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Creating and Updating an Employee Profile
An employee profile must be entered in Cardinal before:

¢ An employee can be granted access to Cardinal
¢ An employee’s travel or expense transactions can be entered or reimbursed

The employee profile captures name, address, employee status, Agency Business Unit,
department, supervisor, cash advance level, and payment information such as the employee’s
EDI bank account information.

Employee Profiles can be added and updated by agency users with the Employee Profile
Maintenance role. Profile maintenance includes changes of address, department, default
distribution ChartFields, supervisor changes or Employee Status.

The Cardinal Remittance Electronic Data Interchange (REDI) Authentication Interface process
verifies all newly created employee accounts in the REDI Virginia system.

Banking information is interfaced from the Commonwealth Integrated Payroll/Personnel System
(CIPPS). The DOA EDI Coordinators have access to enter this information when necessary
(e.g., when CIPPS update has not yet been processed).
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Creating a New Employee Profile:

Favorites Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Employee Profile (Edit)

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300); 300

Search by: EmployeelD - begins with |

Search Advanced Search

Find an Existing Value | Add a Mew Value

1 Navigate to the Employee Profile (Edit) page using the following path:
Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

2 Click the Add a New Value tab.

Favorites Main Menu > TravelandvE:-{penses >  Manage Emploiee Information » Update Profile

Employee Profile (Edit)

Find an Existing Value Add a Mew Value

Employee 1D DDE4ESQDDDD|

Add

Find an Existing Value | Add a Mew Value

3 Enter the Employee ID number.

4  Click the Add button.
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Favorites : Main Menu > Tm\.'elancLE:-:pemes > Manage Emplniee Information > Update Profile

Employee Profile (Edit)

Find an Existing Value

Employee |1D; 00009150800

Add

The value you tried to add already exists.
Select it below if you'd like to update it,

or specify a new value in the fields above.

Search Results
View All First ﬂ 1 of 1 ﬂ Last

= lame Last Name
0000 paocEN-ardinal, Joe Cardinal

5 If you enter the Employee ID and the employee already has a profile in Cardinal, the name
information displays at the bottom of the page like the screenshot above.

6 Click the Employee ID to access their profile and go the section entitled Updating an Employee
Profile on page 8 of this job aid.

7 If the profile does not exist, go to the next step.

Fa\.fqrr'rtes : Main‘r;denu » Traveland Expenses > Manage Employee Information > Update Profile

Warning — Mo match found for Employee |D 00000123456 in Cardinal CIPPS EDI data. (25003 ,102)

The Employee |D entered does not match the Cardinal CIPPS EDI Data. This could be due to one or more of the following reasons:

- Employee ID is entered incorrectly. Typically, the Cardinal Employee ID comprises of the 8-digit CIPPS Employee ID followed by 00",
- Employee has not signed up for direct depositin CIPPS.

- Employee is a3 new hire and their direct deposit data has not been entered in CIPPS.

- Employee is exempt from using their payroll account for expense reimbursements.

0K Cancel

8 If the information does not match data in CIPPS, a Warning message like the one above displays.
The EDI Data in Cardinal used for validation is stored in the Cardinal staging tables, so this is not an
online direct feed from CIPPS when adding the employee.

e Validate that the Employee ID is correct and should be added. Then click the OK button to
continue entering the employee profile.

o |Ifthe Employee ID is incorrect and should not be entered at this time, click the Cancel button.
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Favorites | Main Menu : Travel and Expenses > Manage Employee Information > Update Profile
- i - - -

Employee Data Organizational Data I User Defaults

Employee Information
*Last Name: |Edi50n “First Name: |Evel\,rn
Telephone: | Employee Base: " Home
e (;" Office
*Personnel Status: IEmponee vl

=1 Payments Sent To: * Home Address
" Mailing Address

Country: [Usa @ United States
Address 1: |123 East State Lane
Address 2: |

eVA VLIN: |

eVA Address ID:

City: Richmond

County: | Postal: [23218 I
State: [va @,

Country: UsA @, United States

Address 1:

Address 2:

eVA VLIN:

eVA Address ID:
City:
County:

State: @,

Postal:

: Sa\re: El N-utify: :I:L A.dcl

Employee Data | Qrganizational Data | User Defaults

9 Complete the information under the Employee Information section of the page:
a. Enter the employee Last Name, First Name
b. Personnel Status — select Employee
c. The Payments Sent To defaults to the Home Address
d. If the employee has a separate mailing address, click the Mailing Address checkbox
10 Inthe Home Address section of the page, enter the appropriate information:
a. Enter the employee’s Address, City, Zip and State.
11 If necessary, in the Mailing Address section, enter the appropriate information:
a. Enter the Address, City, Zip and State.
12 Click the Organizational Data tab.
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Favarites Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Employee Data Organizational Data User Defaults

Expenses Processing Data Find | View Al First Kl 10f1 ] Last

Valid for Expenses: Mo ¥ Default Profile
r lgnore Authorized Amounts

Reason for Status:

HR Information Supervisor Information

Employee Status: [acie —F FID: 0000099700,
Hire Date: 02/03/2014 | Name: Kent Clark
*GL Unit: 12900 @, Dept of Human Resource Mgt ’
*Department: WQ Health Benefits Services

Hours Per Period: ¥ Use Business Unit Default

Default ChartField Values Customize | Find | BV | ## First Bl 1071 I Last
*GL Unit Fund Program Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 Affiliate
[12000@, [o1000@, [107010 @, | @, @, @, | @, @, @, | @,

< | '“

e

& Business Unit 5,000.00 USD

" Specific Amount

" None

“If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned,
per employee, no matter how many jobs they hold within the company.”
Expense Processing Role: | Ll

[5) save | =1 notify | E Add |

Employee Data | Organizational Data | User Defaults

13 Complete the following in the HR Information section:
a. Employee Status — select Active
b. Hire Date — enter the employee’s date of hire at your agency
c. GL Unit — enter the Business Unit for the employee being entered
d. Department — enter or select the appropriate Department code for the employee
e. The Use Business Unit Default field defaults to checked, do not change this value.

14 Inthe Supervisor Information section, enter or select the ID of the individual who will approve
expense transactions for the employee. This may or may not be the employee’s actual supervisor.
The ID is used by the workflow process to route transactions for the supervisor level approval.

15 In the Default ChartField Values section of the page, enter the standard charge distribution that is
used by the employee. The values entered here will automatically default when an expense
transaction is created for that employee in Cardinal. The values can be updated if necessary on the
expense transaction.
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16 The Cash Advance Level field defaults to Business Unit. All Business Unit Cash Advance Levels
are set up with a maximum allowable limit of $5,000.00. The other two options are:

a. Specific Amount - if the employee is eligible for a specific amount either higher or lower than
the standard $5,000, click this indicator and enter the amount.

b. None — if the employee is not eligible for a cash advance, click this indicator.
17 Click the User Defaults tab.

Favorites Main Menu > Tra\relandvExpenses >  Manage Emploxee Information > Update Profile

Employee Data Organizational Data User Defaults

Default Creation Method

*Expense Report: |Open a Blank Report LI
*Time Report: |Open a Blank Report LI
*Travel Authorization: [©ren a Blank Autharization =1

Expense Defaults

Entry Method: Iﬁ Per Diem Range: Iﬁ
Report Description: | Billing Type: I LI
Business Purpose: | ;I Payment Type: ,7(3%

Originating Location: [ @, Creait Card | =l
Expense Location: [ 2, Number of Nights: [
Transportation 10: =

Expense Type Defaults Customize | Find | B | 75 First B 1 o1 I Last
Merchant

*Expense Type Payment Type Billing Type

| H | H | r IS

Project Defaults for Expenses

customize | Find | view 20| B | 2 et B 01 O Last

PC Business

Enabled Project Activity Source Type Category Subcategory Description Descri|
=l @, | @, || @, | @, | a || @,
<| | i
Country: | C%, Select Project ChartFields Display :
State: [ @, & Default : Codes
[
Locality: | @, Descriptions
-~
Billing Type: | ;I Codes

Project Defaults for Time

Customize | Find | view A ] B | 28 First K1 4 o1 B3 Last

Enabled EgﬂB" IS Project Activity Source Type Category Subcategory Description Descrif
i @, | @, | @, @, @, @,

<| | i

save ||=] notity |

18 The User Defaults page allows you to specify user default values that reduce data entry for travel
authorizations, expense reports and cash advances. These values can easily be changed on the
expense transaction by the proxy during data entry if necessary.

All employees banking information is interfaced from CIPPS. If the employee information is not in
CIPPS, you will need to inform the DOA EDI Coordinator so that the employee Bank Account
information can be added manually if necessary. Otherwise the employee will be reimbursed by
check until this information is updated. The Bank Account tab on the Employee Profile pages is
only visible to the EDI Coordinator because it contains sensitive (i.e., personal banking) information.
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19 Click the Save button at the bottom of the page to save the employee profile. After saving the
employee profile, it needs to be validated prior to use on an expense transaction. The Validation
process runs every hour in batch between 8-5 daily.

Employee Working for Multiple Cardinal Agencies:

If the employee is working for more than one state agency, a profile must be created for each agency
from which the employee is requesting a reimbursement of expenses:

1 Create an alternative Employee ID number that will be used for your agency.

2 The new ID should be the nine digits from State Employee Human Resources ID number and 01 as
the suffix (ex: 00000123401). This alternative Employee ID number is used for all Expense
Transactions created by your agency for this employee.

3 Once you create that alternative Employee ID, enter the employee profile by following the steps in the
Creating an Employee Profile section of this job aid.
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Updating an Employee Profile:

If the Employee Profile already exists, there are various reasons why you may need to update it. Review
the Employee Profile Maintenance form and /or discuss with the employee to determine which scenario is
applicable:

o Employee works for your agency and requires changes such as moves to another department,
requires changes to the default ChartField values, change to person in supervisor role etc.

e Employee moves from one state agency to another state agency

o Employee leaves your agency and you need to update the status to terminate

Employee Works for Your Agency and Requires a Change:

If an employee works for your agency and requires a change, access the Employee Profile (Edit) page
using the following path:

Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Favorites = Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Employee Profile (Edit)

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

Add a New Value

Maximum number of rows to return (up to 300); |300

Search hy’: IEmplD':.-'EE N vI beginswitI\ 00000041920

Search  Bdvanced Search

Find an Existing Value | Add a New Value

1 Onthe Find an Existing Value tab, enter the Employee ID.
2 Click the Search button.
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Favorites Main Menu > Travel and Expenses > Manage Employee Information > Update Profile
H - -

" Organizational Data || User Defaults

JOHN DOE
Employee Information
“Last Name: |DDE *First Name: |JDHN
Telephone: | Employee Base:  Home
@ Office
*Personnel Status: | Employee =]
Payments Sent To: ® Home Address

 Mailing Address

Country: WQQ United States
Address 1: |1UU MAIN 5T

Address 2: |

eVA VLIN: |

eVA Address ID: |

City: [RICHMOND

County: | Postal: R
State: VA |@ virginia

Country: W%United States

Address 1:

Address 2:

eVA Address ID:

City:
County:

State: @,

|
|
eVA VLIN: |
|
|
|

Postal:

I Savel [t Returnto Search =] Notify |

Employee Data | Oraganizational Data | User Defaults | Bank Accounts

3 Access the tab of the page that requires change(s).
4 Update the employee profile information as appropriate.

5 Click the Save button. Any changes made to the employee profile are saved.
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Employee Moved from One Cardinal Agency to Another Cardinal Agency:

If an employee has moved to your agency from another Cardinal agency, there are several steps that you
will need to complete This is applicable only when both agencies are using Cardinal.

1 Open a help desk ticket addressed to Cardinal Security to request them to make changes on the
employee profile. The email address for statewide requests is: vccc@vita.virginia.gov

This allows you to update the profile with your agency Business Unit, the correct supervisor and
default ChartField information. See below for a sample e-mail:

To: vccc@vita.virginia.gov

Subject: Cardinal — Security Employee Profile Change Needed Employee ID: XXXXXXXXXXX

Please make the below update to the employee profile for XXXXXXXXXXX. This employee has moved
from Cardinal Business Unit XXXXX to YYYYY.

For proper Expense Module processing, the below information must be updated so that agency XXXXX
has access to make the remaining updates.

We understand the employee must be Terminated from the original BU, so please let us know if
processing time will be longer than normal.

Employee ID: XXXXXXXXXXX

Name: <Employee full name in Cardinal>

Former Business Unit: XXXXX

New Business Unit: YYYYY

New Department: XXXXX (size depends on the BU)
New Supervisor Employee ID: XXXXXXXXXXX

New Supervisor Name: <Employee Name in Cardinal>
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2 Once a communication is received back from VCCC indicating the changes have been made (Help
Desk ticket is closed) navigate to the Employee Profile (Edit) page using the following path:

Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Favarites Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Employee Profile (Edit)

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

L! - s !'\'IﬁddaNewValue

Maximum number of rows to return (up to 300y {300

Search bv,r: Employee ID « begins witrl DDE1DS433UD| |

Search  |kdvanced Search

Find an Existing Value | Add a Mew Value

3 Click the Find and Existing Value tab.
4  Enter the Employee ID number.
5 Click the Search button.
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4 CARDINAL

Fa.vovr'rtes Ma.inylenu = TravelandvExpenses > Manage Employ'ee Information > Update Profile

AT = o
Em ee Data Organizational Data User Defaults
DONNA R BROWN

Expenses Processing Data

Valid for Expenses: Yes Default Profile
lgnore Authorized Amounts

e —
Find | View All First 10f1 Last

Reason for Status: Passed All Validation Edits

HR Information Supervisor Information

Active . 0025201020G,
0110111301 [ Cardinal, Kelly

15100 @, Department of Accounts

93100 @, Personnel

Hours Per Period: [¥] use Business Unit Default

Default ChartField Values | B

— -
Customize | Find First 1of1 Last

L Unit Fund Program Cost Center Task FIPS Asset Agency Use 1 Agency Use 2  Affiliate

151009, [050909, 11005 [, | Q[ @ @ & Q[ @ Ja

4 (LI 3

Cash Advance Level

@ Business Unit 5,000.00 USD
© Specific Amount

) None

Expense Role

“If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned,
per employee, no matter how many jobs they hold within the company.”

Expense Processing Role: -

|@\ Return to Search | =] Notify | [k ndg |

Employee Data | Organizational Data | User Defaults | Bank Accounts | Corporate Card Information

6 Click the Organizational Data tab.

7  Verify the information provided in the email was updated correctly (GL Unit, Department, Supervisor
ID and Name)

8 Update the Default ChartField Values with those from your Business Unit.

9 Click the Save button.
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Changing an Employee Profile Status to Terminate:

When an employee no longer works for your agency, the Employee Profile Status needs to be changed to
Terminated. This should only occur once all Expense transactions have been either paid or deleted and
there should be no items in the queue for the employee to approve.

Verify there are no pending transactions:
1 RuntheV_AP_EXPENSES IN_PROCESS query to identify any transactions in progress.
2 Navigate to the Query Viewer page using the following path:

Main Menu > Reporting Tools > Query > Query Viewer

Fa\.favrites MainvMenu > Reporting Tools > Query » Query Viewer

Query Viewer

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

*Search By: | CQueryName |L] begins with I|V_AF'_E>(PENSES_IN_F’ROCESS I

W Advanced Search

Search Results

*Folder View: — All Folders — -

Runto Runto Runto Add to

Query Hame Description Owner Folder HTML Excel XML Schedule Favorites
V_AP_EXPEMSES_IN_PROCESS Expenses In Process Public HTML §Excel XML Schedule |Favorite

3 Enter the Query Name V_AP_EXPENSES_IN_PROCESS

4  Click the Search button.
5 The Query Name displays in the Search Results section of the page. Click the HTML link.
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V_AP_EXPENSES_IN_PROCESS - Expenses In Process

Business Unit (% for all): hsmn
DeptID (% for all): '

ViewResutts

View Al

Download resufts in - Excel Spreadshest CSvTetFile MLFie (4 kD)

First [ 1-Tof T ] Lest

Current .
Report | Business | Departmery Approver Rep Report Total | AmtDue | Budget | Accounting | Submit Outof | Duplicates | Associated | Associaled | Associated
Type Unit D ADD[O\‘ISIUSEI ) epal Stat EREresk A RA Description Amt | Employee | Stafus Date Date Erlem Bt e Policy Exist | TravelAuthID | AdvancelD | Advance Amt
1]Advance [15100 92100 200000013076 | 00482086600 [ORK CAROLYN H [WiamiTravel | 77850 77850 42014 042014 18430709 0
z;?peo”:e 50 (9100 | |RRsesg0t [UPER\/\SOR 0000032017 /308 | |o0a206es0 RKC»\ROL\‘NH?:;"E‘OUNEY w000 2000 [43E0td [oamiond BT [N 000
;Xep;o”:e 50 s00 | veHszrsr  REVEWER |o0oooa0t3|sua | |ooseooesto RK@AROWNH&?&%DGMNF 000 2000V (4ER0M4 [odsm0nd (BT |Y 000
;Xep:[‘”n“ 00 92100 2000032015576 | 100482086500 [ORK CARCLYNH |Quartery Neeting | 50000 50000V (04202014 042212014 1BAXGTA9 \ 00
Expense WILLIANS TAYLOR |Christina Test
St 100 0 [eseryr REVENER ooooosotjsus |l |ousssease Bpesereput | MO0 W00V 404201 04042014 PPS STEPHENLI I 00
;Xe":n”ﬂ“ 0095900 2000032031 576 | osa9695800 [k lex OfsieMecing | 5000  5000[V (0642014 [OGO4204 VEWPLDID N 00
;Xe”:n”ﬂ“ 5100 97200 |/RRsags0r  [BUPERVISOR 0000032025 SUB | (0000910900 JRAVATT CATHY P ftest 10000 0000)V (05120014 (022014 |VPHEZTAT N 100
6 Enter your agency Business Unit in the Business Unit field.
7 Enter the Department ID of the employee that needs to be terminated or % to show all departments.
8 Click the View Results button to run the query.
9 Review the results to determine if the employee you need to terminate has any transaction in

progress. If so, ensure they are approved or deleted prior to terminating the employee in the system.

Once all items are clear and the employee does not display on the list, you can terminate the
employee in Cardinal.
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Terminate the employee in Cardinal:
10 Navigate to the Employee Profile (Edit) page using the following path:

Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Favorites Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Employee Profile (Edit)

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

|' I Add a New Value

Maximum number of rows to return (up to 300); {300

Search by: Employee D - begins witrl 00210543300] I
Advanced Search

Find an Existing Value | Add a Mew Value

11 Onthe Find an Existing Value tab enter the Employee ID of the employee being terminated.

12 Click the Search button.
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4 CARDINAL

Favo'rites MainvMenu b Tral.relandvExpenses >  Manage Emploxeelnfomﬁtion > Update Profile

 Employee Data | eleEUFEGLUE NG00 ( User Defaults -

DONNA R BROWN
Expenses Processing Data Find | View A1l First B! 1.0f1 I Last
Valid for Expenses: Yes Default Profile
nore Authorized Amounts
Reason for Status: Passed All Validation Edits .
R Info Lo Supervisor Information
Employee Status: h “ID: 0025201020Q,
Hire Date: 01011901 | Name: Cardinal, Kelly
*GL Unit: 13100 @,  Department of Accounts
*Department: 95700 Q@ FSRI - Cardinal
Hours Per Period: Use Business Unit Default

Default ChartField Values customize | Find | B | 2 Fret T g orq I Laet

[GL Unit Fund Program Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 Affiliate

5100, [os0o0a, [ri1006 [, | Q | Q[ @ | Q | @ | Q[ @
< | i J »

Business Unit 5,000.00 USD

©) Specific Amount

©) Hone

Expense Role

“If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned,
per employee, no matter how many jobs they hold within the company.”

Expense Processing Role:

I 5W-]II@‘ Return to Search =] Notity | =

Employee Data | Organizational Data | User Defaults | Bank Accounts | Corporate Card Information

13 Verify that you have entered the correct employee.
14 Click the Organizational Data tab.
15 Before changing any information, take a before screenshot and save for your agency’s records.

Screenshots are recommended because there is no effective dating on Employee Profiles. Once
a change is made you are no longer able to view prior information.

16 In the Employee Status field, select Terminated.
17 Take a screenshot after changing the status for your agency’s records.

18 Click the Save button. The Employee Record has been updated.

Page 16 of 16 Rev 10/29/2014



