OF  (888) 826-
6 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF C W ROCP 11500 7679136 172.40 172.400 0000003 THE TREASURY 2127 CSNG17270921
24VA500045T0010000135 U.S.DEPARTMENT OF  (888) 826-
7 12/01/2023 ACH 82244897 0000168395 LAW OFFICE CF C W ROCP 11500 7879137 172.40 172.400 0000003 THE TREASURY 3127 CSNG17270921
24VA500045T0010000135 U.S_DEPARTMENT OF  (888) 826-
8 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF G W ROCP 11500 7879138 172.40 172.400 0000003 THE TREASURY 2127 CSNG17270921
24VA500045T0010000135 U.S.DEPARTMENT OF  (888) 826-
9 12/01/2023 ACH 82244897 0000168395 LAW OFFICE OF C W ROCP 11500 7879210 266.20 266.200 0000003 THE TREASURY 3127 CSNG17270921
24VA500045T0010000135  U.S. DEPARTMENT OF  (888) 826-
10 12/01/2023 CHK 25178639 0000175367 BANK OF AMERICA 41100 00035168 65366.13 72.020 0000007 THE TREASURY 2127 CSNG17274251
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Vchrs by Distrib/Dept/Acct Query (V_AP_VCHRS_BY DISTRB_DEPT_ACCT)

REVISED: 9/1/2026

DESCRIPTION:
This query lists all Vouchers and Distribution Lines with related PO / Contract data if applicable.

NAVIGATION PATHS:
e Query Viewer >V_AP_VCHRS_BY_DSTRB_DEPT_ACCT
e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VCHRS_BY_DSTRB_DEPT_ACCT

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_AP_VCHRS_BY_DSTRB_DEPT_ACCT

INPUT / SEARCH CRITERIA:
Business Unit

Accounting Date From
Accounting Date To

Deptid (% for All)

Account (% for All)

Supplier SetlD

Supplier ID (% for All)

OUTPUT FORMAT:
HTML

Excel
Csv

Screenshot of the Vchrs by Distrib/Dept/Account Query Page

V_AP_VCHRS_BY_DSTRE_DEPT_ACCT - Vchrs by Distrib/Dept/Acct

*Business Unit | 50100 |Qy
“Accounting Date From |01/01/2023  |[54)
“Accounting Date To |01/31/2023  |[3]

Deptid (% for All) [% Q.

Account (% for Ally [% a
*Supplier SetlD [STATE |

Supplier ID (% for All ) [% a

View Results |

Download results in Excel SpreadSheet CSV Text File XML File (47274 kb)

View All
AP PN Vehr |Vohr|pYehe Vchr vehr  Mehr SVA
Row Business "ag e Supplier ID Supplier Name Vchr Entered By User  Acctg Date L=y Line Distr Vchr Distrib Line Descr Distrib Distrib 'S0 Agency Use1 PO PO Nbr
Unit r Gross Amt | Line Line Amt  Acct  Lin® Type
Nbr Deptid
P
. TREE TRIMMING AND p
1 50100 01468242 00015688673 Arcadium LLC 01/03/2023 910.00 1 1 BRUSH REMOVA 303.34 5012550 19027 NVSNW23002 R0O1 0001246678
- TREE TRIMMING AND
2 50100 01468242 0001568673 Arcadium LLC 01/03/2023 91000 1 TS TRERGUA 303.24 5012550 19031 NVSNW23002 RO1 0001246678
3 50100 01468242 0001568673 Arcadium LLC 01/03/2023 910.00 1 3 TREE TRIMI\_MNG AND 303.32 5012550 19035 NVSNW23002 R0O1 0001246678
BRUSH REMOWVA
- TREE TRIMMING AND ,
4 50100 01468243 0001568673 Arcadium LLC 01/03/2023 910.00 1 BRUSH REMOVA 303.34 5012550 19041 NVSNW23002 RO1 0001246678
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Screenshot of the Vchrs by Distrib/Dept/Account Query Page (scrolled right)

Receipt
Line

Nbr

Line

Receipt
Distrib

PO Cntrct

1 0000000000000000000049927

1 0000000000000000000049927

1 0000000000000000000049927

1 0000000000000000000049927

PO

PO

Cntrct Cntrct PO Line ltem
Version Line

MNbr

MNbr

1 9888878550

1 9888878550

1 9888878550

1 9888878550

PO Line Descr

TREE TRIMMING AMND BRUSH
REMOWVAL, PER WADOT
SPECIFICATIONS 3 MEMBER
CREW AND EQUIFMENT

TREE TRIMMING AND BRUSH
REMOWVAL, PER WVADOT
SPECIFICATIONS 3 MEMBER
CREW AND EQUIFMENT

TREE TRIMMING AMND BRUSH
REMOWVAL, PER WADOT
SPECIFICATICONS 3 MEMBER
CREW AND EQUIPMENT

TREE TRIMMING AMND BRUSH
REMONVAL, PER WADOT
SPECIFICATIONS 3 MEMBER
CREW AND EQUIPMENT

.PO
Line Dlis.tr'b Receipt Nbr
Nbr ine
MNbr
1 1 0002408815
1 1 0002408815
1 1 0002408815
1 1 0002408820
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Voucher Error Report Query (V_AP_VCHR_ERROR)

REVISED: 9/1/2026

DESCRIPTION:
This query displays Vouchers containing errors and the type of error (i.e., budget errors and edit errors).
The query can be used to monitor the status of Vouchers with errors.

NAVIGATION PATHS:

e Query Viewer >V_AP_VCHR_ERROR

e AP WorkCenter > Links > Other Links > Query Viewer > V_AP_VCHR_ERROR

e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHR_ERROR

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Responsible Org (% for All) Excel

Csv

Screenshot of the Voucher Error Report Query Page

V_AP_VCHR_ERROR - Voucher Error Report
Business Unit [50100 |G

Responsible Crg (% for All) |% Q.
| View Results |

Download results in:  Excel SpreadSheet CSV TextFile XML File (1 kb)

View All First 1-13 of 13 Last

Row Business Unit Responsible Org Current Date Voucher ID Entry Status Budget Status

1 50100 01/03/2020 R N

2 50100 01/03/2020 R N

3 50100 01/03/2020 R N

4 50100 01/03/2020 R N

S 50100 01/03/2020 R N

6 50100 01/03/2020 R N

7 50100 01/03/2020 R N

& 50100 01/03/2020 R N

9 50100 01/03/2020 R N

10 50100 01/03/2020 R N

11 50100 01/03/2020 R N

12 50100 01/03/2020 R N

13 50100 01/03/2020 R N
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Voucher Lines with CO/Legal Query (V_AP_PREAUDIT_DTL)

REVISED: 9/1/2026

DESCRIPTION:

This query is used for DOA preaudit to review the appropriate documentation prior to releasing the
Attorney Services transactions for posting and payment. This query output displays Business Unit,
Voucher ID, Accounting Date, Voucher line, Distribution line, Account, Program, Project ID, Fund Code,
and Account information.

NAVIGATION PATHS:

e Query Viewer >V_AP_ PREAUDIT_DTL

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_ PREAUDIT_DTL

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_ PREAUDIT_DTL

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Voucher ID HTML
Business Unit Excel

Ccsv

Screenshot of the Voucher Lines with CO/Legal Query Page

V_AP_PREAUDIT_DTL - Voucher lines with CO/Legal

Veoucher ID 00052824
*Business Unit 12300 O
View Results

Download results in©  Excel SpreadShest  CS5V Text File XML File (1 kib)

Row Busingss Unit Voucher ID Accounting Date Voucher Line Distribution Ling Account Program Project 1D Fund Code Amount
1 12300 00052824 0472412024 1 1 5012240 SEE000 0000113858 01000 200,00
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Voucher on Payment Hold Query (V_AP_VCHR_ON_PYMNT_HOLD)

REVISED: 9/1/2026

DESCRIPTION:

This query displays all Voucher transactions that have the Payment marked as “On Hold” for a specified
Business Unit, Payment Handling Code, and Number of Days on Hold. The query lists all Vouchers
greater than the number of days entered. The query includes Accounts Payable (AP) Business Unit,
Voucher ID, Supplier Name, Supplier ID, Scheduled Due Date, Entered Date, Hold Reason, and Days on
Hold information. This query can be used to review Vouchers that may require additional processing
before payment.

NAVIGATION PATHS:

e Query Viewer >V_AP_VCHR_ON_PYMNT_HOLD

e AP WorkCenter > Queries > Payments > Voucher on Payments Hold

o AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VCHR_ON_PYMNT_HOLD

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHR_ON_PYMNT_HOLD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
AP Business Unit (% for All) HTML

Payment Handling (% for All) Excel

Number of Days Payment on Hold CSVv

Screenshot of the Voucher on Payment Hold Query Page

V_AP_VCHR_ON_PYMNT_HOLD - Voucher on Payment Hold

AP Business Unit (% for All) 15200 | Sy
Payment Handling (% for All) % | Q,
Number of Days Payment on Hold 0
[ View Resuls |

Download results in - Excel SpreadSheet CSV TextFile XMLFile ({1 kb)
View All First 1-10f 1 Last

Row AP Business Unit Voucher ID Supplier Name Supplier ID Scheduled Due Date Accounting Date Entered Date Payment Handling Hold Reason Days on Hold
1 15200 101572019 10152019 1001572019 RE OTH 80
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Vouchers Posted But Not Paid Query (V_AP_VCHRS_NOT_PAID)

REVISED: 9/1/2026

DESCRIPTION:
This query will provide the ability to identify Vouchers that were posted but not paid.

NAVIGATION PATHS:

e Query Viewer >V_AP_VCHRS_NOT_PAID

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VCHRS_NOT_PAID

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHRS_NOT_PAID

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

AP Business Unit (% for All) HTML
Supplier ID (% for All) Excel
CSVv

Screenshot of the Vouchers Posted but Not Paid Query Page

Payment
Method

V_AP_VCHRS_NOT_PAID - Vouchers posted but not Paid
Business Unit (% for ALL) 50100 Q
Supplier ID (% for ALL) | % Q
View Results ‘
Download results in = Excel SpreadSheet CSV Text File XML File (40 kb)
View All First 1-100 of 109 (' Last
" " o Supplier Supplier ~ Remitting  Remitting o Voucher Financial Youcher
Business \Voucher  Gross " : Supplier  Supplier Remit Remit " Remit Addr Last " Sanc Status Voucher ~ Scheduled .
Row. Supplier Supplier Name Location Prenote Address. Address Approval Sanctions Accounting
Unit D Amount Status  Persistence  Supplier|D Location Status Status Seqt Status Eff Date Updated Dt Status Status Dt onHOLD  Pay Date Date
150100 00348377 0.0 0000028345 ﬁ‘:"“’a' Resaurees | R 0000028345 MAN A c 31 0772672015 061232014 A v 061242014 N 06192014 06192014 ACH
2 50100 00356049 0.00 0000004105 ésﬁg:\s'ﬂachmcal A R 0000004105 MAIN A C 3A 07/26/2015 071152014 A v 1210512022 Y 07M5/2014 071512014  EFT
Bowman
3 50100 00356297 0.00 0000028855 Consulting Group A R 0000028855 MAIN A C 3A 1001272022 071572014 A v 101712024 Y 07M5/2014 07152014  CHK
D
4 50100 00389262 0.0 0000042986 XSLK:S:SEIHC A R 0000042986 MAIN A C A 08/22/2020 1012312014 A v 101772024 Y 1012112014 10/21/2014  ACH
AMortan Thomas
5 50100 00390892 0.00 0000031637 2 Associales Inc A R 0000031637 MAIN A C 3A 05/21/2024 10242014 A v 101712024 Y 1072412014 10/2412014  ACH
AMorten Thomas
6 50100 00390895 0.00 0000031637 2 Associales Inc A R 0000031637 MAIN A C 3A 05/2172024 10242014 A v 101712024 Y 1072412014 102422014 ACH
AMorton Thomas
7 50100 00390897 0.00 0000031637 2 Associales Inc A R 0000031637 MAIN A C 3A 05/2172024 10242014 A v 101712024 Y 1072412014 10/2422014  ACH
AMorton Thomas
8 50100 00390902 0.00 0000031637 2 Associates Inc A R 0000031637 MAIN A C 3A 05/2172024  1027/2014 A v 101712024 Y 1072412014 102422014 ACH
$ 50100 00393091 0.00 0000046730 X\QLb:c[i;gm | R 0000046730 MAIN A C 4A 07/262015 1171872014 A v 04/28/2022 Y 1171872014 111162014 ACH
10 50100 00399389 0.00 0000000604 g;gg.g:%; Inc A R 0000000604 MAIN A 3A 08/0422017 1172172014 A v 08/30/2024 Y 111872014 11182014 CHK
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Voucher Payments Awaiting Due Date Query (V_AP_PYMNT_DUE_DATE)

REVISED: 9/1/2026

DESCRIPTION:

This query displays Vouchers for a designated scheduled pay date range and AP Business Unit that are
awaiting payment. The query can be used to track Vouchers by due date range and designated ChartField
values such as Fund Code. The query includes Voucher information including the Voucher ID, Scheduled
Pay Date, Supplier ID, Supplier Name, and Voucher Distribution Amount by Fund.

NAVIGATION PATHS:

e Query Viewer >V_AP_PYMNT_DUE_DATE

o AP WorkCenter > Links > Other Links > Query Viewer > V_AP_PYMNT_DUE_DATE

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_PYMNT_DUE_DATE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
AP Business Unit HTML

Scheduled Due Date From Excel

Scheduled Due Date To CSv

Account (% for ALL)

Fund Code (% for ALL)

Program (% for ALL)

Cost Center (% for ALL)

Task (% for ALL)

Project (% for ALL)

Screenshot of the Voucher Payments Awaiting Due Date Query Page

V_AP_PYMNT_DUE_DATE - Voucher Pymnts Awaiting Due Dt

AP Business Unit {0900 |y
Stheduled Due Date From [1227/2019 |5
Scheduled Due Date To 01/03/2020 |
Account (% for ALL) (% QL
Fund (% for ALL) % Q
Program (% for ALL) % Q
Cost Center (% for ALL) 3% QL
Task (% for ALL) % Q
Project (% for ALL) % Q,
| View Results |

Download results in ©  Excel SpreadShest C5V Text File XML File (4 kb)

\iew Al First 1-10of 10 Last
AP Business | Voucher  Scheduled Pay  GL Business Cost Agency Use  Agency Use . B B Voucher Distrib Approval
Row o = o . Account Fund Program Department  (“°'  Task FIPS - 5 Project  Supplier ID Supplier Name et i
1 40800 00003139 12/30/2018 40800 5012850 02183 506003 40800 040 604 0000050455 S_I‘:gi‘:i“;""“ea"” of 107.81 Approved
2 40900 00003138 12/30/2018 40800 5012820 02183 506003 40800 040 804 0000050456 E_I‘:gi':i“:""“ea“” o 127.43 Approved
3 40900 00003138 12/30/2018 40800 5042880 02183 506003 40800 040 604 0000050456 5,::{;:%"“‘33“” of 7275 Approved
4 40300 00003117 01022020 40500 5012680 12080 993000 40800 DD 279 0000112103 DOOODAED14 ﬁri”v':s’::d's”” 917 80 Approved
5 40900 00003117 01/02/2020 40800 50126230 12080 998000 40900 080 228 0000112103 DODDDZE014 ﬁ';:fs'i‘f:d'sm 327.14 Approved
& 40900 00003105 01/03/2020 40800 5012510 02183 506004 40900 071 521M 0000037115 Crestive Curb Appeal inc 574.83 Approved
7 40900 00003105 01/03/2020 40200 5012510 02183 506005 40800 050 724 0000037115 Crestive Curb Appeal inc 439.35 Approved
5 40900 00003105 01032020 40500 5012510 02500 595001 40800 005 108 0000037115 Creative Curb Appeal inc 441 71 Approved
o 40900 00003105 | 01/03/2020 40200 5012510 10000 506004 40800 074 521 0000037115 Crestive Curb Appeal inc 574.83 Approved
10 40900 00003105 01/03/2020 40900 5012510 10000 506004 40900 084 B50 0000037115 Crestive Curb Appeal inc 321.28 Approved
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VCHR Payments with CDS and TOP Query (V_AP_PYMNT_VCHR_CDS_TOP)

REVISED: 9/1/2026

DESCRIPTION:

This query displays Supplier Payments with Comptroller's Debt Setoff (CDS) and Treasury Offset Program
(TOP) offset details for a specified Payment Date range. The query can be run for a specific Payment
Method or for all Payment Methods and for a single Payment Reference ID or for all Payment Reference
IDs.

NAVIGATION PATHS:
e Query Viewer >V_AP_PYMNT_VCHR_CDS_TOP

o AP WorkCenter > Queries > Payments > VCHR Payments with CDS and TOP
o AP WorkCenter > Links > Other Links > Query Viewer >V_AP_PYMNT_VCHR_CDS_TOP
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_PYMNT_VCHR_CDS_TOP
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Payment Date From HTML
Payment Date To Excel
Payment Method (% for All) CSv

Payment Reference (% for All)

Screenshot of the VCHR Payments with CDS and TOP Query Page

V_AP_PYMNT_VCHR_CDS_TOP - VCHR Payments with CDS and TOP

*Payment Date From |12/01/2023 |3
*Payment Date To|12/31/2023 3]
Payment Methad (%) for All EFT |Q

Payment Reference (%) for All | %

View Results

Download resultsin :  Excel SpreadSheet CSV TextFile XML File (7535 kb)

View All First 1-100 of 18028 '} Last
Row Payment Date Payment Method Payment Reference Payee Name Payment Amount Business Unit Voucher 1D Voucher Gross Amount Voucher Net Amount CDS Offset Amount CDS Reference TOP Offset Amount TOP Reference
1 120172023 EFT 90503210 Verizon Business Network Services Inc 16.09 10100 00002286 3213 16.09 16.04 C1204939
2 1200172023 EFT 90503211 Verizon Business Network Services Inc 0.00 41700 00001644 40.01 0.00 40.01 C1204943
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Vouchers Denied Not Deleted Query (V_AP_VCHRS_DND_NOT_DLTD)

REVISED: 9/1/2026

DESCRIPTION:

This query displays all Voucher transactions that have been denied but not deleted for a designated
Business Unit. The query can be used to monitor the status of specific Vouchers.

NAVIGATION PATHS:

e Query Viewer >V_AP_VCHRS _DND_NOT_DLTD

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VCHRS_DND_NOT_DLTD

e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHRS_DND_NOT_DLTD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (% for all) HTML

Excel

CSV

ADDITIONAL INFORMATION:

All Voucher transactions that are in a “Denied” status must be deleted to prevent any additional
processing of the Voucher.

Screenshot of the Vouchers Denied Not Deleted Query Page

V_AP_VCHRS_DMND_NOT_DLTD - Veouchers Denled NOT Deleted

Business Unit (% for all) Fe

View Resulls.

Dowrilsad results in ;- Exeel SpreadSheet  CEV Test File WML Fle ({1 ki)
Wigrar Al

First 1-4ofd Last
Row Dusiness Unit  Voucher  Aesponsibiz Org  Approval Status  Match Status Entered Dy Userid Entersd Dat=  Last Updated Date Last Updated Usenid Woucher Gross Amount
1 14100 00003534 103 Denied Mo Mateh 07182019 DBAOS2019 11240.40
2 19700 10232340 19700 Denied Mo Mateh Ab CARDINAL BATCH AP 10222019 10252019 F25479.92
3 E00 O0arEss2 16077 Denied Mo Mateh 2182019 02280019 1230,00
4 72200 00001724 085 Denied No Match ! T04R019 12202019 1020437
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Vouchers Not Paid — Supplier Location/Address Query
(V_AP_VCHR_NOTPAID_VEND LOC)

REVISED: 9/1/2026

DESCRIPTION:
This query displays all Voucher transactions that have not been paid for a designated Business Unit and
Supplier ID. The query includes the Supplier status information associated with the Voucher.

NAVIGATION PATHS:

e Query Viewer >V_AP_VCHR_NOTPAID_VEND_LOC

e AP WorkCenter > Queries > Vouchers > Vchrs Not Paid - Supp Loc/Addr

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VCHR_NOTPAID_VEND_ LOC

e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHR_NOTPAID_VEND_LOC

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (% for ALL) HTML

Supplier SetID (STATE) Excel

Voucher ID (% for ALL) CSv

Scheduled Due Date From
Scheduled Due Date To

ADDITIONAL INFORMATION:

For a Regular Supplier, the Supplier status must be “Approved”, the Supplier location and Supplier
address used on the Voucher must all be active for the Voucher to be picked up in the nightly pay cycle.
For a One Time Supplier, the Supplier status must be “Inactive” and the Supplier location and Supplier
address used on the Voucher must both be active to be picked up in the nightly pay cycle.
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Screenshot of the Voucher Not Paid - Supplier Location/Address Query Page
V_AP_VCHR_NOTPAID_VEND_LOC - Vchrs Not Paid - Supp Loc/Addr

Business Unit (% for ALL) 12700 |C
Supplier SetlD |STATE O
Supplier ID (% for ALL) |% Q
Scheduled Due Date From [12/22/2019  |[3]
Scheduled Due Date To [12/31/2019  |[1]

| View Results |
Download results in:  Excel SpreadShest CSV TextFile XMLFile {22 kb)
View All
Business . Invoice  Accounting Voucher Entry Budget AP Post Approval Scheduled Voucher Pay Payment
Row ™y ~ Veucher  Invoice Number Date Date  Origin  Status Status Status  Status  Due Date Amount Terms Method

13-

1 . .
1 12700 00005744 142019HAZMATWC 09132019 12/23/2019 ONL ~ Postable Valid Unposted Pending 12/23/201% 34056 00  ACH

2 12700 0000G7e5 201912025724 121772019 12/26/2019 ONL ~ Postable Valid  Unposted Pending 12/26/2019 1306540 00 ACH

3 12700 0000&766 201912025810 121162019 12/26/2019 ONL ~ Postable Valid Unposted Pending 12/26/2015 11249.00 00  ACH

Screenshot of the Voucher Not Paid - Supplier Location/Address Query Page (scrolled right)

First 1-24 of 24 Last

Supplier Supplier Supplier Supplier

Payment Hold Responsible . . Alternate Supplier Supplier n -
On Hold Reason Org Supplier 1D | Supplier Name Payee Name Persistence Status gggrﬁﬁ Agtgﬁz.s ngaTilct:n Lgf:ttl;gn
WISE WISE
M 98313400 0000046254 COUNTY COUNTY Regular  Approved 9 Active  MAIN  Active
TREASURER
Middle
N 98313400 0000052173 Eﬂgfn‘ga Regular  Approved 3 Active MAIN  Active
District Comm
. - BRISTCL
N 98313400 0000050112 Sy Of Bristol ~pry Regular  Approved 15 Active MAIN  Active

Virginia TREASURER
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Vouchers Not Posted to AP Query (V_AP_VCHRS_NOT_POSTED_TO_AP)

REVISED: 9/1/2026

DESCRIPTION:

This query displays all Voucher transactions that have not posted to AP for a designated Business Unit
and Accounting Date range.

NAVIGATION PATHS:

e Query Viewer > V_AP_VCHRS_NOT_POSTED_TO_AP

INPUT / SEARCH CRITERIA:

Business Unit (% for all)
Accounting Date From

Accounting Date To

ADDITIONAL INFORMATION:
A Voucher must be fully approved and have a valid budget check status to post to AP. All Voucher
transactions must be posted to AP before they can be Journal generated in General Ledger (GL).

AP WorkCenter > Queries > Vouchers > Vouchers not Posted to AP
AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VCHRS_NOT_POSTED_TO_AP
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHRS_NOT_POSTED_TO_AP

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Vouchers Not Posted to AP Query Page

V_AP_VCHRS_NOT_POSTED_TO_AP - Vouchers Not Posted To AP

Businesz Urst (% for all) G100
Agcounting Data From 122872019 i
Azgounting Date To 12312019 W
iew Resulls

Downlond resulisin ;. Excol SpreadShoet CEVToxtFile MMLFila (2815h)

Wi Al First 1-100 of 520" Lasy
1 8 Lait
Raw Eu;',:';“ \'m:;h:r Acclp Date Acsount  Fursd Ec;::‘ Pigsgrans R“':;’Em“ A:E::I :‘2::'; E;I::f: :ﬂi’; D::ﬁ:::ﬂ Entgrid By Userid Eg:;:d 'UiEhIr-u! Laat Ugnlated By Uaerid
aln
1 BOM00  DM034818 120262049 8033230 04100 604002 16000 Pending Postabla Vald Matched ADDE2.TD A CARDINAL_BATCH_AR 12062015 12262019 A4 CARDINAL_BATCH_AP
2 BDMDO D10G4E18 1272802019 8023230 04100 60003 16000 Pending Paslable Vabd Matched 4377825 AA CARDINAL_BATCH_AP 12060015 122672019 AA CARDINAL_BATCH_AP|
3 50100 DI0S4E18 12262019 E023230 04720 603023 16000 Pending Pastable Vabd Matched 732035 Af CARDINAL_BATCH_AP 12067019 122672019 Af CARDINAL_BATCH_AP)
4 B0100  OI0B4E39 12262019 S093560 04100 11160000 604003 15040 Pending Postable Vald  Matched 0563 1262015 122602019 A% _CARDINAL_BATCH_AP
£ EOI00 01084842 1X2672019 S00E550 04100 11160001 §04003 19020 Pending Postable Valid Ko Match BRI 1262015 122612015 AA_CARDINAL_BATCH_AP
6 0100 01054543 122602019 S003560 04100 11160000 604003 19040 Pending Postable Vald  Matched 26 ZEG01S 122602019 A5 CARDINAL_BATCH_AP
7 EOI00  DI034544 12262019 E0A2580 04100 11150001 60002 18057 Pending Postable Valid Mo Malch 7500 1262019 12962019 A% CARDINAL_BATCH_AP
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Voucher Prjct Accruals Query (V_AP_PROJ_ACCRUALS_VCHR)

REVISED: :9/1/2026

DESCRIPTION:

This query will pull expense Project accruals for quarterly and year-end reporting.

NAVIGATION PATHS:
e Query Viewer > V_AP_PROJ_ACCRUALS_VCHR

e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_PROJ_ACCRUALS_VCHR
¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_PROJ_ACCRUALS_VCHR

INPUT / SEARCH CRITERIA:

Business Unit HTML
Goods Rcpt/Invc Dt <= Excel
Payment DT > CSVv

Accounting Dt >=

Vchr Post Dt From

Vchr Post Dt To
Customer ID (% for ALL)

Screenshot of the Voucher Prjct Accruals Query Page

OUTPUT FORMAT:

V_AP_PROJ_ACCRUALS_VCHR - Voucher Prjct Accruals

*Business Unit 50100 |Q
*"Goods Rept/inve Dt <= 01/01/2023  |[34)
**Payment Dt = 01/01/2023 [+
*Accounting Dt >= |01/01/2023 [+
*Vchr Post Dt From |01/01/2023 |3
**Vchr Post Dt To | 12/31/2023  |[5y
*Customer ID (% for ALL} % Q
| View Results ‘

Download results in :  Excel SpreadSheet CSV Text File XML File (2803 kb)

Wiew All
. PC Vchr Distrib o "
Voucher Business Voucher . x A Activity Remit -
Row _. . . Bus Line Line Fund Program ProjectID . Supplier Name
Paid/Unpaid  Unit Unit Nbr  Nbr ID Supplier
q Moucher  shinp 50100 01488254 1 2 04720 603020 0000109599 617 0000042985 Yolker &
Paid Associates Inc
2 Youcher  ohi00 50100 01488254 1 304100 604001 0000108127 65791 0000042985 olert &
Paid Associates Inc
g Moucher o100 50100 01468254 1 3 04100 604001 0000108127 65791 0000042985 Yolkert &
Paid Associates Inc
4 Youther ghi00 50100 01488254 1 404100 604001 0000108127 65792 0000042985 olert &
Paid Associates Inc

Resource Accounting  Invoice (53':":"_]5 &
Customer ID Date Date L)
Recpt Dt

0000055002 01/03/2023 11/30/2022 11/18/2022

0000055002 01/03/2023 11/30/2022 11/18/2022

0000055002 01/03/2023 11/30/2022 11/18/2022

0000055002 01/03/2023 11/30/2022 11/18/2022

Screenshot of the Voucher Prjct Accruals Query Page (scrolled right)

Resource Resource  Payment Post Dat Resource R:s;:_»u_rtce Merchandise Sum(Resource

Invoice ID  Billing Dt Date ostlate  proiectID C[B" ¥ Amt Amt)
FED003591  01/05/2023 01/13/2023 01/04/2023 0000109599 617 48301.00 43301.00
FED003591  01/05/2023 01/13/2023 01/04/2023 0000108127 65791 §700.00 -8700.00
FEDO003623  02/10/2023 01/13/2023 01/04/2023 0000108127 65791 &700.00 &700.00
FED003591 01/05/2023 01/13/2023 01/04/2023 0000108127 65792 25907.50 -25907.50
Rev 9/1/2026
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Voucher Prjct Categry Accruals Query
(V_AP_PROJ_CATGRY_ACCRUALS_VCHR)

REVISED: 9/1/2026

DESCRIPTION:
This query will pull Voucher accruals for quarterly and year-end reporting.

NAVIGATION PATHS:
e Query Viewer >V_AP_PROJ_CATGRY_ACCRUALS_VCHR
e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_PROJ_CATGRY_ACCRUALS_VCHR

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_AP_PROJ_CATGRY_ACCRUALS_VCHR

INPUT / SEARCH CRITERIA; OUTPUT FORMAT:
Business Unit HTML

Goods Recpt/Invc Dt <= Excel

Payment DT > CSv

Accounting Dt >=

Vchr Post Dt From

Vchr Post Dt To

Project Category

Screenshot of the Voucher Prjct Catgry Accruals Query Page

V_AP_PROJ_CATGRY_ACCRUALS_VCHR - Voucher Prjct Categry Accruals

**Business Unit [50100 | Q
**Goods Reptinve Dt <= |01/01/2023
**Payment Dt > |01/01/2023
*Accounting Dt >=|01/01/2023
*Vchr Post Dt From |01/01/2023
**chr Post Dt To |03/31/2023

fEEmmeEa

“Project Category [CAP
View Results

Download results in :  Excel SpreadSheet CSV Text File XML File (1033 kb)

View All First 1-100 of 1859 (1 Last
ap PC Vehr o - = z z ' Goods & Project ) :
Voucher A Voucher  Y¢M" pistrib Distib  Activity  Remit Accounting  Invoice Payment Project Merchandise
Row paidlnpaid Euamless Business o Line 02, Fund Program o i o Supplier Supplier Name i Date. Services Recpt PostDate  Category- ¢l At
nit Unit Nbr Dt Project ID
Voucher NORFOLK
(M 50100 50100 01468245 1 1 04720 603024 0000097565 636 0000053241 SOUTHERN 01/03/2023 11/28/2022 11/30/2022  01/13/2023 01/09/2023 0000097655  CAP 592376
RAILWAY CO
2 \Ff:‘”dm’ 50100 50100 01468254 1 2 04720 603020 0000109599 617 0000042986 ?ffc'ke““““‘a‘es 010312023 11/30/2022 11/18/2022  01/13/2023 01/04/2023 0000109599  CAP 48301.00
3 ‘;Zf;her 50100 50100 01468265 1 1 04720 603023 0000115009 612 0000108170 Akerman LLP 01/03/2023 10/20/2022 09/30/2022  O1/11/2023 01/09/2023 0000115008  CAP £2108.02
4 \ngdehe’ 50100 50100 01468265 1 2 04720 603024 0000115011 612 0000108170 Akerman LLP 01/03/2023 1012012022 09/30/2022  01/11/2023 01/09/2023 0000115011  CAP 1903 44
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Vouchers Posted to AP But Not JGEN Query
(V_AP_VCHRS _PSTD_AP_NOT_JGEN)

REVISED: 9/1/2026

DESCRIPTION:
This query displays all Voucher transactions that have posted to AP but have not Journal Generated in GL
for a designated Business Unit and Accounting Date range.

NAVIGATION PATHS:
e Query Viewer >V_AP_VCHRS_PSTD_AP_NOT_JGEN

o AP WorkCenter > Queries > Vouchers > Vchrs Psted to AP but Not JGEN
e AP WorkCenter > Links > Other Links > Query Viewer >V_AP_VCHRS_PSTD_AP_NOT_JGEN
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHRS_PSTD_AP_NOT_JGEN
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
AP Business Unit (% for All) HTML
Accounting Date From Excel
Accounting Date To CSv

ADDITIONAL INFORMATION:
A Voucher must be posted in AP before it can be Journal Generated in GL. All Voucher transactions must
be Journal Generated and posted to GL.

Screenshot of the Vouchers Posted to AP But Not Journal Generated Query Page

V_AP_VCHRS_PSTD_AP_NOT_JGEN - Vchrs Psted to AP but Not JGEN

AP Business Unit (% for All) [Fe
Accounting Date From [1027/2019  |[#]
Accounting Date To [11/16/2019 |3

‘ View Results

Download results in - Excel SpreadSheet CS8W Text File XML File (1 kb)
View All First 1-10f 1 Last
- Payment . Distribution Last
Row Buslr!ess Voucher Acctg Date Template Reference Date Select Account Fund Program Responsible  Appr Line Entered By Userid Entered Updated Last Updated By Userid
Unit Status Org Status Amount Date Date
1 16100 20290306 10/30/2019 CANCEL Unselected 400101899 01000 TAX Approved  19204.00 AA CARDINAL_BATCH AP 10/30/2019 10/30/2019 AA CARDINAL BATCH_AP
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Voucher Worklist Query (V_AP_WF_VOUCHER)

REVISED: 9/1/2026

DESCRIPTION:

This query displays Vouchers that are pending approval by Business Unit, Voucher ID, and/or Approver
ID. The query can be used to identify outstanding Vouchers requiring review and approval, Vouchers that
have been denied and need to be deleted, or all Vouchers at the end of an accounting period that need to
be worked.

NAVIGATION PATHS:

e Query Viewer >V_AP_WF_VOUCHER
o AP WorkCenter > Links > Other Links > Query Viewer >V_AP_WF_VOUCHER
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_WF_VOUCHER
e NavBar > Menu > myCardinal Financials > Financials Report Execution > AP Reports > Voucher
Worklist
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (% for all) HTML
Voucher ID (% for all) Excel
Approver ID (% for all) CSv

Screenshot of the Voucher Worklist Query Page

V_AP_WF_VOUCHER - Voucher related worklist entry
Business Unit (% for 2} [15100 |3y

Voucher 1D (% for 2} % [

Approver 1D (% for 3} [% Q

View Resulls |

Download resulis in: - Excel SpreadShest CEV TextFile XML Fila (5 ki)
Wigner A1 First 1-90of 9 Last

- Vauchar - Voucher - " Warklist Woeahlist . -
Bauiginaas  Vawther Ascoaunling  Vaucher Approval Warklisl Wodklist Approval . Warklsl Youchar WVoucher  Vawcher

Row  Approver Unit Er!uu;:d Date Created By Type A::'J:;" Status  Enslange SYSOATE Subenitter ‘“,’.El"e Pmc—":'d Comments  Amount Due Date  Qrigin
1 © 15100 CODDIS2T 12302019 12302019 ';)';Ema' P 0 0 010372000 ° et 29340.750 DVDT/2020 OML

2 15100 00DO3S2A 12002019 12000019 " ';fgﬁlﬁ;' P o 0 010372020 R 340,790 04072020 ONL

3 15100 COOD3IS2N 123072019 1203003019 ";\‘;Pﬁ':' p o 0 /032020 %gggfm 5340 700 (/072020 ONL

4 15100 00003521 12302019 120302019 ;ﬂﬁﬁ;' P 0 0 017032020 %3?3?5?« 39340.790 DUDTE020 ONL

5 15700 0ODDIE21 12302018 1232018 ’;‘;ﬁﬁ';' P 0 0 0170372020 i 23340730 D1DF2020 ONL

B 15100 00D03S21 12/30/2019 12000015 ﬁ”ﬁm";" P 0 0 41/032020 :3‘32’,323{ 73340750 DVOTE020 OML

7 15100 £OOD3S21 127302019 12002019 ° ';ﬁh"::' P 0 0 $1/0372020 e 29340.790 DVDT/2020 OML
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Consultant Vchr Payment Status Query
(V_AP_CONSULT_VCHR_PYMNT_STAT)

REVISED: 9/1/2026

DESCRIPTION:

This query displays Consultant Contract related Invoices, Vouchers, and payment date status information.
The query allows users to specify one or multiple contract categories as well as one or multiple
Responsible Organizations and is used to report Consultant Contract related Payment information for
specified Contracts and Contract categories.

NAVIGATION PATHS:
e Query Viewer > V_AP_CONSULT_VCHR_PYMNT_STAT
e AP WorkCenter > Links > Other Links > Query Viewer > V_AP_CONSULT_VCHR_PYMNT_STAT

o NavBar > Menu > Reporting tools > Query > Query Viewer >
V_AP_CONSULT_VCHR_PYMNT_STAT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Cntrct SetID HTML
Cntrct Ctgry 1 Excel
Cntrct Ctgry 2 CSv
Cntrct Ctgry 3

Cntrct Ctgry 4

Cntrct Ctgry 5

Cntrct Ctgry 6

AP BU

Responsible Org (% for All)

Acctg Dt From

Acctg Dt To

CONTRACT CATEGORY OPTIONS INCLUDE:
State Agency

Consultant — Prof. Design
Consultant — Prof. Inspection
Construction — Site Manager
Consultant — Professional
Consultant — Prof. Operations
Consultant — Prof. Survey
Catalog Contract

First Cities Initiative

Fixed Price

Guardrail Contract

Hired Equipment Contract
Local Assistance Group, LAG
Maintenance — Site Manager
Non-Professional Services
On-Call Goods/Services
Public/Private Trans Act — 1995
Parts Contract
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CONTRACT CATEGORY OPTIONS (continued)
¢ Requirements

¢ Requirements — Cntract Comm Rpt

e University

Screenshot of the Consultant Vchr Payment Status Query Page
V_AP_CONSULT_VCHR_PYMNT_STAT - Consultant Vichr Payment Status

* Critret SetlD [STATE | Q)
* Cntret Cary 1CP | QY
Cntrci Cgry 2| |Q
Cntret Cigny 2 _ICL
Cntret Clory ¢ |Qy
Ctret Clary 8[| QY
Crtret Clory 6 | @y
=APBU (50100 |Q
* Respansible Org (Yofor Al (% Q
= Acctg Dt From (12262018 |5
* Arelg Dt To 12212019 |
[ View Results | '

Download recults in ;. Excel SpreadSheet CSW Text File XML File (1 kb)

Wigw All
District Responsible Cntret Payee Voucher Accounting Voucher Invaice
Row “ip Org  Administrator -MUEt Categary Cntrctlo Name D Date: Amt Date
o CONSLULTANT - _
1 13 18006 PRCFESSIONAL 000000000000000000004 7310 01084873 122652019 97513 1/2712019
- CONSULTANT - -
2 i3 18008 PROFESSIONAL 0000000000000000000047310 01084882 124262019 113582 110272019

Screenshot of the Consultant Vchr Payment Status Query Page (scrolled right)

First 1-2 of 2 Last

Inw  Entrd Rept Last Inv
Goods Invoice Last Rept Dt to Apprvl Rept .
- " Entered Schedule Payment Payment Dt to Fimal
RE{:t;pt F‘.Ec;etlept Date Apgar?:a] Pay Date Ref Date Dtto Last Last Dito Dito

iN)
Entrd Apprvl Pymnt Pymnt v
pt bt PPV hg

1003172019 11272019 12026/2019 1202672019 11/2772010 90272219 12730/2019 29 0 29 4 33N

1003172019 11272019 120262019 1202672019 11/2772019 90272219 12730/2019 29 0 29 4 32N
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Vendor Certification Query (V_VEND_GOVT_CERT)

REVISED: 9/1/2026

DESCRIPTION:
This query displays Supplier and Small Business & Supplier Diversity (SBSD) classification information for
Suppliers identified with Government Certifications.

NAVIGATION PATHS:

e Query Viewer > V_VEND_GOVT_CERT

e AP WorkCenter > Links > Other Links > Query Viewer > V_VEND_GOVT_CERT

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_VEND_GOVT_CERT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Supplier SetID HTML

Supplier Status (% for All) Excel

Govt. Class (% for All) CSv

Class Status (% for All)

Screenshot of the Vendor Certification Query Page

V_VEND_GOVT_CERT - Vendor Certification Query

Supplier SetlD |STATE
Supplier Status (% for All) % |G
Govt. Class (% for All) [1 Q,
Class Status (% for All) A |
View Resuls |

Download resulis in :  Excel SpreadShest CSV TextFile XML File (5073 kb)

View All First 1-100 of 9360 '* ' Last
Row Supplier 1D Supplier Name Supplier Classification Effective Certification Govt. Govt. Class Class Class Start Class Expiration Class Termination
Status Date Number Class Descr Status Date Date Date

1 0000000012 Approved 02/01/201% 659958 1 Small Approved  06/26/2017  06/26/2020

2 0000000096 Approved 04/03/2019 654373 1 Small Approved  04/02/2019  04/02/2024

3 0000000101 Inactive 05/07/2019 690175 1 Small Approved  D5/05/2019  05/05/2024

4 (0000000129 Inactive 09/12/201% 686135 1 Small Approved  0911/2019  09/11/2024

5 0000000131 Inactive 02/01/2019 665971 1 Small Approved  03/05/2018  03/05/2023

6 0000000132 Approved 06/12/2019 696013 1 Small Approved  06/M11/2019  06/11/2024

7 0000000150 Approved 02/01/2019 5199 1 Small Approved 10152018 10/15/2023

ADDITIONAL INFORMATION:
The query displays data for the maximum effective date of the Government Class and its SBSD
information that is being passed through Cardinal.
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Accounts Payable Reports

<This page is intended to be blank>
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Active EDI Suppliers with Bank Report

REVISED: 9/1/2026

DESCRIPTION:

This report is used to review all active Suppliers having bank information. The report can be run by
choosing % for all to display all the Suppliers with banking. It can also be run by hardcoding either SSN,
EIN, or OTH such that the Suppliers with the specified TIN Type and banking will be listed in the query
output. This report output displays the Supplier ID, Supplier Name, Vendor Location, Location Description,
Prenote Status, Bank Description, Bank Account Type, Bank Account Number, DFI ID Number, Bank
Name, Last Modified Date, TIN Num, and TIN Type fields.

Note: This report contains sensitive banking data and will be restricted to be used by the DOA EDI team
only.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Reports > Supplier > Active EDI Supplier with Bank

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
*Standard ID Qualifier XLSX

Selection Options include:
e ALL - EIN, SSN & Oth
e Employer ID Number

o Other

e Social Security Number

Screenshot of the Run Control Page

EDI Supplier Bank Report

Run Control ID  ap HOC Report Manager Process Monitor

*Standard ID Qualifier v

Additional Information
Standard ID Qualifier field is a required field and a selection option must be selected from the dropdown
menu.
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Screenshot of the EDI Supplier Bank Information Report

%/ Cardinal

EDI Supplier Bank Infor | 1)

Instance = 25565250

|Supplier Hllame HLocalion HDescl H Slalusi‘Bank Descr ”ACCI Typd‘Accounl #HID HBank Name ‘lmmiifmd date HID Num HType ‘l
0000028391 Accessia Health MAIN PATIENT SERVICES INC ¢ T (B Bank of America 10/31/2025 2:58 EIN
0001420992 1 Advanced Enterprises MAIN +1 Advanced Enterprises - EDI ¢ (¥ Sonabank 1213072025 19:16 EIN
0002172025 11351 BUSINESS CENTER, LLC MAIN 11351 BUSINESSCENTER, LLC-EDI C 00 0] First Community Bank 4/1/202411:29 EIN
0000040209 15388687 Ontario Inc MAIN The Inventory Exchange - EDI ) 0 CIBC Bank USA 1/29/20252:29 EIN
0001577094 168 Associates, LLC MAIN 168 Associates, LLC c [ Southern Bank 1213012025 19:16 EIN
0002524773 1750 Isle of Wight County Courthouse Inc -~ MAIN 1750 Isle of Wight Court.-EDI ¢ (¥ Towne Bank 97412025 8:25 EIN
0000140937 18T BAPTIST CHRCH DENBIGH CHILD DEV CNTF MAIN Main Location ) 3 SUNTRUST 4/41201920:14 EIN
0001439959 22nd Century Technologies Inc MAIN 22nd Century Technologies- EDI - C ) 3 Bank of America 10/31/2025 2:56 EIN
0000141133 29TH JUDICIAL DISTRICT CASA PROGRAM INC  MAIN Main Location c [ MINERS & MERCHANTS BANK 1213012025 19:16 EIN
0000787682 2nd Life Inc MAIN 2nd Life - EDI ¢ (] Wells Fargo 6/29/2022 11:42 EIN
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Agency to Agency Vouchers Report (VAPR0994)

REVISED: 9/1/2026

DESCRIPTION:
This report provides details on Agency to Agency (ATA) Vouchers for a designated date range including

the associated Payment information if the Voucher has been paid. The report can be used to monitor ATA
transactions.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Reports > Vouchers > Agency to Agency Vouchers

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
AP Business Unit (% for all) PDF
From Journal Date (AP Accrual) CSVv
To Journal Date (AP Accrual) TXT

Screenshot of the Agency to Agency Vouchers Report Run Control Page

Agency to Agency Vouchers

Run Control ID ATA_VOUGHERS_RPT Report Manager Process Monitor

Criteria

*AP Business Unit (% for all): % |

*From Journal Date (AP | 12/01/2025 |
Accrual): —

*To Journal Date (AP Accrual): |12f'15f2025 |

() (s
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Screenshot of the Agency to Agency Vouchers Report

¢l

Commonwealth of Virgimia

AP Business Unit

BU Supplr ID
10000 Senats

0000031103

0000031103

0000031103

0000031103

0000031103

0000031103

0000031103

0000031103

0000031103

Department

Department

Department

Department

Department

Department

Department

Department

Department

From Journal Date (AP Accrual)
To Journal Date (AP Accrual)

Supplr Name

Total for Agency:

Total for Agency:

Total for Agency:

0000031103 Department of

of

: ALL
= 12/0
= 12/1

0000100249 HOUSE OF DELEGATES

0000052106 DIVISION OF LEGISLATIVE

0000052106 DIVISION OF LEGISLATIVE

Gensral

Gensral

General

General

Gensral

Genesral

Genesral

Gensral

Gensral

General

1/2025
5/2025

101

109

0000031508 Virginia Information Technologies &

136

Services

Services

Services

Services

Services

Services

Services

Services

Services

Services

AUTOMATED S

AUTOMATED S

b AGENCY TO AGENCY VOUCHERS
CARDINAL Run Date: 08/08/2026
Report ID: VAPRO994 Run Time: 05:39 00
Page No. 1 of 295

M Program Voucher Acctg Dt Invoice ID Invoice Dt Journal ID Journal Dt Pymnt Ref Pymnt Dt Amount

5012680 01000 782004 00003274 12/11/2025 25-0323 12/10/2025 AP03207125 12/11/2025 82826025 12/15/2025 421.87

HOUSE OF DELEGATES $421.87
5012150 01000 782003 00003264 12/09/2025 6258 11/20/2025 AP0I204978 12/09/2025 82823737 12/11/2025 189.00
5012150 01000 782003 00003265 12/09/2025 §258 12/03/2025 AP0I204978 12/09/2025 82823737 12/11/2025 1,595.80
DIVISION OF LEGISLATIVE AUTOMATED SYSTEM $ 1,784.80
5012160 01000 782004 00003255 12/02/2025 T474204 12/01/2025 APO3198208 12/02/2025 82818856 12/04/2025 8,34
Virginia Information Techmologies Agency $ 8.34
5012140 01000 782004 00003254 12/01/2025 SMS8675 11/23/2025 AP03198209 12/02/2025 82818882 12/04/2025 1,604.07
5012840 01000 782003 00003273 12/11/2025 FLT188263 11/15/2025 AP03207125 12/11/2025 82825715 12/15/2025 3.55
5012840 01000 782004 00003273 12/11/2025 FLT188263 11/15/2025 AP03207125 12/11/2025 82825715 12/15/2025 106.45
5012850 01000 782004 00003273 12/11/2025 FLT188253 11/15/2025 AP03207125 12/11/2025 82825715 12/15/2025 24.86
5015410 01000 782004 00003275 12/11/2025 Sv3T8 10/27/2025 AP03207125 12/11/2025 82825715 12/15/2025 75,437.97
5015410 01000 782004 00003276 12/11/2025 SV3sl 10/27/2025 APQ3208423 12/12/2025 82826877 12/16/2025  146,994.76
5015410 01000 782004 00003277 12/11/2025 Sv404 11/17/2025 APQ3208423 12/12/2025 82826877 12/16/2025 41,058.01
5015410 01000 782004 00003278 12/11/2025 Sv379 10/27/2025 AP0I208423 12/12/2025 82826877 12/16/2025 98,736.90
5015410 01000 782004 00003279 12/11/2025 Sv3s2 10/27/2025 AP03208423 12/12/2025 82826877 12/16/2025 86,778.63
5015410 01000 782004 00003280 12/11/2025 Sv405 11/17/2025 APQ3208423 12/12/2025 82826877 12/16/2025 69,891.03
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AP/GL Open Liability Account Reconciliation Report (APX1400/APX1405) —
PSJob Report

REVISED: 9/1/2026

DESCRIPTION:

This report provides information about Supplier Invoices, related Vouchers, and Journals. The report can
be used for reconciliation purposes. The report can be generated at either a Summary level (APX1400) or
Detail level (APX1405).

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Reports > Voucher Reconciliation > Open Liability Reconciliation

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Request ID PDF
As of Date XLS
Business Unit Option (All, Value) TXT

Screenshot of the Payables Open Liability Reconciliation Report Run Control Page

| & Process List | Payables Open Liability Reconciliation

Run Control ID  PAYABLES OPEN LIAB RECONCIL Report Manager  Process Monitor Run

Language | English V|

Report Request Parameters

“RequestID |1 ‘
*As of Date |12/151‘2025 |

*Business Unit Option | All v‘

Business Unit
1-10f1 v I

|5
- View All

=

On the Process Scheduler Request page, select the APGL Open Liab Recon Data/Rept which has the
Process Type of “PSJob”. Do not select the Summary or Detail checkbox options. When the PSJob runs,
it will automatically run both reports (i.e., one at the Summary level and one at the Detail level).
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Screenshot of Process Scheduler Request Page

New Window
Bel Frocess Scheduler Request
Help
E User ID PPS1_JANIS HAMNUKSELA Run Control ID PAYABLES_OPEM_LIAB_RECONCIL
- Server Name Run Date 01/10/2020 ]
| Recurrence Run Time [3:44:14PM Reset to Current Date/Time |
Time Zone Q
/0] Process List
T Select Description Process Name Process Type *Type *Format Distribution
1 [  Summary AP/GL Open Liability APX1400 Bl Publisher [Web w|[PDF | Distribution
W O Dretail AP/GL Open Lizability APX1405 Bl Publisher [Web ~|[PDF | Distribution
[¥§  APGL Open Liab Recon Data/Rept APY1400 PSJob [(None) ~][(Nong)  ~| Distribution
| OK | | Cancel | | Refresh |
Screenshot of the Summary AP/GL Open Liability Account Reconciliation Report
PeopleScft Accounts Payable
Report ID: APX1400 Page No. 1
ORACLE SUMMARY AP/GL OPEN LIABILITY ACCOUNT RECONCILIATION REPORT Run Date 81812026
As Of Date: 15.Dec.2025 Run Time 19:52:43 PM
Currency uUsD US Dollar
GL Business Unit 10000 Senate
Ledger ACTUALS
Ledger Group ACTUALS
Account 205025
STATE 0002670653 5TEN, INC 10000 00003253 20.Mov.2025 510-20250810 60,734.68
Total for Supplier  5TEN, INC 60,734.68
STATE 0000036236 AMERICAN DOOR & GLASS INC 10000 00003262 01.Dec.2025 18663 131,348.29
Total for Supplier ~ AMERICAN DOOR & GLASS INC 131,348.29
STATE 0002733920 Available Light Inc 10000 00003267 22 Nov.2025 16511 2,642.45
10000 00003268 04.Dec.2025 16568 11,433.19
10000 00003272 04.Dec.2025 16567 8,810.00
Total for Supplier  Available Light Inc 22,885.64
STATE 0000001642 C&G Partners LLC 10000 00003259 25.Nov.2025 05450 51,334.43
Total for Supplier = C&G Partners LLC 51,334.43
STATE 0000047959 MANSFIELD OIL Co of Gainesville Inc 10000 00003266 03.Dec.2025 SQLCD- 121.54
1151124
Total for Supplier = MANSFIELD OIL Co of Gainesville Inc 121.54
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Screenshot of the Detail AP/GL Open Liability Account Reconciliation Report

Rapart ID: APX1408 PRaplaSall Ascman Payanle ;:pur;; - 1213
SRrarLE DETAIL AR/GL OPEN mﬁilggwiﬁgg#;ﬁtﬂﬂc ILIATION REPORT o T a4t Eu
Gurency uso U5 Dallar
GL Business Unil S0100 WA Dept of Transpartaton
Ledger Group ACTUALS
Ledger ACTUALS
Account 205025
Supplier:  STATE 0000000254 Rock Water Farm
Bupingss Unit  Voucher 1D |nvolcs Date  Joumnal Template  UnposiSeq  Paymant Ol Accousnting Date Journal I Journal Date  Jewrnal Ling Monatary Amaung
30100 O1DEF233 3M.Dec20e ACCRUAL D3 Jan.2020 APO1410642  Dd.Jan2320 e Far.an
Tedal for Supplier Rock Water Farm TE7.50
Supplier: STATE 0000000874 Appalachian Aggregates LLC
Buginoss Unit  Voucher 1D Involce Date  Jowmnal Template  UnpostSeq  Paymoent il Accounting Date Journal 1D Journal Date  Journal Line Manotary Amaunt
50100 0103554 17.0ec 2018 ACCRLUAL 1% Dec. 2018 API4DIEDE 30 Dec 2019 1485 0245
50100 01083470 1T.Dec201e ACCRUAL 18.0ec.2019 APO40270E 23 Dec. 2018 4368 437,11
ACCRUAL 18.0ec.2019 APO1402703 23 Dec.2019 A5T -.01
Voucher Total 23710
50100 01086830 19.0ec 2018 ACCRUAL 02.Jan.2020 APD1410642  D.Jan 2020 1274 2.3585.32
50100 DEIEE2 531.0ec201d  ACCRUAL DE.Jan. 2020 API141374E 08 Jan 2020 238 224573
50100 01088662 17T.0ec 2018 ACCRUAL 08 Jan 2020 APO1413T46 08 Jan 3020 458 1.537.22
Total for Supplier  Appalachian Aggregates LLGC T.975.82
Supplier:  STATE 0000001147 Cabin Hill Homes LLE
Businesa Unit ~ Yougher 1D |nvolce Date  Jowmal Temolate  UnposiSeq  Bayment Gl Accounting Dats Journal 1D Journal Dt Journal Lind Monatary Amount
50100 01DE7TE 02 Jan.20230 ACCRUAL D7.Jan.2020 APO1412224 07 Jan 2020 824 450.00
Total for Supplier  Cabin HIll Homes LLC 450.00
Suppliar: STATE 0000001380 Faneuil Inc
Businoss Uit Voucher I Involce Date  Jowmal Template  UnpostSeq  Payment &l Accounting Date Journal I Journal Date  Journal Line Manotary Amaunt
50100 01082720 16.0ec2018  AGCRLUAL 23.Dec.2019 APO1410642 06 Jan 2020 a21 5,247.44
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Due Date Monitoring Report (VRAP0750)

REVISED: 9/1/2026

DESCRIPTION:

This report provides the number of Payments made relative to their due date, by number, percent, and
amount. Payments with no due date are listed separately. The report also calculates the average variance
from due date and the percent of Payments and dollars in compliance with prompt pay. The report can be
used to determine compliance with prompt pay during a period, identify the total amount paid during a
period, and identify trends in compliance rates and variances.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Reports > Payments > Due Date Monitoring Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

From Date Csv

To Date

Screenshot of the Due Date Monitoring Report Run Control Page

Due Date Monitoring Report

Run Control 1D DUE_DATE_MONITORING RPT Repaort Manager Process Monitor

Report Request Parameters

*Business Unit | 15100 Q ‘ {Enter % for all Business Uniis)

“From Date: |12/01/2025 []| “To Date: |12/312025 [H]|

() (oo
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V4

Screenshot of the Due Date Monitoring Report

5. Commonwealth of Virginia
ek DUE DATE MONITORING REPORT
CARDINAL Run Date: 08/08/2026
Report ID: VRAP0750 Run Time: 07:40 00
Business Unit: 15100 Page No. 1 of 1
From Date: 12/01/2025
To Date: 12/31/2025
Range # of Payments Percent Amount
Paid 5 or more days before due 0 0.00% 50.00
Paid on or less than 5 days before due 19 86.36% $1,752,419.19
Paid 1-5 days past due 3 13.64% $1,363,201.98
Paid 6-10 days past due 0 0.00% 50.00
Paid 11-20 days past due 0 0.00% 50.00
Paid 21-30 days past due 0 0.00% 50.00
Paid 31-60 days past due 0 0.00% 50.00
Paid over 60 days past due 0 0.00% 50.00
Total Payments With Due Dates 22 100.00% $3,115,621.17
Other Payments (No Prompt Pay Term) 254 $10,290,217.21
Total Payments This Period 276 $13,405,838.38
Total Dollars Paid Past Due $1,363,201.98
Total Payments Paid Past Due 3
Average Variance From Due Date (Days) 0.09
Percent of Payments in Compliance this Period 86.36%
Percent of Dollars in Compliance this Period 56.25%
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Match Exceptions Report - Bl Publisher Report

REVISED: 9/1/2026

DESCRIPTION:
This report provides the Vouchers that are in match exceptions. This report displays the Voucher Data
Purchase Order Data, Receiver Data along with the match exception information. This is currently only
used by VDOT.

NAVIGATION PATHS:
e AP WorkCenter > Reports/Processes > Vouchers > Match Exceptions
o NavBar > Menu > Accounts Payable > Reports > Vouchers > Match Exceptions

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF
Csv

Screenshot of the Match Exceptions Run Control Page

‘ ¢ Accounts Payable WorkCenter Match Exceptions

Run Control ID  MATCH_EXCEPTIONS Report Manager  Process Monitor Run

Language | English v

D Process All Business Units

Report Request Parameters

Request Parameters
@ 110f1 v ‘

Description ‘ ‘

“Business Unit

|50100 | Q, | | VA Dept of Transportation ‘ + ‘ ‘ —_ ‘

) (s
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Screenshot of the Match Exceptions Report

PeopleSoft Accounts Payable

Report ID: APX1090 Page No. 1
ORACLE' MATCH EXCEPTION REPORT Run Date 8/19/2026
Run Time 15:11:13 PM
'VOUCHER DATA PURCHASE ORDER DATA RECEIVER DATA MATCH ERROR INFORMATION
Unit Voucher Line Vchr Qty Vehr Price Vchr Amt Unit POID ine Sched POQty PO Prica PO Amt Unit Recv ID Seq Line AcptQty Status Match Control Id Match Rule

50100 01864147 1 1200 1,000.00 12,00000 50100 0001314531 1 1 10000  1,000.00000  100,000.00000 50100 0002649098 1 1 1000 E STANDARD RULE_RS50
50100 01864148 1 900 100000 9,00000 50100 0001344531 1 1 10000  1,000.00000  100,000.00000 50100 0002649098 1 1 1000 E STANDARD RULE_RS00
50100 01864148 1 900 100000 9,00000 50100 0001314531 1 1 10000 1,000.00000  100,000.00000 50100 0002849098 1 1 1000 E STANDARD RULE_RS50

Vouchers with Match Exceptions for Buyer 00300373500 2
50100 01859699 1 100 755754 7557516 50100 0001283071 2 1 100 975533200  9,755,332.00000 (] 000 E STANDARD RULE_RS00

& 000

Vouchers with Match Exceptions for Buyer 00729583200 1
50100 01864193 1 100 86000 86000 50100 0001054201 3 3 7.00 860.00000 6,020.00000 (] 000 E STANDARD RULE_RS00
50100 01864193 1 100 86000 86000 50100 0001054201 3 3 7.00 860.00000 6,020.00000 (] 000 E STANDARD RULE_REs0
50100 01864193 2 100.00 1505 150500 50100 0001054201 4 1 100.00 15.05000 1,505.00000 (] 000 E STANDARD RULE_R850
50100 01864193 2 100.00 1505 150500 50100 0001054201 4 1 100.00 15.05000 1,505.00000 ] 000 E STANDARD RULE_R500
50100 01864194 1 10.00 86000 860000 50100 0001054201 3 1 7.00 860.00000 6,020.00000 (] 000 E STANDARD RULE_RS00
50100 01864194 1 10.00 86000 860000 50100 0001054201 3 1 7.00 860.00000 6,020.00000 (] 000 E STANDARD RULE_v400
50100 01864194 1 10.00 86000 860000 50100 0001054201 3 1 7.00 860.00000 6,020.00000 (] 000 E STANDARD RULE_v200
50100 01864134 1 1000 860.00 850000 50100 0001054201 3. 1 7.00 860.00000 6,020.00000 ] 000 E STANDARD RULE_RS50
50100 01864195 1 300.00 1505 451500 50100 0001054201 5 1 100.00 15.05000 1,505.00000 ] 000 E STANDARD RULE_v200
50100 01864195 1 30000 1505 451500 50100 0001054201 5 1 100.00 15.05000 1,505.00000 (] 000 E STANDARD RULE_RS50
50100 01864195 1 300.00 1505 451500 50100 0001054201 5 1 100.00 15.05000 1,505.00000 (] 000 E STANDARD RULE_V400
50100 01864195 1 300.00 1505 451500 50100 0001054201 5 1 100.00 15.05000 1,505.00000 ] 000 E STANDARD RULE_RS500

Vouchers with Match Exceptions for Buyer MICHAEL.CLAYTON 3
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Payables Open Liability Report (APY1406) — PSJob Report

REVISED: 9/1/2026

DESCRIPTION:

This report provides a list of open liabilities. The report can be used to identify all outstanding liabilities for
a Supplier (by a designated Business Unit, Agency, or Statewide) and view all Supplier liabilities for one or
more Business Units. The report can be generated at either a Summary or Detail level.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Reports > Voucher Reconciliation > Payables Open Liability

RUN CONTROL PARAMETERS: OUTPUT FORMAT:

As of Date PDF
As of Date Type (Accounting Date, Invoice Date) XLS
Aging Basis Date (Net Due Date, Schedule Pay TXT
Date)

Include Unrecorded Liabilities [checkbox]

Include Prepayment [checkbox]

Include Un-matured Drafts Paid [checkbox]

Include Available Discount [checkboX]

Business Unit Option (All, Value — select BU)

Supplier Select Option (Select All Suppliers,

Specify Suppliers — select Supplier)

Currency Options (Base Currency)

Currency (USD)

Rate Type (CRRNT)

Currency Effective Date

Report Supplier By (Invoice Supplier, Remit

Supplier)

Report Group By (Business Unit / Supplier,

Supplier / Business Unit)

Detail or Summary (Summary, Detail)
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Screenshot of the Payables Open Liability Run Control Page

Run Control ID  PAYABLES OPEN_LIABILITY

Language | English v

Report Manager

Process Monitor

Report Request Parameters

“As of Date | 12152025

*As Of Date Type [ Accounting Date

Aging Basis Date { Net Due Date

O Include Unrecorded Liabilities
Oinclude Prepayment
Oinclude Unmatured Drafts Paid
Olinclude Available Discount

*Business Unit Option | All

Currency Options

*Currency Options i Base Currency ~

Currency

Currency Effective Date

Report Format Options

Changing any of these options does not require rerunning the Application
Engine program to load the data. You may just run the report process to
regenerate the report.

“Report Supplier By [ Invoice Supplier v]
*Report Group By { Business Unit / Supplier v]
*Detail or Summary { Summary v]

hd
Business Unit
T1of1 | ViewAl
*Supplier Select Option | Select All Suppliers VI
Suppliers
110f1 « | ViewAl

SetlD Supplier ID
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Screenshot of the Payables Open Liability Report — Summary Level

Process Scheduler Request X
Help
User ID Run Control ID  PAYABLES OPEN_LIABILITY
Server Name ‘ ~ Run Date ‘OSJOSJQOZG |
Recurrence v Run Time ‘? 47:20PM ‘ I Reset to Current Date/Time
; Time Zone ‘ Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
m] Payables Open Liability APX1406 BI Publisher |web  ~| |[POF Distribution
Open Liability Data & Reports APY1406 EPSJDD i‘ (Nane) V‘ i‘ (None) V‘ ED\sln'bqun
[ Cancel [ Refresh
T T O T Il Id 1 13 VIEwW AT PRl P T T

Note: On the Process Scheduler Request page, select the Open Liability Data & Reports which has
the Process Type of “PSJob”. Do not select the Payable Open Liability checkbox option. When the
PSJob runs, it will automatically run the report.
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Screenshot of the Payables Open Liability Report — Summary Level

PeopleSoft Accounts Payable
: Report ID: APX1406 Page No. 1
ORACLE PAYABLES OPEN LIABILITY REPORT RunDate  8/8/2026
As of Accounting Date: 12/15/2025 Run Time ‘IP?J.'I48:37
Liability : Only Recorded Liability
Prepayment : Not Included
Unmatured Draft Payment : Not Included
Available Discount : Not Included
Currency : Base Currency
Supplier : Invoice Supplier
Group by: BUSINESS UNIT 10000 Senate Business Unit Option: All
Base Currency : usoD Supplier Option: Select All
Summary Report
Unpaid Amount Net
Vendor STATE 0000001642 C&G Partners LLC
Total for Vendor STATE 0000001642 C&G Partners LLC 51,334.43 51,334.43
Vendor STATE 0000025497 Meriwether Godsey Inc
Total for Vendor STATE 0000025497 Meriwether Godsey Inc 42,405.89 42,405.89
Vendor STATE 0000031103 Department of General Services
Total for Vendor STATE 0000031103 Department of General Services 491,081.40 491,081.40
Vendor STATE 0000034967 Glave & Holmes Associates
Total for Vendor STATE 0000034967 Glave & Holmes Associates 721.42 721.42
Vendor STATE 0000036236 AMERICAN DOOR & GLASS INC
Total for Vendor STATE 0000036236 AMERICAN DOOR & GLASS INC 131,348.29 131,348.29
Vendor STATE 0000046523 Regional Marketing Concepts Inc
Total for ~ Vendor STATE 0000046523 Regional Marketing Concepts Inc 7,747.48 7,747.48
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Payment Aging by Supplier Report

REVISED: 9/1/2026

DESCRIPTION:
This report lists the payment aging grouped by Suppliers. This helps to see what payments are
outstanding to help manage cash flow and Supplier relationships.

NAVIGATION PATHS:
o AP WorkCenter > Reports/Processes > Suppliers > Payment Aging by Supplier
e NavBar > Menu > Accounts Payable > Reports > Supplier > Payment Aging by Supplier

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
SetID PDF

Supplier Select XLS

Payment Method TXT

Detail/Sum

Currency

As of Date

ADDITIONAL INFORMATION:
Supplier Select, Payment Method, and Detail/Sum are required fields.

Screenshot of the Payment Aging by Supplier Run Control Page

" <& Process List ‘ Payment Aging by Supplier

New Window

Run Control ID  PAYMENT AGING BY SUPPLIER Report Manager  Process Monitor
Language | English v Process Instance:25563143

Report Request Parameters

SetlD [ Aging Pre-process }
*Supplier Select l Select All Suppliers vl
*Payment Method [ All Pzyment Methods vl
*DetailiSum [ Summary vl
Currency l US Dollar VI As of Date
Suppliers
@ 1-10f1 v I View Al
SetlD Supplier ID Supplier
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Screenshot of the Payment Aging by Supplier Report Page

PeopleSoft Accounts Payable
Report ID:  APX2052 Page No. 1
ORACLE" SetlD: Run Date 8/19/2026
Asof: Payment Method: /  Currency: Run Time 9:42:23 AM
Due Due Due Due Due After
Supplier ID / Name Total

End of Report
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Payment History by Pay Method Report

REVISED: 9/1/2026

DESCRIPTION:
This report provides payment history information by bank and payment method.

NAVIGATION PATHS:
o AP WorkCenter > Reports/Processes > Suppliers > Payment History By Pay Method
o NavBar > Menu > Accounts Payable > Reports > Supplier > Payment History By Pay Method

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
SetID PDF

Run Option XLS

Payment Method TXT

Draft Payment Status

Detail/Sum

From

Thru

Currency

ADDITIONAL INFORMATION:
Payment Method and Detail/Sum are required fields.

Screenshot of the Payment History by Pay Method Run Control Page

" & Accounts Payable WorkCenter ‘ Payment History by Pay Method

Run Control ID PAYMENT_H[ST_BY_PAY_METHOD Report Manager Process Monitor Run

Language | English ~

Report Request Parameters

SetlD |STATE Q Due Date
l From |08/01/2026
~

Thru |08/19/2026

Run Option [ All Banks

*Payment Method l All Payment Methods vl
Draft Payment Status v
*Detail/Sum l Summary v Currency | USD  ~

Bank Account

@ 1-10f1 ~ I View All ‘

STATE

Notify { Add H Update/Display
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Screenshot of the Payment History by Payment Method Report

ORACLE’

A

Report ID: APX2050 Payment History by Payment Method - Summary
Set ID: From Jan/1/2026 To Jan/31/2026
Payment Method: ALL All Payment Methods  Currency: USD

Page No
Run Date

Run Time

1
08/19/2026
09:13:39

Bank/Branch Name:

Cardinal Disb/ TREASURY

End of Report

Bank Payment Total: $ Lﬁ—9¢5—53»19—1‘2‘
Bank/Branch Name: Wells Fargo VRS/ VRS WELLS

Bank Payment Total: $ 66,536,166.10
Bank/Branch Name: Wells Fargo Tax Refund/ TAX WELLS

Bank Payment Total: $ 15.703,206.33
Bank/Branch Name: Wells Fargo VRS Checking/ VRSCK WELL

Bank Payment Total: $ 10,997,149.26
Bank/Branch Name: ePayables Bank/ EPAYABLES

Bank Payment Total: $ 4.645,344.61
Bank/Branch Name: Bank of America - WIC - DOH/ WIC BOA

Bank Payment Total: % 1.924.091.79
Bank/Branch Name: Bank of America DSS Disburseme/ DSS DISB

Bank Payment Total: $ 51,737,444 83
Bank/Branch Name: Truist Bank - VEC UCC Clearing! VEC UCC ST

Bank Payment Total: $ 11.842,150.63
Bank/Branch Name: DOA USE ONLY/ DOA

Bank Payment Total: $ 2.406.310 874-2

Report Payment Total: $ 3.689.249.6194

9
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Payment History by Supplier Report (VRAP0998) — Bl Publisher Report

REVISED: 9/1/2026

DESCRIPTION:
This report provides payment history information for a designated Supplier and a designated date range.
The report can be used to research Supplier Payment detail and summary information.

NAVIGATION PATHS:
e AP WorkCenter > Reports/Processes > Suppliers > Payment History By Supplier
e NavBar > Menu > Accounts Payable > Reports > Supplier > Payment History By Supplier

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Payment From Date PDF
Payment To Date XLS
Detail or Summary (Detail, Summary) TXT

AP Business Unit (% for ALL)
Responsible Org (% for ALL)
Remit SetID (enter STATE)
Remit Supplier

ADDITIONAL INFORMATION:

This report can be generated at either a Summary or Detail level. Information is grouped by Payment
Reference Number and Date for the designated Supplier in both levels. The Summary level provides
information per the Payment Reference Number. The Detail level provides additional lines within the
Payment Reference Number including Business Unit, Voucher ID, Invoice ID, Invoice Date, Discount
Taken, and Paid Amount. If a user generates the report in both the Summary and Detail level using the
same date range for a Supplier, the report totals should match.
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Screenshot of the Payment History by Supplier Run Control Page

Payment History by Supplier

Run Control ID  PAYMENT_HISTORY_BY_SUPPLIER
Language | English hd

Run Control Parameters

Payment Date Range Print Options

“Payment From ||

* =

. it S i
STATE Q, 0000022627 Q. | Gomputer Aid Inc

Date: *Detail or Summary:
*Payment To Date: | 123112025 |
Payment Selection
*AP Business Unit (% for % Q. | *Responsible Org (% for | Yo Q
ALL): ALL): —
Supplier Selection | Q, | I 1-1 of 1

Report Manager Process Monitor

Summary -

| View All

[(+)(=]

l Add H Update/Display

Screenshot of the Summary Payment History by Supplier Report

Commonwealth of Virginia

SUMMARY PAYMENT HISTORY BY SUPPLIER

=N
CARDINAL

Report ID: VRAP0998

Page No
Run Date
Run Time

1
8/8/2026
8.04.08 FM

AP Business Unit: % Payment From Date: 12/01/2025

Responsible Org: % Payment To Date: 12/31/2025

AP Business Unit: 12200

Remit Supplier: STATE 0000022627

Bank Code: 1100
Payment Ref Date Handling Status Remit Addrit Remit To Pay Cycle
82818835 2025-12-04 Regular Payment Paid 5 Computer Aid Inc TREDI
82823567 2025-12-11 Regular Payment Paid 5 Computer Aid Inc TREDI

Total for ACH Payments:
Total for Bank Account:

Seq Payment Amount
3458 3,372.00

3463 32,630.20

36,002.20
36,002.20

ACH

Payment Method

Rev 9/1/2026
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Screenshot of the Detailed Payment History by Supplier Report

Page No 1
Run Date 8/8/2026
Run Time 8:06:48 PM
~ Commonwealth of Virginia
CARDINAL DETAILED PAYMENT HISTORY BY SUPPLIER
Report ID: VRAP0998
AP Business Unit: % Payment From Date: 12/01/2025
Responsible Org: % Payment To Date: 12/31/2025
AP Business Unit: 12200
Remit Supplier: STATE 0000022627
Bank Code: 1100
men| Date indlin: Remit Addr# Remit To men nf men th
82818835 2025-12-04 Regular Payment Paid 5 Computer Aid Inc TREDI 3458 3.372.00 ACH
P O BOX 785526
PHILADELPHIA
PA 19178
12200 10000 00000519 AR-00478189 2025-11-04 0.00 3,372.00
82823567 2025-12-11 Regular Payment Paid 5 Computer Aid Inc TREDI 3463 32,630.20 ACH
P O BOX 785526
PHILADELPHIA
PA 19178
Business Unit ible Org Voucher ID Inveica ID Invoice Date Discount Taken Paid Amount
12200 10000 00000521 AR-00479674 2025-11-11 0.00 21,710.20
12200 10000 00000522 AR-00479875 2025-11-11 0.00 10,920.00
Total for ACH Payments: 36,002.20
Total for Bank Account: 36,002.20

Rev 9/1/2026
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Payment Register Including Offsets Report (RAP581)

REVISED: 9/1/2026

DESCRIPTION:

This report provides information from the Payment Register including any offset payments (CDS and
TOP). The report includes Voucher ID, Supplier ID, Payment Date, and Payment Reference information
(Check or EDI Trace Number). The report can be used to review Payments made on a specific day or for
a designated date range.

NAVIGATION PATHS:
o AP WorkCenter > Reports/Processes > Payments > Payment Register Incl Offsets
¢ NavBar > Menu > Accounts Payable > Reports > Payments > Payment Register Incl Offsets

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
From Date PDF
To Date CSsv

AP Business Unit All Values [checkbox]
AP Business Unit Select One or More [checkbox],
then designate Business Unit value(s)

Screenshot of the Payment Register Including Offsets Report Run Control Page

| < Report Index | Payment Register Including Offsets

Run Control ID PYMNT REG INCL OFFSETS Report Manager Process Monitor Run

Report Request Parameters

“From Date |12/01/2025 “To Date | 12/31/2025

AP Business Unit

OAIll Values
@ Select One Or More
@ 1-10f1 v I View Al
“Business Unit Description ‘
BiEl
[ Add l I Update/Display
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Screenshot of the Payment Register Including Offsets Report

%/ Cardinal

—
CARDINAL
Report ID: RAPSB1

Commonwealth of Virginia
PAYMENT REGISTER INCLUDING OFFSETS

Run Date: 08/08/2026
Run Time: 08:13 00

From Date

To Date

Run Option
Business Unit:

BU Voucher ID

50100 01849186
50100 01848281

50100 01848722
50100 01848162
50100 01848156
50100 01846819
50100 01846823
50100 01848820
50100 01848909
50100 01848914
50100 01840116
50100 01840117
50100 01849193
50100 01849203
50100 01848718
50100 01848721
50100 01848706
50100 01848711
50100 01848714
50100 01848159
50100 01847720
50100 01848853
50100 01849203
50100 01849156
50100 01848693
50100 01849205
50100 01849210
50100 01848400
50100 01848700

Rev 9/1/2026

Payment Date -

12/01/2025
12/31/2025
ALL Vouchers
50100

Inveoicing

Supplier ID Voucher Amount

Total for - GE

12/01/2025

0000027574
0000040645 78.
78.
0000012865 15,5865.
0000014778 110,571,
0000017562 58,329.
0000027244 6,738.
0000027244 2,689.
0000027244 27,349.
0000028542 2,634.
0000028542 2,642.
0000033874 42
0000033874 74
0000052186 71
0000052186 98
0000068227 4,500
0000068227 4,500
0000068345 1,000
0000068345 1,000
0000068345 1,000
0000092059 261,627
0000335944 1,000
0000569844 20,350
0001442005 1,828
0001811946 1,714,922
0001976043 1,000
0002462971 3,322
0002527800 1,634.
0002650714 15,505.
0002712538 1,000.
2,260,997,

Total for - CHK

0.

Remit
Supplier ID

0000027574
0000040645

0000012865
0000014778
0000017562
0000027244
0000027244
0000027244
0000028542
0000028542
0000033874
0000033874
0000052186
0000052186
0000068227
0000068227
0000068345
0000068345
0000068345
0000092059
0000335944
0000569844
0001442005
0001811946
0001976043
0002462971
0002527800
0002650714
0002712538

Remit
Supplier Name

Payment Ref Payment Amount

CDS Ref

Page No. 1 of 422

CDS Amount TOP Ref

TOP Amount

50243065
50243077

26580131
26580136
26580140
26580155
26580155
26580155
26580162
26580162
26580185
26580185
26580228
26580228
26580260
26580260
26580261
26580261
26580261
26580283
26580777
26580850
26581075
26581180
26581257
26581396
26581416
26581448
26581461

78.

15,565.
110,571,
58,329.
6,738.
2,683,
27,348,
2,634,
2,642,
42

15,505.
1,000.

2,260,997,

0.00
78.
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Posted Voucher Listing Report (APY1020) — Bl Publisher Report

REVISED: 9/1/2026

DESCRIPTION:
This report provides a list of posted Vouchers for a designated date range and all or specific Supplier(s).
The report can be used to monitor posted Vouchers by date and Supplier(s).

NAVIGATION PATHS:
o AP WorkCenter > Reports/Processes > Posted Voucher
e NavBar > Menu > Accounts Payable > Reports > Vouchers > Posted Voucher

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

From Date XLS

Through Date TXT

Supplier Select (Select All Suppliers, Specify

Suppliers)

Screenshot of the Posted Voucher Listing Run Control Page

< Process List Posted Voucher Listing

Run Control ID  POSTED_VCHR_LISTING Report Manager  Process Monitor Run

Language | English ~

Report Request Parameters

Business Unit |15100 Q Department of Accounts

From Date |12/01/2025

Through Date |12/31/2025

*Supplier Select [ Select All Suppliers A
Selection
@ 1-10f1 v | View Al
Supplier ID Name

[ (e
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Screenshot of the Posted Voucher Listing Report

Report ID: APX1020 PeopleSoft Accounts Payable Page No 1
ORACLE’ POSTED VOUCHER LISTING Run Date Aug/8/2026
Run Time 8:18:20 PM
Business Unit: 15100
For the period: Dec/1/2025 through Dec/31/2025
Supplier ID: 0000010186 SHI International Corp
Voucher ID: 00006556 Invoice Date:  Dec/9/2025 Document Type: Document Date: Document Sequence:
Accounting Application Dist Vchr Dist GL Debit Credit Currency Unpost Seq.
Ledger Date Journal Journal ID Type Line Line Unit Account Alt Account Amount Amount Code #
Operating Unit Fund Code Dept Class Budget Ref Program Product Project Affiliate Affiliate Intra 1

ACTUALS  Dec/19/2025 ACCRUAL AP03215202 APA 1 1 15100 205025 8,165.00 usD 0

06090 99999
ACTUALS AP03215202 2 1 15100 205025 8,165.00 usD ]

06011 99999
ACTUALS AP03215202 DST 1 1 15100 5012750 8,165.00 usD 0

06090 96200
ACTUALS AP03215202 2 1 15100 5012750 8,165.00 usD 0

06011 96200

Voucher 00006556 Total: USD 16,330.0 16,330.00
0
End of 0000010186 Report
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Prompt Pay Report (VAPR0525)

REVISED: 9/1/2026

DESCRIPTION:
This report provides details for Vouchers paid in the financial year for an Agency by Department which are
paid either on time or as a late payment.

NAVIGATION PATHS:
o AP WorkCenter > Reports/Processes > Payments > Prompt Pay Report
o NavBar > Menu > Accounts Payable > Reports > Payments > Prompt Pay Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

Department Csv

Fiscal Year

Period From

Period To

Screenshot of the Prompt Pay Report Run Control Page

‘ & Parameters ‘ Prompt Pay Report

Prompt Pay Report

Run Control ID  pROMPT_PAY_REPORT Report Manager Process Monitor

Report Request Parameters

*Business Unit: |15100 Q Department of Accounts

*Department: 99999 DOA

*Fiscal Year: 2026 *Period *Period To:
From:

(o) (e
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Screenshot of the Prompt Pay Report

Cardinal

N
CARDINAL
Report ID: RAP525

Commonwealth of Virginia
PROMPT PAY REPORT

Run Date: 08/08/2026
Run Time: 08:23 00

Page No. 1 of 2

Total Invoices Paid for Period

Total Invoices Paid Late for Period

Total Percent Paid Late for Period

513,056,543.87
$3,130,898.40

23.980

Business Unit: 15100 Department of Accounts

Department : 98999  Agency Wide

Fiscal Year : 2026

Peried From : 1 07/01/2025

Period To H 12 06/30/2026

# Invoices Paid Total Invoices % Paid Late # Invoices Paid Total Invoices % Paid late

Department ID Department Name Late For Period Paid For Period For Period late For FY Paid For FY For FY

10000 DOA - All Non-GA Departments 14 108 12.963 14 108 12.963

Total for 999399 14 108 12.963 14 108 12.963
Business Unit: 15100 Department of Accounts Page No. 2 of 2

Period From: 1 01-JUL-2025 Period To: 12 30-JUN-2026

Entered Voucher Remit Check Late Pmt Invoice Goods/Srvs Sched Pmt Actual Pmt Days Total Pmt % Dollars
Date iD Supplr ID Remit Supplr Name Number Amount R ipt Dt Receipt Dt Due Date Check Date Late Amount _Paid late
Due Date Exception Detail for ORG - 10000

08/06/2025 00006209 0000047333 Mythics LLC 82725151 43,257.13 07/02/2025 07/02/2025 08/01/2025 08/08/2025 7

10/07/2025 00006250 0000002487 Deleitte Consulting LLP 82773209 77,192.00 06/16/2025 06/02/2025 07/16/2025 10/08/2025 85

11/06/2025 00006272 0000047333 Mythics LLC 82799047 43,257.13 10/02/2025 10/02/2025 11/01/2025 11/10/2025 9

11/06/2025 00006273 0000047333 Mythics LLC 82799047 346,948.44 10/02/2025 08/30/2025 11/01/2025 11/10/2025 9

11/18/2025 00006283 0000039987 Accenture, LLP 90647346 115,000.00 11/14/2025 11/14/2025 12/14/2025 12/19/2025 5

11/25/2025 00006285 0000039987 Accenture, LLP 90643388 225,000.00 10/31/2025 10/31/2025 11/30/2025 12/01/2025 1

12/11/2025 00006550 0000022627 Computer Aid, Inc. 82825678 1,023,201.98 11/12/2025 10/31/2025 12/12/2025 12/15/2025 3

12/30/2025 00006560 0000022627 Computer Aid Inc 82845848 24,728.00 12/26/2025 11/30/2025 01/25/2026 04/19/2026 84

12/30/2025 00006563 0000047333 Mythics LLC 82845850 13,890.08 12/21/2025 12/21/2025 01/20/2026 04/18/2026 89

12/30/2025 00006564 0000039987 Accenture, LLP 90651738 135,000.00 12/19/2025 12/19/2025 01/18/2026 04/19/2026 91

12/30/2025 00006565 0000039987 Accenture, LLP 90651738 135,000.00 12/19/2025 12/1%/2025 01/18/2026 04/15/2026 91

01/05/2026 00006567 0000022627 Computer Aid, Inc. 82845847 792,487.50 12/17/2025 11/30/2025 01/16/2026 04/18/2026 93

01/06/2026 00006568 0000027555 Project Performance Company LLC 82845849 155,254.00 01/05/2026 12/31/2025 02/04/2026 04/15/2026 74

03/27/2026 00006577 0000043987 PYRAMID SCHOOL PRODUCTS 26659861 682.14 03/18/2026 03/10/2026 04/17/2026 05/09/2026 22

Summary for ORG — 10000 DOA - All Non-GA Departments 3,130,898.40 13,056,543.87 23.980
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Report of Federal Tax Payments Made Through EFTPS (RAP611)

REVISED: 9/1/2026

DESCRIPTION:

This report provides certain types of Federal tax Payments such as payroll, backup withholding, Federal
excise, interest payments, and tax penalties remitted to the Internal Revenue Service (IRS). This report
can be used to review Payments made to the IRS that were processed using the Electronic Federal Tax
Payment System (EFTPS) Payment Method.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Reports > Payments > EFTPS Payments

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Payment From Date PDF
Payment To Date CSv

All Business Units [checkbox], then Business Units
To Be Excluded

Specific Business Units [checkbox], then Business
Units To Be Included

Screenshot of the EFTPS Payments Report Run Control Page

" ¢ Process List ‘ EFTPS Payments

EFTPS Payments

Run Contrel ID EFTPS PYMNTS Report Manager Process Monitor Run

Report Request Parameters

“Payment From Date 12/01/2025 “Payment To Date 12/31/2025

@ All Business Units O Specific Business Units
Business Units To Be Excluded

@ 110f1 I View Al

*Business Units
To Be Excluded

g Y]

Description ‘

l Return to Search H MNotify I Add Update/Display
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Screenshot of the Report of Federal Tax Payments Made Through EFTPS Report

=N
CARDIMNAL
Report ID: RAPE11

Commonwealth of Virginia
REPORT OF FEDERAL TAX PAYMENTS MADE THROUGH EFTPS

Run Date: 08/08/2026
Run Time: 08:28 00

Payment From Date: 12/01/2025

Total for BU : 99701

Report Total:

Payment To Date : 12/31/2025

Business Unit : ALL( Excludes - )

BU Tax Type Remit Supplr Voucher Id Tax Period End Date

99701 9417 0000050905 00002821 12/01/2025
9418 0000050905 00002824 12/01/2024
9419 0000050905 00002823 12/01/2024

Social Security Amt Medicare Amt Withholding Amt

0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00

Tax Amt

136.42
97.97
94.96

329.35

329.35

Page No. 1 of 1

Payment Ref Payment Date

82820339 12/05/2025
82825849 12/15/2025
82825848 12/15/2025
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Unreimbursed / Reimbursed Petty Cash Voucher Report (RAP481)

REVISED: 9/1/2026

DESCRIPTION:
This report provides a list of Vouchers that require petty cash replenishment or which have already been
included for replenishment. The report can be used by Voucher Processors who handle petty cash.

NAVIGATION PATH:
NavBar > Menu > Accounts Payables > Reports > Vouchers > Unreimb/Reimb Petty Cash Vchrs

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Vouchers Begin Accounting Date PDF
Vouchers End Accounting Date CSv

Unreimbursed Vouchers [checkbox], then
Petty Cash Business Unit

Reimbursed Voucher [checkbox], then
AP Business Unit and Voucher ID

Screenshot of the Unreimbursed Petty Cash Voucher Run Control Page

Unreimbursed/Reimbursed Petty Cash Voucher Report

Unreimb/Reimb Petty Cash Vchrs

Run Control ID yNREIMB_PC_VOUCHERS Report Manager Process Monitor

Accounting Date Range

“Vouchers Begin Accounting Date 12/01/2025
’Vauchers End Accounting Date 12/31/2025

B Unreimbursed Veuchers

[JReimbursement Voucher

Unreimbursed Vouchers

Petty Cash BU |501P0 Q

Reimbursement Voucher

l Return to Search II MNotify H Refresh I Add Update/Display
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Screenshot of the Unreimbursed Petty Cash Voucher Report

—
CARDINAL
Report ID: RAP4B1

Commonwealth of Virginia
UNREIMBURSED PETTY CASH VOUCHER REPORT
VDOT Petty Cash BU - 501P0 Run Date: 08/08/2026
Run Time: 08:31 00

Page No. 1 of 1

Vouchers Begin Accounting Date:  12/01/2025

Vouchers End Accounting Date: 12/31/2025

PC Business Unit: 5010

Check Date Check Nbr Payee Amount Voucher ID Description Payment Note
Total Unreimbursed Vouchers: 0.00

Rev 9/1/2026
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Voucher & Expense Accrual Rpt (VAPR0520)

REVISED: 9/1/2026

DESCRIPTION:
This report provides details for Vouchers and Expenses for a designated Payment/Accounting date range
including the associated Payment information. The report can be used to monitor accruals.

NAVIGATION PATHS:
o AP WorkCenter > Reports/Processes > Vouchers > Voucher & Expense Accrual Rpt
¢ NavBar > Menu > Accounts Payable > Reports > Vouchers > Voucher & Expense Accrual Rpt

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit PDF
Goods or Services Receipt Date/EX Transaction

Date Less Than or Equal To

Payment Date Greater Than or Equal To

Voucher Post Date / EX Approval Date From

Voucher Post Date / EX Approval Date To

Screenshot of the Voucher & Expense Accrual Report Run Control Page

‘ & Process List ‘ Voucher & Expense Accrual Rpt

Voucher & Expense Accrual Rpt

Run Control ID VCHR_EX_ACCRUAL RPT Report Manager Process Monitor

Report Request Parameters

“Business Unit (50100 Q|

*Goods or Services Receipt EX Transaction Date Less Than or Equal To | 01/01/2025 |
Date / —
*Payment Date Greater Than | 01/01/2024 |
“Accounting Date Greater Than or Equal To |D1f01.’2024 |
*Voucher Post Date / EX Approval Date From |D1f01.’2024 |
“Voucher Post Date / EX Approval Date To | 01/01/2024 |

l Return to Search H Notify l Add Update/Display
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Screenshot of the Voucher and Expense Accrual Report

Commonwealth of Virginia
VOUCHER AND EXPENSE ACCRUAL REPORT
CARDINAL | Run Date: 01/15/2024
Report ID: VAPR0520 Run Time: 04:10 00
Page No. 1 of 5746
Business Unit 50100
Goods or Services Receipt Date / EX Transaction Date Less Than or Equal To 01/04/2024
Payment Date Greater Than 01/01/2023
Accounting Date Greater Than or Equal To 01/01/2023
Voucher Post Date / EX Approval Date From 01/01/2023
Voucher Post Date / EX Approval Date To 12/31/2023
Accrued Vouchers Goods/Services

BU  Fund Program  Account Ychr ID Ln# Dsé Acctg Dt Project  DEPT Supplier Name Agy Invoice Dt Receipt Dt Post Dt  Pymnt Dt Pymnt Ref Accrued Amount
50100 01000 L 2205141601471572 1 6 01/10/2023 Employee Benefit Associati 01/09/2023 12/31/2022 01/11/2023 01/13/2023 24622776 3.33
50100 01000 L 2205141601482805 1 6  02/09/2023 Employee Benefit Associati 02/06/2023 01/31/2023 02/13/2023 02/15/2023 24675794 1.88
50100 01000 L 2205141601495085 1 4  03/20/2023 Employee Benefit Associati 03/16/2023 02/28/2023 03/20/2023 03/22/2023 24735099 3.84
50100 01000 L 2205141601501274 1 4  04/06/2023 Employee Benefit Associati 04/05/2023 03/31/2023 04/10/2023 04/12/2023 24770136 5.74
50100 01000 L 2205141601513188 1 4  05/10/2023 Employee Benefit Associati 05/04/2023 04/30/2023 05/10/2023 05/12/2023 24826431 2011
50100 01000 L 2205141601526786 1 4  06/12/2023 Employee Benefit Associati 06/08/2023 05/31/2023 06/12/2023 06/14/2023 24882277 3.31
50100 01000 L 2205141601532716 1 4  06/27/2023 Employee Benefit Associati 06/23/2023 06/30/2023 06/27/2023 06/29/2023 24906606 3.65
50100 01000 L 2205145201495112 1 6  03/20/2023 VSEA 03/16/2023 02/28/2023 03/20/2023 03/22/2023 24735098 0.08
50100 01000 L 2205145201501209 1 6 04/06/2023 VSEA 04/05/2023 03/31/2023 04/10/2023 04/12/2023 24770135 0.08
50100 01000 L 255630 01468696 1 1  01/04/2023 Jack Dowdy 12/12/2022 12/12/2022 01/04/2023 01/06/2023 24610810 326.09
50100 01000 L 255630 01489146 1 1  03/01/2023 JACQULYN LANE 02/21/2023 02/21/2023 03/01/2023 03/03/2023 24703545 552.00

Total for Program : $ 902. 11
50100 01000 603023 E 5012160 01507538 2 1  05/02/2023 0000122492 12056 EEE Consulting Inc 04/21/2023 04/01/2023 05/02/2023 05/04/2023 82079244 4,166.27
50100 01000 603023 E 5012470 01478000 300 1  01/26/2023 0000122166 10060 Bank of America 01/15/2023 01/15/2023 01/27/2023 02/07/2023 90452092 325.70
50100 01000 603023 E 5012470 01505975 282 1  04/25/2023 0000122512 15000 Bank of America 04/15/2023 04/15/2023 04/27/2023 05/02/2023 90466358 951.72
50100 01000 603023 E 5012480 01470246 3 1  01/06/2023 0000122166 10060 Lee BHM Corp 11/27/2022 11/27/2022 01/06/2023 01/13/2023 24622228 2,549.40
50100 01000 603023 E 5012480 01477660 1 3 01/26/2023 0000122166 10060 NASH HOLDINGS LLC 12/31/2022 12/31/2022 01/30/2023 02/02/2023 24652590 861.60
50100 01000 603023 E 5012480 01477711 1 3  01/26/2023 0000122166 10060 Lee BHM Corp 12/25/2022 12/25/2022 01/27/2023 02/02/2023 24653343 1,685.06
50100 01000 603023 E 5012480 01477983 461 1  01/26/2023 0000122166 10060 Bank of America 01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 305.90
50100 01000 603023 E 5012480 01477983 463 1  01/26/2023 0000122166 10060 Bank of America 01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 305.90
50100 01000 603023 E 5012480 01477983 476 1  01/26/2023 0000122166 10060 Bank of America 01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 357.00
50100 01000 603023 E 5012480 01477983 479 1  01/26/2023 0000122166 10060 Bank of America 01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 104.50
50100 01000 603023 E 5012480 01477983 480 1  01/26/2023 0000122166 10060 Bank of America 01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 417.43
50100 01000 603023 E 5012480 01477983 499 1  01/26/2023 0000122166 10060 Bank of America 01/15/2023 01/15/2023 01/31/2023 02/07/2023 90452092 1,225.00
50100 01000 603023 E 5012480 01516331 3 1  05/17/2023 0000122512 15000 Tribune Publishing Company 03/31/2023 03/31/2023 05/198/2023 05/26/2023 24849523 1.750.00
50100 01000 603023 E 5012610 01469627 1 1 01/05/2023 0000122166 10060 Whitman Requardt & Associa 12/09/2022 11/19/2022 01/11/2023 01/13/2023 81995039 164.820.60
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Voucher Listing by ChartField Report (APS8003) — Bl Publisher Report

REVISED: 9/1/2026

DESCRIPTION:

This report provides a list of Vouchers for a designated date range that include specific ChartField values
that are designated in the run control parameters. This report can be run for all Vouchers posted to a
specific Account.

NAVIGATION PATHS:
e AP WorkCenter > Reports/Processes > Vouchers > Voucher Listing by ChartField
e NavBar > Menu > Accounts Payable > Reports > Vouchers > Voucher Listing by ChartField

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

Account

Department

Accounting Date From

Accounting Date To

Agency Location

Report Request Parameters (ChartField Values)

Screenshot of the Voucher Listing by ChartField Run Control Page

| & Cardinal Financials | Voucher Listing by Chartfied
Run Control ID  VCHR_LIST_BY_CHARTFIELD Report Manager Process Monitor
Language | English v
Report Request Parameters
Business Unit (13300 Q
Accounting Date From
Accounting Date To
Agency Location E}
Report Request Parameters
110f1 v
Fund Program Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PC Bus Unit Projeci
I |l al | a |l ]| |l ] |l al |l al | a]
4 >
(o ) (oo
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Screenshot of the Voucher Listing by ChartField Report

Report ID: VAPRIO64 Commonwealth of Virginia Page No !
VOUCHER LISTING BY CHARTFIELD Run Date B/9/2026
Run Time 4:20:28 PM
CARDINAL
Business Unit: 13300 Account: ALL Department: ALL Project: ALL GL Businass Unit: 13300
Fund Coda: ALL Class: ALL Budgst Ref: ALL Operating Unit: ALL Program:
Product: ALL Affiliate: ALL Fund Affillate: ALL Agency Location: ALL
Accounting Date:
13300 00000001 uso 26,206.98
13300 00000002 uso 5,250.00
13300 00000003 usD 1,321.00
13300 00000004 uso 1,801.58
13300 00000005 uso 15,144.16
13300 0000969 uso 627.44
13300 0000970 usD 1,33267
13300 0000971 usoD 56.25
13300 0000872 usD 247072
13300 0000873 uso 5224
13300 0000974 uso 2500
13300 0000975 uso 5015
13300 0000976 usoD 3094
13300 0000877 usD 22316
13300 0000978 uso 2568579
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Voucher Register Report (APY1010) — Bl Publisher Report

REVISED: 9/1/2026

DESCRIPTION:
This report provides a list of Vouchers for a designated date range with or without Invoice Line and
Distribution information. The report can be used to monitor Vouchers.

NAVIGATION PATHS:
o AP WorkCenter > Reports/Processes > Vouchers > Voucher Register
e NavBar > Menu > Accounts Payable > Reports > Vouchers > Voucher Register

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF
From Date XLS
Through Date TXT

Print Voucher Line [checkbox]
Print Distribution Line [checkbox]

Screenshot of the Voucher Register Run Control Page

€ Voucher Listiing ‘ Voucher Register

Run Control ID VCHR_REGISTER Report Manager Process Monitor

Language | English v

Report Request Parameters.

Business Unit [19100 Q

Date Range Print Options

From Date |12/01/2019 Print Voucher Line
Print Distribution Line

Through Date |12/31/2019

[ Return to Search H Notify ] Add Update/Display
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Screenshot of the Voucher Register Report

Document Type Document Date Document Sequence Vat Trans Type VAT Amount

Vat Exception Type

Vat Certificate ID  Prorate S U E M

0.00

Voucher Line Information

Report ID: APX1010 PeopleSoft Accounts Payable Page No 1

ORACLE VOUCHER REGISTER Run Date 08/09/2026

Run Time 16:26:12
Business Unit: 19100
For the period: Dec 1, 2019 through Dec 31, 2019

Voucher Header Information

Entered Dt Voucher ID Invoice 1D Invoice Dt Supplier ID Supplier Name Origin Operator Entry Stat Acctg Dt Post Stat Dist Cntrl ID
Dec 2, 2019 00024961 17-0203 120219 Nov 25,2019 0000490324 ONL LIX70344 Postable Dec 2, 2019 Posted STANDARD
Approval Stat Currency Rate Type Exchange Rate Gross Amt Discount Amt Use Tax Sales Tax Freight Amt Misc Amt ~ Net Due Dt Dscnt Due Dt
Approved UsD CRRNT 1.000000000 67.01 0.00 0.00 0.00 0.00 000  Nov 25,2019

Pay terms

N N N Du¢ Now

Line # Description Merch Amt_ Inv Item ID Unit Price. WTHD Disc A
1 17-0203 67.01 000 N Y
S: Jse Tax Sales/Use Tax Exception Type Exception Certificate Intrastat Nature of Transaction Vat Code Vat Amount
None 0.00
Distribution Line Information
Line # Sus Ref # Account Alt Account Operating Unit Fund Code Dept 1D Open Item [D Status Merch Amt
Program Class Budget Ref Product Project Id Affiliate Affiliate Intral Stat Cd Statistic Amt
1 0 5014110 09390 13100 67.01
6 0.00
Voucher Header Information
Entered Dt Voucher ID Invoice 1D Invoice Dt Supplier ID Supplier Name Origin Operator Entry Stat Acctg Dt Post Stat Dist Cntrl ID
Dec 2, 2019 00024962 20-0222 120219 Oct 17,2019 0001390055 ONL LIX70344 Postable Dec 2, 2019 Posted STANDARD
Approval Stat Currency Rate Type Exchange Rate Gross Amt Discount Amt Use Tax Sales Tax Freight Amt Misc Amt  Net Due Dt Dscnt Due Dt
Approved UsD CRRNT 1.000000000 2.030.28 0.00 0.00 0.00 0.00 000  Oct 17,2019
1
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Voucher Upload Error Report (AP966)

REVISED: 9/1/2026

DESCRIPTION:

This report provides details about file level and transaction level errors (both One Time Supplier and
Voucher related) identified during the Voucher Upload process for interfacing Agencies for a designated
date range. Errors identified in this report will need to be corrected in the Agency system and re-submitted
to Cardinal. The report can be run manually for a designated date range.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Reports > Vouchers > Voucher Upload Error Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
From Date PDF
To Date

Tree Name (select BU_TREE_INTFC)

How Specified (select Detail — Selected Parents)
Tree Node Selector (select the Tree View icon)
Click + to expand the BU_TREE_INTFC link and
then click on the desired Business Unit

Screenshot of the Voucher Upload Error Report Run Control Page

Voucher Upload Error Report

Run Control ID VCHR_UPLOAD_ERROR_RPT Report Manager Process Monitor

Date Range File Parameters
*From /12016 “To 8/15/2016 *Sequence [ Qutput to File Server
Date: Date:

Business Unit Selection

BU_TREE_INTFC | Q *How Specified: | Selected Detail Values ~
*Tree Name:

Tree Node Selector Select Values/Nodes

*Business Unit Description

1]

l Return to Search H Maotify l Add Update/Dizplay
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ADDITIONAL INFORMATION:

A copy of the Voucher Upload Error Report is generated after the nightly process has run and posted to
the Cardinal Production File Server (Agency Outbound folder) for Agencies to retrieve automatically. The
report can also be retrieved from the Agency specific folder in Report Manager.

Screenshot of the Voucher Upload Error Report

Commonwealth of Virginia

~, VOUCHER UPLOAD ERROR REPORT
CARDINAL Run Date: 03/03/2017
Report ID: APO&E Fun Time: 08:44 00

Page Ho. 1 of 3

Transacticnal GL BO: 15800

Upload Date Range: 01-AUG-2016 te 15-ADG-2016
File Name: 15800_AP964_IN 07302016 1515 001.DAT
Tpload Date: 01-AUG-2016
File Rejected: The agency voucher file has cne or mors errora.
Error Field Name Field Value Error Description
FILE Agency 15800 Upload f£ile is blank
File Name: 15800_aP964_IN 07312016 1515 001.DAT
Tpload Date: 01-AUG-2016
File Rejected: The agency voucher file has cne or mors errora.
Error Field Name Field Value Error Description
FILE Agency 15800 Upload file is blank
File Name: 15800_AP964_IN 0B012016 1515 001.DAT
TUpload Date: 01-AUG-2016

Ho Supplier Errors Found.

Voucher BU: 15800
Agency Voucher ID Voucher Line Mum Distrib Line Kum Error Field Name Field Value Error Description
TI060D o o VNDR_LCC IRS-CHEECS The wendor locaticn on the voucher header is nmot a

walid location for the Busineas Unit: 15800, Voucher:
73060, and Vendor:0000050%05 (Invoice ID: 63923)

Summary totals are only dieplayed when the report is run for a submitting Business Unit.

File Name: 15800_AP964_IN 08022016 1515 001.DAT
Upload Date: 02-AUG-2016
File Success: File proceased successfully with no errors.
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Expenses

<This page is intended to be blank>
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Expenses Inquiries

<This page is intended to be blank>

Rev 9/1/2026 Page 115 of 177



/;) Cardinal

Employee Expense History Inquiry

REVISED: 9/1/2026

DESCRIPTION:

This inquiry is used to research and review employee expense transactions by type (e.g., Cash Advances,
Expense Reports, Travel Authorizations, or All) for a designated date range. The Employee Expense
History information includes Type, ID, Description, Status, From Date, Through Date, and Submitted
Amount information.

NAVIGATION PATHS:

o EX WorkCenter > Links > Expense Report > Review Expense Report

e NavBar > Menu > Travel and Expenses > Process Expenses > Review Payments > Employee
Expense History

e NavBar > Menu > Employee Self-Service > Travel and Expenses > Review Expense History

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Employee ID Online

Name

From Date

Through Date
Transaction Type

ADDITIONAL INFORMATION:

A user must be set up as a proxy for an employee to view this inquiry. The values provided in the ID field
are hyperlinked and when clicked, the detail page associated with the transaction displays (e.g., Expense
Report Detail page).

Screenshot of the Employee Expense History Page

Employee Expense History

Expense Dates
From Date |08/09/2025 []|

Through Date |08/09/2026 [ |

Transaction Type ‘ Al

Expense History

Type ID Description Submitted Date | Status From Date E;I:Ugh Suﬁmﬁiﬂ ggrdr:ncy
Expense Report | 0000487824 | Payroll Conf 07/09/2026 Submitted | 07/02/2026 | 07/04/2026 441.00| USD
Travel . .

o 0000005746 | Training Pending | 04/20/2026 | 04/21/2026 £6.25 USD
Authorization
Travel 0000005755 | A Tools 06/18/2026 Submitted | 06/23/2026 | 06/24/2026 321.00| USD
Authorization Conference
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Employee Payment History Inquiry

REVISED: 9/1/2026

DESCRIPTION:

This inquiry is used to research and review a history of payroll Payments for an employee. The employee
Payment history information includes Type, ID, Description, Pay Status, Payment Method, Check Date,
and Amount.

NAVIGATION PATH:
e NavBar > Menu > Employee Self Service > Travel and Expenses > Review Payments

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Employee ID Online
Name

Payment Number

SetID

Bank Code

Bank Account

Payment Reference

ADDITIONAL INFORMATION:

A user must be set up as a proxy for an employee to view this inquiry. The values provided in the ID field
are hyperlinked and when clicked, the detail page associated with the transaction is displayed (e.g.,
Expense Report Detail page).

Screenshot of the Employee Payment History Page

" & Employee History ‘ Employee Payment History

Payment Info

Payment Reference 82686793
Bank Code Cardinal Disb
Bank Account Cardinal Disb
Payment Amount 110.04 USD
Pay Status Paid
Payment Method ACH

Status Posted
Payment Date  06/18/2025

Payee Address

Payments

Bl|lQ ‘ 1-10f1 v
Type ID Descr Status Created ‘ Amount
E’éii’fe VDH0092922 TRAV Paid 06/16/2025 ‘ 110.04 | USD

l Return to Search H Previous in List H Mext in List I
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Expense Report Budget Exceptions Inquiry

REVISED: 9/1/2026

DESCRIPTION:

This inquiry is used to identify and review Expense Reports that have budget exceptions (i.e., do not pass
budget checking) for a designated date. The inquiry can also be used to identify Expense Reports with
budget exceptions based on a specific process status such as “Only Warnings Exist”, “Errors Exist”’, etc.

NAVIGATION PATH:
NavBar > Menu > Travel and Expenses > Manage Accounting > Rvw EXP Rpt Budget Exceptions

INPUT / SEARCH CRITERIA:
Commitment Control Tran ID
Commitment Control Tran Date
Report ID

Process Instance

Process Status

OUTPUT FORMAT:

Online
Csv

ADDITIONAL INFORMATION:
Users can view information at a summary level or drill down to a detailed view level of the Expense
Report, accounting distributions, etc.

Screenshot of the Expense Report Exceptions Search Page

<— Cardinal Financials

Expense Report Exceptions

Find an Existing Value

v Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values_

) Recent Searches [ Choose from recent searches V] f [l saved Searches Choose from saved searches V] f

Commitment Control Tran ID l begins with V] l ] Commitment Control Tran Date [ = v] l I

Report ID l begins with v] l QI Process Instance [ = vl l I

Process Status l = v] l Errors Exist VI

~ Show fewer options

. -

] [ [1Save Search

~ Search Results

85 results - Process Status "Errors Exist™

1-850185 v | VviewAll

Commitment

Process
Control Tran

Commitment Process

Control Tran ID

Date

Report ID

Instance

Status

0000114544

02/07/2012

0000001955

1808633

Error

0000143506

02/29/2012

0000002551

1808633

Error

0000149665

03/05/2012

0000002699

1808633

Error

ADDITIONAL INFORMATION:

The values provided in the search results fields are hyperlinked and when clicked, the Expense Sheet

Exceptions page associated with the respective transaction is displayed. The Expense Sheet
Exceptions page provides details regarding the budget check error.
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Screenshot of the Expense Sheet Exceptions Tab

Expense Sheet Exceptions Line Exceptions

ReportID  DAN00003322

Expense Sheet Exceptions | Line Exceptions

[ Return to Search ] [ Previous in List ] Next in List

*Exception Type Override Transaction [i] kel &
Maximum Rows 100 More Budgets Exist
Advanced Budget Criteria
Budgets with Exceptions
@ 1-20f2 v [ View Al
Budget Override Budget Chartfields (/>3
Details 3”.5[]1855 Ledger Group Exception More Detail Overrice Transfer
nit Budget

1 R 27900 CC_ALLOT Exceeds Budget Tolerance More Detail GoTo .. &
2 ‘ @R 27900 CC_APPROP Exceeds Budget Tolerance More Detail GoTo &

Note: On the Expense Sheet Exceptions tab, users can click on the Document icon beside the Report
ID to review the actual Expense Report, click on the Budget Check Details icon to see an explanation of
the budget error, and/or click on the Details icon within the Details column to see transaction line details.
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Payment Cash Check Results Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to research and review the details of results for the daily Payment Cash Checking
process.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Payments > Payment Cash Check > Payment Cash Check Results

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Run Date Online

GL Business Unit

Fund

Account

Screenshot of the Payment Cash Check Find an Existing Value Search page

Find an Existing Value

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

@ Recent Searches I Choose from recent searches vl f [] Saved Searches I Choose from saved searches vl /
Run Date l = vl [ ] GL Business Unit l begins with v] I Q]
Fund [ begins with VI l Q] Account [ begins with VI I Q]

~ Show fewer options
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Screenshot of the Payment Cash Check Results Tab

Payment Cash Check Results

GL Business Unit ;544 Department of Accounts

Fund

01000 General Fund

Account

101010 Cash With The Treasurer Of VA

Run Date 05/02/2026

Filter Option

® All Transactions

O Failed Transactions
O Passed Transactions

Payment Cash Check Results

[a]

1of1 ~

View All

Fiscal Year 2026

Cash Check Beg Balance 9,639,963.09

Cash Passed Amt 8,000.00

Cash Failed Amt

Calculated End Balance 9,631,863.09
Batch End Ledger Balance

Variance Amount 9,631,963.09

05/02/2026 7:03:32PM

Bypass Cash
Override Cash
Apply Fiscal Year

Error Message

v Transaction List

~ Vouchers

®][a]

Voucher Details Amount Details

Error Message >

1-10f1 ~ |

View All

Business

Run Date Unit

GL Unit | Account Fund

Voucher

Document Details

Processing Rule

-

05/02/2026 15100 101010 01000 15100

00006592

Document Details

Default

v Expense Reports

Details Amount Details Error Message >3

I View All

SheetlD

Processing Rule

~ Advance

B4

Advances Details Amount Details Error Message

>

I View All

Advance Id

Processing Rule

Return to Search Previous in List

Next in List H Refresh ]
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Payment Cash Check Review Results by Transaction Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to research and review the Payment Cash Check results for a specific transaction and

run date.

NAVIGATION PATH:
NavBar > Menu > Accounts Payable > Payments > Payment Cash Check > Review Results by

Transaction

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Run Date Online
Source Transaction (EXAD, EXPN, VCHR)

Business Unit

Advice ID

Screenshot of the Review Results by Transaction Search page

Review Transaction Results

< Cardinal Financials

Find an Existing Value

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

) Recent Searches l Choose from recent searches VI / [1 Saved Searches I Choose from saved searches VI /
Run Date l = vl l05f02;2025 l Source Transaction lVCHR Ql
Business Unit [ begins with v] [15100 0.] Advice ID | begins with v] [00006588 ]

 Show fewer options

o e ey
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Screenshot of the Review Results by Transaction Page

Review Results By Transaction

Business Unit 15100
Voucher Id 00006588

Remit Supplier 0000003662 Xerox Corporation

Payment Amount 3,000.00

Budget Status Valid Approval Status A

Scheduled Pay Dt 04/19/2026 Due Date 04/19/2026
Distribution Details

‘ B ‘ Q| | View Al

Amount Error >
Line P, . Cash Check .
Number Distribution Line Fund Bypass Cash Override Cash status Passed Amount Failed Amount
1 1106080 Passed 3,000.00

Return to Search Previous in List Next in List
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View Cash Advance Accounting Entries Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to review Cash Advance Accounting Lines for a selected Cash Advance or employee.

NAVIGATION PATH:
NavBar > Menu > Travel and Expenses > Manage Accounting > View/Adjust Accounting Entries > Cash
Advance Acctg Entries

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Advance ID Online

Advance Description

Name

Empl ID

Advance Status
Creation Date

Screenshot of the Cash Advance Accounting Entries Page

< Review Results By Transaction Cash Advance Acctg Entries

Advance ID |
Employee ID |

Accounting Details @ | [ View All

Journal Template EXACCRUAL

Distribution Status  Distributed

Cash Advance Journal Lines

@ = 120f2 v | View All
Chartfields Currency Journal Information 1>
UnPost . .
Line Long Name GL Unit | Account Fund Program Department Cost Cente

Sequence
0 1 Expenses 18200 | 205025 07010 99999

Accrual
0 1 HHTIRED 18200 131050 07010 470001 182

Advances
y. -} >
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View Cash Advance Inquiry

REVISED: 9/1/2026

DESCRIPTION:

This inquiry is used to research and review employee Cash Advances. The inquiry displays detailed

information including Employee Name, Cash Advance ID, Status, Accounting Date, Post Date, Advance

Amount, Amount Applied to Expense Reports, Payments Received, Report Balance, Amount Due

Company, Pending Actions, and Action History.

NAVIGATION PATHS:
e EX WorkCenter > Links > Cash Advances > View Cash Advances

e NavBar > Menu > Travel and Expenses > Travel and Expense Center > Cash Advance > View

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Advance ID Online

Advance Description

Name

Empl ID

Advance Status
Creation Date

ADDITIONAL INFORMATION:

A user must be set up as a proxy for the employee to view their Cash Advance information.

Screenshot of the View Cash Advances Search page from the EX WorkCenter

Choose from saved searches

Cash Advance
e R
My Work Cash Advance
On Hold/Pending Approvals o Find an Existing Value
Travel Authorization O] ~ Search Criteria
— Enter any information you have and click Search. Leave fields blank for a list of all values.
Cash Advance
Expense Report ) D) Recent Searches ‘ Choose from recent searches v‘ / .1 Saved Searches
My Approvals Search by: | Advance ID v| begins with ‘ ‘
Expense Approvals - ~ Show more options
> My Insights D
Links
Cash Advances - - (Q)' )
Create/Modify Cash Advances 7 - x
View Cash Advances | V%
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Screenshot of the View Cash Advance Page

View Cash Advance

Business Purpose Conference Report 0000002594 Approved for Payment

Advance Description  Hotel and Registration Fee Reference
Post State Not Applied
Created 06/23/2026 CELL PHONE
Last Updated (8/01/2026  JOHN DOE

Accounting Date  5/29/2026

Cash Advance (3

% User Defaults & View Printable Version > Notes
“Source Description “Amount Currency

Hotel cost and Reg Fee 1,000.00| |USD

Apply Tax
Travel Expenses 500.00| |USD

Apply Tax

v Totals
Advance Amount 1,500.00 USD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to be
incurred by the employee on official business of the Commonwealth of Virginia and include only such expenses
necessary in the conduct of that business, and the advance will be repaid in accordance with policies/procedures
outlined in CAPP Topic 20336.

Submit Cash Advance Withdraw Cash Advance Submitted On (15930005

Submitted By

~ Approval History

BELL PEPPER TORN DOE payment
Role Name Action Date/Time
Employee Submitted 06/23/2026 1:50:25PM
Employee Withdrawn 06/28/2026 3.38:28PM
Employee Resubmitted 06/28/2026 4.00:56PM
Employee Withdrawn 07/07/2026 1:57-40PM
Employee Resubmitted 07/07/2026 2-01:04PM
Fiscal Officer Approved 08/01/2026 10:08 51AM
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View Expense Report Accounting Entries Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to review Expense Report Accounting Lines for a selected Expense Report or
employee.

NAVIGATION PATH:
NavBar > Menu > Travel and Expenses > Manage Accounting > View/Adjust Accounting Entries >
Expense Report Acctg Entries

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Report ID Online

Report Description

Name

Empl ID

Report Status
Creation Date

Screenshot of the Expense Report Accounting Entries Page

" & Cardinal Financials ‘ Expense Report Acctg Entries

ReportID 00000000045
Employee ID =]

Journal Entry Detail ‘E‘ \ | 1of2 V‘ |Z| ‘E| | ViewAll

Journal Template EXACCRUAL
Distribution Status  Distributed

Expense Report Journal Lines

BllQ = 1-10f44 ~| > > | ViewAl

Chartfields Currency Journal Information lI>
LI Line Long Name GL Unit  Account Fund Program Department Cost Centt
Sequence g g P

Expense

0 1 Distribution 50100 5012880 04100 699024 10057 11240020
x ] >
Return to Search H Notify l

Rev 9/1/2026 Page 127 of 177



/}) Cardinal

Screenshot of the Expense Report Accounting Entries Page (scrolled right)

Employee ID ol

ReportID 000000000457

Journal Entry Detail

[a]

| v

Journal Template EXACCRUAL

Distribution Status  Distributed

Expense Report Journal Lines

@ S > > | VviewAl
Chartfields Currency Journal Information >
artment Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PC Bus Unit | Projet
of 11240020 609 000024234
q I_ I »
Screenshot of the Expense Report Accounting Entries Page (continued scrolled right)
ReportID 000000000450

Employee ID =]

Journal Entry Detail

[a]

[ View All

Journal Template EXACCRUAL

Distribution Status  Distributed

Expense Report Journal Lines

@ = 1-10f44 ~| > > | ViewAl
Chartfields Currency Journal Information 1>
PC Bus Unit | Project Activity Source Type Category Subcategory Affiliate
4 ] I >
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Expense Report Inquiry

REVISED: 9/1/2026

DESCRIPTION:
This inquiry is used to research and review employee Expense Reports. This inquiry displays Expense
Reports that one of the following statuses:

¢ Returned

¢ Not Submitted

e Awaiting Approval
e Pending Payment

e View All

Select the applicable status and click the desired Expense Report to view the information.

NAVIGATION PATHS:

e EX WorkCenter > Links > Expense Reports > Modify Expense Reports

e NavBar > Menu > Travel and Expenses > Expense Report > Modify Expense Reports

e NavBar > Menu > Employee Self-Service > Travel and Expense Center > Expense Report > Modify
Expense Reports

INPUT / SEARCH CRITERIA:

N/A

ADDITIONAL INFORMATION:
A user must be set up as a proxy for an employee to view the Expense Report information.

Screenshot of the My Expense Reports Page

OUTPUT FORMAT:
Online

My Expense Reports
1 )
Returned
e @ Returned
- Arow
= 0| [
Awaiting Approvel @ Actions 1. Description t.  Business Purpose i ReportID fi  Approvert  Comment f Updated Date 1. Amount 1
Pending Payment @ ‘ @] Training Training 0000487810 Registration fee was 550.00. Please update 06/29/2026 551.00 USD > ‘
View All
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Screenshot of the Returned Report

Expense Entry

Training @
©

Review and Submit

Last Saved 06/29/2026 11:08AM

Total (3 Items) 551.00 USD

=]

Add Delete Filter More
\ Sunday, June 21, 2026

Registration Fee 500.00
Registration ED
@
Per Diem Incidentls-Travel Day 375
incidentals

usD
All Meals - Travel Day 4725
all meals

usD
@

Registration Fee - 06/21/2026

Review Duplicate Lines

Payment Details

*Date |06/21/2026
*Expense Type |Registration Fee Q

Registration

“Description

Informatiol

*Payment

“Amount |500.00

Exceptions

*Billing Type

‘ [ Accounting

1>

Exception Comments

Personal Expense

No Receipt ID ‘

Duplicate Expense

P No Comments »
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Travel Authorization Inquiry

REVISED: 9/1/2026

DESCRIPTION:

This inquiry is used to research and review Travel Authorizations. Travel Authorizations display in 5
categories which include:

Returned

Denied

Pending

Submitted

Approved

NAVIGATION PATHS:

e EX WorkCenter > Links > Travel Authorization > Modify Travel Authorizations

e NavBar > Menu > Employee Self-Service > Travel and Expenses > Travel Authorizations > Modify
Travel Authorizations

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Name Online
Empl ID

ADDITIONAL INFORMATION:
A user must be set up as a proxy for an employee to view the Travel Authorization information.

Screenshot of the Travel Authorization Search page

Travel Authorization Search
©
Finance & Administration
Expense Approvals o [ EEm= (® | submitted Authorizations
> My Insights Denied @ Add Travel Authorization
« Links R ®
Submitted @ — o -
Cash Advances . T Authorization Business Trip -
v Action Tl Deseription Tl D N Purpose N Date 1 Location 1L Amount T,
(T Approved @
Travel Authorization i i
s ‘ ©) test 0000005766 Education 07/28/2026 Eﬁ“?";""d (Gity 10.00 USD ‘
Create Travel Authorization DV'BWA" @
Modify Travel Authorizations ‘
Print Travel Authorization
Cancel Travel Authorizations
Delete Travel Authorizations
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Screenshot of the Travel Authorization (Detail View)

Travel Authorization
Report 0000005766 Submitted for Approval
I Withdraw
Description test Travel From Richmond (City Limits)
Business Purpose Education Travel To Richmond (City Limits)
Date From 07/28/2026
Comments
4 Date To 07/28/2026 Trip Duration 1 Day
View Printable Version
Notes
Details
Accounting Default
Date 1L Expense Type Tl Description T Line Status 10 Location 1| Amount 1. Currency Tl Reimbursement 1, Accounting Details
07/28/12026 Gasoline test Submitted 10.00 UsSD Reimburseable u
Total Authorized 10.00 usb
Less Non-Approved 0.00 usp
Rev 9/1/2026
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Expenses Queries

<This page is intended to be blank>
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Cash Advance Worklist Query (V_AP_WF_EXPENSE_CA)

REVISED: 9/1/2026

DESCRIPTION:

This query displays Cash Advances by Business Unit, Employee ID, Transaction ID, and/or Approver ID
and for a designated date range that are pending approval. The query can be used to identify outstanding

Cash Advances requiring review and approval.

NAVIGATION PATHS:

e Query Viewer >V_AP_WF_EXPENSE_CA

e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_WF_EXPENSE_CA
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_WF_EXPENSE_CA
e NavBar > myCardinal Financials > Financials Report Execution > AP Reports > Cash Advance

Worklist

INPUT / SEARCH CRITERIA:

OUTPUT FORMAT:

Business Unit HTML
Emplid (% for all) Excel
Transaction ID (% for all) CSv
Approval ID (% for all)

From Date

To Date

Screenshot of the Cash Advance Worklist Query Page

V_AP_WF_EXPENSE_CA - Cash Advances

Business Unit 50100 |Q
Emplid (% for all) %
Transaction 1D (% for all) %
Approval D (% for all)| %
*From Date 01/01/2026 |3

*To Date|08/1412026 |5
View Results

Download resultsin :  Excel SpreadSheet CSV TextFile XMLFile (1kb)

View Al First 1-20f2 Last
Business Cash Advance . Employee Accounting  Submit  Cash Advance Created Cash Advance Approval Workflow Current Cash Advance Cash Advance Approval  Cash Advance
Row Unit Approver ID Empiid Name Date Date By Approval Type Status Instance Date Amount Date Origin
150100 0000002590 0513205 051132026 a‘;‘:;g‘:f"‘ Approvals in Pracess 008142026 200.000
2 50100 0000002589 | 05132026 05132026 HR Supenvisor  Subited for Approval 0 08142026 500,000
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Decentralized Audit Expenditures Query (V_AP_AUDIT_EXPENDITURES)

REVISED: 9/1/2026

DESCRIPTION:

This query will display Voucher and expense data that has been approved, budget checked and posted
within a specified accounting period. The query displays the Business Unit along with detailed Voucher,
Supplier, and Invoice information.

NAVIGATION PATHS:

e Query Viewer > V_AP_AUDIT_EXPENDITURES

e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_AUDIT_EXPENDITURES

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_AUDIT_EXPENDITURES

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Accounting Date From Excel

Accounting Date To CSv

Screenshot of the Decentralized Audit Expenditures Query Page

V_AP_AUDIT_EXPENDITURES - Decentralized Audit Expenditur

Business Unit 15100 |Q
“Accounting Date From |01/01/2023  |[sy
“Accounting Date To |12/31/2023  |[3)
View Results

Download results in:  Excel SpreadSheet CSV Text File  XMLFile (754 kb)
View All

Row Iransaction Business Transaction  Total  Transaction Accounting Schedule

q Supplier - Supplier Customer Account Last First
Type Unit D Amount Date Date Due Date noice Il setp  SupplieriD Mam Employee ID

Number Name Name

1 E};];i‘fe 15100 0000355907  1082.86 02/03/2023 02/03/2023

2 E};’;i‘;fe 15100 0000356088 342 16 02/06/2023 02/06/2023

3 E};];i‘;fe 15100 0000356088 342 16 02/06/2023 02/06/2023

4 E};i;i‘:e 15100 0000356088 342 16 02/06/2023 02/05/2023

5 E};];i‘;fe 15100 0000356088 342 16 02/06/2023 02/06/2023
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Screenshot of the Decentralized Audit Expenditures Query Page (scrolled right)

NLII_IEI]’I];el' Di:E%E::n Deslt_:ir?;tion rg?;g:gl? Account Fund Program Department C%:?;r Task FIPS Asset E.uéisrr:w;;}ss AE::? Ag::gy Eu‘si%ss Project  Activity S_?yugge Category Subcategory
1 Tuition 1082.86 5012250 01000 724001 95400 15100
reimbursement
1 1 CMI Training 75.33 5012270 01000 737001 95500 15100
2 1 CMI Training 40.50 5012270 01000 737001 95500 15100
3 1 CMI Training 3.75 5012270 01000 737001 95500 15100
4 1 CMI Training 26.00 5012270 01000 737001 95500 15100
5 1 CMI Training 5.00 5012270 01000 737001 95500 15100
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Employee Profile Query (V_AP_ EMPLOYEE_PROFILE)

REVISED: 9/1/2026

DESCRIPTION:
This query will provide the ability to review Employee Profile information and defaults by Business Unit
and Department.

To run this query, the user must have the V_AP_COVA EMP_PRFL_SYNC_MAINT (for State agency
users) or V_AP_TE_SYNC_PROCESSOR (for VDOT users) role.

NAVIGATION PATHS:

e Query Viewer > V_AP_EMPLOYEE_PROFILE

e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_EMPLOYEE_PROFILE

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_EMPLOYEE_PROFILE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit HTML

SetID Excel

Department (% for ALL) CSv

Employee ID (% for ALL)

Screenshot of the Employee Profile Query Page

V_AP_EMPLOYEE_PROFILE - Employee Profile

*GL Business Unit 50100 |Q
“SetlD | STATE | Q

Department (% for ALL) | % Q
Employee 1D (% for ALL) |% Q
View Results |

Download results in .  Excel SpreadSheet CSV Text File XML File (3467 kb)
View All First 1-100 of 4178 (' Last

G Last First Supervisor Address Address
Name 1 2

Default Default  Default Default
Row Business DeptiD Employee ID =) Supervisor ID Default Default Cost Default Default Default Default Default

City State Postal Agency Agency : Fund
Fund Program Center Task FIPS  Asset Use 1 Use 2 Affiliate Affiliate Department

1 50100 005 005
2 50100 13 13
3 50100 13 13
4 50100 113 113
5 50100 50540 50540
6 50100 99999 99999
7 50100 99999 99999
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Employee Proxy Query (V_AP_ EMPLOYEE_PROXY)

REVISED: 9/1/2026

DESCRIPTION:

This query will provide the ability to review Employee Proxy information by Business Unit and Department.

NAVIGATION PATHS:
e Query Viewer >V_AP_EMPLOYEE_PROXY

o EX WorkCenter > Links > Other Links > Query Viewer >V_AP_EMPLOYEE_PROXY
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_EMPLOYEE_PROXY

INPUT / SEARCH CRITERIA:
GL Business Unit

SetID

Department (% for ALL)
Employee ID (% for ALL)

Screenshot of the Employee Proxy Query Page

OUTPUT FORMAT:

HTML
Excel
Csv

V_AP_EMPLOYEE_PROXY - Employee Proxy

“GL Business Unit|50100 |Q
*SetlD [STATE | Q
Department (% for ALL) | % Q
Employee 1D (% forALL) |% Q
‘ View Resuits ‘

Download results in : Excel SpreadSheet CSV TextFile XMLFile (39 kb)
View All

Row GL Business Unit
50100 005

Department ID Employee ID Last Name
50100 005
50100 005
50100 005
50100 005
50100 005
50100 005
50100 005
50100 005
50100 13

2w e N e e W

=

First 1-100 of 129 (» Last

First Name Authorized Proxy UserlD Authorized Proxy Name
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Employee Travel Statistics Query (V_AP_TRAVEL_STATISTICS)

REVISED: 9/1/2026

DESCRIPTION:

This query displays the number of travel checks issued to an employee and to generate the statistics
needed for the Quarterly Travel Report. The query is run by Payment Date range. The query output shows
Payment Reference, GL Business Unit, Payment Amount, Employee Name, Employee ID, Payment Date,
and Payment Method information. This query is restricted and is only used by the DOA EDI team.

NAVIGATION PATHS:

e Query Viewer > V_AP_TRAVEL_STATISTICS

o EX WorkCenter > Links > Other Links > Query Viewer > V_AP_TRAVEL_STATISTICS

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_TRAVEL_STATISTICS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Payment Date From HTML
Payment Date To Excel
CSVv

Screenshot of the Employee Travel Statistics Query Page

V_AP_TRAVEL_STATISTICS
*Payment Date From |02/01/2024 |3
*Payment Date To |04/17/2024 |5y

View Results
Download results in :  Excel SpreadSheet CSV Text File XML File (304 kb)

View All First 1-100 of 1128 (¢ Last

Row Payment ID GL Business Unit Payment Amount Employee Name Employee ID Payment Date CHKJEDI ID Payment Method

1 0008794704 10000 2000.000 02/01/2024 82287241 ACH
2 0008798046 10000 2000.000 02/02/2024 82288336 ACH
3 0008803278 10000 7.000 02/05/2024 82200078 ACH
4 0008798942 10300 87.450 02/02/2024 82288232 ACH
5 0008798963 10300 60.710 02/02/2024 82288253 ACH
6 0008799007 10300 209.440 02/02/2024 82288297 ACH
7 0008798024 10300 293.770 02/02/2024 82288314 ACH
8 0008799135 10300 84.420 02/02/2024 82288425 ACH
9 0008796003 10300 282.040 02/02/2024 25283377 CHK
10 0008794986 10700 8.700 02/01/2024 82287523 ACH
11 0008794681 11100 101.250 02/01/2024 82287218 ACH
12 0008798895 11100 488.800 02/02/2024 82288185 ACH
13 0008794759 11100 113.000 02/01/2024 82287296 ACH
14 0008794769 11100 878.680 02/01/2024 82287306 ACH
15 0008794778 11100 47.840 02/01/2024 82287315 ACH
18 0008798983 11100 454.520 02/02/2024 82288273 ACH
i 0008794794 11100 58.930 02/01/2024 82287331 ACH
18 0008794802 11100 365.360 02/01/2024 82287339 ACH
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Expense Approver Profile Query (V_AP_ APPROVER_ASSIGNMENT)

REVISED: 9/1/2026

DESCRIPTION:

This query displays the User ID’s (Approvers) attached to each Approver profile along with the ChartField
range for each user. The query is run by GL Business Unit and Approver Profile. These prompts are
restricted to the BU’s the user running the query has access to. The query output shows GL Business
Unit, Approver Profile, User ID, Employee ID, Employee Name, and ChartField range information.

NAVIGATION PATHS:

e Query Viewer > V_AP_APPROVER_ASSIGNMENT

e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_APPROVER_ASSIGNMENT

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_APPROVER_ASSIGNMENT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit GL (% for ALL) HTML
Approver Profile (% for ALL) Excel
CSv

Screenshot of the Expense Approver Profile Query Page

V_AP_APPROVER_ASSIGNMENT - Approver Assignment Query

Business Unit GL (% for All) 50100 |Q
Approver Profile (% for All) EXPNS COORDINAT |Q
| View Results |

Download results in :  Excel SpreadSheet CSV TextFile XMLFile (8 kb)

View All First 1-22 of 22 Last
Row ‘GL Business Unit Approver Profile UserID Employee ID Name Chartfield Name: Chartfield From Chartfield To
1 50100 EXPNS COORDINAT Department 10000 10140
2 50100 EXPNS COORDINAT Department 18000 18000
3 50100 EXPNS COORDINAT Department 11000 11999
4 50100 EXPNS COORDINAT Department 14000 14049
5 50100 EXPNS COORDINAT Department 10141 10189
6 50100 EXPNS COORDINAT Department 15001 15037
7 50100 EXPNS COORDINAT Department 15038 15074
8 50100 EXPNS COORDINAT Department 16115 16939
9 50100 EXPNS COORDINAT Department 13000 13999
10 50100 EXPNS COORDINAT Department 14050 14079
11 50100 EXPNS COORDINAT Department 10190 10959
12 50100 EXPNS COORDINAT Department 17064 17065
13 50100 EXPNS COORDINAT Department 12999 12999
14 50100 EXPNS COORDINAT Department 15075 15113
15 50100 EXPNS COORDINAT Department 16000 16114
16 50100 EXPNS COORDINAT Department 17000 17083
17 50100 EXPNS COORDINAT Department 12001 12132
18 50100 EXPNS COORDINAT Department 15000 15000
19 50100 EXPNS COORDINAT Department 17066 17070
20 50100 EXPNS COORDINAT Department 18001 18999
21 50100 EXPNS COORDINAT Department 14080 14999
22 50100 EXPNS COORDINAT Department 19000 19999
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Expense Prjct Accruals Query (V_AP_PROJ_ACCRUALS_EXP)

REVISED: 9/1/2026

DESCRIPTION:
This query will display expense Project accruals for quarterly and year-end reporting.

NAVIGATION PATHS:

e Query Viewer > V_AP_PROJ_ACCRUALS_EXP

e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_PROJ_ACCRUALS_EXP

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_PROJ_ACCRUALS_EXP

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Transaction Dt <= Excel

Payment DT > CSv

Accounting Dt >=

Apprvl Dt From

Apprvl Dt To

Customer ID (% for ALL)

Screenshot of the Expense Prjct Accruals Query Page

V_AP_PROJ_ACCRUALS_EXP - Expense Prjct Accruals

*Business Unit 50100 |Q
*Transaction Dt <= 01/01/2023
**Payment Dt > 01/01/2023
*Accounting Dt >=|01/01/2023
**Apprvl Dt From | 01/01/2023
*Apprvl Dt To| 01/31/2023
*Customer ID (% for ALL)| % Q

EEEEE

‘ View Results ‘

Download results in:  Excel SpreadSheet CSV TextFile XMLFile (1kb)

View Al First 1-2 of2 Last
She: Resource
Expense Business Expense ! Distribution Aclmty Resource Accounting Resource Resource Transaction Payment Approval Resource Munelﬂry Resource
Row Paid/Unpaid ~ Unit Buam:@ss SheetID L]::‘ Line Nbr Fund |Program  ProjectID Employee ID - Employee Name CustomerID  Date Invoice ID  Billing Dt Date Date Date Project ID Amvlty Amt
1 E;Fdeﬂse 50100 50100 0000352967 1 1 04720 603022 0000111740 607 0000055002 01/05/2023 FEDO03594 01/10/2023 12/27/2022 01/11/2023 01/09/2023 0000111740 607 1893 1893
2 Ez?dense 50100 50100 0000353932 1 1 04720 602001 0000121455 810 (0000055002 01/17/2023 FEDOO3608 01/26/2023 12/21/2022 01/27/2023 01/25/2023 0000121455 810 160.00 128.00
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Expense Prjct Catgry Accruals Query
(V_AP_PROJ_CATEGRY_ACCRUALS_EXP)

REVISED: 9/1/2026

DESCRIPTION:

This query will pull expense accruals for quarterly and year-end reporting.

NAVIGATION PATHS:

e Query Viewer > V_AP_PROJ_CATGRY_ACCRUALS_EXP
o EX WorkCenter > Links > Other Links > Query Viewer > V_AP_PROJ_CATGRY_ACCRUALS_EXP
e NavBar > Menu > Reporting Tools > Query > Query Viewer >

V_AP_PROJ_CATGRY_ACCRUALS_EXP

INPUT / SEARCH CRITERIA:

Business Unit
Transaction Dt <=

OUTPUT FORMAT:

HTML
Excel

Payment Dt > CSv
Accounting Dt >=
Apprvl Date To

Project Catetory

Screenshot of the Expense Prjct Catgry Accruals Query Page

V_AP_PROJ_CATGRY_ACCRUALS_EXP - Expense Prjct Categry Accruals

*Business Unit 0100 |Q
*Transaction Dt <= 01/01/2023 |
“Payment Dt > 01/01/2023 |3y
**Accounting Dt >= | 01/01/2023 |3
**Apprvl Dt From |01/01/2023 |3
“Apprvl Dt To [01/31/2023 |
*“*Project Category | CAP Q
‘ View Results |

Download results in - Excel SpreadSheet CSV TextFile XML File (1 kb)

View All First 1-20f2 Last
Expense GLBusiness  PC Business Line  Disfrib Line Distrib Project Accounting Transaction Payment Approval  Project Category - Project Project Monetary
ROW  paidtunpaid Unit Unit SheetlD Nbr Fund Program [} Activily EmployeelD ~ Employee Name Date Date Date Date D Category Amt
1 Expense Paid 50100 50100 0000352588 1 104720 603020 0000104355 74201 010312023 1211622022 01/06/2023 01/04/2023 0000104355 CAP 98.44
2 Expense Paid 50100 50100 0000352967 1 104720 603022 0000111740 607 01/0512023 12272022 0111112023 01092023 0000111740 CAP 18.93
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Expense Report Worklist Query (V_AP_WF_EXPENSE_ER)

REVISED: 9/1/2026

DESCRIPTION:

This query displays Expense Reports by Business Unit, Employee ID, Transaction ID, and/or Approver ID
that are pending approval for a designated date range. The query can be used to identify outstanding

Expense Reports requiring review and approval.

NAVIGATION PATHS:

e Query Viewer >V_AP_WF_EXPENSE_ER

o EX WorkCenter > Links > Other Links > Query Viewer >V_AP_WF_EXPENSE_ER
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_WF_EXPENSE_ER
¢ NavBar > Menu > myCardinal Financials > Financials Report Execution > AP Reports > Expense

Report Worklist

INPUT / SEARCH CRITERIA:
Business Unit

Empl ID (% for all)
Transaction ID (% for all)
Approval User Id (% for all)
From Date

To Date

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Expense Report Worklist Query Page

V_AP_WF_EXPENSE_ER - Expense Report

Business Unit 15100 | Q)
Empl ID (% for all) %
Transaction ID (% for all) %
Approval User Id (% for all) %
*From Date (0110172026 |3
*To Date 08/14/2026 5
View Results
Dovnload results in:  Excel SpreadSheet CSVTextFile XMLFile (2kb)
View All

Row Business Unit Approver Expense Report ID Emplid Employee Name  Accounting Date SubmitDate  Expense Report Created By

First 1-50f5 Last

Approval Type Expense Report Approval Status ~ Workflow Instance  Current Date  Expense Report Amount ~ Expense Report Origin

1 15100 0000487837 05/2912026 0712012026 Expenses Manager Submitted for Approval 0 081412026 268160 W
215100 0000487852 05/2912026 0712612026 Expenses Manager  Submitted for Approval 0 0814/2026 432820 W
3 15100 0000457835 05/2912026 0711812026 Expenses Manager Submitted for Approval 0 081412026 275.660 W
415100 0000487834 0512912026 0711812026 Expenses Manager  Submitted for Approval 0 081412026 450.620 W
5 15100 0000487839 05/29/2026 0712112026 Expenses Manager  Submitted for Approval 0 081412026 268.160 W
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Expense Travel Rates Query (V_AP_EX_TRAVEL_RATES)

REVISED: 9/1/2026

DESCRIPTION:

This query displays the most recent travel rates per location for each Expense Type.

NAVIGATION PATHS:
e Query Viewer >V_AP_EX_TRAVEL_RATES
o EX WorkCenter > Queries > Expenses > Expense Travel Rates
e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_EX TRAVEL_RATES

e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_EX TRAVEL_RATES

INPUT / SEARCH CRITERIA:

None

OUTPUT FORMAT:
HTML

Excel
Csv

Screenshot of the Expense Travel Rates Query Page (Lodging Reimbursement Expense Type)

V_AP_EX_TRAVEL_RATES- Expense Travel Rates

View All
Row Reimbursement Type

Lodging
Lodging
Lodging
Lodging
Lodging
Lodging
Lodging

~N o e W K

SetlD
STATE
STATE
STATE
STATE
STATE
STATE
STATE

Downlead results in . Excel SpreadSheet CSV Teut File XML File ({1249 kb)

Expense Type Expense Type Descr

LODGING Lodging
LCDGING Lodging
LCDGING Lodging
LCDGING Lodging
LCDGING Lodging
LODGING Lodging
LODGING Lodging

Effective Date Location

10/01/2019
10/01/2019
10/01/2019
10/01/2019
10/01/2019
10/01/2019
10/01/2019

ABEMD
ABING
AKROH
ALBNY
ALELA
ALLPA
ANDMA

Location Descr

Aberdn/Bel AifBelcamp(Harfrd)
Abingdon and Washington County
Akron (Summit)

Albany

AlxndriaiLeesvilNatch See GSA
Alintwn/East/Beth(Lehah/Nrtham
Andover (Essex)

First 1-100 of 2904 *' Last

Start of Season End of Season Standard Rate

01/01
01/01
01/01
01/01
01/01
01/01
01/01

1231 104.000
12131 97.000
1231 100.000
1231 115.000
1231 99.000
12031 107.000
0430 126.000

Screenshot of the Expense Travel Rates Query Page (Per Diem Reimbursement Expense Type)

V_AP_EX_TRAVEL_RATES- Expense Travel Rates

Wiew All

Row Reimbursement Type
3901 PerDiem
3902 PerDiem
3903 PerDiem
3904 PerDiem

SetiD
STATE
STATE
STATE
STATE

Download results in:  Excel SpreadSheet CSV TextFile XML File (1249 kb)

Expense Type Expense Type Descr
INCIDEN Per Diem Incidnt-NonTravel Day
INCTRAV Per Diem Incidentis-Travel Day
LUNNOTR Lunch - NonTravel Day
LUNTRAV Lunch - Travel Day

Effective Date
10/01/2019
10/01/2019
10/01/2019
10/01/2019

Location
YOSCA
YOSCA
YOSCA
YOSCA

Location Descr
YosemiteNtiPark (Mariposa)
YosemiteNtiPark (Mariposa)
YosemiteNtiPark (Mariposa)
YosemiteNtiPark (Mariposa)

First'4' 3901-3904 of 3904 Last

Start of Season End of Season Standard Rate

5.000
3750
19.000
14250
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Expenses In Process Query (V_AP_EXPENSES _IN_PROCESS)

REVISED: 9/1/2026

DESCRIPTION:

This query displays all expense transactions (Cash Advances, Travel Authorizations, and Expense
Reports) that are in process (Not Paid, Approved, Closed, or Reconciled) for a designated Business Unit.
The query allows users to monitor and take action on transactions as needed.

NAVIGATION PATHS:

Query Viewer > V_AP_EXPENSES_IN_PROCESS

EX WorkCenter > Queries > Expenses > Expenses in Process

EX WorkCenter > Links > Other Link > Query Viewer > V_AP_EXPENSES_IN_PROCESS
NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_EXPENSES_IN_PROCESS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (% for all) HTML
Dept ID (% for all) Excel

CSVv

ADDITIONAL INFORMATION:

A user must be a proxy for the employee to be able to add, modify, close, or delete an expense
transaction for the employee. Cash Advances will display as in process transactions until they have been
Closed or Reconciled. Travel Authorizations will display until they have been Cancelled or Approved.
Expense Reports will display until they have been Closed or Paid

Screenshot of the Expenses In Process Query Page

V_AP_EXPENSES_IN_PROCESS - Expenses In Process
Business Unit (% for all) [15100
Dept ID (% for all) |%
| View Results |
Download results in ©  Excel SpreadShest CSV Text File XML File (23 kb)
View All
Business Department CUTENt  aporyer Report Report
Row Report Type Unit D Approver ype Report ID Status Employee ID Employee Hame Description
User ID
Approved Al
1 Advance 15100 97200 0000002592 for
Conference
FPayment
Approved Hotel and
2  Advance 15100 97200 0000002594 for Registration
Payment Fee
Expense . Meeting -
3 Report 15100 92100 0000487832 Pending TEST
4 E"PE"SE 15100 92100 0000487847 Pending test
eport
5 E"PE"SE 15100 92100 0000487848 Pending test
eport
E Submitted
6 | pense 15100 96700 EXAPPRVER 0000487839 for Conference
Report
Approval
7 Expense 18100 96700 0000487840 Pending Dept Meeting
Report
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Screenshot of the Expenses In Process Query Page (scrolled right)

) " . . o Associated

Total Amt Due Budget Accounting Submit " Qut of Duplicates Associated  Associated

Amt Employee Status  Date Date Etered Byl scrd Policy  Exist  Travel AuthID Advance ID M;;”ICE

700.00 700.00 05/29/2026 06/21/2026 0.00
1500.00  1500.00 05/28/2026 06/23/2026 0.00
18.85 1885 N 052972026 N 0000005764 0.00
0.00 000 N 052972026 N 0.00
0.00 000 N 052972026 N 0.00
268.16 26816 N 05/28/2026 07/21/2026 N 0.00
0.00 000 N 052972026 N 0.00
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Expenses Not Posted to EX Query (V_AP_EXPN_NOT_POSTED_TO_EX)

REVISED: 9/1/2026

DESCRIPTION:
This query displays all Cash Advance and Expense Report transactions that have not posted to the
Expenses functional area for a designated Business Unit and Accounting Date range.

NAVIGATION PATHS:
o Query Viewer >V_AP_EXPN_NOT_POSTED_TO_EX

e EX WorkCenter > Queries > Expenses > Expenses Not Posted to EX
e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_EXPN_NOT_POSTED_TO_EX
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_EXPN_NOT_POSTED_TO_EX
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit (% for All) HTML
Accounting Date From Excel
Accounting Date To CSv

ADDITIONAL INFORMATION:

A Cash Advance must be fully approved to post to Expenses and an Expense Report must be fully
approved and have a valid budget check status to post to Expenses. All Cash Advance and Expense
Report transactions must be posted to Expenses before they can be Journal generated in GL.

Screenshot of the Expenses Not Posted to EX Query Page

V_AP_EXPN_NOT_POSTED_TO_EX - Expenses Not Posted to EX
GL Businass Unit (% for All ) 15100 |Q
“Accounting Date From |04/01/2026 |3
“Accounting Date To |08/14/2026  |[w)
View Results
Download results in :  Excel SpreadSheet CSV TextFile XML File {24 kb)
View All
. Transaction - - -
Row Tmr}i;‘;“"” Business Document D Employes 1D~ Employee Name AccomMing | pecount | Fond | Progm| Department) Cost |ERSIESS| projectip (AT
4 Cash 15100 0000002592 05/29/2026 131050 01000 737003 97200
Advance
2 |Gash 15100 0000002594 05/29/2026 131060 01000 737003 87200
Advance
3 E’;‘;‘;‘fe 15100 0000487644 04/17/2026 5012850 01000 737003 97200
4 E’;‘;i':fe 15100 0000487805 05/29/2026 5012880 01000 799001 92100
5 E’;‘;‘;‘fe 15100 0000487508 05/29/2026 5012880 01000 737003 97200
3 E’;‘;i':fe 15100 0000487810 05/29/2026 5012880 01000 737003 97200
7 E’;‘;i‘;fe 15100 0000487812 05/29/2026 5012880 01000 737003 97200 15100 0000108880 STATE

Rev 9/1/2026 Page 147 of 177



/;j Cardinal

Screenshot of the Expenses Not Posted to EX Query Page (scrolled right)

Status %E%Et ADEE:t Operator ID Entered Sl | legmiad Gona) | e Last Updated By
APY 700.00 0612112026 0612172026 0713112026 § 1> '12 020
APY 1500.00 0612312026 06/23/2026 080112026 70 00/2°
APY V 235.00 04/17/2026 041712026 08/13/2026 o0 152020
APY V 60.00 06/1612026 06/16/2026 0712712026 515" o 02”
APY V 60.00 06/2012026 061202026 073112026 § 1> 12020
PND N 51.00 06/21/2026 06/21/2026 B
APY V 5175 06/23/2026 06/23/2026 08/01/2026 37012026

Rev 9/1/2026 Page 148 of 177



/;) Cardinal

Expenses Posted to EX Not JGEN Query
(V_AP_EXPN_PSTD_EX_NOT_JGEN)

REVISED: 9/1/2026

DESCRIPTION:

This query displays all Cash Advance and Expense Report transactions that have posted to the Expenses
functional area but have not Journal generated in GL for a designated Business Unit and Accounting Date
range.

NAVIGATION PATHS:

e Query Viewer > V_AP_EXPN_PSTD_EX_NOT_JGEN

e EX WorkCenter > Queries > Expenses > Expenses Posted to EX not JGEN

e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_EXPN_PSTD_EX_NOT_JGEN

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_EXPN_PSTD_EX_NOT_JGEN

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit (% for All) HTML

Accounting Date From Excel

Accounting Date To CSv

ADDITIONAL INFORMATION:
Cash Advances and Expense Reports must be posted in Expenses before they can be Journal generated
in GL. All Cash Advance and Expense Report transactions must be Journal generated and posted to GL.

Screenshot of the Expenses Posted to EX Not Journal Generated Query Page

V_AP_EXPN_PSTD_EX_NOT_JGEN - Expenses Posted to EX not JGEN

GL Business Unit (% for All) 6 Q
Accounting Date From [12/30/2019  |[#]
Accounting Date To [12/312019  |[3]

| Wiew Results |

Download results in :  Excel SpreadSheet CSV TextFile XML File (1 kb)

Wiew All
- Trangaction - Payment
Row ng‘::]?:on Business DocumentID Employee D Employee Name TJeC::;TaTe Accg:tr;tlng ;:fi;g?::‘e Pag;r;:nt Selection Account 1’2::1::22 Pjgog;aem
Unit Status
1 EZ?:ZTE 50100 0000267433 EXACCRUAL 12/30/2019 N 5012270 04720 514008
2 E’;ﬁiﬁse 50100 0000267985 EXACCRUAL 12/30/2019 N 5012270 04720 603015
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Screenshot of the Expenses Posted to EX Not Journal Generated Query Page (scrolled right)

First 1-2 of 2 Last

Department Business Project Activity Sheet ?:uhigc? Dli_?nt;h Operator I Entered Creation Submission Approval u L:;tted Last Updated B
D UnitPC 1D D Status gttt Date Date Date I e E L/
12/30/2019
10011 3TG W 34.50 121972019 12/30/2019 1273072019 3-30:01PM
127302019
13023 8TG WV 4231 12/30/2019 12/30/2019 1273072019 2-30:04PM
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Identify Duplicate Expenses Query (V_AP_EXPENSES_POTENTIAL_DUPS)

REVISED: 9/1/2026

DESCRIPTION:

This query displays potentially duplicate expense transactions based on the Expense Line record. The
query can be used to monitor duplicate expense transactions. The query results are displayed based on
the same Expense Type, transaction date, and transaction amount within the same Expense Report or
within another Expense Report for the same employee.

NAVIGATION PATHS:

Query Viewer > V_AP_EXPENSES_POTENTIAL_DUPS

EX WorkCenter > Queries > Expenses > Identify Duplicate Expenses

EX WorkCenter > Links > Other Links > Query Viewer >V_AP_EXPENSES_POTENTIAL_DUPS
NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_EXPENSES_POTENTIAL_DUPS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit (% for ALL) HTML

Department (% for ALL) Excel

Employee ID (% for ALL) CSv

Transaction Date From

Transaction Date To

Screenshot of the Identify Duplicate Expenses Query Page

V_AP_EXPENSES_POTENTIAL_DUPS - ldentify Duplicate Expenses

1

GL Business Uil {3 far ALL) (% v}
Department {3 far ALL) (% 1}
Emplayes IC (% far ALL) [% [

iEw Resuls
Diownioad resulls In-  Excel SpreadShest CEV Test Fila XML File (4 Kk}
View All First 16086 Las

GL
Row Business
Wret

Transaztion Date From [12:012019 |
Transastion Date To [12NE2010 |5

Submissian  Expense  Transaction Transaction Transsction ?::jf[ AnuTL:v:um
Dzte Type Amt Location  Descriphion Policy 0

Transaction Report Repaont

. Dupdicate
Empioyee 1D Employee Hame "5 Fepart il pesription  Status

Department
L1} Commenis

Entered By

Expense ling
Submitied isa
17100 6000324 1211172079 0000236850 befora fix.  for 1217218 GASOLNE 20.00 3] duplcata,
Appraval Sheat Id
O0O00238549,
Expensa ling
wa
17100 6000324 12112019 DD00236353 before fix  Staged | 121172018 LCDGING S50.00 AMDMA N duplcate,
Shest Id
DD00Z35552 )
Expenze ling|
Submited wa
L0200 50803 [} 12N WN2019 DI0023634T test for | 121172098 LODGING 40.00 ABEMD M duplcata,
Appraval Sheat Id
(000236545,
Expensa ling
sa
THH0D 100 1212019 DD00236343 neport Pending | LCDGING 60.00 ASEMD ] duplc ate,
Shest i
DDO0Z35541
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Out of St, Intl & Conf Expense Query (V_AP_EXPENSES)

REVISED: 9/1/2026

DESCRIPTION:
This query will display a list of out of state, international, and conference related expenses based on the
Business Unit selected.

NAVIGATION PATHS:

e Query Viewer > V_AP_EXPENSES

e EX WorkCenter > Links > Other Links > Query Viewer > V_AP_EXPENSES

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_EXPENSES

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit (% for all) HTML

Excel

CSV

Screenshot of the Out of St, Intl & Conf Expense Query Page

V_AP_EXPENSES - Qut of St, Intl & Conf Expense

GL Business Unit (% for all) 50100 |Q

‘ View Results ‘
Download results in - Excel SpreadSheet CSV TextFile XMLFile (24 kb)

View All First 1-77 of 77 Last
Row Expense Report Number Employee ID Employee Name Department ID Business Purpose Expense Location Expense Location State Expense Location Country
1 0000389008 Conference SaltlakeCity(Salt Lake/Tooele) utr USA

2 0000392261 Conference Virginia Beach VA USA

3 0000392512 Conference Virginia Beach VA USA

4 0000389906 Conference Virginia Beach VA USA

5 0000392328 Conference Virginia Beach VA USA

6 0000388387 Conference Virginia Beach VA USA

7 0000389203 Conference Washington DC See GSA website Dc USA

§ 0000391802 Meeting Washington DC See GSA website Dc USA

9 0000379931 Meeting Washington DC See GSA website Dc USA

10 0000392579 Meeting Washington DC See GSA website Dc USA
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Posted Cash Advance Extract Query (V_AP_POSTED_ADV)

REVISED: 9/1/2026

DESCRIPTION:

This query displays posted Cash Advances for a designated Journal Date range. The query provides the
transaction lines of the Cash Advance (including Journal ID, Journal Date, Journal Post Date, and Journal
Line Number) but does not include the accrual and cash lines associated with the transaction.

NAVIGATION PATHS:

e Query Viewer >V_AP_POSTED_ADV

o EX WorkCenter > Queries > Expenses > Posted Cash Advance Extract

o EX WorkCenter > Links > Other Links > Query Viewer >V_AP_POSTED_ADV

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_POSTED_ADV

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Journal From Date Excel

Journal To Date Csv

Screenshot of the Posted Cash Advance Extract Query Page

V_AP_POSTED_ADYV - Posted Cash Advance Extract

Business Unit: 18200 |Q
Journal From Date: (02/20/2019 |3
Journal From To: |02/28/2019 |[»)

| View Results |

Download results in :  Excel SpreadSheet CSV TextFile XMLFile (3 kb)

View All

GL - - Associated

= Advance  Business Reference  Creation Submit  Accounting Advance Posted Total
Row Bu;innifss Advance ID Employee 1D Employee Name Name Purpose Comments D Date Date Date Status Status ;L:?:xlaé Balance Amt
1 18200 VEC0238664 VECO0009333 00011 02/21/2019 02/21/2019 02/21/2019 Reconciled Posted 0.00 606.00
2 18200 VECO238665 VECO0009332 00011 02/21/2019 02/21/2019 02/21/2019 Reconciled Posted 0.00 606.00
3 18200 VECD226666 VECO0009364 00011 021272019 02/27/2019 02/27/2019 Reconciled Posted 0.00 500.00

Screenshot of the Posted Cash Advance Extract Query Page (scrolled right)

First 1-3of3 Last
- ... Distrib
. Line Distrib Fund Cost Agency Agency o . " Fund Journal Journal  Journal Unpost
Line Amt Descr Line l:llrnni Account Code Program Department Center Task FIPS Asszet Use! Use? Project Affiliate Affiliate Journal ID Date PostDate Line  Seq.
1 606.00 1606.00 131050 07010 470001 182 EX01137664 02/22/2019 02/2212019 2 0
1 606.00 1 606.00 131050 07010 470001 182 EX01137664 02122/2019 02/22/2019 4 0
1500.00 1500.00 131050 07010 470001 182 EX01142687 02/26/2019 02282019 100 0
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Posted Expense Report Extract Query (V_AP_POSTED_EXPN)

REVISED: 9/1/2026

DESCRIPTION:

This query displays posted Expense Reports for a designated Journal Date range. The query provides the
Expenditure Lines associated with the Expense Report (including Journal ID, Journal Date, Journal Post
Date, and Journal Line Number) but does not include the accrual and cash lines associated with the
transaction.

NAVIGATION PATH:
e Query Viewer >V_AP_POSTED_EXPN

o EX WorkCenter > Queries > Expenses > Posted Expense Report Extract
e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_POSTED_EXPN
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_AP_POSTED_EXPN
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
GL Business Unit HTML
Journal Date From Excel
Journal Date To CSv

Screenshot of the Posted Expense Report Extract Query Page

V_AP_POSTED_EXPN - Posted Expense Report Extract

GL Business Unit [17100 | Qy
Journal Date From (01/01/2019  |[5]
Journal Date To [01/05/2018  [[H]

Download results in:  Excel SpreadSheet CSW Text File XML File ({153 kb)

View All
GL Expense o - - -
Row Buﬁin_ess Report Employee ID E'w;']?:e Sheet Name ?,?J?_:]"::: Comments Crg::::n 531;;:” Entered by Userid Apg;?:al ADDS:Q'”Q sst?:-ﬁ;
nit Number
0cE REIMBURSEMENT ?EEE APPLICATIN
1 17100 SCC0495456 JOHI&I FOR ACFE 00011 REIMBURSEN-I 01/04/2019 01/04/2019 01/04/2019 01/04/2019 Paid
APPLICA ’
150859
DCE REIMBURSEMENT
2 17100 SCC0495459 JOHI&I FCR CEFOR CPA 00011  883280A~1150863  01/04/2019 01/04/2019 01/04/2019 01/04/2019 Paid
L
DOE,  REIMBURSEMENT CPA
3 17100 SCCO04895467 JOHI&I FGR CPA CE 00011 REIMBURSEMENT~! 01/04/2019 01/04/2019 01/04/2019 01/04/2019 Paid
150871

Rev 9/1/2026 Page 154 of 177



4/ Cardinal
J

Screenshot of the Posted Expense Report Extract Query Page (scrolled right)

Associated Aszsociated Expense .. Distrib
Advance  Advance Exf_ense Expense Expense Line Exper_lse Expe_ns_e D“.“"b Line Account L Program Department Gost Tazsk FIPS Asset
D Amt ine Type Date Amt Location Description Line Amt Code Center
Interfaced
TINTC 010272019 50.00 Expense 1 50.00 5012210 02090 552016 3000231
Report
Interfaced
TINTC 1011572018 255.50 Expense 1 265.50 5012270 02090 552016 3000233
Report
Interfaced
TINTC 1202872015 59.00 Expense 1 59.00 5012240 02090 552016 3000233
Report

Screenshot of the Posted Expense Report Extract Query Page (continued scrolled right)

First 1-91 of 91 Last

PC -, . - Project
Agency Agency Business Project Activity Analysis Resource Category Subcategory Affiliate Fu:|_1d Journal 1D Journal Journal Joqrnal Unpost
Use1 Use2 Unit |1} Type Type Affiliate Date Post Date Line Seq

EX01097399 01/04/2019 01/0472019 1 0

EX010597399 01/04/2019 01/04/2019 3 0

EX01097399 01/04/2019 01/04/2019 5 0
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Travel Authorization Query (V_AP_WF_EXPENSE_TA)

REVISED: 9/1/2026

DESCRIPTION:
This query will display Travel Authorizations pending approval.

NAVIGATION PATHS:
e Query Viewer >V_AP_WF_EXPENSE_TA

o EX WorkCenter > Queries > Expenses > Travel Authorizations
e EX WorkCenter > Links > Other Links > Query Viewer >V_AP_WF_EXPENSE_TA
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_AP_WF_EXPENSE_TA
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Empl ID (% for all) Excel
Transaction ID (% for all) CSv
Approval User Id (% for all)
From Date
To Date

Screenshot of the Travel Authorization Query Page

V_AP_WF_EXPENSE_TA - Travel Authorizations

Business Unit| 15100 |Q
Empl ID(% for all) | %
Transaction D (% for all) | %
Approval User Id (% for all)| %
*From Date 01/01/2024
*To Date | 01/15/2024
| View Resuts |

Download results in - Excel SpreadSheet CS8V Text File XML File (1 kb)

View All First 1-10f 1 Last
Business Travel 5 Employee Accouting Submit Travel Auth Workflow Current Travel Authorization Travel Autherization
Row Unit Approver Authorization ID Emplid Name Date Date Travel Auth Created By Approval Type Approval Status Instance Date Amount Origin
1 15100 0000005648 01/15/2024  01/15/2024 Expenses . Submitted for 0 01/1512024 348.000 W
Manager Approval
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Expenses Reports

<This page is intended to be blank>
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Cash Advance Aging by Department Report (EXC5700) — Bl Publisher Report

REVISED: 9/1/2026

DESCRIPTION:

The report provides aging information for outstanding Cash Advances. The report can be used to identify
all outstanding Cash Advances for the Department by Business Unit and lists the number of days each
Cash Advance has been outstanding.

NAVIGATION PATHS:

e EX WorkCenter > Reports/Processes > Print Reports > Cash Advance Aging by Dept

e NavBar > Menu > Travel and Expenses > Manage Accounting > Print Reports > Cash Advance Aging
by Dept

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF
Department XLS

TXT

ADDITIONAL INFORMATION:
The Advance Amount field on the report displays the original advance amount and not the current
balance.

Screenshot of the Cash Advance Aging by Department Report Run Control Page

| € Query Viewer | Cash Advance Aging by Dept

Run Control ID CA_AGING_BY_DEPT Report Manager Process Monitor

Process Request Parameters

GL Unit | 15100 Q Department of Accounts
Department |99999 Q
DOA

Notify [ Add H Update/Display
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Screenshot of the Cash Advance Aging by Department Report

ORACLE Cash Advance Aging by Department Page | Page 1 of 1
EXC5700 PeopleSoft Expenses Run Date: | 8/14/2026
Report Parameters
GL Business Unit | 15100 Department of Accounts
Department | 99399

Days Outstanding: 0

EmployeelD/iName Advance ID Business Purpose Payment Date Amount
0.00
| End of Report | Total Advances: 0 | Total Advance Amounts: 0.00 |

No Data Found For Specified Report Parameters.
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Print Cash Advance Report

REVISED: 9/1/2026

DESCRIPTION:
This report is a printable version of the Cash Advance report in Cardinal.

NAVIGATION PATH:

o EX WorkCenter > Links > Cash Advances > Print Advance

e NavBar > Menu > Employee Self-Service > Travel and Expenses > Cash Advances > Print

e NavBar > Menu > Employee Self-Service >Travel and Expense Center > Print Reports > Cash
Advance

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Advance ID PDF
Empl ID

ADDITIONAL INFORMATION:
A user must be set up as a proxy for the employee to print the Cash Advance report using this navigation
path.

Screenshot of Cash Advance Find an Existing Value Page

Cash Advance
Find an Existing Value

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

&) Recent Searches I Choose from recent searches Vl 4 I saved Searches | Choose from saved searches VI Vi

Search by: | Advance ID ~| begins with |0000002594 l

~ Show more options

Rev 9/1/2026 Page 160 of 177



/fj Cardinal

Screenshot of the Cash Advance Report

Cash Advance

To print this report, please use your browser's print feature.

CARDIMNAL

Cash Advance

Report Date  08/15/2026

Report Time  4:06:55PM

Advance ID 0000002594 Empl ID
Description Hotel and Registration Fee Status Approved for Payment
Business Purpose Conference

Reference Number

Advance Source Description Amount
System Check Hotel cost and Reg Fee 1,000.00 USD
System Check Travel Expenses 500.00 USD
Cash Advance Total 1,500.00 USD
Less Nonpayable Amount 0.00 UsD
Amount Due Employee 1,500.00 USD

We certify that the advance requested is necessary to conduct business on behalf of the Commonwealth. We understand that the total amount of
any advance received is subject to deduction from the traveler's salary if not repaid within 60 days of issuance, and that all payments are subject
to debt setoff. We agree to the traveler's submission of a travel Reimbursement Request within 5 workdays of returning from the trip and the
supervisor's prompt review of the submission requested.

Employee Signature Date

Approved By Date

Cash Advance Report | Cash Advance Notes
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Cash Advance Upload Error Report (AP988)

REVISED: 9/1/2026

DESCRIPTION:

This report provides details about file level and transaction level errors identified during the Cash Advance
Upload process for interfacing Agencies for a designated date range. Errors identified in the Cash
Advance Upload Error Report will need to be corrected in the Agency system and re-submitted to
Cardinal. The report can be run manually for a designated date range.

NAVIGATION PATH:
NavBar > Menu > Travel and Expenses > Manage Accounting > Print Reports > Cash Advance Upload
Error Rpt

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
From Date PDF
To Date

Tree Name (select BU_TREE_INTFC)

How Specified (select Detail — Selected Parents)
Tree Node Selector (select the Tree View icon)
Click + to expand the BU_TREE_INTFC link and
then click on the desired Business Unit

ADDITIONAL INFORMATION:

A copy of the Cash Advance Upload Error Report is generated after the nightly process has been run and
posted to the Cardinal Production File Server (Agency Outbound folder) for Agencies to retrieve
automatically. The report can also be retrieved from the Agency specific folder in Report Manager.
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Screenshot of the Cash Advance Upload Error Report Run Control Page

‘ < Cardinal Financials

Cash Advance Upload Error Rpt

Cash Advance Upload Error Rpt

Run Control ID ¢ JPLOAD ERROR

Report Manager

Process Monitor Run

Process Instance 25562749

Tree Node Selector
» o

First |Previous | Mext|Last|Leff |Right

[= BU_TREE_INTFC - BU_TREE_INTFC

Select Values/Nodes

Date Range File Parameters
“From 08/01/2025 “To Date: |08/15/2026 - U Output to File Server
Date: Sequence:
Business Unit Selection
*Tree BU_TREE_INTFC Q “How Specified: | Detail - Selected Parents v
Name:

1-10of 1 ~

*Business Unit

Description

13600

WA Information
Tech Agency

[ Add H Update/Display
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Screenshot of the Cash Advance Upload Error Report

i
CARDINAL
Report ID: APSB3

Commonwealth of Virginia

CASH ADVARCE UPLOAD ERROR REPORT

Run Dates 03/21/201§
Run Time: 02:24 00

Submitting GL BU:
Upload Date Range:

File Hame:
TUpload Date:

File Mame:
Upload Date:

Upload Date:
File Success:
File Name:

Tpload Date:

File Cuccess:

24200
01-FER-201& te 21-MARE-201&

24200_APIET_IN_02092016_1537_001.DAT
09-FEB-2016

GL Busineass Unit: 24200
Employee ID Cagh Advance ID Cash Advance Line Mumber
00000000000 CHU0180272 1

Total Cash Advance Transactions Submitted: 1
Total Cash Advance Transactions Rejected: 1
Total Cash Advance Transactions Loaded Successfully: o

24200_APIET_IN_02102016_1516_001.DAT
10-FEB-2016

GL Busineas Unit: 24200
Employee ID Cash Advance ID Cash Advance Line Mumber

00000000000 CHU0180272 1
Total Cagh Advance Transactions Submitted: [3
Total Cash Advance Transactions Rejected: 1
Total Cash Advance Transactions Loaded Successfully: 5
File Mame: 24200 _APOET_IN 02112016 1605 _001.DAT

11-FED-2016
File processed successfully with no errors.
24300_RPIET_IN_02162016_1543_001.DAT
16-FED-201€

Fils processed successfully with no errors.

Error Field Name Field Value
MONETRARY AMOUNT 9248

Error Field Name Field Valus
MONETARY AMCUNT 9248

Page Fo. 1 of 2

Error Description
The sum of amounts cn the cash advance linss exceeds
the maximum cash advance limit of 5000.

Error Description
The sum of amounts on the cash advance lines exceeds
the maximum cash advance limit of 5000.
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Employee Average Expenses Report (EX_AVEM_XRPT) — Bl Publisher Report

REVISED: 9/1/2026

DESCRIPTION:
This report provides the average expense reported for a specific employee, employees within a
Department, or employees across a Business Unit for a designated time period.

NAVIGATION PATHS:
o EX WorkCenter > Reports/Processes > Print Reports > Employee Average Expenses
o NavBar > Menu > Travel and Expenses > Manage Accounting > Print Reports > Employee Average

Expenses
RUN CONTROL PARAMETERS: OUTPUT FORMAT:
GL Business Unit PDF
Department XLS
Employee ID
From Date

Through Date
Direct Report Employees [checkbox]

Screenshot of the Employee Average Expenses Report Run Control Page

¢ Process List Employee Average Expenses

Run Control ID EMPLOYEE_AVERAGE_EXPENSES Report Manager Process Monitor Run

Process Request Parameters

GL Business Unit [15100 Q Department of Accounts

Transaction Date

From Date |05/01/2026 Through Date | 08/15/2026

Report Options

(J Direct Report Employees

MNotify [ Add H Update/Display
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Screenshot of the Employee Average Expenses Report

ORACLE Employee Average Expenses Page: 10f1
EX_AVEM_XRPT PeopleSoft Expenses Run Date: 8/1512026
Report Parameters
GL Business Unit | 15100 Department of Accounts From Date | 05/01/2026
Department Through Date | 08/15/2026
Employee
GL Business Unit: 15100  Department of Accounts
Currency: usb US Dollar
Employee ID Employee Name Department Total Number of | Monetary Amount Average Monetary
Expense Report Amount
Lines
97500 2 60.00 30.00
96700 4 268.16 67.04
97200 26 1486.55 57.18
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Employee Trends Report (EX_ETRD_XRPT) — Bl Publisher Report

REVISED: 9/1/2026

DESCRIPTION:
This report provides changes in expenses reported for a specific employee, employees within a
Department, or employees across a Business Unit for a designated time period.

NAVIGATION PATH:
NavBar > Menu > Travel and Expenses > Manage Accounting > Print Reports > Employee Trends

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
GL Business Unit PDF

Department XLS

Employee ID

Transaction Date Options (Prior 90 Days, Prior
Year, Specific Date — From / Through)
Direct Report Employees [checkbox]

Screenshot of the Employee Trends Report Run Control Page

‘ <& Report Index ‘ Employee Trends

Run ControlID  EMpLOYEE_TRENDS Report Manager ~ Process Monitor Run

Process Request Parameters

GL Business Unit | 15100 Q

Report Options

Transaction Date Options

@ Prior 90 Days
O Prior Year

O Specific Date From Through

O Direct Report Employees

Notify { Add H Update/Display
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Screenshot of the Employee Trends Report

ORACLE Employee Trends Page: 10f 1
EX ETRD XRPT PeopleSoft Expenses Run Date: 8/15/2026
Report Parameters
GL Business Unit | 15100 Department of Accounts Current From Date | 05/17/2026
Department Current Through Date | 08/15/2026
Employee Previous From Date | 05/17/2025
Previous Through Date | 08/15/2025
GL Business Unit: 15100  Department of Accounts
Currency Code:  USD US Dollar
Employee ID | Employee Name Department | Current # Previous# | Current Previous % of Change
of Expense | of Expense | Monetary Amt Monetary Amt Over Period
Lines Lines
|| il 97200 26 0 1486.55 0.00 0.00
i 1 96700 4 0 268.16 0.00 0.00
| il 95900 0 1 0.00 37.80 -100.00
| i 95900 0 3 0.00 792.50 -100.00
i 1 97500 2 0 60.00 0.00 0.00
92500 0 1 0.00 3763.00 -100.00
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Print Expense Report

REVISED: 9/1/2026

DESCRIPTION:
This report provides a printable version of the Employee Expense Report in Cardinal.

NAVIGATION PATHS:
o EX WorkCenter > Links > Expense Report > Print Expense Report

¢ NavBar > Menu > Employee Self-Service > Employee Travel and Exp Center > Print Reports >
Expense Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Expense Report ID PDF
Creation Date

Empl ID

Name

Status

ADDITIONAL INFORMATION:

A user must be set up as a proxy for the employee to print their Expense Report using this navigation
path.

Screenshot of Expense Report Find an Existing Value Page

‘. < Report Index ‘ Expense Report

Find an Existing Value

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

7) Recent Searches I Choose from recent searches Vl / [l saved Searches | Choose from saved searches "l /

Search by: | Report ID v|  begins with I| l

~ Show more options
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Screenshot of the Expense Report

< Cardinal Financials

Expense Report

New Window | Help | Personalize Page ¢

Ig Print Expense Report I

Description  meeting

Report 0000487644 Approved for Payment Employee ID
Business Purpose  Meeting
Date Expense Type Non-Reimbursable No Receipt Receipt Required Payment Type Transaction Amt Exchange Rate Amount
Description Additional Information Merchant Location
04/17/2026  Lodging @ Check 200.00 USD 1 200.00 USD

hotel Number of Nights:

Charlottesville (City of/Alb)

04/17/2026 Lodging Fees and Taxes

Check 35.00 USD 1 35.00 USD
fees and taxes @
4
Employee Expenses 23500 USD Non-Reimbursable Expenses 0.00 USD Amount Due to Supplier 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Amount Due to Employee 23500 USD

Return to Travel and Expense Center

Click the Print Expense Report icon at the top of the page to print the Expense Report.
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Expense Report Upload Error Report (AP989)

REVISED: 9/1/2026

DESCRIPTION:

This report provides details about file level and transaction level errors identified during the Expense
Report Upload process for interfacing Agencies for a designated date range. Errors identified in the
Expense Report Upload Error Report will need to be corrected in the Agency system and re-submitted to
Cardinal. The report can be run manually for a designated date range.

NAVIGATION PATH:
NavBar > Menu > Travel and Expenses > Manage Accounting > Print Reports > Expense Report Upload
Err Rpt

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
From Date PDF
To Date

Tree Name (select BU_TREE_INTFC)

How Specified (select Detail — Selected Parents)
Tree Node Selector (select the Tree View icon)
Click + to expand the BU_TREE_INTFC link and
then click on the desired Business Unit

ADDITIONAL INFORMATION:

A copy of the Expense Report Upload Error Report is generated after the nightly process has been run
and posted to the Cardinal Production File Server (Agency Outbound folder) for Agencies to retrieve
automatically. The report can also be retrieved from the Agency specific folder in Report Manager.
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Screenshot of the Expense Report Upload Error Report Run Control Page

‘ <— Process List ‘

Expense Report Upload Err Rpt

Expense Report Upload Err Rpt

Run Control ID

Date Range

EXPENSE_RPT_UPLOAD_ERROR

*From  |08/01/2025 *To
Date: Date:

12/31/2025

Business Unit Selection

Report Manager

File Parameters

Process Monitor Run

Sequence

)

U QOutput to File Server

“Tree BU_TREE_INTFC Q
Name:

Tree Node Selector

8 o

First | Previous | Next|Last|Left | Right

= BU_TREE_INTFC - BU_TREE_INTFC

—
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"How Specified:

Detail - Selected Parents  ~

Select Values/Nodes

1-10of1 ~

“Business Unit

Description

13300

Auditor of Public
Accounts
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Screenshot of the Expense Report Upload Error Report

Commonwealth of Virginia
EXPENSE REPORT UPLOAD ERROR REPORT
CARDINAL Run Date: 08/15/2026
Report ID: AP989 Run Time: 04:58 00
Page No. 1 of 4
Submitting GL BU: 13300
Upload Date Range: 01-AUG-2025 to 31-DEC-2025
File Name: 13300_AP968_IN_08072025_0937_001.DAT
Upload Date: 07-RUG-2025
File Success: File processed successfully with no errors.
File Name: 13300 AP968_IN 08132025 1417 00L.DAT
Upload Date: 13-AUG-2025
File Success: File processed successfully with no errors.
File Name: 13300_AP968_IN_08202025_1231_001.DAT
Upload Datae: 20-AUG-2025
File Success: File processed successfully with no errors.
File Name: 13300 AP968_IN 08222025 0743 _00Ll.DAT
Upload Date: 22-RUG-2025
File Success: File processed successfully with no errors.
File Name: 13300_AP968_IN_08282025_0808_001.DAT
Upload Date: 28-AUG-2025
File Success: File processed successfully with no errors.
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Expense Transactions by Department Report (EXC4600)

REVISED: 9/1/2026

DESCRIPTION:

This report provides all employee expense transactions for a Department for a designated date range by
Account. The report can be used to track and monitor employee expenses by Account (e.g., mileage, food
service, etc.) for a designated time period.

NAVIGATION PATH:
NavBar > Menu > Travel and Expenses > Manage Accounting > Print Reports > Expense Transaction by
Dept

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
GL Unit PDF
Department XLS
Submission Date / From Date TXT

Submission Date / Through Date

Screenshot of the Expense Transaction by Department Report Run Control Page

. & Process List . Expense Transaction by Dept

Run Control ID EXPENSE_TRANS_BY_DEPT Report Manager Process Monitor Run

Process Request Parameters

GL Unit | 15100 Q Department of Accounts

Department |99990 Q DOA

Submission Date

From Date |01/01/2026

Through Date |08/15/2026

[ Return to Search H MNotify ] Add Update/Display
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Screenshot of the Expense Transactions by Department Report

ORACLE Expense Transactions by Department Page | Page 10f 1
EXC4600 PeopleSoft Expenses Run Date: | 8/15/2026
Report Parameters
GL Business Unit | 15100 Department of Accounts From Date | 01/01/2026
Department | 92100 Finance & Administration Thru Date | 08/15/2026
Account: 5012880  Travel, Meal Reimb-Not Rpt Irs
EmployeelD/Name SheetID Reference | Business Purpose AltAcct Project ID Amount
0000487823 Field Work 56.25 U
S
D
0000487805 Meeting 60.00 U
S
D
Total For Account 5012880 Travel, Meal Reimb-Not Rpt Irs us
116.25 D
End of Report Total Transactions: 2 Total Expenses: 116.25 gS
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Print Travel Authorization Report

REVISED: 9/1/2026

DESCRIPTION:
This report provides a printable format of the Travel Authorization Report.

NAVIGATION PATHS:

e EX WorkCenter > Links > Travel Authorization > Print Travel Authorization

¢ NavBar > Menu > Employee Self-Service > Travel and Expense Center > Print Reports > Travel
Authorization

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Travel Authorization ID PDF
Creation Date

Empl ID

Name

Status

ADDITIONAL INFORMATION:

A user must be set up as a proxy for the employee to print the Travel Authorization Report using this
navigation path.

Screenshot of Travel Authorization Find an Existing Value Page

. ¢ Cardinal Financials | Travel Authorization

Find an Existing Value

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

&) Recent Searches [ Choose from recent searches VI / [1 8aved Searches | Choose from saved searches VI f

Search by: | Authorization ID ¥| begins with l0000005766 I

‘v Show more options

]
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Screenshot of the Travel Authorization Report

CARDIMNAL

Travel Authorization
Report Date  08/15/2026
Report Time  5:17:15PM
Authorization ID 0000005766 Employee ID
Description test Status  Submitted for Approval
Business Purpose Education Reference Number
Date From  7/28/2026 To  07/28/2026
Date Expense Type Status Merchant Amount Reimbursement Location
07/28/2026 Gasoline Submitted 10.00 USD Reimburseable
Total 10.00 USD
Non-Reimbursable Expenses 0.00 USD
Total Authorized 10.00 USD

| certify that the expenses listed will be incurred by me on official business of the Commonwealth of Virginia
and include only such expenses necessary in the conduct of business.

Employee Signature

Date

Approved By

Date
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