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Getting Started
To begin the web-based training course, click on the Start button.

NAV201: Navigation in
CARDINAL| Cardinal

Web Based Training
00 _ () .

Hint: You can press the [F11] key on your keyboard to maximize the course on the
screen.
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Navigating the WBT
There are several navigation features that you can use while taking the web-based
training course. They are:

Previous Slide — Click on this button to go back to the previous slide.

Next Slide — Click on this button to advance to the next slide in the course.

Home — Click on this button to go back to a designated point in the course, either the
beginning of the course or the beginning of the current lesson.

Slide Scroll Bar — Click on the scroll bar or use the slider to move forward or
backwards in the training course. Note: You will not be able to move ahead of the next
lesson checkpoint until the questions have been answered.

Exit — Click on this button to exit the web-based training course. Do not use the [X] in
the upper right hand corner of the screen window to exit. This will close the web
browser and may result in your course progress not being saved in the VDOT University
Virtual Campus.

2 Lesson 1: Cardinal Overview

Introduction

Welcome
Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

By now, you have completed all prerequisite courses for this course and discovered the different functional areas and
modules included in Cardinal. In this course, we will walk you through the basic navigational elements of Cardinal.

Home

Previous Slide

Next Slide Exit

Scroll Bar / Slider

@ Internst #1009 -
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Navigating the WBT (con’t)

TOC - Click on this button to open the Table of Contents for the training course. You
can also click on this button to close the Table of Contents.

[>>] and [<<] — Click on these buttons to open / close the Table of Contents for the
training course.

&«

v slide Title Status

NAV201: Navigation In Cardinal v |+ S inal Overview

¥ Lesson i Cardinal Qverview
¥ Introduction —
Welcome
Course Objectives
Lesson Objectives
Lesson Topics

s TRl Carling Oty the skills and information
Cardinal Overview y policies.

cessary to use Cardinal. It is not intended to replace

Cardinal Overview (Co. .,

quisite courses for this course and\{iscovered the different functional areas and

Cardinal Overview (Co course, we will walk you through the Wasic navigational elements of Cardinal.
¥ Topic 2: Security

Can I share my User ID TOC

Security

Security Profile Buildin,..
Lesson Checkpoint
Lesson Summary
¥ lesson 2! Cardinal Home Page
¥ Introduction
Introduction

Lesson Objectives

Lesson Topics

¥ Topic 1: Menu Layout

@ Internst ®100% -
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Accessing Additional Information
Links have been added to the web-based training to allow you to access additional
information and reference materials. These links are:

Job Aids — Click on this button to take you to the Job Aids web page located on the
Cardinal website.

Help — Click on this button to open Cardinal_WBT_Help (this document).
Glossary of Terms — Click on this button to open a glossary of terms used in Cardinal.

»»

Lesson 1: Cardinal Overview

(CARDINAL

Introduction

Welcome
Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

By now, you have completed all prerequisite courses for this course and discovered the different functional areas and
modules included in Cardinal. In this course, we will walk you through the basic navigational elements of Cardinal.

Information Links

ST

& Interrt R100% -

You will receive a security alert when you click on the links for additional information.
Click [Yes].

b . | /M
Security Alert &| )
L3 = VI
ri“l ou are about to leave a zecure Internet connection, 1t
?. will be pogzible for others bo view information you zend.
Do you want to continue?

[T1n the future, do nat show this waming

I ‘eg l [ Mo ] [ More Info
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The additional information was designed to open in a separate web browser window (as
shown below). To close this window, click on the [X] in the upper right corner of this
window.

Caution: Be careful not to click on the [X] in the course web browser window. This will
close the training course.

[=JES

ovided by VA IT Infrastructure Partnership ||

‘& https: /Avirtualcampus vdot virginia. gov[kc/llc/scorm course_launch_frm.asp?stCourselD =C046488strUser[D=3627 "‘ ) | | X

E NAV201: Navigation in Cardinal

@L

Home » Training Contact Us

Home

Background & Scope Job Aids

Helpful Resources THIS WEB PAGE WILL BE USED FOR LISTING CARDINAL TRAINING JOB AIDS BY FUNCTIONA

Newsletters
R General
Training
<General Job Aid List / Links Here>

Change Agent Network

FAQs

| <

Ank Aidr bhis Cinetinmal Aennae

| B

%J Local infranet #100%
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Simulations

Many of the Cardinal web-based training courses have UPK (User Productivity Kit)
simulations for you to view as part of the training. Links to the simulations will be
identified in the course (as shown below). To launch the simulation, click anywhere on
the large Cardinal logo.

>

rLesson 2: Cardinal Home Page

(CARDINAL

Lesson Simulation

Simulation
You are now about to view a simulation which will show the basic steps involved in navigating Cardinal.

Click the Cardinal logo below to start the simulation.

CARDINAL

2]
00

E @ Intermet #1009 -

You may receive a security alert similar to the one below when launching a simulation.
If you do, click [OK].

Security Alert
You are about bo view pages aver a secure connechion.
a

Ay information pou exchange with thiz site cannaot be
viewed by anpone elze on the weh.

[ In the future, do naot show this warming

[ Q. H Muare Info ]

Page 7 of 18
Draft — 7/25/2011



A simulation window will appear (see below). Follow the instructions that are provided
to view the simulation. Click on the Actions link for navigation options such as going to
a previous page. Use the [X] button found on the text boxes or the [Esc] key on your
keyboard to exit the simulation and return to the course.

Home: Wiorklis Sign out

Favarites = Main Menu
- : -

Personalize Content | Lavaut @Help
Top Menu Features Description EEX

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights
Recently Used pages r_
now appear under the e

Favarites menu, located -y y . 1
at the top left. Navigating Cardinal

il

I

s
51
il

Cardinal provides three methods for accessing the pages and functionality you need in
Cardinal; Pagelet. drop-down menu and navigation pages.

Breadcrumbs visually

display your navigation % These menus show the same links and the same content, but in a different format. The
path and give you access = Pagelet menu is also available from the Home Page. where as the drop-down menu and
to the contents of navigation pages can be used throughout Cardinal to access pages.

subfolders.

Far this simulation, you are accessing a customer's record in order to look up information.

Menu Search, located
under the Main Menu,
now suppaorts type ahead
which makes finding
pages much faster.

Press [Enter] to start
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When you exit a simulation and return to the course the following web browser window

will be present on your screen. To close this window, click on the [X] in the upper right
corner of this window.

Caution: Be careful not to click on the [X] in the course web browser window. This will
close the training course.

Z Lesson 2: Cardinal Home Page

Lessd

1 \r; :_/- ~ || hitps: /fvirtualcampus vdotvirginia.govie/cont » & |4 K L
Youare| Fla Edit View Favorltes Tools Help
— o = - & > @
Click th W I(g Browser-based Player Gateway Page ] } fi - B - & - [&'Page v & Tools
.#P CARDINAL
Dane E % Local Intranet HA00% -
8121 DD
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Course Evaluation
When you reach the end of the course, click on the survey link to provide your

feedback.

»

INAV201: Navigation in Cardinal

CARDINAL

Course Evaluation

Course Completion
Congratulations! You successfully completed the NAV201: Navigation in Cardinal course. Please use the evaluation link to

assess the course.

Once you have completed and submitted the survey, close the survey window. To close the web based training course,
click the exit button located in the bottom right hand corner.

http://www.surveymonkey.com/s/392M6QG

00

®100% -

@ Internet

Page 10 of 18
Draft — 7/25/2011



When you have completed and submitted the survey, close the survey window by
clicking on the [X] in the upper right corner of this window.

Caution: Be careful not to click on the [X] in the course web browser window. This will
close the training course.

E NAV201: Navigation in Cardinal

Cours

~ Cardinal WBT Training Course Evaluation Survey - Windows... |:HE|E\

Course :j/ \‘,' & htp: A surveymorkey .com,s/392Me0G v 4] X g

Congral{ Fiie Edit View Favorites Tools Help on link to
assess |

W e [g, Cardinal WET Training Course Eval.. I_I fo- B = - Pagev GToolsv 7

°F‘°e M| Cardinal WBT Training Course Evaluation s ey 1 [PUTSE)
click the]

Course Name

| 4

What District or Central Office Directorate do you work in?

| |

What is your 5 digit FMS Il Org Code (for ex. Fiscal Org Code is 10015)?

The following questions are intended to gather your feedback about the Cardinal web-based training course you have taken.
Please include any additional feedback you may have in the comments field.
If you select Disagree or Strongly Disagree for any question, please explain why in the Comments field v

Dane & Internat 440000 -

a2l D@}
00 00
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Exiting the Course
You have successfully completed the course. Click on the Exit button. Your

completion status will then be logged by VDOT University Virtual Campus.

Do not use the [X] in the upper right hand corner to exit. This will close the web
browser and may not result in your course progress being saved / recorded in the
VDOT University Virtual Campus.

 SCORM Course Window - Windows Internet Explorer provided by VA IT Infrastructure Partnership
e~ 2] hitps: //virtualcampus vdot.virginia.gov/ke/ile/scorm_course_launch_frm.asp ?strCourselD =C046488srUser ID=3627 v & ||¢| X >

b

Z NAV201: Navigation in Cardinal

Course Evaluation

Course Completion

Congratulations! You successfully completed the NAV201: Navigation in Cardinal course. Please use the evaluation link to
assess the course.

Once you have completed and submitted the survey, close the survey window. To close the web based training course,

click the exit button located in the bottomn right hand corner.

http://www.surveymonkey.com/s/392M60G

F"IN {5 =N N Exit
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Troubleshooting — Internet “Pop-up Blocker”

You computer should already have the necessary software installed to be able to take
Cardinal web-based training courses through the VDOT University Virtual Campus and
you should not experience any technical problems.

However, if you encounter any difficulties with the information links and/or simulations
being blocked by Internet Explorer (due to the pop-up blocker) you will likely receive the
following message.

57 Pop-up blocked. To see this pop-up or additional options click here. .. *

E Lesson 1: Cardinal Overview

Introduction

Welcome
Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. Itis not intended to replace
existing Commonwealth and/or agency policies.

By now, you have completed all prerequisite courses for this course and discovered the different functional areas and
modules included in Cardinal. In this course, we will walk you through the basic navigational elements of Cardinal.

wfe | B

& Pop-up blocked. To see this pop-up or additional options click here..,
»

Lesson 1: Cardinal Overvie

~ADMIMAIL
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In this situation, you will need to turn off the pop-up blocker in Internet Explorer by
taking the following steps:

Step 1: Find and click on the “Knowledge Center” tab on the desktop toolbar at the
bottom of your Windows desktop.

< SCORM Course Window - Windows Internet Explorer provided by VA IT Infrastructure Partnership
63 ~ & htips:/fvirualcampus vdot. virginia.govke/ilc/scorm_course_launch_frm .asp?strCourselD=C04648&strUserID=3627 » | & | 1|/ X A

2 Lesson 1: Cardinal Overview

Introduction

Welcome
Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

By now, you have completed all prerequisite courses for this course and discovered the different functional areas and
modules included in Cardinal. In this course, we will walk you through the basic navigational elements of Cardinal.

!; start B Inbox - Micro... | & Knowledge Ce... /2 SCORM Cours... | @ Cardinal _WBT... B T &= B 12:50PM
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Step 2: This will keep your course open but will open the VDOT University Virtual
Campus course window (as shown below). Next, find and click on “Tools” in the upper
right hand corner of the window.

& Knowledge Centre - Windows Internet Explorer provided by VA IT Infrastructure Partnership
File rEdit View Favorites Tools Help
* & IﬁKmowledge Centre

UNIVERSITY oo lome e Hep o @

Glossary Feedback Notepad Search

€] https: /Avirtualcampus. vdat virginia.govke /main e _frame.asp

171 i - B - ® - [Page v G Tools v

\vDOT

Campus
Administration

CARDINAL - NAV201: Navigation in Cardinal

[ S | Description:

Library
Team Rooms
,
Announcements Ll
My VU
S This course provides hands-on training that covers the navigation skills needed to perform basic tasks in Cardinal This course includes information on the two separate applications within
What's New Cardinal - Cardinal Financials and Cardinal Human Capital Management, how to sign in and out, and how to navigate to various pages in Cardinal. Before taking this course, participants
must complete the following prerequisites:
. ‘
e Btore s INTROI101: Cardinal Overview
el Target Audience:
Searches

All employees, third-party contractors, and mdependent consultants who need to access Cardinal to perform their job responsibilities.

Select the Take Course button to begn the course described above, or click Return to go back to the online course listing.

[ Take Course ][ Browse Course ]

Return to Course Inft ion & Enroll

Step 3: Use the dropdown list to find and click on “Turn Off Pop-up Blocker.”

ded by VA IT Infrastructure Partnership

v 3[4 x P-

»

& - B & BPager |G -7

Info Home  Inde Help Delete Browsing History...
Glossary Feedback Notepad Search

AT Pop-up Blocker Settings Phishing Filter 4
CARDINAL - NAV201: Navigation in Cardinal H >

R i ation Manage Add-ors

[P esed | Description: Work Offline
Library Windows Update
Team Rooms Full Screen Fi1
i o v Menu Bar
T
- X colbars 4
P e (CARDINAL
My VU X . . e . . X ) . . . Sun Java Console
o This course provides hands-on training that covers the navigation skills needed to perform basic tasks in Cardinal. This course includes inform
\What's New | Cardinal - Cardinal Financials and Cardinal Human Capital Management, how to sign in and out, and how to navigate to various pages in Car  Intermet Options
must complete the following prerequisites:
‘ ‘
e « INTRO101: Cardinal Overview
R:urmm Target Audience:
*5 | All employees, third-party and independent consultants who need to access Cardinal to perform their job responsibilities

Select the Take Course button to begin the course described above, or click Return to go back to the online course listing.

Take Course | [ Browse Course

Return to Course ion & Enroll

Step 4: Return to the course by finding and clicking on the “SCORM Course....” tab on
the desktop toolbar at the bottom of your Windows desktop.

Return to Table of Contents
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Troubleshooting - Adobe Shockwave Player Settings

If the information links and/or simulations still do not work then take the following steps
to review and change your settings for Adobe Shockwave Player (the software that is
used to run the web-based courses).

Step 1: Right click in the web-based course and select “Global Settings.”

»

T
Global Settings. .. 7! .
Do RCooE e Plaver 10.2.159.1...
NA : nin

CARDINAL| Cardinal

Web Based Training
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Step 2: The following security warning will appear. Click [Yes].

Leamning Help Downloads
Security Warning

The current Web page is trying to open a site in your Trusted
sites list. Do you want to allow this?

Current site: http://www.macromedia.com

Trusted ste; http://www.adobe.com

gs Manage
= Global Privacy Settings panel

“warning: allowing this can expose your computer to security risks. If
you don't tust the cument Web page, chaose Na

= Global Storage Settings panel
Global Security Settings panel
= Global MNotifications Settings panel

= Website Privacy Settings panel
s W What are storane seffinns?

What are privacy seftings?

Step 3: The Flash Player Help website will open in a new browser window. Select
“Global Security Settings panel” under “Settings Manager” on the left side of the page.

Solutions Learning Help H S Company Store

My support My ship

ings Manager

= Global Privacy Settings panel

obalNelilications Sefings panel
= \Website Privacy Settings panel
= \Website Storage Settings panel

= Protected Content Playback
Settings panel

= Peer-Assisted Networking Panel

TABLE OF CONTENTS

» Flash Player Help

+ Display settings

& Privacy settings

o Local storage seftings

+ Microphone settings

« Camera settings

« Local storage pop-up question
+ Privacy pop-up question

« Security pop-up guestion

+ Peer-assisted networking pop-up
guestion

« Aboutupdating Adobe Flash Player

Settings Manager

‘Who uses this Settings Manager?

What can | do with the Seftings Manager?

How da | getto the Settings Manager?

What are privacy settings?

What are storage settings?

What are security settings?

What are automatic notification settings?

How can | manually check for updates?

What are protected content playback settings?

What are peer-assisted networking settings?

If I've already set privacy and disk space options in my browser, do | need to do it
again?

Who uses this Settings Manager?

Beginning with Flash Player 103, the Local Settings Manager supersedes this
Online Settings Manager for managing global settings on Windows, Mac, and
Linux computers. The Local Settings Manager can be accessed in the Control
Panel on Windows and in System Preferences on Mac. Users of other operating
systems and earlier versions of Flash Player can continue to use the Online
Settings Manager described here

To access the local Flash Player Settings Manager that is native to your
operating system:

« Windows: click Start = Settings = Control Panel = Flash Flayer
s Macintosh: System Preferences (under Other) click Flash Player
o Linux Gnome: System = Preferences = Adobe Flash Player
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Step 4: Select the 3" tab on the Global Security Settings panel - Global Security
Settings — and then select “Always Allow” (as shown below)

tions Learning Help Cownl Company

My support My shipments

Global Security Settings panel

obal Privacy Settings panel

= Global Storage Seftings panel Atiohe® Flash® Playsr Setings Managsr [7]
- ol e A + o0
B e s i3 s

= Global Notifications Settings panel Giobal Security Settings

= \Website Privacy Seftings panel Soime websites may aCcess information from other Stes using an older

e system of security. This is usually harmless, but i is possinle that some
Website Starage Seftings panel sites could oktain unauthorized information using the alder system. When a

— Protected Cortent Flayback wehbsite attempts to use the older system to access informatior
Seftings panel 63 Always ask @ @ Slways sllow 0@ Elways deny

= Peer-Assisted Networking Panel

Always trust fies inthese locations: Edit locations... | v

TABLE OF CONTENTS. © c:\Program FilesWELL
O Hitp: Mo cardinaloraject vivirginia.gov!

« Flash Player Help

# Display settings

® Privacy seftings

# Local storage setfings

= Microphone seftings

& Camera seftings

« Local storage pop-up question If you are a designer or developer creating applications for Flash Player, see

* Privacy pop-up question Global security settings for content creators instead

# Security pop-up guestion

o Peer-assisted networking pop-up Use the Global Security Settings panel to specify if SWF or FLV content that

question uses older security rules can access the Internet. (For information about why

« Aboutupdating Adobe Flash Plaver you may need to do this, see What are security settings?) To help you decide if
it is safe to allow the older security rules to be used, ask yourself: Did | originally
download this content myself from a website that | trust? Is the SWF or FLV
content trying to communicate with a website that | trust? The website with

Step 5: Click on the [X] in the upper right corner of the Flash Player Help window to
close the window and return to the course.

Caution: Be careful not to click on the [X] in the course web browser window. This will
close the training course.
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