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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.

In this course we will show you the Time & Attendance functional area and how to enter and submit time
and absences for approval.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and
processes. The screenshots are taken from Cardinal and show pages that not all users can access. They
are included here so you can see how your specific responsibilities relate to the overall transaction or
process being discussed. See your Agency Security Handbook for a list of available roles and
descriptions.

Special Notice

This course provides employee training on how to enter time on a timesheet, view absence entitlement
balances and enter absence requests. Managers who are responsible for approving employee time and
absence requests should also take the Time & Attendance Approvals course.
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Introduction

—

CARDINAL

Cardinal has six functional areas:

» Accounts Payable

» Accounts Receivable
» General Ledger

* Procurement

» Project Accounting

« Time & Attendance

Time & Attendance is the functional area in
Cardinal that tracks employee time and absences
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Introduction (continued)

—

CARDINAL

These six functional areas are housed in two distinct Cardinal applications:

Cardinal Financials: This application houses the Accounts Payable, Accounts Receivable, General
Ledger, Procurement, and Project Accounting functional areas.

Human Capital Management (HCM): This application houses the Time & Attendance functional area.



Course Objectives

After completing this course, you will be able to:
» Understand key concepts and define key terms related to Time & Attendance.
* Navigate to Cardinal HCM and the Timesheet page.
» Enter regular and overtime hours on the timesheet.
* View compensatory leave and overtime leave on the timesheet.
* Document holidays.
* View current Absence Entitlement Balances.
» Enter Absence Requests.
» Adjust Absence Requests.
» Understand the reasons for timesheet exceptions.
» Make timesheet adjustments.
» Access key reports and online inquiries.

Assessment questions at the end of each topic and/or lesson will check for your understanding.



Time & Attendance Process

—

CARDINAL

The diagram provides an overview of Time & Attendance process. As a self service user, this course will
focus on the Time & Attendance Capture area.
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Lesson 1: Overview

—

CARDINAL

In this lesson, you will learn about the following topics:

» Key Concepts

 Key Terms



Key Concepts

Some key concepts in Time & Attendance Employee Self Service include:

Every employee has a work schedule in Cardinal.
Hourly employees have a work schedule with zero hours.
The timesheet displays one week at a time.

Self Service users must enter hours worked by day, Time Reporting Codes, and ChartField
information for time entered on the timesheet.

Cardinal forecasts your entitlement balances for most leave types when you enter your absence
request. That forecast is based on the projected future absence entitlement balance for that leave
type and all prior absence requests for that absence type.

Absence requests may cross a weekend or a month end but should not cross a pay period end date.

You can only use one absence type per absence request.



Business Unit General and Timesheet Entry Related
ChartFields

Self Service ( ?_,_ChRDINA[

Self Service User/Time Repor...

Click each term listed in the left display window to

T
SpeedType view its definition.

Time Reporting Code (TRC)
Timesheet Page
Work Schedule
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Key Terms (continued

Exception Timesheet Processing Related
Lockout
Payable Time ( ?_,_ChRDINA[

Reported Time
Click each term listed in the left display window to

Reported Time Status o et
view its definition.

Submitted Time
Time Administration
Time Reporting Rules
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Key Terms (continued

Absence Entitlement Absence Entitlement Related
Absence Event
Absence Name ( ?_,_ChRDINF\[

Absence Reason

Absence Take Click each term listed in the left display window to
view its definition.
Accrual Periods

Entitlement Balance
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Lesson 1. Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer and click Submit to see if you chose the correct response.
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Match the definition with the appropriate term by choosing it from the drop down
selection list. Each term should only be used once.

A batch process that validates

reported time against Time

Reporting Rules and generates - Select — .
payable time. Alsoc may generate

exceptions to reported time.

The days and hours an employee is
scheduled to work. Used by Cardinal
to validate time during the Time
Administration process.

- Select —- -
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Lesson 2: Navigating in Time & Attendance

In this lesson, you will learn about the following topics:

* Navigating in Time & Attendance

15



Navigating in Time & Attendance

—

CARDINAL

Cardinal Coordinators are responsible for setting up and modifying user access. New users must
complete training for the role(s) they are assigned in Cardinal, prior to gaining access. Your Cardinal
Coordinator can help you determine your role(s) and training needs. Check with your Supervisor if you do
not know who is designated as your Cardinal Coordinator. For more information on navigation, see the
Navigation in Cardinal course.

Cardinal Financials and Cardinal HCM are accessed from the Cardinal website address:
https://cardinal.cov.virginia.gov. There is a shortcut icon installed on your desktop for quick access.

¥, CARDINAL

User ID: [JOHN.DOE]

Sign In

16



https://cardinal.cov.virginia.gov/

Accessing Cardinal HCM

—

CARDINAL

When you log in on your computer, you can access Cardinal by double clicking the Cardinal icon on your
desktop. The myCardinalFinancials page appears.

Next, click the Cardinal HCM (Human Capital Management) link to access Cardinal HCM.

‘myCardinaI Financials (=] ]

Financials Report Financials Report =] Financials Links
|/ Execution |/‘ Retrieval |//

| AP Reports [=! EIN Report Manager [=! Cardinal HCIM
l AR Reports =] EIN Process Monitor
[ GL Reports
[ PA Reports
[ PR Reports
[=] Financials Query-based
Reporis

You can go back to the Cardinal Financials home page by using the links available in Cardinal HCM.

'myCardinal HCM =l ]
=] HCM Report Execution =/ HCM Report Retrieval = HCM Links
- u/- e

[ 1 TA Reports [=] HCIM Report Manager = Cardinal Financials
=] HCM Query-based Reports =] HCM Process Monitor

Click the Sign out link to exit Cardinal. Do not close the browser window to exit.

Home | Workist | AddtoFavorites | Signout
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Accessing the Timesheet Page

—

CARDINAL

Once you access Cardinal HCM (Human Capital Management) Home page, you can navigate to the
Timesheet page using the following steps:

* Click on Main Menu

» Point to Self Service

* Pointto Time Reporting

* Point to Report Time

* Click on Timesheet, the link to open the Timesheet page

Favortes | Main Menu
w -

Search Menu:

Personalize | )
Menu - Cls - &
Search: 1 myCardinal HCM 4
(1 Cardinal Conversion 4
L myCardin 7] Self Service :
{ g;:cmsn:rlvﬁ 1 Time and Labor '_—‘ Time Reporting i .
[ Timeand [ Global Payrol & Absence I (&3 Benefis l_l R.epurt_Tme D Timesheet
& Global Pa £ Set Up HRMS 5 1 View Time
[ SetUp HF _ )
I> Enterprise L Enterprise Components r
[ Worklist [ wWorklist 3
{ E:Esg?gl 3 Reporting Tools »
~ My Persor [ PeopleTools 4
D My Personalzations




Simulation: Navigating in Time & Attendance

—

CARDINAL

This simulation shows you how to navigate to the Time & Attendance functional area. Click the Cardinal
logo below to start the simulation.

CARDINAL
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https://virtualcampus.vdot.virginia.gov/kc/content/ilc/courses/6D5247EAC467477B80C9C3263C9D904B/Employee_Self_Service_UPKs/dhtml_kp.html?Guid=22d8356b-8560-4d40-896b-a09f46ed2081&Mode=T&Back

Lesson 2: Summary

—

CARDINAL

In this lesson, you learned:

* Navigating to the Human Capital Management application and Time & Attendance functional area in
Cardinal.
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.!E Lesson 3: Reviewing the Timesheet Page

In this lesson, you will learn about the following topics:

 Timesheet page

21



Timesheet Page

The Timesheet page is your one stop location to view and manage time. You can navigate to this page
using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > Report Time >
Timesheet

Favovr'rtes Mainyenu > Self Svervice > Time Rgporting » Repor$ Time > Timesheet

Timesheet

Kathy Cardinal Employee ID: 003020

Job Title: Admin & Office Specialist Il Empl Record: 0

i Instructions

“View By: Week - Reported Hours: 0.00 Previous Week Next Week
Date: 0200612012 [ % Scheduled Hours: 40.00

From Monday 02/06/2012 to Sunday 02/12/2012

Mon Tue Vied Thu Fri Sat Sun Total _. - Business - .
26 | 27 - 28 | 29 | 210 - 2114 | 212 | B .Tlme Reporting Code .Taskgroup _Uni‘l -Telecommute .Equlpment (0] .Charlﬁeld

| | [ | | | | - [vDoTCOMRI®, (50100 @, | @ | ChartFielc
| | [ | | | | - [VDOTCOMRIZ, [50100 @, | Q| ChartFielc
| | [ | | | | - [vDoTCOMRI®, (50100 @, | @ | ChartFielc

¥ Reported Time Status

¥ Reported Time Summary
¥ Leave and Compensatory Time Balances

Absence Event - select to view

| saeforLater || Submit

GoTo: Self Service

Time Reporting
< i I »

m




Navigation Path and Scroll Bars

Cardinal provides breadcrumbs at the top of each page that show the navigation path for that page. There

are scroll bars to the right and bottom of the page. Use these to view data that extends beyond the width
or length of the screen.

Faw}vr'rtes MEinvI'l-'Ienu » Selff Service : Time Reporting > Report Time 3 Timesheet

E New window  (ZHelp B nf -

Timesheet
BETTY WHITE Employee ID: 002302034400
Job Title: Admin & Dffice Specialist Il Empl Record: 0
i Instructions
*View By: Week - Reported Hours: 000 Previous Week Mext Week
Date: 02/06/2012 | ‘% Scheduled Hours: 40.00
From Monday 02/06/201 2 to Sunday 02/112/2012
Mon Tue Wed Thu Fri Sat Sun Total __ - Business ; =
26 | 27 28 | 29 210 | 2041 | iz | Hours |t tode Bsbina Unit b (i
| | | | | | | ~  |vDoTcomRri@, [s0100 @, |
|| | | | | | | - \VDOTCOMRIA, [50100 @, |
| | | | | | | - \VDOTCOMRI®, [50100 @, |

» Reported Time Status

¥ Reported Time Summary

I Leave and Compensatory Time Balances

Absence Event - select to view =]

. Saeforlater Submit

Go Jo: Self Service
4 | 1




Header Section

The Header Section identifies the employee by name, Employee ID and Job Title.

—_— "IF-ETIHE m* “‘iiﬂij-'“i" —_—
Timesheet
!“_%‘_'T!'.’EE.".’."?“' Employes 1D 003020
debTille  Admin & Ofce Specialist I Empl Recomd a

L Insirucy A\

Week

- . ® Reported Hours: noa Prenious Week Mg Wenk
i JatEEote W Scheduled Hours: 000
Ti| /i Mondoy 02062012 1 Sunday 02122012
“;',: T;l; I T' ” r '" T"“ Tumee Hepoiing Code Taskpgroup ﬁi'q‘" Telecommuie  ELguipmeni ID
- Q Timesheet
KATHY CARDINAL Employee |D: 003020
¥ Raporied THMS Siaflia Job Title:  Admin & Office Specialist Il Empl Record: 0

ABGENLE Eant - SRR o e

Sava for Laber Submi
G Toy el Sa e

Time Reparling

Charilweld
CH iE= alg

CharFlslg
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Instructions Section

View By — Allows you to view the timesheet by day, week or an alternative calendar period. The default
view of the timesheet is a weekly format.

Date — Allows you to enter or select a specific date, date in a week, etc. to be shown on the timesheet
Click on the calendar icon to open a calendar where you can select the month, year and day.

Refresh button — Updates the timesheet when you make changes to the View By and Date fields.
Previous Week — Allows you to view the previous week.

Next Week — Allows you to view the following week.

FBVO_I'(@S Main yenu > Sef S;ENKE y Time REBON“Q ] REDDE Tme > Tmesheet
@newwindow DHelp Ehtp

Timesheet

Kathy Cardinal Employee ID. 0030

Job Title: Admin & Office Specialist il Empl Record: 0
“View By: Week - Reported Hours: 0.00 Previous Week Next Week

Date: o20eR012 [§ % Scheduled Hours: 4000

—————

Reported time on or after 02/06/2012 is for a future period,

From Monday 0210672012 1o Sunday 0211272012
Mon Tue Wed Thu Fri Sat Sun Total Business
I ?J] 28 I 10 11 M2 Hodrs Time Reporting Code Taskgroup Unit Telecommute Equipment ID Chartfield
[ v VDOTCOMRI®, (50100 1@, [ @,

1. Instructions

Weelk

Reported Hours: Previous Week Mext Week

01/30/2012  [5)

Scheduled Hours:
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Timesheet Grid Section

From Monday — Sunday Section — Provides rows and columns for entering your hours by day, Time
Reporting Code (TRC) as well Telecommute and Equipment ID if applicable. It also contains the
ChartField link which accesses the charge distribution entry pages.

Reported Time Status Section — Allows you to view the time you have entered by date and check on its
status. For reported time/absences, the status displays as Saved, Needs Approval or Approved. For
time entered in the timesheet grid the status displays as Saved or Submitted.

Reported Time Summary Section — Provides a one row summary of your time.
Leave and Compensatory Balances — Provides a summary of Compensatory and Overtime leave

Absence Event Section — Allows you to enter absences, view details about outstanding absence
requests and check your absence entitlement balances.

Mon Tue Wed Thu Fri Sat Sun Total Business

218 27 218 21 210 2114 2112 s Time Reporting Code Taskgroup Unit Telecommute EquipmentID ChartField

- VDOTCOMRIG, [50100 (@, @, ChariFielc
- VDOTCOMRIZ, [s0100 (@, [ @, ChariFislg
- VDOTCOMRIZ, [50100 (@, @, ChariFielg

Absence Event - select to view
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¥| Buttons and Links

CARDINAL

Save for Later — Saves entries on the Timesheet page. Note that saving your time places it on hold on
the page and does not send it to be processed.

Submit — Submits time and absence entered in the timesheet grid to the Time Administration process and
absence requests to the Supervisor for approval.

Go To Links — These links provide quick access to other Cardinal HCM pages (Self Service and Time
Reporting). The Punch Timesheet link is not used.

Favgrices | Man Menu SeF sendca Timz Reporting Report Time Timeshest
Timesheet
Kathy Cardinal Employes IO 003020
fonTile  Admin & OMce Specialist | Empl Record o
i inst
“View By K * Reported Hours: Presfous Week M Week
Date: l q Scheduled Hours:
1 W I cing co wovp e ecommse et
VDOTCOMR 0100 har sl
VDOTCOMR 010 sl
OMRI®, |50 I
Sava for Later Submit
A
Go To i
Save for Later Submit
-
Go To: Self Service

Time Reporting

Punch Timesheet

27



Lesson 3. Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer, and click Submit to see if you chose the correct response.

28



The Time Entry section of the Timesheet page has a default display in which format?

©  Monthly
O Weekly

O Daily

29



The navigation path to access the Timesheet page is:

O Time & Attendance > View Time

o Cardinal FIN > Cardinal HCM = Main Menu > Self Service > Managing Your Time
> Timesheet

o Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting >
Report Time > Timesheet

o Cardinal FIN > Cardinal HCM > Main Menu > Manager Self Service > Report Time
> Timesheet

30



Lesson 3: Summary

—

CARDINAL

In this lesson, you learned:

 The Timesheet page provides a one-stop location for managing time and absence related
transactions.
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Lesson 4: Entering and Viewing Regular Time,
i1 Overtime, Compensatory Time and Holidays

In this lesson, you will learn about the following topics:

» Entering Regular Time and Overtime

* Viewing Compensatory and Overtime Leave Earned and Taken
* Viewing Holidays and Entering Floating Holidays

» Entering Office Closings

32



Entering Regular Time and Overtime

—

CARDINAL

Cardinal provides a grid for you to enter your time. To record your time, you enter hours worked for each
day of the work week. Time is entered in increments of one-tenth of an hour, e.g., 8.0, 4.5, 3.2, etc.

Cardinal allows you to enter time up to 90 days in the future. If 90 days from the current date falls in the

middle of the week, you can enter time for that week. Cardinal greys out any timesheet which exceeds the
90 day timeframe.

The weekly time entry format allows you to enter multiple days for each unique combination of Time
Reporting Code (TRC) and charge distribution, which reduces duplicate entry.

Favorites | Man Menu > Sef Service > TimeReporting > ReportTme > Tmesheet
7 2)Hel h
Timesheet
Kathy Cardinal Employee ID 0030
Job Title Admin & Office Specialistlll Empl Record: 0
*View By: Week M Reported Hours: 0.00 Previous Week  Next Week
Date: 0200612012 5 1 Scheduled Hours: 4000
| Benocad e oo acatiac 020502002 e fora bibucanaciad.
M;: T;_‘; w;‘_: 1;_; ;1: 2513: ?‘E HLT;I Time Reporting Code Taskgroup 5:‘;'"&“ Telecommute Equipment ID ChartFieid|
v VDOTCOMRI@, [50100 |@, CharfField
v VDOTCOMRI®, 50100 @
4 VDOTCOMRI®, (50100 @ 4 ChariFielc
Absence Event - selectto v
Save for Later Submit
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Time Reporting Codes

All hours entered on the timesheet are classified by TRCs which describe the nature of the time being
reported. Select the Time Reporting Code(s) from those available for the hours worked. An employee’s
Workgroup determines which TRC’s are available to them. All employees are associated with a
workgroup.

Examples of Workgroups for VDOT employees are:

VDOTEMHRLY - VDOT Emergency Hourly

VDOT EXCEPT — VDOT Executive

VDOTEXTPB4 — Salaried Exempt Pay Band 4

VDOTEXTPBS5 — Salaried Exempt Pay Band 5 & above
VDOTHRLY - VDOT Hourly Employees

VDOTNOEXOT — VDOT Salaried Non Exempt OT Leave Eligible
VDOTNONEXM — VDOT Salaried Non Exempt

TRCs for compensatory and overtime earned and taken are entered on the timesheet and available only to
employees who are eligible to earn/take it.
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.1, Instructions

*\View By: Week

Date: 02/06/2012  |[5]

Reported Hours: 0.00 Previous Week Mext Week

Scheduled Hours: 40.00

Business
Unit

Taskgroup

Teleco|

Mon Tue Wed Thu Fri Sat Sun Total _. .
216 27 218 219 2110 2111 212 Hourg |Ime Reporting Code
g g g 8 g x

ALDOTCOMRI®, 50100

F Reported Time Status

¥ Reported Time Summary

Absence Event - select to view

F Leave and Compensatory Time Balances

. SaveforLater

Submit

GoTo:  Self Senvice

Time Reporing
Punch Timesheet

CLO - Office Closing

COP - Actual Hours Called Out
CPE - Compensatory Leave Earned
CPT - Compensatory Leave Taken
| E01 - Emerg OT @ Time 1/2 - Sal
HFL - Holiday - Flaating

MHO - Mo Holiday Pay

QCP - Pre-Approved On-Call Hours
051 - 0T @sStraight Time - Sal
OT1-0T @Time 1/2 - Sal

RGS - Regular Earnings - Salaried
RLW - Regular Time LTD Working
RSW - Regular Time STD Working

@ |
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Task Group

The Taskgroup defines which fields are available on the timesheet. This field means employees must
input a charge distribution for all time entered on the timesheet. The Taskgroup default value is
VDOTCOMREQ and should not be changed.

Favorttes ' Main Menu > Sefs'erv'vce » Time Rgport‘nq > Report Tme > Timesheet
@New\'\hndnw rL'_?)Help E‘jhnﬂ

Timesheet
Vee Dot144 Employee ID: V0000144
JobTitle:  Info Tech Specialist i Empl Record: 0
*View By: Week b Reported Hours: 4000 Previous Week  NextWeek
Date: o101 [ % Scheduled Hours: 4000

Reported time on or after 08/01/2011 is for a future period.
From Monday 08/01/2011 to Sunday 08/07/2011

M;"’ T;'; w:g T:'; ;; :; s;g “L:tr:: Time Reporting Code Taskgroup Telecommute EquipmentID ChartFields
[ sool [ ool [ soo] [ soo) [ 800 \ 4000 RGS-Regular Eamings - S v \VDOTCOMRI@, fs0100 @, | Q| CharFields

} Reported Time Summary Business
Absence Event - select toview Taskgroup Unit Telecommute
Save for Later Submit
N— vDoTCOMRI®, 50100 @, | @,
GoTo: Self Senice
Time Repoting vooTcoMRI@, |[s0100 @ | @,
Punch Timesheet
vDoTCOMRI®, 50100 @, | @,
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Business Unit and Telecommute ID Fields

—

CARDINAL

Business Unit Field
This is a required field. The Business Unit field defaults for your agency (e.g., 50100 for VDOT). Do not
change it.

Telecommute ID Field
If you telecommuted, enter TELE in the Telecommute ID field. Otherwise, leave this field blank.

Please refer to the Time Reporting Codes by Workgroup job aid for details about the workgroups and
time reporting codes available in Cardinal.

Businezs

Time Reporting Code Taskgroup Unit Telecommute |Equipment ID

I - VDOTCOMRIS, | 50100 @, @,
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Equipment ID, ChartFields Link, Plus and Minus
3 Buttons

CARDINAL

Equipment ID Field

The Equipment ID field is used only for special events such as emergency snow operations or emergency
response. Special instructions will be provided to employees when and if this field needs to be used.

ChartFields Link

Every line of reported time entered must have a valid TRC and charge distribution. Click on the
ChartField link to access the charge distribution fields.

Plus and Minus Buttons
Allows a row to be added or deleted in the timesheet grid.

Equipment ID ChartFields
ChartFields | [#] E
ChartFields  [+] E
ChartFields | [+] =] E&/
38




g, ChartField Detail Page

The ChartField Detail page provides the charge distribution for time entered. Use the scroll bar at the
bottom of the page to view more ChartFields to the right.

Favgtes MainvMenu > Seff Service » Time Reporting » Report Time > Timesheet
LENEW Window @Help E’Customize Page ﬂhﬂp

ChartField Detail

Employee ID: 00302034400

SetID: 50100 @ Speed Types Seareh |

Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PC Business Unit
599999 Q | @, | @, | Q | Q, | Q, | Q, | @ | Q, | @,

Ok Cancé-i

e Il I H
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ChartField Detail Page (continued)

The Search Option defaults to SpeedTypes. Click the Search button to access the SpeedTypes Search
page. Then select the appropriate SpeedType and supply any additional ChartField values needed.

Favorites Main Menu > Self Service > Time Reporting > Report Time > Timesheet

ChartField Detail

Employee ID: 00302034400

SetID: 50100 © Speed Types ===

Account Fund Program Department Cost Center Task FIPS Azset

599999 | Q | Q| Q | Q | Q| a | a
| Ok Cancel
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Search SpeedTypes

Cardinal uses SpeedTypes to auto populate some of the ChartFields for you and identify additional
ChartFields that require values. For example, when you select a project SpeedType value, Cardinal
populates some ChartFields (Fund, Program, etc.), and requires you to enter an Activity Code.

Favorites - Main Menu > Self Service > Time Reporting > Report Time > Timasheet
- H - - - -

Search Speed Types

SpeedType Key: | Q:
Account: 599999 Asset: @, category: @,
Fund: @, agency Use 1: @, subcategory: @,
Program: @, AgencyUse 2: @, Affiliate: @
Department: @, pC Business Unit: @, Fund Affiliate: Q
Cost Center: Q: Project: @,
Task: @ pctivity: @,
FIPS: Q: Source Type: Qu
Search Clear Cancel

ChartField Detail

Select SpeedType Account Department Project Task Fund FIPS

1| [Seleg]

4 J__ 1




Steps to Enter SpeedTypes

To select a SpeedType on the Search SpeedTypes page:

Click the lookup icon (magnifying glass) next to the SpeedType Key field at the top of the page.
Enter the Cost Center or Project number in the SpeedType begins with field.
Click the Lookup button.

Click the SpeedType key under the Search Results section. Cardinal returns you to the Search
SpeedTypes page and populates the SpeedType values. You may need to enter additional values
to make the charge distribution valid, however do not add any additional values on this page.

Click the Select button and Cardinal returns you to the ChartField Detail page.

Enter the appropriate values to complete the charge distribution. For example, for a project add the
Activity.

Click OK. Cardinal verifies the charge distribution and returns you to the timesheet if the distribution
is valid. If not, Cardinal displays an error message so you can make the correction.

If you are unsure of what code(s) to use, contact your Supervisor.
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Charging Time to Multiple Distributions

The timesheet grid format allows you to charge multiple days for every unique TRC and charge
distribution. This reduces duplicate entry. You charge time to different projects by selecting the
appropriate SpeedTypes (ChartFields) for each individual time reporting line.

For example, this timesheet depicts your entry if you worked:
* Eight RGS hours Monday and Tuesday on Project A
* Four RGS hours on Wednesday on Project B
* Four RGS hours on Wednesday and eight RGS hours on Thursday and Friday on Project C
 Two CPE hours on Friday on Project C

Favorites  Main Menu  »  Self Service > Time jonrﬁng » ReportTime » Timesheet
= = = =
Timesheet
Dopey Dwarf Employee ID 868884
Job Title: Prog Admin Specialist I Empl Record: o
_i_instruction:
“View By: Week . Reported Hours: 0.00 Previous Week Next Week
Date: 0782011 Mo Scheduled Hours: 40.00
Mon Tue Wed Thu Fri Sat Sun Total - =
T8 i3 7i20 7i21 722 723 7iz4 Mo, | ononting Code
8.00| | 8.00) | | | | RGS - Regular Earnings - Sala ~
4.00 RGS - Regular Earnings - Sala «
4.00 8.00 5.00 RGS - Regular Earnings - Sala -
2.00 CPE - Compensatory Leave Ea «
Absence Event - select to view
Sawve for Later Submit

Click the image to enlarge
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Charging Time to Multiple Distributions
-1 (continued)

CARDINAL

Each row of time on the timesheet is charged to a charge code distribution (see example in the screenshot
below).

Fa\fovr'rtes Mainl\denu > Selff Service » Time Reporting » Report Time » Timesheet
LE'r-lew Window (2J)Help ._./ Customize Page Jhttp

ChartField Detail

Employee ID: 00302034400

SetID: 50100 9 Speed Types Bach

Account Fund Program Department Cost Center Task FIPS Asszet Agency Use 1 Agency Use 2 PC Business Unit

599999 04720 @, 603003 @, |19002 @, @, @, 059 @, @, @, @, |50100 @,
Ok Cancel

Refer to the Time Entry Scenarios job aid for details about the charge distribution codes in Cardinal.
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Viewing the Status of Your Time

y -~
CARDINAL

Cardinal allows you to save your time for later or submit it. You can determine if your time has been

Saved or Submitted on the Timesheet page. Click to expand the Reported Time Status section on the
timesheet.

When you have saved your time but not submitted it, the Reported Status field value is Saved. When
your time has been submitted, the Reported Status field value is Submitted.

Favortes Man Menu > SefService > TimeReporting > Report Tme > Tmesheet

Timesheet

_K_a!t_r]\_g_c_ f:_'l_iir_\al Employee ID 003020

JobTitle:  Admin & Office Specialist il Empl Record: 0

Reported Status Approval Monitor Total TRC Description Comments

0172372012 | Submitted Approval Monitor 3.00 RG3 Regular Earnings - Salaried 'f:.)

012412012 | Submitted Approval Monitor 8.00 RG3 RegularEarnings - Salaried

0172612012 | Submitted Approval Monitor 3.00 RG3 Regular Earnings - Salaried

012712012 | Saved Approval Monitor 400/ CPT Compensatory Leave Taken

012712012 | Saved Approval Monitor 400 RG3 RegularEarnings - Salaried

45



—

CARDINAL

Viewing the Status of Your Time (continued)

Once time is submitted and goes through the Time
Administration process, it routes to your supervisor
for approval.

The status on the Timesheet page only reflects
whether the time has been Saved or Submitted.

To view the approval status, access the following
path:

Cardinal FIN > Cardinal HCM > Main Menu >
Self Service > Time Reporting > View Time >
Payable Time Detail

You can enter a date range that allows you to view
up to 30 days.

Favo'rrces MainvMenu 5 SelfS'enfice s Time Revport\ng 3 Vie'.'.l'Tirne > Payable Tima Detail
Payable Time Detail

_____________ Employee ID 00302034400
JobTitle:  Admin & Office Specialist Il Empl Record: 0

Start Date: 011102012 [ gnq pate: 02022012 [ (| GetRows

Payabla Statuses to view can be controlled from the expandable Payable Status Filter section.
UUse the Refresh button to refrash the display.

Time detail can be displayed for a date range up to thiry-one days.
3

Time Reporting Elements Task Reporting Elements Cost and Approval

Approval

Date Payable Status Reason Code e ep g Quantity TRC Type

Maonitor Code
01M0/2012  Needs Approval Approval Monitor | CPE 8.00 Hours
0110/2012  |Needs Approval Approval Monitor RGS -8.00 Hours
0110/2012  Approved .00 Hours
01112012 |Meeds Approval 8.00 Hours
0111/2012 | Needs Approval -8.00 Hours
0111/2012 | Approved 8.00 Hours
0112/2012  |Needs Approval 8.00 Hours

m
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Viewing the Status of Your Time (continued)

—

CARDINAL

The Payable Status field displays one of two values related to approval:
* Needs Approval - waiting for supervisor approval
* Approved - approved by the supervisor

It can also display three statuses applicable to the allocation process:
» Taken by Payroll
* Rejected by Payroll
» Distributed
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CARDINAL

Viewing the Status of Your Time (continued)

Sometimes, there are negative hours displayed on
the Payable Time Detail page.

Cardinal does not allow users to enter negative
hours.

Negative hours are generated when an adjustment
occurs after time has been submitted and
approved. Cardinal creates those negative hours
to offset the original entry that is being adjusted.

Favorites  Main Menu > Self Service > Time Re_portnng > View Time > Payable Time Detai
Payable Time Detail
KATHY CARDINAL Employee ID 00302034400

Job Title:  Admin & Office Specialist Il Empl Record: 0

Start Date:(01/10/2012 [i End Date: 02/02/2012 [ GetRows

Payable Statuses to view can be controlled from the expandable Payable Status Filter section
Use the Refresh button to refresh the display

Time detail can be displayed for a date range up to thirty-one days
» Payable Status Filter . :

SVBN  Time Reporting Elements ~ Task Reporting Elements | Cost and Approval =)

Approval

Payable Status Reason Code Time Reporting o . tity TRC Type

Monitor Code
01/10/2012  Needs Approval Approval Monitor CPE 8.00 Hours =
01/10/2012 Needs Approval Approval Monitor RGS -8.00 Hours
01/10/2012  Approved Approval Monitor RGS 8.00 Hours
01/11/2012  Needs Approval Approval Monitor CPE 8.00 Hours
01/11/2012  Needs Approval Approval Monitor RGS -8.00 Hours
01/11/2012  Approved Approval Monitor RGS 8.00 Hours
0112/2012 Needs Approval Approval Monitor CPE 8.00 Hours -
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Administer Time & Attendance Validation and
-1 Approval

CARDINAL

In order to be processed by Time Administration, reported time must be submitted. You should enter and
submit time at the end of the week and end of the pay period. Once you have submitted your time for
processing, Time Administration validates it against time reporting rules and generates payable time. It
may also generate an exception (low, medium or high).

If submitted time contains no high exceptions, it becomes payable time. Medium and low exceptions
should be reviewed and corrected or but are allowed. Exceptions are covered later in this course.

If submitted time contains high exceptions, the time must be corrected and resubmitted to Time
Administration for reprocessing.

I

T s

Reported Time
Pending Action

High Exception

_ . A _ _
s s , - e
Enter Time on Adl‘l‘li-ll;lilztfation No Exception
Timesheet Employee . or 1 Ti
(Timesheet Submits Time S Validates Low/Medium Payable Time Approval
; ubmitted Time - Workflow
Grid) (Exceptions) Exception
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Administer Time & Attendance Validation and
-1 Approval (continued)

CARDINAL

A Time Approver may approve or deny payable time. Once the approver takes action, you can check the
status of your time by accessing the View Payable Time Detail page. If the time is denied, discuss the
reason with your supervisor, make the adjustment and resubmit your time for processing and approval.

You can access this page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > View Time >Payable
Time Detail

Fa\'ovr'rtes Mainylenu » Self Service » Time Reporting : View Time » Payable Time Detail
& -

Payable Time Detail
_____________ Employee ID: 00302034400
JobTitle:  Admin & Office SpecialistIll Empl Record: 0

Start Date: (091012012 5] Epg pate: (09/30/2012 [5] Get Rows

Payable Statuses to view can be controlled from the expandable Payable Status Filter section.
Use the Refresh button to refresh the display.

Time detail can be displayed for a date range up to thirty-one days.

Time Reporting Elements Task Reporting Elements Cost and Approval
Date Payable Status Reason Code :q‘:i:tno\fl Ei:;Z Reporting Quantity TRC Type
09/10/2012  Approved Approval Monitor |RGS 8.00 Hours
09/11/2012  Approved Approval Monitor |RGS 8.00 Hours
09M12/2012  Approved Approval Monitor RGS 8.00 Hours
09M13/2012  Approved Approval Monitor PER 1.50 Hours
09M13/2012  Approved Approval Monitor RGS 6.50 Hours
09142012 Approved Approval Monitor |[RGS 8.00 Hours
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Administer Time & Attendance Validation and
Approval (continued)

Completing and submitting your timesheet allows for:
» Time Administration processing

» Correction of exceptions as needed
* Resubmission through Time Administration as needed
* Final approval for payable time to take place

The Agency provides schedules of due dates for timesheet submission and approval annually.
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Timesheet Lockout

Timesheets are placed on a temporary lockout at the end of a pay period on the day timesheets are due,
per the Salary / Hourly Calendars. This prevents any changes to the period during the allocation process
that distributes payroll costs to various projects, cost centers, etc. Once lockout is lifted, you can make
adjustments to that time period if necessary.

Lockout is fiscal year to date through the specified pay period end date for both salaried or hourly
timesheets.

During Lockout for a specific salaried pay period:
* No salaried timesheet entry / approval can occur for that pay period
* No salaried timesheet entry / approval can occur for prior period adjustments before that pay period

» Salaried timesheet entry / approval is allowed for pay periods subsequent (future) to the specific
period under lockout
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.!2 Simulation: Entering and Submitting Time

This simulation shows you how to enter and submit time. Click the Cardinal logo below to start the
simulation.

CARDINAL
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Viewing and Entering Compensatory and
Overtime Leave

Compensatory and overtime leave earned and taken are recorded on the timesheet. If you are eligible,
you can select Time Reporting Codes for compensatory leave and overtime leave and enter them directly
on the timesheet:

CPE — Compensatory Leave Earned

ECP — Emergency Compensatory Leave Earned
CPT — Compensatory Leave Taken

OTL — Overtime Leave Earned

EOL — Emergency Overtime Leave Earned

OTT — Overtime Leave Taken

When you earn compensatory leave or overtime leave, enter the time on the timesheet and select the
charge distribution associated with your work.

When you take compensatory or overtime leave, enter the hours and the TRC, and click the ChartFields
link. Cardinal auto populates the charge distribution.

When you enter compensatory and overtime leave, they are processed by Time Administration and then
route to the supervisor for approval. Once the supervisor approves the time, it is available for use.
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Viewing and Entering Compensatory and
Overtime Leave (continued)

Favorites | Main Menu > Selff Service » Time Reporting > Report Time :  Timesheet
- 3 - - b -

& New Window (Z)Help [ http

Timesheet
Kathy Cardinal Employee ID: 0030203
JobTitle:  Admin & Office Specialist Il Empl Record: 0

‘1 Instructions

i By Week v Reported Hours: 0.00 Previous Week  NextWeek
Date: 20612012 [F Scheduled Hours: 40.00
From Monday 02/06/2012 to Sunday 0211212012
HE T;; W;{; T;,:; 2:;'; 2],5:: _f_;:; HLT:: Time Reporting Code Taskgroup :E::iness Telecq
| a.un_. | _. | 1 | i | 1 | | | il | Res-Reguiar Eamings - 5: = .|VDDTCDMR_.[Q 3.|5n1un @, .|
| 200, | | | | | | | | | | | | -CF'E—CUmpensatnaneaue v :|UDDTCDMRIQ :|5[J1UU @ -|

» Reported Time Status

b Reported Time Summary

w Leave and Compensatory Time Balances

Plan Type Plan Recorded Balance Minimum Allowed Maximum Allowed

Comp Time COMP | EAVE 24.00 ] 120

Abszence Event - select to view

| Saeforlater  Submit
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Viewing and Entering Compensatory and
-1 Overtime Leave (continued)

CARDINAL

You can view a summary of your compensatory and overtime leave balances in the Leave and
Compensatory Time Balances section of the Timesheet page. The Compensatory Time page provides
more detail about your compensatory and overtime leave, including the balance as of the current date and
the ability to select options to Show time Expiring in: 30 days, 60 days, 90 days and 1 year.

Click on the link for each leave type in the Plan field to open the Compensatory Time page.

Compensatory Time

Kathy Cardinal Employee ID: 0030203
Job Title:  Admin & Office Specialist Il Empl Record: 0
Compensatory Time Off Plan: COMP_LEAVE Expiration Period: Years
Date: 02/06/2012 Period Count: 1
Balance at Start of Day: 24,00
*Show Time Expiring in: One Year v

i
Expiration Date Quantity Ending Balance
011042013 8.00 16.00
0101142013 8.00 8.00
01122013 2.00 0.00

GoTo:  Self Sewvice

Time Reporing

Click the image to enlarge 57



Simulation: Viewing and Entering Compensatory
g and Overtime Leave

This simulation shows you how to view and enter compensatory and overtime leave. Click the Cardinal
logo below to start the simulation.

CARDINAL
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CARDINAL

Viewing Holidays and Entering Floating Holidays

Holidays are noted on the Monthly Schedule
page in Time & Attendance with the image of a
suitcase. However, scheduled holidays are not
visible on the timesheet.

Navigate to the Monthly Schedule page using the
following path:

Cardinal FIN > Cardinal HCM > Main Menu >
Self Service > Time Reporting > View Time >
Monthly Schedule

Favgrites | Main Menu > SeIFS_emce » Time Reporting > v\evalme > Monthly Schedule

Monthly Schedule

KATHY CARDINAL
00302034400
Previous Month 02 - February 2012 MNext Month
Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday
1 2 3 | orF
& Hours 8 Hours & Hours
OFF 5 8 7 g 2 10| orF
8 Hours & Hours 8 Hours. 8 Hours & Hours
orr 12 13 14 15 18 17 or
& Hours & Hours & Hours 8 Hours & Hours
[
oFF 13 20 21 22 23 24| orr
8 Hou 2 Hours 8 Hours 8 Hours 8 Hours
@
or 28 27 28 29
& Hours 8 Hours 8 Hours
i Approved Training H. Planned Absence @ Holiday OFF Scheduled OFF Day

4

Click the image to enlarge
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Holidays

Holidays do not display on the timesheet, however Time Administration recognizes the holiday and gives
each employee holiday hours. You do not need to enter a TRC nor any time on a holiday in Cardinal
unless you work on a holiday.

i Instructions

*View By: Week ad Reported Hours: 0.00 Previous Week  Next Week
Date: 0220/2012 E"J ':J' Scheduled Hours: 40.00

Reported time on or after 02/13/2012 is for a future period.
From Monday 02/20/2012 to Sunday 02/26/2012°

o M e e o S

| | | | | | | ~  [vootcowria, [soto0 @

| | ] ] I I I | - |voorcowria, o100 |a |
| I I I I ] ] | - [voorcowria, 50100 @, |
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Working on a Holiday

If you work on a holiday and need to record regular hours, enter the time on the holiday. The holiday
warning message displays when you either Save for Later or Submit time. Click the OK button.

Warning — 2012-02-20 is scheduled as a holiday (13504,3003)

Reported Date is scheduled as a Holiday. Press OK to Save the Repaorted

Time and return to Timesheet page. Press cancel to return to Timesheet page
to save or change your Reported Time.
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Using a Floating Holiday

If you are an eligible employee who has a floating holiday instead of the standard holiday:

* Row 1: Enter hours worked
* Row 2: Enter regular scheduled hours and use the NHO Time Reporting Code. After entering the
TRC, click the ChartFields link and the charge distribution auto populates. Click Ok to return to the

Timesheet page.

The Time Reporting Code of HFL is entered for the day you take the floating holiday. After entering the
TRC, click the ChartFields link for the charge distribution to auto populate. Then click the OK button to

return to the Timesheet page.

I Note: Floating holidays must be taken during the pay period in which the holiday occurs. I
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Using a Floating Holiday (continued)

CARDINAL
*VView By: Week T Reported Hours: 0.00 Previous Week Mext Week
Date: 05/30/2017 E‘J ':J' Scheduled Hours: 40.00
Populate Time From: Schedule Information
Mon Tue Vied Thu Fri Sat Sun Total . . Business
— 5174 B 512 &I Bi4 BIE Hours Time Reporting Code Taskgroup Unit
8.00 8.00 8.00 8.00 8.00 RGS - Regular Earnings - 5i = "»"DOTCOI'-.JRIOJ 50100 OJ
8.00 MHO - Remove HOL - "»"DOTCOI'-.JRIOJ 50100 OJ
“\iew By: Week - Reported Hours: 0.00 Previous Week Mext Week
Date: 06/06/2011 E‘J ":-" Scheduled Hours: 40.00
Populate Time From: Schedule Information
Mon Tue Wied Thu Fri Sat sSun Total . . Business
616 BIT 6I3 6i9 610 6111 612 Houre 1M Reporting Code szhuiue Unit
8.00 8.00 28.00 8.00 RGS - Regular Earnings - 5i - "v"DOTCOF.ﬂRIQ 50100 OJ
8.00 HFL - Holiday - Floating -

VDOTCOMRI@, 50100 |@

Note: Not every employee is permitted to take floating holidays. Confirm with your supervisor that you
are eligible before entering a floating holiday on your timesheet.
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Entering Office Closing

Use CLO as the Time Reporting Code for office closings. The CLO Time Reporting Code auto populates

the charge distribution after you click the ChartField link. Then click the Ok button to return to the
Timesheet page.

Timesheet
Dopey Dwarf Employee ID: 888884
Job Title: Prog Admin Specialist Il Empl Record: 0

*iew By: Week bl

Reported Hours: 40.00 Previous Weelk Mext Weelk
Date: 06/13/2011 | Scheduled Hours: 40.00
Mon Tue Vied Thu Fri Sat Sun Total < 2
613 614 615 616 6M7 6118 6119  Hours _T'"‘E Reporting Code
| | | | | [ 200 | | 2.00f CLO - Office Closing %
| | 8.00| | g.00| | 8.00| | 8.00| | 6.00|| | |

3800 RGS-Regular Earnings - 3: -

¥ Reported Time Status

F Reported Time Summary

Absence Event - select to view

| saveforLater || Submit |




Lesson 4. Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer and click Submit to see if you chose the correct response.
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The weekly time entry format allows you to enter multiple days for each unigue
combination of Time Reporting Code (TRC) and charge distribution, which reduces
duplicate entry.

O True

O False

66



Lesson 4. Summary

—

CARDINAL

In this lesson, you learned:

» Self Service users enter hours, choose a Time Reporting Code and enter a charge distribution by
day.

* To enter a charge distribution, search for and select the appropriate SpeedType and then enter any
additional ChartField values as needed.

» Review your time the day after you submit it, and check for any exceptions.

» Compensatory leave and overtime leave balances can be viewed on the Timesheet page.

67



Lesson 5: Viewing Absence Entitlement
I Balances and Entering Absence Requests

In this lesson, you will learn about the following topics.

* Viewing Current and Future Absence Entitlement Balances

» Entering Absence Requests
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Viewing Current Absence Entitlement Balances

In addition to being able to enter your time on the timesheet, you can also view your absence entitlement
balances and enter an absence request from the Timesheet page.

Click on the Absence Event — select to view link on the Timesheet page to expand the Absence Events
section and display:

1. Absence Takes section

2. Add Absence Event button

3. Absence Entitlement Balances section
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Viewing Current Absence Entitlement Balances
(continued)

“ansence Event - select to hide

Absence Events L

*Start Date End Date Absence Hame Reason _Ilj_;;e Details Status Approval Monitor Source Cancel

Details Approval Monitor Admin Il

Add Absence Event

Absence Entitlement Balances Customize | B

Entitlement Name Balance as of 01/242012* From To Accrual Period

Family Medical Leave 0.00 Hours 011052012  0109/2013 |Year to Date ol

WSDP Sick Leave T2.00 Hours | 01062012 |01/08/2013 Yearto Date

Sick Leave 0.00 Hours 011052012  0109/2013 |Year to Date

Pre-Layoff Leave 0.00 Hours 011062012 0109/2013 |Yearto Date

Public Health Emergency 0.00 Hours 011052012  0109/2013 |Year to Date

YWSDP Personal Leave 31.50 Hours | 011062012 | 01/08/2013 | Yearto Date

Military Bank Leave 0.00 Hours [ 0111062012 |01/08/2013 Yearto Date
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Absence Entitlement Balances Section

y -~
CARDINAL

This section provides a view of your absence balances (excluding Compensatory and Overtime leave). It
shows absence balances as of the most recently finalized and closed pay period. This balance does not
reflect absence events entered or entitlements earned in the current pay period.

Absence Event - selectto hidg

Absence Take WNIEES
*Start Date End Date Absence Hame Reaszon 'll{::e Details Status Approval Monitor Source Cancel
Details Approval Monitor Admin
Add Absence Event

Absence Entitlement Balances

Customize | 1

Entitlement Hame Balance as of 01/2412012* From To Accrual Period
Family Medical Leave 0.00 Hours 011072012  01/09/2013 Yearto Date e
YSOP Sick Leave 72.00 Hours 01M10/2012 | 01/0942013 | Year to Date
Sick Leave 0.00 Hours 01M10/2012  01/09/2013  Yearto Date
Pre-Layoff Leave 0.00 Hours 011072012 01092013 Yearto Date
Public Health Emergency 0.00 Hours 01M0/2012  01/092013 Yearto Date |
WSDF Personal Leave 31.50 Hours 011072012 | 01/09/2013 | Year to Date
ilitaw Bank Leave 0.00 HULLTS 01102012 01/09:2013 Yeart_o [Date
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Entering Absence Requests

The Absence Take tab displays absence requests for the current week, including those that extend from
prior weeks or into future weeks. To view absence requests that have been made for prior weeks or future
weeks, you need to go to that week on the timesheet.

The Absence Take tab also allows you to enter new absence requests and edit existing absence
requests. Review the fields for a new absence request.

Timesheet
John Doe Employee D V0000030

Job Title:  Information Technology Mgr 1l Empl Recond: o

“View By Waek - Reparted Hours: 2.00 Previous Week Mex: Week

> Scheduled Hours: 40.00

From Monday 857300211 to DRADG2011

won T Vilnd he Fr axt sun Tota
30 et & &7 &3 & 5 Hours Tima Reportssg Coos TaERGroup Bukinssi LAt T it 1

Date: 08302011 |

[ ooal | | | RGS - Regular Samings - 5 o ooTconR@, (53100
[ Reposted Time i

Absence Event - selest to hide

= ftart Date End Drts Albianos Hame Asanon Uit Cotasa Matink Lppioval Monfor Sourts Canos Fod

OSIOV201E  (0s3201 (W Select Absence Na Datais Hara Approval Monisor Employes
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Explanation of Absence Entry Fields

" Absence Entry Grid ©

Click the markers for a description of each
field.

L (% —7 © ®

ety s Appr el Wesrwtir Lot e Cortml Vot ant et

OUa2011H O1MB201) F | Vacaben W Vacalon - Howrs [etals Sawed dpprowal Wonlior Ergiooe O F orecast
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Absence Date(s), Name and Reason

Click on the Add Absence Event button to add a new row under the Absence Take tab.

Enter your absence request on the new row by completing the required fields:
» Start Date

« End Date
e Absence Name
e Reason

*Start Date End Date Ab=zence Name Reazon
062002011 062002011 Vacation Wacation
EIEIEEIJ'ED'HEJ |DE.I'ED.|’2D'1'1 Eﬂ WSDP Sick Leave - WSDP Sick Leave -
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Absence Request the Crosses Pay Periods

When entering an absence request, be sure the time requested is within the same pay period. If the time
crosses into another pay period you should enter it as two requests.

For example, to take vacation from 5/9 — 5/11 enter the request as follows:

* Request#1:5/9
o Enter or select the week that contains the begin date of the first request
o Enter the leave request by clicking the Add Absence button under the Absence Event section
o Click the Forecast button
o The Forecast Successful message displays
o Click the Submit button

* Request#2: 5/10-5/11
o Enter the week that contains the begin date of the second request
o Enter the leave request by clicking the Add Absence button under the Absence Event section
o Click the Forecast button
o The Forecast Successful message displays
o Click the Submit button
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Future Absence Requests

Cardinal allows you to enter absences 90 days in the future. If 90 days from the current day falls in the
middle of the week, Cardinal allows you to enter absence events for any day of that week. You can not
enter anything for the following week.

If you try to enter a future absence request which exceeds the 90 days, Cardinal disables the Add
Absence Event button which prevents absences from being entered outside the designated timeframe.

Fawlr'rtes MainvMenu » Seff Service » Time Reporting > Report Time > Timesheet

*\iew By: | Week b | Reported Hours: 0.00 Previous Week Next Week
Date: 05/06/2013  [H Scheduled Hours: 40.00

Reported time on or after 04/29/2013 is for a future period.

From Monday 05/06i2013 to Sunday 051212013

| Mon Tue Wed Thu Fri Sat Sun Total | : Business N
56 57 sig 5ig EMO 5141 512 R Time Reporting Code Taskgroup Unit Telecommute Eguipmen|

YDOTCOMREQ 50100

*Start Date End Date Absence Name Reason 'EI{:;I::E Details Status Approval Monitor Source Cancel Edit

Dietails Approval Monitor Admin | E |
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Once you enter values in the required fields, there are two additional steps to complete your request:

Details Link and Forecast Button

Details link
Forecast button

Status

MNew

Approval Monitor

Approval Monitor

Source

Employee

Cancel

Forecast

| Fﬂq'EEE.S"’[E

Edit

|- Edit

Delete

e

77



Detalils Link

—

CARDINAL

Click the Details link. Cardinal auto populates any information already entered in the Absence Event
section of the Timesheet page. On the Absence Event Detail page, enter any partial days. Cardinal
uses both your schedule and the information entered in the Absence Event Details page to calculate the
total hours (duration) of your absence.

¥I'II1 Details Status Favnvrr(es MainvMenu > Self Service » Time Reporting > Report Tme » Timesheet
ype - - -

] Absence Event Details
Hours |Details New

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required
fields before returning to the Timesheet page.

“Start Date : 03/19/2012  [31) View Manthly Schedule

End Date : 03/19/2012  [31)

Filter by Type : All ~

*Absence Name : Vacation v Current Balance :  260.00 Hours**
*Reason : Vacation v

Partial Days : None v

Duration : Hours

Calculate End Date or Duration

Reporter Comments:: \‘f'

OK Cancel

Click the image to enlarge 8
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CARDINAL

The Reporter Comments field allows you to enter comments if you choose, regarding the absence.

Important Note: If you enter comments in this field, they can be viewed by anyone with access. Do not

Reporter Comments

enter any personal information that you do not want others to see.

Favrlrrces MainvMenu > Self Service » Time Reporting > Report Time » Timesheet

Absence Event Details

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required
fields before returning to the Timesheet page.

Absence Detail

*Start Date : ’W ! View Monthly Schedule

End Date: [03/192012

Filter by Type : [ Al ]

*Absence Name : |Vacati0n v | Current Balance : 260.00 Hours**
*Reason: [ vacation |

Partial Days : | None hd |

Duration : '7 Hours

Calculate End Date or Duration

Reporter Comments:: ‘

R

oK Cancel
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Partial Day Options

—

CARDINAL

The Partial Day pull down has five options to Favortes | Main Mend , s Servce > Time Reporting 5 Report Tme > Timeshest
choose from:

. *Start Date : 03/19/2012 [ View Monthly Schedule
1. All Days — Use if the days entered are all ,
. . . . End Date : 03/19/2012 3y
partial dc'_:lys. Select this option when taking Fiter by Type: " 3
one partial day of leave. Absence Name - Jacaton 3 Current Balance : 260,00 Hours™
“Reason : Vacation v

2. End Day Only — Use this when the end day Partal Days : Nore |
only is a partial day. Duration : £l Day On

Calculate End Date or Du|

Start Day Only
Start and End Days

3. None — This is the default value. Do not
change this if none of the days are partial Reporter Comments::
days.

oK Cancel

4. Start Day Only — Use when the start day
only is a partial day.

5. Start and End Days — Use when the start
and end days are partial days.
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Partial Day Options (continued)

—

CARDINAL

If your absence does not fit any of these options, you need to enter more than one request.

For example, if you are taking 3 days off and the middle day only is a partial day, enter this as 2 requests:
» The first day is one request (full day)

» The second day (partial) and third day (full) - use Start Day Only option

Partial Days : None v

All Days
Duration : End Day Only

Calculate End Date or Dur Start Day Only

Start and End Days
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Forecast Absence Event

Most absence types require you to forecast your projected balances prior to submitting a request. The
forecast process calculates anticipated balances up through the date being requested based on:

» All prior absence requests for that absence type, e.g., vacation, and anticipated entitlements
* Any scheduled increases in the employee accrual rate

If the absence type requires forecasting, the Forecast button is enabled after you select the Absence
Name when making a new absence request. Click the Forecast button to determine whether you have
enough entitlement to cover your request.

If you have the time available for the type of absence selected, the Forecast Successful message
displays.

If eligible, the message below appears and you should Submit the request immediately.

Returned Value: ELIGIBLE
Completed Successfully!
Date Time: November 21,2012 at 10:37:08
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Forecasting Absences

» Reported Time Summary

Absence Event - select to hide

Returned Value: ELIGIBLE
Completed Successfully!
Date Time: November 21,2012 at 10:37:08

Absence Events
" fbsenceTake BN

Customize | [E

Select *Start Date End Date Abszence Name Reason Duration !IJ'::e Details
Il |11f08!2012|§] |11f09f2012 [ | Vacation * | Vacation - 16.00 Hours | Details

Status

Saved

Approval Monitor

Approval Monitor

Source

Manager

Cancel

a0

Forecast

| Fofec&st]

Edit

=

SelectAll  DeselectAll

[stddiAbsence Event |

Absence Entitiement Balances Customize | &l

& Current Balances

Entitlement Name Balance as of 10/09/2012* From Ta Accrual Period
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Absence Balance Verification

Important Note: If you request an absence for a future time period, it is important to re-check your
balance for that absence the week you plan to take it. If you enter an absence request for a future date,
but use that same type of absence before the future date, you may not have sufficient hours to cover your
initial request. Any portion of your absence that exceeds your entitlement balance, is treated as leave
without pay.

For example:
* You have 32 hours of personal leave.

* You input an absence request for 32 hours of personal leave for a trip 3 months from now, and the
forecast result is successful.

* You submit the absence request and it is approved.

» Two weeks later, you need to take 16 hours of personal leave to visit your sick mother.

* You input an absence request for the 16 hours of personal leave and the forecast is successful.
» The future request now becomes ineligible because you have now taken 16 of those 32 hours

* When you re-check your balances, you see that you are now eligible for only 16 hours of leave.

» If you do update your absence request, 16 hours is processed as personal leave and 16 hours is
processed as leave without pay.

» To avoid being on leave without pay, edit the request.
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Absence Balance Verification (continued)

Y -
CARDINAL

To verify that you still have sufficient balances for your absence, click on the Absence Event link and then
select the Forecast Results tab. Check the Forecast Value tab to determine if you are still eligible for the
leave. If not, edit the request and use a different type of leave for the time off.

Remember, if you do not adjust absence requests that have insufficient balances, Cardinal processes it as
leave without pay.

Absence Events Customize | Bl

Select *Start Date End Date Absence Name Reason | Forecast DateTime Forecast Details
12/06/2012 1210712012 Volunteer Service Leave School Assistance ELIGIBLE 11/21/2012 11:21AM Forecast Details

Select All Deselect All

Add Absence Event
Absence Events Customize | El
Absence Take Forueumuuls
Select *Start Date End Date Absence Name Reason Forecast Value Forecast DateTime Forecast Details
12/06/2012  |12/07/2012 Volunteer Service Leave School Assistance NELIGIBLE 11/21/2012 11:23AM Forecast Details

Select All Deselect All

Add Absence Event
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Insufficient Absence Balance

—

CARDINAL

When you make an absence request and do not have the sufficient entitlement balance, Cardinal displays
the message below when you forecast.

Forecast Error:
You do not have sufficient leave balance for the date(s) or duration requested. Your

forecasted balance includes current balance and projected accrual, less any approved,
submitted, pushed back, or saved absence requests for this leave type, up through the
beqgin date of this request. In order to submit this request, you can do one of the
following: 1) Modify this request (change the dates, duration, or leave type) 2) Cancel or
modify approved, submitted, pushed back, or saved requests for this leave type 3) Use
the Leave Without Pay absence type (the absence will be unpaid)

Date Time: November 21,2012 at 11:10
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When to Enter and Submit Absence Requests

Enter and submit absences in advance whenever possible.

Enter and submit planned absences as soon as the need for the leave is known in order to obtain advance
approval from the supervisor.

Enter and submit unplanned absences such as sick leave, upon returning from the leave.

Submit absences immediately by clicking the Submit button each time you enter or edit an absence event.
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Save for Later Option with Absences

The Save for Later button should not typically be used. This button allows you to save an absence entry
and to complete it at a later date. It does not however, submit the absence through the workflow process
to the supervisor for approval. Note that an absence event can also have a Status of Saved if you initiated
an absence event and navigated away from the page or logged out of Cardinal without saving or
submitting the entry.

Absences in Saved status appear in the timesheet grid section of the Timesheet page, along with
absences that have been submitted. It is important to review the current status of absence requests to be
sure all appropriate absences have been submitted for approval.

Absences in the Saved status are not routed for approval and thus, are not included the Absence
Calculation or Time Administration processes.

Clicking the Submit button on the timesheet does not submit absences in a Saved status that appear on
the timesheet grid. The Submit button on the timesheet only submits time (hours worked and comp / OT
leave that shows in the Timesheet grid) that has not been submitted on the timesheet.
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Steps to Submit a Saved Absence

The Status column in the Absence Event section displays the current status of the absence event. The
Reported Time Status section displays absences and their status by date.

To submit an absence event that is in Saved status, you must do the following:
1. Click the Edit button
2. Make any changes that are needed
3. Click the Forecast button (if applicable)
4. Click the Submit button at the bottom of the page

Repeat this process for all saved absence events, one at a time.

Remember, clicking the Submit button on the timesheet only submits time on the timesheet. It does not
submit absences in Saved status.
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Absence Approval or Denial

Your supervisor may approve or deny an absence request. Once your supervisor reviews and takes
action regarding your absence request, the status is updated on the Timesheet page and can be viewed
in the Reported Time Status section and the Absence Event section under the Status field.

If the Supervisor approves the request, Cardinal allows you to edit the request. For example, if you had
planned to use four hours of vacation, but used only two, you would be able to edit the request and adjust
the hours. Be sure to Submit it right away.
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FMLA, STD and WCL Absences

Select absence types must be assigned and/or entered by the Absence Management Administrator:

 FMLA (Family Medical Leave Act) — The Absence Management Administrator must enter a balance
before it is available in the drop-down menu. Contact Human Resources for FMLA types of requests

and for guidance on what to enter on the timesheet.

e STD (Short Term Disability) / LTD (Long Term Disability) — Only the Absence Management
Administrator can enter these leave types.

« WCL (Workers Compensation Leave) — Only the Absence Management Administrator can enter this

leave type.

FMLA entries, requires rows in the absence area on the Timesheet page:
» Enter FMLA hours on the first row and select the appropriate Reason.

» Enter the absence type being used on the second row equal to the FMLA hours on the first row. If
you have no paid absence hours available (e.g. VAC, SCK, CPE), enter leave without pay (LNP).
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Simulation: Entering Absence Requests

This simulation shows you how to enter absence requests. Click the Cardinal logo below to start the
simulation.

CARDINAL
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Lesson 5: Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer and click Submit to see if you chose the correct response.
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To enter a new absence request, you click which of the following buttons first:

(0 Add Absence Event
) Forecast

O  Absence Type
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To make a change to an absence event, click the button.

© Forecast
O Cancel

O Edit
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Absences should be submitted immediately each time an absence event is
entered/edited and forecasted.

O True

) False
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Drag and place the steps in order when you need to Submit an absence (leave)
request that is in the Saved status.

1. Click the Submit button.

Click the Edit button on the row of the absence that is in the Saved status
that you need to Submit.

Click to expand the Add Absence Event - select to Viewsection on the
Timesheet page.

4. Click the Forecast button (if required).
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Lesson 5: Summary

In this lesson, you learned:
* How to enter an absence request on the Timesheet page.

 The Absence Entitlement Balances section allows you to view your current absence balances
(except compensatory leave and overtime leave).

» To enter a new absence request click on the Add Absence Event button in the Absence Events
section.

* When an absence type requires you to forecast your projected balances the Forecast button is
enabled.

» Cardinal sends you an email notification regarding the status of your absence request, e.g.,
approved or denied.

* You can edit an existing absence request through the Timesheet page.
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Lesson 6: Timesheet Exceptions and
f] Adjustments

In this lesson, you will learn about the following topics.

» Understanding Exceptions

* Adjusting the Timesheet
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Understanding Exceptions

Once you submit your reported time, Time Administration checks it against business rules. The Time
Administration process may identify:

* No exceptions — Submitted time becomes payable time with no exceptions.

* Low or medium severity exceptions — Submitted time becomes payable time with low or medium
exceptions.

» High severity exceptions — Submitted time does not become payable time with a high severity
exception. Once corrected, it is resubmitted through Time Administration and becomes payable time

when successfully processed.
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Understanding Exceptions (continued)

—

CARDINAL

Even when your submitted time is converted into payable time, you may need to adjust your timesheet.

For example:

* Your supervisor instructs you to change your timesheet, e.g., you charged a portion of time to the
wrong project.

* You realize you made an error and your reported time requires an adjustment, e.g., you charged
more hours to regular time than allowed in the pay period.
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No Exceptions

—

CARDINAL

When there are no exceptions with your submitted reported time, it routes to your Supervisor as payable
time for approval.

You can view exceptions by opening the Reported Time Status section of the Timesheet page. If there
are no exceptions, the information shown in the Reported Time Status section of the Timesheet page
reports dates with approved status.

Mon TJe-_;d:d i —“Tmhu Fri Sat Sun Total Business
m 14 1125 % m 18 1 o Time Reporting Code Taskgroup Uit Telecommute Equipment 1D Ch
200 200! CPT-CompensatoryLeave ~ VDOTCOMREC@, (50100 @ chl
8.00 8.00 400 8.00 6.00 3400 RGS-ReqularEamings-S: » VDOTCOMREC@, 50100 @ Ch|
400 4.00 VAC - Vacation VDOTCOMREQ 150100 Chf
Date Reported Status Approval Monitor Total TRC Description Comments
01232012 Submitted Approval Monitor 8,00 RGS  Regular Eamings - Salaried Q
01/2412012  Submitted Approval Monitor 8.00 RGS Regular Eamings - Salaried ‘:ﬁ
01/25/2012 |Submitted Approval Monitor 400 RGS  Regular Eamings - Salaried ":3‘
01/2572012  Needs Approval Approval Monitor 400 VAC Vacation
01/26/2012  Submitted Approval Monitor 8,00 RGS  Regular Earnings - Salaried Q
012712012 Submitted Approval Monitor 200 CPT  Compensatory Leave Taken C
0112712012 | Submitted Approval Monitor 6.00 RGS  Regular Earings - Salaried @)

Click the image to enlarge 102



Exceptions

CARDINAL

If there are exceptions, the Exceptions field appears in the Reported Time Status section of the
Timesheet page and displays a picture of an alarm clock. Click on the alarm clock to open the
Exceptions page. The Exceptions page provides additional information about the exception(s), including
the Description, Date and Severity level.

Please refer to the Exceptions job aid for a list of exceptions (low, medium and high) and the steps to
correct it.

Favorites | Main Menu Seff Service » Time Reporting » ReportTime » Timesheet Favorites = Main Menu > Self Service > Time Reporting > Report Tme > Timesheet

Timesheet & New Window (@t
Dopey Dwarf Employee ID: 888834 5
1 i Exceptions

Job Title:  Prog Admin Spaciaist || Emgl Record )

Dopey Dwart Employee ID: 888884
= = - - Job Title: Prog Admin Specialist Il Empl Record: 0
View Week - Reported Hours: 12.00 Bravigs Weak  Nust Week
By: k

Date: joazTizon @ Scheduled Hours: .00 Payable time will be created for time with Low or Medium severity exceplions
Payable time will not be created for time with a High severity exception

From y 0672772011 to ATI0372011

T v e e s
o i g M i = et Tima Reporting Cote Taskgroup Business Unit Filtering Options

a3, [ 300 30 [ 300 | I 1200 R@s - Regular Eamings -5 ¥ |VDOTCOMRA, [50100 [ ystomize | Find | B 7iet £l 4 g0ra O Lo
[ Gverven WETIN)
le- Wﬂl.“ﬂ approva Mantor Tots TRC ODsceniption Exception ID Description Date Severity
06/27/2011  |Submitted Approval Monitor 3.00 RGS |Regular Eamings - Salacied TLX00110 Invalid Combo Code 06/27/2011 High
02/28/2011  Submitted Approval Monitor 3.00 RGS | Regular Eamings - Salared TLX00110 Invalid Combo Code 06/28/2011 High
03292011 | Submitted Approwal Monitor 3.00 RGS  Regular Eamings - Salaned TLX00110 Invalid Combo Code 06/29/2011 High
08/30/2011  |Submitted Approval Monitor 3.00 RGS | Regular Eamings - Salsried TLX00110 Invalid Combo Code 06/30/2011 High

Click the image to enlarge Click the image to enlarge
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Adjusting the Timesheet

—

CARDINAL

When you review your timesheet, you may notice items that require adjustment. For example, you may
want to:

» Correct an error identified by Time Administration
 Correcta TRC

» Update the number of hours charged to a charge distribution
» Change a charge distribution

» Update an absence request

» Cancel an absence request

Timesheet adjustments can only be made for the current fiscal year. If you have adjustments that
occurred prior to the current fiscal year, contact your supervisor.
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Canceling an Absence Request

Y -
CARDINAL

To cancel an absence request:
1. Click the Edit button for the request you need to cancel
2. Click the Cancel checkbox
3. Click the Submit button immediately

The status of the absence changes to Cancelled and Cardinal adjusts the absence balance by the
following day, after the absence calculation process has completed.

Please refer to the TA Time Entry Scenarios job aid for more details.

Absence Event - select to hide

" Forecast Results
=

*Start Date End Date Absence Hame Reason Duration 'll{::e Details Status Approval Monitor Source Cancel Forecast Edit
U1I25r2013|§J |U1r25!2013 EJ |VSDP Sick Leave vl |VSDP Sick Leave w 8.00 Hours  Details Saved Approval Monitor Employee '.-'- grecast

Absence Event - select to hide

Forecast Results

—
|*5tart Date End Date Absence Hame Reason Duration $::e Details Status approval Monitor Source Cancel Forecast Edit
012562013 0112512013 WSDOP Sick Leave WSDF Sick Leave 5.00 Hours |Details Cancelled |4pproval Monitor Employee |iEarecast] Edit
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Canceling an Absence Request (continued)

Absence Event - selectto hide

Customize |

B

”01!25;2013@ 011262013 B | VSDP SickLeave | |VSDP Sick Leave

Absence Events

LUERE | Forecast Resilts. |

*Start Date End Date ‘Absence lame Reason Duration g::e Details  Status Approval Monitor  Source Cancel | Forecast Edit ‘
8.00 Hours Defals  Saved Approval Monitor — Employee |Forecaeli |Edit] ‘

Absence Event- select to hide

Absence Events

USRI ForecastResuls |

l’Start Date End Date Absence Hame ‘Reason ‘Duration E::e Details | Status
012820013 |M/252013  VSDP Sick Leave VSDP Sick Leave 8.00 Hours | Details | Cancelled

Customize |

ipproval Monitor

Approval Wonitor

Source

Employee

Cancel

Forecast Edit

|Foresast
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Changing an Absence Request

—

CARDINAL

To change the absence request:

1. Click the Edit button for the request you need to change.
2. Make the necessary adjustments (change absence type or duration).
3. Click the Forecast button.

4. Click the Submit button immediately.
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Payable Time Detall

Although Cardinal does not allow you to enter negative hours, you may see negative hours on the Payable
Time Detail page, which displays the Approval Status of payable time (hours entered in the timesheet

grid).

Favovrrces Ma'nylenu > Selngrvice > Time Rg'porting > Vievaime > Payable Time Detai

Payable Time Detail
KATHY CARDINAL Employee ID: 00302034400

JobTitle:  Admin & Office Specialist Ill Empl Record: 0

Start Date: 01102012 5 gnd Date:102/02/2012 [ GetRows

Payable Statuses to view can be controlled from the expandable Payable Status Filter section.
Use the Refresh button to refresh the display.

Time detail can be displayed for a date range up to thirty-one days.

¥ Payable Status Filter

Time Reporting Elements Task Reporting Elements Cost and Approval

Date Payable Status Reason Code :‘%f":::l g:;i SRpOXtny Quantity TRC Type

01/10/2012  Needs Approval Approval Monitor |CPE 8.00 Hours =
01/10/2012  Needs Approval Approval Monitor RGS -8.00 Hours

01/10/2012  Approved Approval Monitor RGS 8.00 Hours

01/11/2012  Needs Approval Approval Monitor CPE 8.00 Hours

01/11/2012 Needs Approval Approval Monitor RGS -8.00 Hours

01/111/2012  Approved Approval Monitor RGS 8.00 Hours

01/12/2012  Needs Approval Approval Monitor |CPE 8.00 Hours 3
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Payable Time Detall (continued)

Cardinal generates those entries when adjustments are made to the timesheet after it has been approved.

For example:

* An employee charges 8 hours of time to Project 0000012343.

* The supervisor approves the time.

* The employee realizes that he actually took 8 hours of CPE that day and makes the adjustment on
his timesheet.

» Cardinal would generate a -8 for Project 0000012343 entry on the Payable Time Detail page so his
time is not charged to that project.
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Steps to Adjust the Timesheet

To adjust your timesheet:
1. Select the week in which the changes need to be made
2. Go to the appropriate section on the timesheet
3. Make the necessary update(s)
4. Resubmit the time for Time Administration processing

Do not enter negative hours when making an adjustment on the timesheet. For example, if you entered 10
hours of regular time instead of 8, delete 10 and type 8. Do not enter -2.

If you add an absence request, after you have submitted time, go back to the timesheet and adjust the
time entered for that day as the system does not do it for you.

For example, you entered 8 hours on Wednesday as regular hours. You then remember you took vacation
on Wednesday.

After you enter the request for Wednesday and submit, the 8 hours reflect as vacation.

Go to Wednesday on the timesheet and delete the 8 hours and then submit your time.
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Job Title: Fin Svcs Marl Empl Record: 0
*View By: Week - Reported Hours: 48.00 Previous Week Next Week
Date: (11052012 3§ % Scheduled Hours: 40.00

From Monday 11/05/2012 to Sunday 11/11/2012

Mon Tue Wed Thu Fri Sat Sun Total _. > Business
_ 11i5 116 17 178 119 11110 1441 | Hours ''me Reporting Code Wt Unit
| 800 | 800 | 800 [ 800 | 800 | | 40.00 RGS - Regular Eamings - St v VDOTCOMREC@®, [50100 @,

8.00 8.00 VAC - Vacation VDOTCOMREQ 50100

From Monday 11/05/2012 tn Sundav 11111/2012

Mon Tue Wed Thu Fri Sat Sun Total _. § Business

1155 156 1" 1118 119 1110 #1141 = Hours 1Me Reporting Code Taskgroup Unit

8.00 8.00 8.00 8.00 3200 RGS - Regular Eamings - St v VDOTCOMREC@, (50100 @
8.00 8.00 VAC - Vacation VDOTCOMREQ 50100

111



Simulation: Making Timesheet Adjustments

This simulation shows you how to adjust the timesheet. Click the Cardinal logo below to start the
simulation.

CARDINAL
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Lesson 6. Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer and click Submit to see if you chose the correct response.
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A high exception prevents payable time from being generated.

O True

' False

114



Put the steps in order for making a timesheet adjustment by selecting from the drop
down list.

- Select - =
~ Select - E
— Select — v
- Select — =
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Lesson 6: Summary

—

CARDINAL

In this lesson, you learned:

* You can view exceptions by opening the Reported Time Status section once your time is submitted
and processed by Time Administration.

* Only high exceptions prevent payable time from being generated.
* You can update Time Reporting Codes, charge distributions, etc. on your timesheet.

» Cardinal allows you to cancel an absence event when the absence is not taken.
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Lesson 7: Reports and Online Inquiries

In this lesson, you will learn about the following topics:

* Reports

* Online Inquiries
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Reports

—

CARDINAL

Three key Cardinal reports can help you manage your time and absences:

 Timesheet Report

 Timesheet Exception Report

« Employee Leave Detail Report

These reports are available through the Report Manager page. You navigate to this page using the
following path:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Report Manager
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Timesheet Report

—

CARDINAL

This report provides the following for a pay period or range of pay periods by day depending on the criteria
entered on the Run Control page:

» A record of time and absence hours
* The status of time and absences

e SV =Saved

 SB = Submitted

* NA = Needs Approval

AP = Approved

* DN = Denied

e AJ = Adjusted
* Name of the Approver

» For productive time, the Time Reporting Codes (TRCs) and charge distribution of timesheet entries
by day

Refer to the Running the Timesheet Report — Self Service job aid for more information.
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Timesheet Schedule and Exception Report

This report contains two sections. The first section is an Overtime Review for both salaried and hourly
employees. The second section, Deviation from Scheduled Hours provides a summary of exceptions to
reported / payable time.

Every salaried employee in Cardinal is assignhed a weekly or bi-weekly schedule. All hourly employees
have a schedule of zero hours. For salaried employees, the report identifies employees who have worked
more or less than their scheduled hours for the pay period. For both salaried and hourly employees, this
report tracks eligible overtime and confirms that timesheets are complete (submitted) and ready to be
allocated.

Refer to the Running the Timesheet Exception Report job aid for more information.
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Employee Leave Detail Report

The Employee Leave Report displays leave balances and related detail transactions (if selected) by

individual code, or specified group of organization codes (e.g. a district-wide or residency-wide as reflected
on the organization tree).

The summary section includes any/all leave types with any activity during the Leave Year through the Pay
Period End Date specified in the run control parameters. At a minimum this includes leave types that
accrue (e.g., vacation and sick). Even if the current balance for a specific leave type calculates to zero,
that leave type is included if there is any activity including accruals.

If a leave type has no activity, has zero balance forward, and has zero current balance for the time span of
the report as specified in the run control parameters, that leave type is not included on the report.
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Employee Leave Detail Report (continued)

This report has three sections:

» Section 1 of this SQR report displays summary data by Leave Type, Year-to-date for the Employee.

» Section 2 of this SQR report displays Employment Leave Takes, Year-to-date from the beginning
of the Leave Year through the Pay Period End Date for all Takes that have been Finalized.

» Section 3 of this SQR report displays Outstanding Leave Take Request, through the end of the
Leave Year related to the Pay Period End Date; they may be past, present or future.

Refer to the Employee Leave Report job aid for more information.
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Online Inquiries

The following online inquiries are available to self-service users to view directly on the Timesheet page:
« Compensatory Time — Shows your compensatory and overtime leave balances
 Reported Time Status — Displays the status of time and absences entered on the Timesheet page
* Time entered in the timesheet grid displays one of two statuses:
» Saved - No action can be taken until it is submitted
e Submitted — Time submitted to supervisor for review and approval
Note: To see approval status, access Payable Time Details in the View menu
» Absences entered in the Absence Event section displays one of four statuses:
» Saved - No action can be taken until it is submitted
* Needs Approval — Absence is submitted but not yet approved
» Approved — Absence was approved by supervisor
* Denied — Absence was denied by supervisor
» Absence Entitlement Balances — Shows your absence balances by absence type

Navigate to these inquiries using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > Report Time >
Timesheet
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Online Inquiries (continued)

The following inquiries are available to self service users on the View Time Menu:

* Monthly Schedule — Displays a monthly calendar which shows the following:
 Employee schedule
» Designated holidays
» Approved absence requests

« Compensatory Time — Displays compensatory time balance

» Exceptions — Displays a list of exceptions and whether they are high, medium or low

» Payable Time Summary — Displays a weekly view of payable time

» Payable Time Details — Displays the approval status of submitted time

» Absence Request History — Displays details of absence requests

» Absence Balances — Displays absence balances and a link to forecast balances for a future date

Navigate to these inquiries using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > View Time > (select
which item you want to view)
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Lesson 7. Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer and click Submit to see if you chose the correct response.
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Drag and connect the View Time menu option on the right with what it displays on
the left.

Displays & manthly calendar which shaws the

emplayee schedule, designated halidays and AbEEI'ICE Balances
appraved absence requests.

Displays absence balances and a link to

forecast balances for a future date. PEFEHE Time Detail

Displays the approval status of submitted
time entered in the timesheet grid. Monthly Schedule
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Lesson 7. Summary

—

CARDINAL

In this lesson, you learned:

» Reports and online inquiries are available to help you manage time and absences.

» How to navigate to the TA Reports menu to access Time & Attendance Reports.

* Online inquiries available on the Timesheet page.

* Online inquiries available through the View Time page.
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CARDINAL

Course Summary

In this course, you learned how to:

Understand key concepts and define key terms related to Time & Attendance.

Navigate to Cardinal HCM and the Timesheet page.

Enter regular and overtime hours on the timesheet.

View compensatory leave and overtime leave on the timesheet.
Document holidays.

View current Absence Entitlement Balances.

Enter Absence Requests.

Adjust Absence Requests.

Understand the reasons for timesheet exceptions.

Make timesheet adjustments.

Access key reports and online inquiries.
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Course Evaluation

Congratulations! You have successfully completed the TA362: Time & Attendance Employee Self
Service course. Please use the evaluation link to assess this course.

[ Click here to access the survey ]

Once you have completed and submitted the survey, close the survey window. To close the web based
training course, click the Exit Course button.
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http://www.surveymonkey.com/s/392M6QG

Appendix

—

CARDINAL

e Time & Attendance Process

 Key Terms

» Screenshots and Diagrams
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Time & Attendance Process

—

CARDINAL

This diagram provides an overview of the Time & Attendance process.
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Time & Attendance Process (continued)

Employee Setup
Employees in Cardinal and this process includes:
* Inputting job, personal and position data
» Enrolling an employee as a time reporter
» Assigning work schedules
» Enrolling employees in appropriate leave plans and leave benefits

Time & Attendance Capture
Time is captured by employees after being set up as time reporters by:
* Reporttime
* Request absences
* View and correct timesheet errors
* View and run Time & Attendance reports
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Time & Attendance Process (continued)

Administer Time & Attendance Validation and Approval

The Time Administration process validates. It also:

» Generates payable time

* ldentifies exceptions

* Processes payable time and sends it to Payroll
Supervisors can:

» Approve or deny time and absence requests

» Complete the timesheet on behalf of the employee

Payroll Integration and Cost Allocation
Approved payable time:

» Used to allocate payroll costs according to the timesheet charge distributions
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CARDINAL

Integration with Time & Attendance

Time & Attendance integrates with four other Cardinal modules, which include:

e Procurement

 Expenses
» Project Accounting
» General Ledger
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Integration with Time & Attendance (continued)

Procurement

Employee information that is created during the Time & Attendance Employee Setup process is used by
the Small Purchase Charge Card Program in the Procurement module.

Expenses

Employee information that is created during the Time & Attendance Employee Setup process is used by
the Expenses module in the Accounts Payable functional area to process employee travel and business
expense reimbursements.

Project Accounting

Employee labor costs that are charged to projects are sent to Project Accounting when employee pay is
distributed according to the charge distribution entered on employee timesheets.

General Ledger

Employee labor charges are sent to the General Ledger functional area when employee pay is distributed
according to the charge distribution entered on employee timesheets.
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Interfaces with PMIS, CIPPS and Payline

—

CARDINAL

Time & Attendance also interfaces daily with several external systems:
» Personnel Management Information System (PMIS)
 Commonwealth Integrated Payroll & Personnel System (CIPPS)

» Payline

PMIS Payliine

Administer Payroll
Time and Time and Absence )
Engpelﬁl yee Attendance Attendance Management I';tﬁggggp
P Capture Validation and Processing . Proiect
Allocation neff=is
Approval Accounting

v v
General

Procurement Expenses CIPPS —» Ledger
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Interfaces with PMIS, CIPPS and Payline
(continued)

Personnel Management Information System (PMIS)
New and updated employee and position information is first entered into PMIS. PMIS then sends the
information to Cardinal.

Commonwealth Integrated Payroll & Personnel System (CIPPS)

Timesheet entries for hourly employees and overtime entries for both hourly and salaried employees are
sent to CIPPS to create employee pay. Timesheet entries also identify how employee regular and

overtime pay is charged.

Payline
Absence information is sent periodically to the Department of Accounts to allow employees to view their

absence balances via Payline.
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Key Terms - General

—

CARDINAL

Self Service: The ability for employees to enter their own time and absence requests directly in Cardinal.

Self Service User/Time Reporter: An employee who reports time.

Timesheet Page: The page in Cardinal where Self Service users:
* Enter and submit the time they worked
* View compensatory and overtime leave balances
* View absence entitlement balances
» Enter and submit absence requests

Work Schedule: The days and hours an employee is scheduled to work. Cardinal uses work schedules
to validate time and calculate absences.
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Key Terms — Timesheet Entry

—

CARDINAL

Business Unit: ldentifies a state agency. VDOT is 50100.

Time Reporting Code (TRC): Classifies hours recorded on the timesheet, e.qg., Regular (RGS), Overtime
(OT1, EQOT, etc.), Compensatory Leave (CPE), etc.

ChartFields: ldentifies how productive and non-productive time is charged.

SpeedType: Provides a short cut that auto populates some ChartFields on a transaction. Additional fields
(e.g., Account) may need to be entered manually to successfully submit time.
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Key Terms — Timesheet Processing

Reported Time: Time that has been recorded on a timesheet but not processed by Time Administration.
Exception: An error or warning regarding reported / payable time that requires review or attention.

Lockout: A period of time that a user is temporarily prevented from making prior period adjustments on
timesheets. This is normally at the close of the pay period when timesheets are due.

Submitted Time: Time that has been reported and submitted for Time Administration.

Time Administration: A batch process that validates submitted time against Time Reporting Rules and
generates payable time. This process also generates exceptions to Reported time.
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Key Terms — Timesheet Processing (continued)

Time Reporting Rules: A set of defined business rules that Time Administration uses to validate
Reported time. An example of a Time Reporting Rule: Scheduled overtime for salaried nonexempt
employees cannot be reported unless 40 productive hours have been worked in the work week.

Payable Time: Time that has been reported, submitted, and successfully processed through Time
Administration. To be successfully processed means that either no exceptions or low/medium exceptions
are reported. Payable time is sent to the employee’s supervisor for approval.

Reported Time Status: The section on the Timesheet page where reported / payable time and
exceptions can be viewed.
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Key Terms — Absence Management

Absence Entitlement: The hours or days of leave an employee has accrued for an absence type, e.g.,
Vacation, VSDP Sick, VSDP Personal.

Accrual Periods: The time periods by which employees earn leave, e.g., a pay period for Vacation, a
leave year for VSDP Personal, etc.

Entitlement Balance: The number of hours of unused entitlement for a particular absence type.

Absence Event: The consecutive period of time an employee is absent for the same reason, e.g.,
Vacation, VSDP Sick, VSDP Personal, etc.

Absence Name: The name given to a specific type of absence, e.g., Vacation, VSDP Sick, VSDP
Personal, etc.

Absence Reason: The additional classification of the absence type for an absence event, e.g., Jury Duty
(absence reason) is a possible classification for Civil and Work-Related Leave (absence type).

Absence Take: The absence type and amount of time that an employee takes for an absence event.
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’1 Charging Time to Multiple Distributions

Fau:;rites Mainzr\"lenu 7 EEJ'FSEET'WCE »  Time Ftelporhng » Repﬂr__l‘:Tme »  Timesheet

Timesheet
Dopey Dwarf Employee ID: 388884
Job Title: Prog Admin Specialist I Empl Record: 0

L. Instructions

*\View By: Vieek - Reported Hours: 0.00 Previous Week Next Week
Date: wnazot W Scheduled Hours: 40.00
From Monday 07/18/2011 to Sunday 07/24/2011
| g.00|| | 8.00 | | | | | | RGS - Regular Earnings - Sala
| | | | 4.00 | | | | -RGS—RegularEarnings-Sala -
| | | | | 200 | 200 | 500, | | | | .F!GS—F{egularEarnings_saLa i
| | | | | | |

CPE - Compensatory Leave Ea

F Reported Time Status
P Reported Time Summary

Absence Event - select to view

| Save for Later I Submit |

Click the image to return 143



CARDINAL

Compensatory Time

Compensatory Time
Kathy Cardinal Employee ID: 0030203
Job Title:  Admin & Office Specialist 1l Empl Record: 0

Comp Time Balance Summary

Compensatory Time Off Plan: COMP_LEAVE Expiration Period: Years

Date: 02/06/2012 Period Count: 1

Balance at Start of Day: 24.00

*Show Time Expiring in: One Year hd

Expiring Time Earned Customize | Find | View A1 | B ) 2 First B g 30r3 O Last
Expiration Date Quantity Ending Balance
01M10/2013 2.00 16.00
01112013 2.00 8.00
01212013 8.00 0.00

GoTo: Self Senice
Time Repaorting

Click the image to return
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Monthly Schedule

Favovrites MainvMenu s> Self Svervice >  Time Rgpnrting > view_Time > Monthly Schedule
Monthly Schedule
KATHY CARDINAL
00302034400
Previous Month 02 - February 2012 Mext Month
Sunday Monday Tuesday ~ Wednesday Thursday - Friday ) Saturday )
1 2 3 | orr 4
8 Hours 8 Hours 8 Hours
OFF 5 L] 7 8 ] 10| orr 11
8 Hours 8 Hours & Howurs & Hours & Howrs
oFe 12 13 14 15 16 17| ore 18
8 Hours & Hours 8 Hours 8 Hours & Hours
G
OFF 19 20 21 22 23 24| ofr 25
8 Hours & Hours 8 Hours 8 Hours 8 Hours
& |
OFF 26 27 28 29
8 Hours & Hours 8 Hours
Legend
i Approved Training [ Planned Absence @) Holiday OFF Scheduled OFF Day

Click the image to return 145



Absence Events Details Page

Favorites Main Menu > Self Service » Time Reporting » Report Time > Timesheet

Absence Event Details

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required
fields before returning to the Timesheet page.

Absence Detail

“Start Date : [03/19/2012 [3§ View Monthly Schedule

End Date : [03/19/2012  [5

Filter by Type : |AII v |

“Absence Name : |Vacati0n v | Current Balance : 260.00 Hours™
*Reason : |Vacation v |

Partial Days : | MNone v |

Duration : li Hours

~ Calculate End Date or Duration
I

Reporter Comments:: @
|—ok—| | cancel |

Click the image to return 146



Reported Time Status Section — No Exceptions

Y -
CARDINAL

From Monday 01/23/2012 to Sunday 0112012012
Mon Tue Wed Thu Fri Sat Sun Total _. : Business L
m 12 1125 1126 " 128 129 R Time Reporting Code Taskgroup Unit Telecommute Equipment D Chi
| | | | 200 | 200 CPT-CompensatoryLeave v VDOTCOMRECQ, 50100 @ Q | chj
| 800 | 800 [ 400 [ 800 [ 600 | | 3400 RGS-RegularEamings-S: v [VDOTCOMREC@, [50100 @, | Q | o
4.00 4.00 VAC - Vacation VDOTCOMREQ 50100 Ch|
v Reported Time Status
Date Reported Status Approval Monitor Total TRC Description Comments
011232012  Submitted Approval Monitor 800 RGS Reqular Eamings - Salaried Q
01242012 Submitied Approval Monitor 800 RGS  Regular Eamings - Salaried Q)
011252012 Submitted Approval Monitor 400 RGS Regular Eamings - Salaried Q
0112512012  Needs Approval Approval Monitor 400 VAC Vacation
01/26/2012  Submitted Approval Monitor 8.00 RGS Reqular Eamings - Salaried
01/27/2012  Submitted Approval Monitor 200 CPT  Compensatory Leave Taken O
0172712012  Submitted Approval Monitor 6,00 RGS Regular Eamings - Salaried

Click the image to return
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Exceptions

Yy -
CARDINAL

Favorites | Main Menu » Seff Service » Time Reporting » Report Time »  Timesheet

Timesheet
Dopey Duwarf Employee ID: saano4
Job Title:  Prog Admin Specislist 1] Empl Record: i

I nstructions

Wiew Wesk - Reported Hours: 12.00 Frevious Week Mesxt Wesk
By:
Date: taizTiaon W S Scheduled Hours: 40,00
From Monday 067272041 to Sunday 0703241
Mon T Wed Thu Fri Sat Sun Totsi
o e o oo o 6 - Houre  TiMe Reporting Cods Taskgroup Businass Unit
| 300 [ 30| 300f| 3m) | | | 1200 RES - Reguisr Eamings - = |VDOTCOMRG@, (20100 @,
+ Heported Time Hatus
Data |Reportad Status Approval Monttor Total TRC Description Comments Exception
0802712011 | Submitted Approwal Monitor 1.00 RGS | Regulsr Eamnings - Salaried f:? &
052802011 | Submitted Approwal Monitor .00 RGE |Regular Earnings - Salaried ¢ &
0822011 | Submitted { Approval Monitor 3.00 RGS | Regular Eamings - Salaried CJ 3
08/3002011 | Submitted | Approval Monitor 3.00 RGS |Regular Eamings - Salaried G2 &

Click the image to return 148




Exceptions, Description and Severity

Favq__ntes Main TJ'U'Ienu > Self Service > Time Reporting > Report Time > Timesheet

2 Mew Window ()4

Exceptions
Dopey Dwarf Employee ID: 288884
Job Title:  Prog Admin Specialist Il Empl Record: 0

Payable time will be created for time with Low or Medium severity exceplions.
Fayable time will not be created for time with a High severity exception.

¥ Filtering Options

Exceptions

Customize | Find | B First & 14074 0 (aa

Dverview
IE‘.mEptiun I Description Date Severity
TLX0O0110 .In'u'ElIid Combo Code .DEJETJ'EDﬁ .High
TLX00110 .In'u'ElIid Combo Code .05128120'1'1 .High
TLXOO110 .In'u'alid Combo Code .051291'20'1'1 .High
TLX00110 .In'u'ElIid Combo Code .U-Ei.llfrﬂ.ll.?ﬂ""“ .High

Click the image to return 149



Payable Time Detail Page

Favovrites ' Mahyenu > Self Sgrvice > Time Rgporthg > View'Tme > Payable Time Detail
Payable Time Detail
KATHY CARDINAL Employee ID: 00302034400

Job Title:  Admin & Office Specialist Il Empl Record: 0

Start Date: 011072012 5 gnq pate: (020212012 B || GetRows

Payable Statuses to view can be controlled from the expandable Payable Status Filter section.
Use the Refresh button to refresh the display.

Time detail can be displayed for a date range up to thirty-one days.

b Payable Status Filter

Time Reporting Elements Task Reporting Elements Cost and Approval =¥

Date Payable Status Reason Code sl E‘:‘; Reporting ¢ antity TRC Type |
0111012012  Needs Approval Approval Monitor CPE 8.00 Hours =
I01!10!2012 .Needs Approval Approval Monitor RGS -8.00 Hours
.01110.-'2012 Approved Approval Monitor RGS 8.00 Hours
:0111112012 Needs Approval Approval Monitor  CPE 8.00 Hours
01/11/2012  Needs Approval Approval Monitor RGS -8.00 Hours
.01!1112012 Approved Approval Monitor RGS 8.00 Hours
.01.-'1212012 Needs Approval Approval Monitor CPE 8.00 Hours 3

Click the image to return 150
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