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Revision History 
 

Revision Date Summary of Changes 

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

8/28/2026 Removed COBRA Audit Report (RBN171), COBRA Enrollment Report (RBN170), 
COBRA Initial Letter (RBN190), COBRA Secondary Letter (RBN191), and COBRA 
Termination Letter (RBN192) 

8/25/2026 Added HR Employee Data Query. 

3/23/2026 Removed Section 415 Compliance Report (RBN144), and Section 415 
Noncompliance Report (RBN145). Modified description and additional information 
section of VRS Billing Detail Query. 

1/14/2026 Added 2 new queries: the Health Recon Exceptions Totals Query and the VRS 
Recon Exceptions Totals Query. 

12/3/2025 Premium Rewards Audit Report removed, and added the Health Benefit YTD Recon 
Report. 

8/19/2025 Updated the Run Control ID page screenshot and the output options for the Base 
Benefit Consistency Audit Report. 

8/12/2025 Added the Defined Contribution Elections Upload Details Report. 

5/11/2025 Added the Monthly Recon Enrollment Report. 

1/15/2025 Baseline. 

 
 
  



 
 

Rev 9/1/2026  Page 5 of 106 
  

Training Materials and Resources 
 
The Cardinal HCM Benefits Reports Catalog covers the Benefits (BN) functional area. Each 
functional area contains queries and reports specific to that area.  
 
Note: Since reports and queries may be used by more than one functional area, if the user does not 
find the report or query in this functional area, use the Find feature (ctrl F) to search the other Cardinal 
HCM Reports Catalogs, as the report or query may be located in a different functional area.  
 
After reviewing this Reports Catalog, if any additional information or guidance is needed, please refer to 
the following: 
 
Cardinal NAV225 Cardinal HCM Reporting: This Web-Based Training (WBT) course provides training 
and tutorial videos that cover the fundamentals of how to run or access HCM reports and queries. 
Additionally, it covers how to perform inquiries. This course is available in COVLC and provides: 
 

− Key concepts in Cardinal reporting 
 

− Information and an interactive demonstration on how to run HCM reports using different 
Reporting Options 

 
− Information and an interactive demonstration on how to use the Reports Manager 
 
− Information on how to add HCM reports to your Favorites folder  

 
− Information and an interactive demonstration on how to navigate to the Query Viewer, 

search for and run an HCM query, and download the query results  
 

− Information on how to add HCM queries to your Favorites folder 
 

 
NAV225 Generating an HCM Report: This Job Aid provides detailed instructions and screenshots 
pertaining to running an HCM report. 
 
NAV225 Running an HCM Query: This Job Aid provides detailed instructions and screenshots 
pertaining to running an HCM query. 

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

https://covlc.virginia.gov/idserv/login/login?signin=ZhVVdjYaC7LM-ut9sYxRy4ImvmVYypIMKgf5HhgFbw8


 
 

Rev 9/1/2026  Page 6 of 106 
  

Benefits Queries 
 
 
<This page is intended to be blank> 
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Benefit Audit Queries  
V_OHB_AUDIT_DEP_ADR  
V_OHB_AUDIT_DEP_MEDICARE 
V_OHB_AUDIT_DEP_NAME  
V_OHB_AUDIT_EVENTS 
V_OHB_AUDIT_PAR_MEDICARE 
V_OHB_AUDIT_QMCSO 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This audit query is used to investigate benefit changes and is identified by the user, date, and time of 
the change.  
 
Note: This query is for Office of Health Benefits (OHB); however, due to query export size limitations, it 
is not for OHB Statewide use.  
 
NAVIGATION PATHS: 
• Query Viewer > V_OHB_AUDIT_DEP_ADR 
• BN WorkCenter > Links > Other Links > Query Viewer > V_OHB_AUDIT_DEP_ADR 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_DEP_ADR 
 
• Query Viewer > V_OHB_AUDIT_DEP_MEDICARE 
• BN WorkCenter > Links > Other Links > Query Viewer > V_OHB_AUDIT_DEP_MEDICARE 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_DEP_MEDICARE 
 
• Query Viewer > V_OHB_AUDIT_DEP_NAME 
• BN WorkCenter > Links > Other Links > Query Viewer > V_OHB_AUDIT_DEP_NAME 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_DEP_NAME 
 
• Query Viewer > V_OHB_AUDIT_EVENTS 
• BN WorkCenter > Links > Other Links > Query Viewer > V_OHB_AUDIT_EVENTS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_EVENTS 
 
• Query Viewer > V_OHB_AUDIT_PAR_MEDICARE 
• BN WorkCenter > Links > Other Links > Query Viewer > V_OHB_AUDIT_PAR_MEDICARE 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_PAR_MEDICARE  
 
• Query Viewer > V_OHB_AUDIT_QMCSO 
• BN WorkCenter > Links > Other Links > Query Viewer > V_OHB_AUDIT_QMCSO 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_OHB_AUDIT_QMCSO 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Employee ID 
From Date 
To Date 
 

HTML 
Excel 
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ADDITIONAL INFORMATION: 
Employee ID, From Date and To Date fields are required fields.  
 
Screenshot of the Dependent/Beneficiary Address Query 
 

  
 
Screenshot of the Dependent/Beneficiary Medicare Effective Date Query 
 

  
 
Screenshot of the Dependent/Beneficiary Name Query 
 

  
 
Screenshot of the Dependent/Beneficiary Name Query (scrolled right) 
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Screenshot of the Update Event Status Query 
 

 
 
Screenshot of the Update Event Status Query (scrolled right) 
 

  
 
Screenshot of the Benefit Person Effective Date 
 

  
 
Screenshot of the Dependent/Beneficiary Rider 
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COVA Health Plan Participants Query  
V_ BN_COVA_HLTH_PARTC 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists all employees enrolled in a health benefit plan as of a certain date. This report can be 
run for all carriers or for a specific carrier. The output can be used mailing labels for open enrollment. 
 
Note: Due to query export size limitations, this query is not for OHB Statewide use.  
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_COVA_HLTH_PARTC 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_COVA_HLTH_PARTC 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_COVA_HLTH_PARTC 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
As Of Date 
Business Unit (Blank for All) 
Carrier (Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of the COVA Health Plan Participants Query 
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Data Sheet Status Query  
V_BN_EMPL_DATA_SHEET_STATUS  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used by OHB to monitor the status of The Local Choice (TLC) jurisdictions who have or 
have not completed and certified their Employer Data Sheet.  
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_EMPL_DATA_SHEET_STATUS 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_EMPL_DATA_SHEET_STATUS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_BN_EMPL_DATA_SHEET_STATUS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
TLC Group (Blank for All) 
As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
Screenshot of the Data Sheet Status Query 
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Defaulted OE Elections Query  
V_BN_OE_DEFLT_EE  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists employees whose Open Enrollment (OE) health benefit plan defaults to a new plan if no 
action is taken because the old plan is no longer offered.  
 
This query is used by Agency Benefits Administrators. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_OE_DEFLT_EE 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_OE_DEFLT_EE 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_OE_DEFLT_EE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Schedule ID 
COMMIT (checkbox) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
During OE, run this query with the COMMIT checkbox unchecked. At the end of OE, run this query with 
the COMMIT checkbox checked.  
 
Screenshot of the Defaulted OE Elections Query 
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Employee Benefit Data Query  
V_BN_EMPL_BEN_DATA  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists employee benefit enrollments as of a certain date with parameters to filter data for a 
specified population.  
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_EMPL_BEN_DATA 
• BN WorkCenter > Queries > Benefit Queries > Employee Benefit Data Query 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_EMPL_BEN_DATA 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_EMPL_BEN_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
As Of Date 
Business Unit 
Department 
Location 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of the Employee Benefit Data Query 
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Screenshot of the Employee Benefit Data Query (scrolled right) 
 

 
 
Screenshot of the Employee Benefit Data Query (continued scrolled right) 
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Employee FSA Election Changes Query 
V_BN_FSA_DIFFERENCES 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used to identify employees that may have had a change to their FSA benefit elections. 
The report will show the current election and the two prior elections. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_FSA_DIFFERENCES 
• BN WorkCenter > Queries > Benefit Queries > Employee FSA Election Changes 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_FSA_DIFFERENCES 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_FSA_DIFFERENCES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Current Date 
Plan Type 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Current Date and Plan Type fields are required fields. 
 
For the Plan Type field, choose either “60 / Flex Spending Medical” or “61 / Flex Spending Dependent 
Care” 
 
Screenshot of the Employee FSA Election Changes Query 
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Employee HLTH Election Changes Query 
V_BN_HEALTH_DIFFERENCES 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used to identify employees that may have had a change to their Health benefit elections. 
The report will show the current election and their prior election. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_HEALTH_DIFFERENCES 
• BN WorkCenter > Queries > Benefit Queries > Employee HLTH Election Changes 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_HEALTH_DIFFERENCES 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_HEALTH_DIFFERENCES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Current Date 
Company 
Business Unit 
 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Current Date field is a required field. 
 
The Company and Business Unit fields are optional fields that can be used the number of employees 
(search results) returned. 
 
Screenshot of the Employee HLTH Election Changes Query 
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Employee PRW Election Changes Query 
V_BN_PRW_FEE_DIFFERENCES 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used to identify employees that may have had a change to their Simple Health (premium 
rewards) benefit elections. The report will show the current election and their prior elections. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_PRW_FEE_DIFFERENCES 
• BN WorkCenter > Queries > Benefit Queries > Employee PRW Election Changes 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_PRW_FEE_DIFFERENCES 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_PRW_FEE_DIFFERENCES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Current Date 
Plan Type 
Company 
Business Unit 
 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Current Date and Plan Type fields are required fields. 
 
The Company and Business Unit fields are optional fields that can be used the number of employees 
(search results) returned. 
 
Screenshot of the Employee PRW Election Changes Query 
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Events Closing Date Query (RBN296) 
V_BN_EVNT_NEAR_CLSDT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists events on the Benefits Administration System (BAS) Activity Table that are within 15 
days of the closing date defined by event rules. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_EVNT_NEAR_CLSDT 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_EVNT_NEAR_CLSDT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_EVNT_NEAR_CLSDT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Schedule ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Events Closing Date Query 
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FSA and Admin Fee Errors- Balance Audit Query  
V_BN_HMO_PYMNT_DETAIL  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This is one of two queries used to identify the employees that may have an error with their Flexible 
Spending Account (FSA) plan enrollment and/or their FSA Admin Fee. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_FSA_ADMINFEE_BAL_AUDIT 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_FSA_ADMINFEE_BAL_AUDIT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_BN_FSA_ADMINFEE_BAL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Year 
Period 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Year and Period fields are required fields.  
 
Screenshot of the FSA Account and Admin Fee Errors - Balance Audit Query 
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FSA and Admin Fee Errors- Enroll Audit Query  
V_BN_FSA_ADMINFEE_ENROLL_AUDIT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This is one of two queries used to identify the employees that may have an error with their Flexible 
Spending Account (FSA) plan enrollment and/or their FSA Administrative Fee. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_FSA_ADMINFEE_ENROLL_AUDIT 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_FSA_ADMINFEE_ENROLL_AUDIT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_BN_FSA_ADMINFEE_ENROLL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Effective Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Effective Date field is a required field.  
 
Screenshot of the FSA and Admin Fee Errors -Enroll Audit Query 
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Health Census Query  
V_BN_HEALTH_CENSUS  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query provides a listing of employee and dependents that are enrolled in healthcare as of a certain 
date. The report includes employees who are active, on paid or unpaid leave, and who are suspended. 
Terminated employees will remain on the report for 90 days from date of termination. Employees who 
are enrolled in COBRA will also appear on this report. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_HEALTH_CENSUS 
• BN WorkCenter > Queries > Benefit Queries > Health Census 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_HEALTH_CENSUS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_HEALTH_CENSUS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
As of Date 
Business Unit 
Company (Leave Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The As of Date and Business Unit are required fields.  
 
Screenshot of the Health Census Query  
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Health Recon Exceptions Totals Query  
V_BN_HLTH_RCN_EE_EXCPTN_TOTALS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists employees and amounts that were posted on the specified month’s Health Recon GL 
Journal for each Department. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_HLTH_RCN_EE_EXCPTN_TOTALS 
• BN WorkCenter > Links > Other Links > Query Viewer > 

V_BN_HLTH_RCN_EE_EXCPTN_TOTALS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_BN_HLTH_RCN_EE_EXCPTN_TOTALS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Year 
Month 
Business Unit (Optional) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query is provided for Agencies that use position funding and must reallocate the health recon 
exceptions according to each employee’s position funding. The monthly health benefit enrollment recon 
posts exceptions using Agencies’ department deduction budget funding.  
 
The Year and Month fields are required fields. 
 
Screenshot of the Health Recon Exceptions Totals Query  
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HMO Payment Query  
V_BN_HMO_PYMNT_DETAIL  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists all current month enrollments and premium amounts by Health Maintenance 
Organization (HMO) supplier and billing method. The query includes retroactive changes that affect 
previously paid amounts. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_HMO_PYMNT_DETAIL 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_HMO_PYMNT_DETAIL 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_HMO_PYMNT_DETAIL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Vendor 
Billing Month 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Vendor and Billing Month fields are required fields.  
 
Screenshot of the HMO Payment Query 
 

 
 
  



 
 

Rev 9/1/2026  Page 24 of 106 
  

HR Employee Data Query  
V_BN_HR_DATA  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays the HR attributes used to evaluate eligibility for benefits to ensure they are correct. 
This query includes fields from Personal Data and Job Data. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_HR_DATA 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_HR_DATA 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_HR_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Company 
Business Unit 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the HR Employee Data Query (left side) 
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Screenshot of the HR Employee Data Query (scrolled right) 
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Missing ACA Certification Query  
V_BN_MISSING_ACA_CERT  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists Agencies who have not completed their Affordable Care Act (ACA) Certification in 
Cardinal. Report used by OHB during the ACA Certification period (December - January).  
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_MISSING_ACA_CERT 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_MISSING_ACA_CERT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_MISSING_ACA_CERT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
(none) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields and runs automatically after selecting the type of query.  
 
Screenshot of the Missing ACA Certification Query 
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OE (Open Enrollment) Incomplete Election Query  
V_BN_OE_ELECT_NO_SUBMIT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query returns a listing of employees who made an election on their Open Enrollment event using 
Employee Self-Service (ESS) but did not click the SUBMIT button.  
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_OE_ELECT_NO_SUBMIT 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_OE_ELECT_NO_SUBMIT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_OE_ELECT_NO_SUBMIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Company 
Business Unit 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
N/A  
 
Screenshot of the OE Incomplete Election Query 
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QMCSO Participants Query 
V_BN_PARTIC_QMCSO 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists any employee with an active Qualified Medical Child Support Order (QMSCO) court 
order/rider on the dependent record and reflects information used to confirm enrollment in court-
ordered coverage. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_PARTIC_QMCSO 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_PARTIC_QMCSO 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_PARTIC_QMCSO 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
(none) HTML 

Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields and runs automatically after selecting the type of query. 
 
Screenshot of the QMCSO Participants Query 
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TLC Data Queries 
V_BA_CONTACT 
V_BA_CNTCT_ADDR 
V_TLC_CONTACT 
V_TLC_EE_CLASS 
V_TLC_GRP_DEPT 
V_TLC_GRP_PLAN 
V_TLC_GRP_PROF 
V_TLC_HC_RATES 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
Eight queries provide the OHB a means to extract the data in Cardinal and load it to a tool to perform 
data mining, statistical reporting, and program planning. These queries will be used by OHB only. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BA_CONTACT 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BA_CONTACT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BA_CONTACT 
 
• Query Viewer > V_BA_CNTCT_ADDR 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BA_CNTCT_ADDR 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BA_CNTCT_ADDR 
 
• Query Viewer > V_TLC_CONTACT 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_CONTACT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_CONTACT 
 
• Query Viewer > V_TLC_EE_CLASS 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_EE_CLASS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_EE_CLASS 
 
• Query Viewer > V_TLC_GRP_DEPT 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_GRP_DEPT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_GRP_DEPT 
 
• Query Viewer > V_TLC_GRP_PLANTLC 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_GRP_PLANTLC 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_GRP_PLANTLC 
 
• Query Viewer > V_TLC_GRP_PROF 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_GRP_PROF 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_GRP_PROF 
 
• Query Viewer > V_TLC_HC_RATES 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_HC_RATES 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_HC_RATES 
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INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the V_BA_Contact Query 
 

 
 
Screenshot of the V_BA_Contact_Address Query 
 

 
 
Screenshot of the V_TLC_Contact Query 
 

 



 
 

Rev 9/1/2026  Page 31 of 106 
  

 
Screenshot of the V_TLC_EE_Class Query (Employee) 
 

 
 
Screenshot of the V_TLC_Group_Department Query 
 

 
 
 
Screenshot of the V_TLC_Group_Plan Query 
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Screenshot of the V_TLC_Group_Prof Query 
 

 
 
Screenshot of the V_TLC_HC_Rates Query (Health Care) 
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TLC Employer Data Sheet Queries 
V_TLC_BEN_DEFN_COST 
V_TLC_BEN_DEFN_OPTN 
V_TLC_BEN_DEFN_PGM 
V_TLC_BEN_DEFN_PLAN 
V_TLC_BN_RATE_DATA 
V_BN_ENROLL_DAYS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
Six queries used by OHB to collect the TLC-entered employer health benefit offerings in order to 
update benefit plans, rates, and other configuration tables. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TLC_BEN_DEFN_COST 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_BEN_DEFN_COST 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_COST 
 
• Query Viewer > V_TLC_BEN_DEFN_OPTN 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_BEN_DEFN_OPTN 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_OPTN 
 
• Query Viewer > V_TLC_BEN_DEFN_PGM 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_BEN_DEFN_PGM 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_PGM 
 
• Query Viewer > V_TLC_BEN_DEFN_PLAN 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_BEN_DEFN_PLAN 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_BEN_DEFN_PLAN 
 
• Query Viewer > V_TLC_BN_RATE_DATA 
• BN WorkCenter > Links > Other Links > Query Viewer > V_TLC_BN_RATE_DATA 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TLC_BN_RATE_DATA 
 
• Query Viewer > V_BN_ENROLL_DAYS 
• BN WorkCenter > Links > Other Links > Query Viewer > V_BN_ENROLL_DAYS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_BN_ENROLL_DAYS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date fields is a required field.  
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Screenshot of the TLC Query 4 – Ben Defn Cost 
 

 
 
Screenshot of the TLC Query 3 – Ben Defn Optn 
 

 
 
Screenshot of the TLC Query 1 – Ben Defn Pgm 
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Screenshot of the TLC Query 2 – Ben Defn Plan 
 

 
 
Screenshot of the TLC Query 5 – BN Rate Data 
 

 
 
Screenshot of the TLC Query RBN332 – BN ENROLL DAYS 
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VRS Billing Detail Query 
V_VRS_BILLING_REPORT  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query provides the Agency with a list of all Virginia Retirement System (VRS) billed transactions. 
This query includes error messages when Agency action is required, and Cardinal did not process a 
transaction. Warning messages are included when Cardinal processed a transaction, but Agency 
research is recommended. 
 
NAVIGATION PATHS: 
• Query Viewer > V_VRS_BILLING_REPORT 
• BN WorkCenter > Queries > Benefit Queries > VRS Billing Detail 
• BN WorkCenter > Links > Other Links > Query Viewer > V_VRS_BILLING_REPORT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_VRS_BILLING_REPORT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit (BU) (Leave Blank for All) 
Year 
Month (Leave Blank for All) 
Emplid (Leave Blank for All) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
The Year field is a required field. 
 
When generating this query to support the VRS Billing Reconciliation process, scroll right and filter for 
error and warning messages using Column V: “Error Ind”. (E = error, W = warning.) 
 
Screenshot of the VRS Billing Detail Query 

  



 
 

Rev 9/1/2026  Page 37 of 106 
  

VRS Recon Exceptions Totals Query 
V_BN_VRS_RCN_EE_EXCEPTN_TOTALS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
The query lists employees and amounts that were posted on the specified month’s VRS Billing Recon 
GL journal for each Department. 
 
NAVIGATION PATHS: 
• Query Viewer > V_BN_VRS_RCN_EE_EXCEPTN_TOTALS 
• BN WorkCenter > Links > Other Links > Query Viewer > 

V_BN_VRS_RCN_EE_EXCEPTN_TOTALS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_BN_VRS_RCN_EE_EXCEPTN_TOTALS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Year 
Month  
Business Unit (Optional) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
This query is provided for Agencies that use position funding and must reallocate the VRS billing recon 
exceptions according to each employee’s position funding. The monthly VRS billing recon posts 
exceptions using Agencies’ department deduction budget funding. 
 
The Year and Month fields are required fields. 
 
Screenshot of the VRS Recon Exceptions Totals Query 
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Benefits Reports 

 
 
<This page is intended to be blank> 
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ACA Reconciliation Report (RBN218) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists individual health benefit information for Agencies to validate prior to Affordable Care Act 
(ACA) reporting. Two Lines will display for each participant. The first Line displays the Offer of 
Coverage Codes (Boxes 14 and 16 on the 1095-C form) and the second Line displays the Months of 
coverage with a Y/N value.  
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Enrollment and Processing Reports > ACA Reconciliation 

Report 
• NavBar > Menu > Benefits > ACA Annual Processing > ACA Preparation > ACA Reconciliation 

Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Company 
Department 
As of Date 
 

Excel 

Screenshot of the ACA Reconciliation Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Company field is a required field.  
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Screenshot of the ACA Reconciliation Report   
 

 
 
Note: For Agencies with 49 or less employees, the employees will receive a 1095-B form. Row 1 for 
each participant will display “1095B” for each applicable Month instead of Offer of Coverage Codes 
(screenshot example below). 
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Base Benefit Consistency Audit Report (RBN304) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report displays data that has been entered into the benefit plan, employee data, dependent data, 
or enrollment data pages which does not appear to follow policy or regulations. The identified items 
could simply require corrections to some data elements or could require enrollment changes. 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Enrollment and Processing Reports > Base Benefits 

Consistency Audit 
• NavBar > Menu > Benefits > Reports > Audits > Base Benefits Consistency Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
 PDF 

CSV 
 
Screenshot of the Base Benefit Consistency Audit Report Run Control Page 
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ADDITIONAL INFORMATION: 
There are no required fields for this Report but the user must select the individual sections or all 
sections to display. 
 
Screenshot of a sample BAS Benefit Consistency Audit Report (Section 1 in PDF)  
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BenAdmin Missing Elections Report (RBN045) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides information for participants who did not return enrollment statements or enroll in a 
plan. Report includes sections for participants’ phone numbers. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Manage Automated Enrollment > Investigate Exceptions > Missing 
Elections Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Schedule ID  PDF 

 
Screenshot of the BenAdmin Missing Elections Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
 
Screenshot of the BenAdmin Missing Elections Report   
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BenAdmin Preparation and Election Errors Report (RBN041) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report shows invalid benefit elections, by schedule and event, participants, and their dependents. 
Report includes errors, such as coverage over the maximum or under the minimum, invalid choices, 
failure to meet eligibility requirements, etc. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Manage Automated Enrollment > Investigate Exceptions > Invalid 
Elections Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Schedule ID  PDF 

 
Screenshot of the BenAdmin Preparation and Election Errors Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the BenAdmin Preparation and Election Errors Report   
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Benefit Change Compliance Report (RBN337) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report is used by OHB to monitor the compliance of benefit life events. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > Audits > Benefit Change Compliance Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Report Mode (radio button): Mid-Year Life Events 
or Family Coverage 
Business Unit 
Benefit Program 
Date Range 

PDF 

 
Screenshot of the Benefit Change Compliance Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Date Range fields are required fields.  
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Screenshot of the Benefit Change Compliance Report  
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Benefit Contribution Register Report (RBN055) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report summarizes benefit contributions made in payroll by employee and employer for Cardinal 
Payroll Agencies. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > Contributions and Deductions > Benefit Contribution Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
As of Date 
Reporting Period  

PDF 

 
Screenshot of the Benefit Contribution Register Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
Reporting Period options are Month or Quarterly. 
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Screenshot of the Benefit Contribution Register Report (Quarterly) 
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Benefit Eligibility Audits (RBN301)  
Dependent Waiting Approval 
Retired, Tricare and TLC Employees Approaching 65 
Dependent of Retirees/Tricare, TLC employees Approaching 65 
Dependent Child Approaching 26 
Disabled Over-Age Dependent Child 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
The Benefit Eligibility Audits contains five reports that may be run individually or at the same time, 
based on the checkboxes selected in the Process Request Parameters.  
 
This group of reports lists employees and associated dependents approaching an age-related 
milestone that requires health care enrollment changes to remain compliant with policy. Some of the 
reports also identifies outstanding approvals for new dependents and disabled dependents that may 
need to be re-certified as disabled. 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Enrollment and Processing Reports > Benefit Eligibility 

Audits 
• NavBar > Menu > Benefits > Reports > Audits > Benefit Eligibility Audits 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Company (Leave Blank for All) 
Report Type Parameter (checkboxes) 
  

PDF 

Screenshot of the Benefit Eligibility Audits Report Run Control Page 
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ADDITIONAL INFORMATION: 
 
A Report Type Parameter field is a required field. There are two additional required fields, the From 
Date and To Date fields, for only the Dependent Child Approaching 26 option. There is also a Days 
until 65 required field for the Retired, Tricare and TLC Employees Approaching 65 and Dependent 
of Retirees, Tricare, TLC employees Approaching 65 options.  
 
Screenshot of the Dependent Waiting Approval Report  
 

 
 
Screenshot of the Dependent Waiting Approval Report (scrolled right) 
 

 
 
Screenshot of the Retired, Tricare and TLC Employees Approaching 65 Report 
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Screenshot of the Dependent of Retirees/Tricare, TLC employees Approaching 65 Report  
 

 
 
Screenshot of the Dependent of Retirees/Tricare, TLC employees Approaching 65 Report 
(scrolled right) 
 

 
 
Screenshot of the Dependent Child Approaching 26 Report 
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Screenshot of the Dependent Child Approaching 26 Report (scrolled right) 
 

 
 
Screenshot of the Disabled Over-Age Dependent Child Report 
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Screenshot of the Disabled Over-Age Dependent Child Report (scrolled right) 
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Benefit Enrollment Changes Report (RBN287) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists all employees who enrolled in benefits or made changes to existing benefits within a 
specific date range.  
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > Benefit Enrollment Changes 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
From Date 
To Date 
Plan Type (s)  
Company (s) 

PDF 

 
Screenshot of the Benefit Enrollment Changes Report Run Control Page 
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ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. At least one Plan Type must be selected. 
 
Screenshot of the Benefit Enrollment Changes Report   
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Benefit Event Statistical Report (RBN295) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report summarizes counts of benefit events by election source (e.g., Benefits Administrator, self-
service, or none) within a specified period of time. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Manage Automated Enrollment > Review Processing Results > Benefit 
Event Statistical Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Event Date From 
Event Date To  

PDF 

 
Screenshot of the Benefit Event Statistical Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Event Date (From) and Event Date (To) field are required fields.  
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Screenshot of the Benefit Event Statistical Report   
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Benefit Event Status Report (RBN300) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists all participants in a particular process status or set of status levels. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Manage Automated Enrollment > Investigate Exceptions > Benefit Event 
Status Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Schedule ID  
From Date 
To Date 
Event Status  
Display Message Date (checkbox) 
Process Status to Include (checkboxes) 

PDF 

 
Screenshot of the Benefit Event Status Report Run Control Page 
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ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Benefit Event Status Report   
 

  



 
 

Rev 9/1/2026  Page 61 of 106 
  

Cardinal Enrollment Report (RBN350) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides employee benefit enrollment information including health, FSA, premium reward, 
and medical premiums. The report includes employees who are active, on paid or unpaid leave, and 
who are suspended. Terminated employees remain on the report for 90 days from date of termination. 
Employees who are enrolled in COBRA also appear on this report. 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Enrollment and Processing Reports > Cardinal Enrollment 

Report 
• NavBar > Menu > Benefits > Reports > Cardinal Enrollment 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
As of Date 
Business Unit (Optional) 
Company (Optional) 

Excel 

 
Screenshot of the Cardinal Enrollment Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
The As of Date is the only required field; however, it is suggested that the user enter other Run 
Control Parameters.  
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Screenshot of the Cardinal Enrollment Report 
 

 
 
Screenshot of the Cardinal Enrollment Report (scrolled right) 
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Combined Virginia Campaign Deductions Report (RPY454) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This is a report of extract audits for semi-monthly outbound vendor file to Combined Virginia Campaign 
(CVC) deductions. Report is grouped by Non-paid Adjustment Amounts, Negative Amounts, all other 
Remittance File Detail amounts, and a summary of amounts by company.  
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > CVC Deduction Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Company 
From Check Date 
To Check Date 
Run to CSV (checkbox) 
 

PDF 
CSV  

Screenshot of the Combined Virginia Campaign Deductions Report Run Control Page 
  

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields are required fields. 
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Screenshot of the Combined Virginia Campaign Deductions Report  
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Confirmation Statement (RBN037) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report is a confirmation statement of the elections that the employee has selected for Health, FSA, 
and Premium Rewards. Report lists the selected plans, costs, and dependents covered.  
 
NAVIGATION PATH: 
BN WorkCenter > Links > Enrollment Administration > Review Employee Statements 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Employee ID   PDF 

 
ADDITIONAL INFORMATION: 
Employee ID field is a required field.  
 
Screenshot of the Confirmation Statement Report   
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COBRA Event Summary Report (RBN168) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides data about COBRA beneficiaries at the Event Level. The report lists all employees 
to whom a COBRA event has occurred. The qualified status indicates whether the event is Qualified 
(QL), Not Qualified (NQ), Not qualified/duplicate (ND) or Qualify Error (QE). 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Administer COBRA Benefits > Review Processing Results > Event 
Summary Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
From Date 
Thru Date 
Sort Report By  

PDF 

 
Screenshot of the COBRA Event Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the COBRA Event Summary Report   
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Defined Contribution Elections Upload Details Report (RBN377) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists employees on the monthly Defined Contributions Upload file from the third-party 
administrator/vendor. This report includes transaction details for every transaction on the vendor file. 
Where applicable, the error and/or warning messages generated by the interface program for a 
transaction will also display. The report will return all rows for which the DC Upload interface processing 
date falls within the specified date range. 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Enrollment and Processing Reports > DC Upload Details 

Report 
• NavBar > Menu > Benefits > Reports > DC Upload Details Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT:0 
From Date (required) 
Thru Date (required) 
Employee ID (optional) 
Company (optional) 
Reprint ID 

CSV 

 
Screenshot of the DC Upload Details Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
None.  
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Screenshot of a sample DC Upload Details Report  
 

 
  



 
 

Rev 9/1/2026  Page 70 of 106 
  

Defined Contribution Elections Upload Error Report (RHR148) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists employees on the monthly Defined Contributions Upload file whose defined contribution 
changes were not loaded to Cardinal. Report includes the applicable error/warning message and 
enrollment information necessary to allow manual entry into Cardinal. 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Enrollment and Processing Reports > DC Upload Error 

Report 
• NavBar > Menu > Benefits > Reports > DC Upload Error Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Effective Date (1st Of The Month) 
State Payroll Office Totals (checkbox)  
Company 
 

PDF 

Screenshot of the Defined Contribution Elections Upload Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Effective Date field is a required field.  
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Screenshot of the Defined Contribution Elections Upload Error Report   
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Dependent/Beneficiary Audit Report (RBN056, BEN734) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists employees not compliant with court-ordered dependent benefit coverage or minimum 
spousal coverage. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > Audits > Court Ordered Coverage Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
As of Date 
Plan Type (checkboxes) 
Audit Type  (checkboxes) 

PDF 

 
Screenshot of the Dependent/Beneficiary Rider Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the Dependent/Beneficiary Rider Audit Report   
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Dependent/Beneficiary Election Report (RBN048) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists all dependents, along with benefit elections made by the participant for the dependent. 
Report includes sections for the plan type and amount. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Manage Automated Enrollment > Participant Enrollment > 
Dependent/Beneficiary Election 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Schedule ID  PDF 

 
Screenshot of the Dependent/Beneficiary Election Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the Dependent/Beneficiary Election Report   
 

  



 
 

Rev 9/1/2026  Page 76 of 106 
  

Eligible Participants Report (RBN039) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report shows eligible participants by schedule and benefit program, employees who are eligible to 
participate in company benefit programs with details on plan and option eligibility. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Manage Automated Enrollment > Investigate Exceptions > Eligible 
Participants Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Schedule ID  
Include Option Detail (checkbox)  

PDF 

 
Screenshot of the Eligible Participants Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
 
  



 
 

Rev 9/1/2026  Page 77 of 106 
  

Screenshot of the Eligible Participants Report   
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Employer Cash Match Error Report (RPY373) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists employees for whom the Employer Cash Match Enrollment program corrected the 457 
deferred compensation plan enrollment, hybrid voluntary plan or 403(b) annuity plan enrollment to 
comply with employer cash match rules. Report also lists minimum contribution errors, which may 
require Agency action to correct. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > Employer Cash Match Error Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
From Date  
Thru Date  
Company 

PDF 

 
Screenshot of the Employer Cash Match Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and Thru Date fields are required fields.  
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Screenshot of the Employer Cash Match Error Report   
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FBMC Upload Error Report (RHR147) 
 
REVISED: 9/1/20/26 
 
DESCRIPTION: 
This report lists employees on the semi-monthly Fringe Benefits Management Company (FBMC) 
Enrollment Data Upload file whose annuity or miscellaneous insurance changes were not loaded to 
Cardinal. Report includes the applicable error/warning message and enrollment information necessary 
to allow manual entry into Cardinal. 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Enrollment and Processing Reports > FBMC Upload Error 

Report 
• NavBar > Menu > Benefits > Reports > FBMC Upload Error Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Effective Date From  
Effective Date To 
State Payroll Office Totals (checkbox) 
Company  

PDF 

 
Screenshot of the FBMC Upload Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Effective Date from and Effective Date To fields are required fields.  
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Screenshot of the FBMC Upload Error Report   
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Flagged Participants Report (RBN050) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists benefit events that have had job or address eligibility information changes, events that 
have been processed out of sequence, and events that have been disconnected during processing. 
Report includes sections for each type of flag and displays the benefit event details as well as 
employee information. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Manage Automated Enrollment > Investigate Exceptions > Report On 
Flagged Items 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Schedule ID  
From Date 
Thru Date 
Include Summary (checkbox) 
Flagged Reason(s) (checkboxes) 

PDF 

 
Screenshot of the Flagged Participants Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and Thru Date fields are required fields. Thru Date defaults to current day, but can be 
updated. 
At least one of the Report Participants Flagged for reason checkboxes is a required field. 
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Screenshot of the Flagged Participants Report   
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FSA Contribution Election Audit Report (RBN238) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists employees who make a midyear enrollment or midyear change to their Flexible 
Spending Account (FSA) annual election that could result in a suspension of their deduction, due to an 
Internal Revenue Service (IRS) calendar year limit.  
 
Note: This report is for use by Cardinal Payroll Agencies only.  
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > Audits > FSA Contrib Election Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Enrollment As of Date  Excel 

 
Screenshot of the FSA Contribution Election Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Enrollment As of Date field is a required field.  
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Screenshot of the FSA Contribution Election Audit Report   
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Health Benefit Recon Exception Report (RHR070) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists all employees for whom a variance was identified between the expected health 
premium amounts, based on employee elections in Benefits, with the actual health premiums collected 
through Payroll. Report also lists employees whose Health Premium Reward processed through Payroll 
does not match the Health Premium Reward enrollment in Benefits. 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Recon Reports > Health Benefit Recon Exception 
• NavBar > Menu > Benefits > Reports > Health Benefit Recon Exception 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Year 
Month 
Business Unit 
 

PDF 
CSV 

Screenshot of the Health Benefit Recon Exceptions Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Year and Month fields are required fields.  
 
Note: When the Run to CSV checkbox option is selected, the report runs both the CSV and PDF 
versions.  
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Screenshot of the Health Benefit Recon Exceptions Report   
 

 
 
Screenshot of the Health Benefit Recon Exceptions Report (scrolled middle) 
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Screenshot of the Health Benefit Recon Exceptions Report (scrolled right) 
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Health Benefit YTD Recon Report (RBN381) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists all employees for whom a Plan Year To-date variance exists between the expected 
health premium amounts, based on employee elections, and the actual health premium amounts 
collected through Payroll. This report is intended to aid Agencies in verifying that health enrollment 
changes affecting prior months are accounted for and appropriate deduction adjustments are 
processed when necessary. This report does not replace the monthly Health Benefit Recon Exceptions 
report (RHR070). 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Recon Reports > Health Benefit YTD Recon Report 
• NavBar > Menu > Benefits > Reports > Health Benefit YTD Recon Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Plan Year (not calendar year) 
Month 
Company 
 

PDF 
CSV 

Screenshot of the Health Benefit YTD Recon Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
 
Plan Year and Plan Month fields are required fields. This report is for Cardinal Payroll Agency use only.  
 
Note: When the Run to CSV checkbox option is selected, the report runs both the CSV and PDF 
versions. 
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Screenshot of the Health Benefit YTD Recon Report (CSV version) 
 

  
 
Screenshot of the Health Benefit YTD Recon Report (PDF version) 
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Health Plan Participants Report (RBN054) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists active health plan participants as of a specified date. Report also displays Coverage 
Begin Date, Coverage End Date, and COBRA Event ID.  
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > Participation > Health Plan Participants 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
As of Date  PDF 

 
Screenshot of the Health Plan Participants Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the Health Plan Participants Report   
 

  



 
 

Rev 9/1/2026  Page 93 of 106 
  

HMO Risk Equalization Report (RBN290) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report details the payment due to the suppliers, as well as the current enrollment by gender and 
age tier, for the current billing month. This report is attached to the payment and sent to the supplier 
and this report identifies enrollment counts and total dollars owed for the current billing month. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > Participation > HMO Risk Equalization 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Billing Date  
Vendor Selection (checkbox) 
Premium Rates 

PDF 

 
Screenshot of the HMO Risk Equalization Report Run Control Page 
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ADDITIONAL INFORMATION: 
Billing Date, Kaiser and Optima fields are required fields.  
 
Screenshot of the HMO Risk Equalization Report   
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Ineligible Participants Report (RBN051) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists all participants who are ineligible for any benefit program and their eligibility 
parameters, such as birth date and status. Report includes sections for job eligibility data. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Manage Automated Enrollment > Investigate Exceptions > Ineligible 
Participants Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Schedule ID  PDF 

 
Screenshot of the Ineligible Participants Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the Ineligible Participants Report   
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IRS 401a Maximum Compensation Report (RPY358) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists highly compensated employees (HCE) whose retirement contributions must stop when 
their annual creditable compensation reaches the IRS 401(a) limit in effect. 
 
NAVIGATION PATH: 
NavBar > Menu > Benefits > Reports > Audits > IRS 401a Max Comp Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
(none) PDF 

 
Screenshot of the IRS 401a Maximum Compensation Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
No Input/Search fields are required fields.  
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Screenshot of the IRS 401a Maximum Compensation Report   
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Monthly Recon Enrollment Report (RBN380) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
The Monthly Recon Enrollment Report will provide employee Health Benefit information including 
Health Coverage, Premium Reward, and Medical Premiums for the month. It will include all employees 
active in the Agency as of the first of the month and show their coverage as of the end of the month. As 
such, it should include employees who transfer out of the Agency mid-month, and the coverage should 
reflect births that occurred during the month. 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Recon Reports > Monthly Recon Enrollment Report 
• NavBar > Menu > Benefits > Reports > Monthly Enrollment Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Year 
Month 
Business Unit (optional) 
 

Excel 

 
Screenshot of the Monthly Recon Enrollment Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
If the All Business Unit’s checkbox is not selected, the user must select the applicable Business 
Unit(s) in the Business Unit Selection section.  
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Screenshot of the Monthly Recon Enrollment Report   
 

 
 
Scrolled right: 
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VNAV Elections Upload Error Report (RHR149) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report lists employees on the semi-monthly VNAV (myVRSNavigator) Upload file whose retirement 
enrollment changes were not loaded to Cardinal. Report includes the applicable error/warning message 
and enrollment information necessary to allow manual entry into Cardinal. 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Enrollment and Processing Reports > VNAV Elections 

Upload Error Report 
• NavBar > Menu > Benefits > Reports > VNAV Elections Upload Err Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
From Date 
To Date 
Company 

PDF 

 
Screenshot of the VNAV Elections Upload Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the VNAV Elections Upload Error Report  
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VRS Billing Exceptions Report (RHR078) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report displays employee-level detail of the variances between Virginia Retirement System (VRS) 
billed amounts and those amounts collected through payroll. Agency benefits administrators and payroll 
processors use this report to validate the General Ledger (GL) adjustments automatically created and 
to correct employee retirement enrollment or premiums, as needed. This report also lists any VRS 
billed transactions with errors that Cardinal did not reconcile (VRS Billing Transaction Errors section).  
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Recon Reports > VRS Billing Exceptions 
• NavBar > Menu > Benefits > Reports > VRS Billing Exceptions 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Employee 
Business Unit 
Benefit Plan (checkboxes) 
Month 
Calendar Year 

PDF 

 
Screenshot of the VRS Billing Exceptions Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Month and Calendar Year fields are required fields.  
Employee Search criteria is the Empl ID. 
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Screenshot of the VRS Billing Exceptions Report  
 

 
 
Screenshot of the VRS Billed Transaction Errors section 
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VRS Billing Summary Report (RHR079) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report compares the totals for the employee/employer contributions for Retirement, Virginia 
Sickness and Disability Program (VSDP), Group Life, Retiree Health Credit and Purchase Prior Service 
plans to the VRS billing file. It is used to ensure the reconciliation of all contributions on a monthly 
basis. This report also provides totals, by Business Unit and VRS Org Code, for VRS billed amounts 
not reconciled (VRS Billing Amounts Not Reconciled section). 
 
NAVIGATION PATHS: 
• BN WorkCenter > Reports/Processes > Recon Reports > VRS Billing Summary 
• NavBar > Menu > Benefits > Reports > VRS Billing Summary 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Month 
Year 

PDF 

 
Screenshot of the VRS Billing Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Month and Year fields are required fields.  
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Screenshot of the VRS Billing Summary Report  
 

  
 
Screenshot of the VRS Billing Amounts Not Reconciled section 
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