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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 Time & Attendance approvals.

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.
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Introduction

CARDINAL

Cardinal contains six functional areas which are
housed in two distinct Cardinal applications:

Cardinal Financials (FIN): 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.

Time and Attendance is the functional area in
Cardinal that tracks employee time and absences.

Cardinal Functional Areas

Accounts
Payable

Time &
Attendance

Accounts
Receivable

=

CARDINAL

Project
Accounting

Procurement



Course Objectives

CARDINAL

After completing this course, you will be able to:

» Describe Time & Attendance concepts and approval overview

» Explain the difference between payable time and reported time

« Manage timesheet exceptions

« Approve or deny payable time and reported time via the worklist or direct navigation

» Explain who enters and approves extended leave

» Delegate approval items on your worklist



Course Topics

CARDINAL

In this course, we will cover the following:

» Lesson 1: Understanding Time & Attendance Approvals

» Lesson 2: Managing Exceptions

* Lesson 3: Approving & Denying Payable and Reported Time

» Lesson 4: Delegating Time & Attendance items

Assessment questions will check for your understanding.



Lesson 1: Understanding Time & Attendance
fnd] /\PPTOVaIS

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

* Key Concepts

« Approval Overview




Key Concepts

-

CARDINAL

Some key concepts in approving Time & Attendance include:

» Time entered in the timesheet grid of the Timesheet page is not available for approval until it has been
processed by Time Administration.

« System rules create exceptions (warnings or errors) for employee’s entered and submitted time that
does not meet predefined business rules.

» There are three types of exceptions; high, medium or low.
* Only high exceptions prevent time from becoming payable time.
« Supervisors should review and address all exceptions.

« When an employee makes an adjustment to payable time after it has been approved, the hours
display as negative time on the approval page.

» Supervisors must approve negative hours to avoid errors when the allocation process is run at the end
of each pay period.

» Absences entered in the Absence section of the Timesheet page are available for approval
immediately upon submission.



Approval Overview

Time & Attendance Approvers approve time and absences for employee users (Time Reporters).
All Time & Attendance approvals are completed in the Cardinal HCM (Human Capital Management) site.

To access the Cardinal HCM:
1. Log Into Cardinal
2. From the main page (myCardinal Financials), click the Cardinal HCM link.

r‘. CARDI NAL Home Worklist Add to Favorites | Sign out

Favorites © Main Menu
S v

Personalize Content | Layout @Help
|Menu - Classic [=] ] |myCardinaI Messages [=]
Ir*’““““— ® |Begin Date Message
[ myCardinal Financials |myCardinaI Financials =] ]
[ Employee Self-Semvice . . . . . . . . .
b Manager Self-Senvice ﬁ Financials Report Execution ﬁ Financials Report Retrieval ﬁ Financials Links
[> Supplier Contracts
> Customers 1 AP Reports =] FIN Report Manager
[ AR Reports = FIN Process Monitor
[> Products
I» Customer Contracts L GL Reports
[ ltems 1 PA Reports
[> Vendors O EREEE

r— .
b Procurement Contracts [=] Financials Query-based Reports

[» Purchasing

[> eProcurement

[> Services Procurement
[> Sourcing

[ Project Costing

[ Travel and Expenses
[» Billing

[> Accounts Receivable
[» Accounts Payable

[- Banking




Approval Overview (continued)

-

CARDINAL

There are two types of time that managers approve in Cardinal:
1. Payable Time
2. Reported Time

Payable Time is reported hours worked and non-productive TRCs entered in the timesheet grid, located at
the top of the Timesheet page, that has been successfully processed by Time Administration.

Reported Time (absences) is time entered in the absence event grid section of the Timesheet page.

Note: Extended leave is entered and approved by the Absence Management Administrator.
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Payable Time Approval List

CARDINAL

Payable time includes:

Office Closing

Called Out Exempt

Actual Hours Called Out

Compensatory Leave Earned or Taken
Emergency Comp Earn

Emergency OT @ Time %2 - Salary or Hourly
Emergency OT Leave

Emergency Regular — Hourly

Emergency Straight Time OT — Salary

Holiday — Floating

No Holiday Pay

Pre-Approved On-Call Hours

OT @ Straight Time — Salary

OT @ Time %2 - Salary or Hourly

Overtime Leaved Earned or Taken

Regular Earnings — Hourly or Salary
Regular Time LTD Working or STD Working
Uncompensated Overtime

11
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CARDINAL

Reported Time (absences) includes:

Family Medical Leave
Leave Without Pay

Military Bank Leave, Leave, Physical, or
Leave Disaster

VSDP Personal Leave
Public Health Emergency
Pre-Layoff Leave

Sick Leave

VSDP Sick Leave
Vacation

Reported Time (Absences) Approval List

Worker’s Compensation (Day of Injury)
Civil Leave

Annual Leave Incentive

Volunteer Service Leave

Donated Leave

Victim of Disaster

Education Leave w/Pay or w/o Pay
Emergency Service Volunteer
Emergency Preparation Time
Employee Recognition Program
Employee Suggestion Program

12



CARDINAL

Once time or absences are submitted on the :
Timesheet page, they must be approved by the
manager.

Time entered and submitted in the timesheet grid
go through the Time Administration batch process.
This process uses various time reporting rules to
validate time entered in the timesheet grid to
determine if the time can be made payable. This
includes:

* Hours worked
« Compensatory time earned/taken
* Overtime leave earned/taken

Payable Time then routes to the employee’s
Supervisor for approval.

Time Entered
and Submitted

in the tmesheet

grid

Submitted Time Approval Routing

/

Yes
/ﬁ

Manage
Exceptions

:

High
Exception?

Yes

Allow
Exception?

Time and
Attendance
Capture

Click on image to enlarge

h /
.
Time Payroll
Administration | —p '/ Except\on Payable Time Integration &
Process Q Created’i Approval Cost Allocation
)
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Submitted Time Approval Routing (continued)

CARDINAL

Absences are entered in the absence grid on the Timesheet page. Once the Time Reporter clicks the
Submit button, they route for approval immediately as reported time.

Approvers are notified of reported time (absences) and payable time (productive time and comp and
overtime leave) that needs approval through the worklist.

Y

Employee ‘r'es Payroll
submits > Reported Time Ahsence Integration &
Absence Approval ppmued CostAllocation
Feguest

Mo

Employee

Employee :
: .rts‘fm Motified of

Enters Hew Absence
Absence? Crenial

Mo
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Time Approval Levels

—

CARDINAL

Payable time and reported time (absences) require one level of approval:

» Supervisor: The user’'s Supervisor can approve or deny payable time and reported time.

« Cardinal does not send an email to the person that entered the request when payable time and
reported time are approved.

» If denied, Cardinal sends a notification email to the person who entered the request.

_ Payable time and
Superwsor D Reported time (absences)
approved

15



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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Payable time is entered in the Timesheet grid located at the top of the Timesheet
page.

O True

O False

17



Select the answer from the list that completes the blanks for the questions below.

Reported time (absences) are entered in

the section of the Timesheet — Select - v
page.

Payable time is a result of time entered

in the timesheet grid and processed by = —Select —- B

Reported time (absences) are routed
for approval after they have — Select - -
been submitted.

18



Lesson 1. Summary

CARDINAL

In this lesson you learned:

« Key concepts related to Time & Attendance approvals

» The difference between reported and payable time

» How payable and reported time route for approval

19



Lesson 2: Managing Exceptions

CARDINAL

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

* Managing Exceptions

20



Exceptions Overview

-

CARDINAL

Once time entered in the timesheet grid is submitted, 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.

While High severity exceptions require correction in order for payable time to be generated, payable time
is still generated when an exception is either low or medium.

Low and Medium exceptions need to be addressed as well to clear them out of Cardinal. If they are not
addressed and corrected, they will remain as exceptions.

21



To view exceptions for your direct reports,
navigate using the following path:

Cardinal FIN > Cardinal HCM > Main Menu >
Manager Self Service > Time Management >
Approve Time and Exceptions > Exceptions

This opens the Exceptions Selection Criteria
page.

Accessing the Exceptions Page

FEVO_HT.ES Main_Menu > Manager Self Service > Time Management > Approve Time and Exceptions : Excepftions

EXCEptiO ns

Description Value

Time Reporter Group liQ
Empl ID &
Last Name -t
First Name ’7Q
Business Unit ’7(%
Job Code Y
Department T
Reports To Position Number liq)
Location Code lic%
Workgroup T
Position Number liQ
: Clear Selection Criteria Save Selection Criteria Get Employees

¥ Filtering Options

Customize | Find | View AT B 5 First £ 10p1 I ast

Click on image to enlarge
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Viewing Exceptions

CARDINAL

To view exceptions:

« Enter your position number in the Reports
To Position Number field.

» Click the Get Employees button.

If you have employees with Exceptions (Low,
Medium or High), they display under the
Exceptions section on the bottom of the page on
the Overview tab.

To view the details about any exceptions that
display, click the Details tab.

Note: Exceptions are also displayed on the
Timesheet Report.

Fa\fovr'rtes MainvMenu > Manager Self Service » Time Management > Approve Time and Exceptions > Exceptions
- - -

OJ

Job Code

Department

Reports To Position Mumber 00154

Location Code
Workgroup

Position Mumber

Clear Selection Criteria Save Selection Criteria
i
»
=k
) Details
Allow  Exception ID Description Date Name
VOVTSCHW | Overtime rule 06/01/2012 = Kathy Cardinal
VOVTSCHW | Overtime rule 05/19/2012 | Bob Builder
»
Clean Up Allow All
Save

OJ
OJ
OJ
OJ
OJ

Severity

Medium

Medium

Click on image to enlarge
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ldentifying and Correcting Exceptions

The details page provides more information under the Exception Data column.

Use the job aid entitled Exceptions to determine the appropriate action to take for an exception. This job

aid provides the Exception ID, Message, Severity, if it is allowable by an Approver, why it is generated,
who can correct it and how to correct it.

‘i Instructions

¥ Filtering Options

Exceptions
Overview l:aﬁ:
Allow  Exception ID Description Date Name Source hap:ated Exception Data
[ vOVTSCHW  Overtime rule 06/01/2012 . Kathy Cardinal Time Administration gaggﬁgg:\qz Employee has not fulfilled their scheduled hours.
[l VOVTSCHW  Overtime rule o5/1a/2012 - Bob Builder Time Administration 25[;34;;3:12 Employee has not fulfilled their scheduled hours.
J . Vi

¥ Clean Up Exceptions
. CleanUp || AllowAl |

Save

GoTo: Manager Self Service

Time Management

24



Managing Exceptions

CARDINAL

Once you take corrective action to address an exception and the Time Administration process runs, it will
be cleared from the Exceptions list.

As a Supervisor, it is recommended that you check for Exceptions weekly and take the appropriate actions
to address it. It is your responsibility to ensure all exceptions have been addressed for your direct reports.

25



Lesson 2: Summary

CARDINAL

In this lesson you learned how to:

» Access, view and correct exceptions
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Lesson 3: Approving and Denying Payable and
1 Reported Time

CARDINAL

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

« Approving and Denying Payable Time via the Worklist and direct navigation

» Approving and Denying Reported Time via the Worklist and direct navigation

27



Options for Approving Time

CARDINAL

There are two options to approve payable and reported time:

» Worklist link — found at the top of the main Cardinal HCM Home page or,

» Direct navigation to either the Approve Payable Time or Approve Reported Time pages

This lesson will show you the process for using both methods.

28



Approving Payable Time - Worklist

To approve payable time using the worklist, click the Worklist link located at the top of the Cardinal HCM

Home page.

4 CARDINAL

Favorites : Main Menu
b : b

Personalize Content | Layout

Worklist Performance Trace Add to Favorites

Sign out

@Help
Menu - Classic FI®  myCardinal HCM 1

Search:

| ®)
[ myCardinal HCM

[» Cardinal Conversion

[» Self Senvice

[» Manager Self Senvice

[» Workforce Administration

[» Time and Labar

[» Payroll for North America

[» Global Payroll & Absence Mgmt
[ Organizational Development
[» Set Up HRMS

[- Enterprise Components

[» Worklist

[ Tree Manager

[» Reporting Tools

[» PeopleTools

[» Cardinal Interfaces

= My Personalizations

ﬁ HCM Report Execution

[*1 TA Reports
I= HCM Query-based Reports

ﬁ HCM Report Retrieval

[F] HCM Report Manager
[E] HCM Process Monitor

ﬁ HCM Links

[= Cardinal Financials
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CARDINAL

The Worklist page appears and displays any of your
direct reports that have payable time or reported time
(absences) that require approval.

Approving Payable Time — Worklist (continued)

Worklist for BOB BUILDER

There are five columns on this page:

* From - lists employees name

* Date From — date the time was submitted
* Work Item — default is Approval Routing

Favorites  Main Menu Workist Workist

Work List Filters:

 Worked By Activity — default is Approval
Workflow

* Priority — currently defaults to 3 - Low

» Link — path to access the specific approval
required

« Payable Time — starts with TL_Payable Time

* Reported Time — starts with TL_Reported
Time

Click the link that starts with TL_Payable Time.

Click on image to enlarge
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CARDINAL

This opens the Approve Payable Time search

page.

Cardinal prefills the selected employees ID

number in the Empl ID field.

Click the Get Employees button. The
employee’s name and other information displays

at the bottom of the page.

Click the employee’s name to open the Approve

Payable Time Page.

Approving Payable Time — Worklist (continued)

Approve Payable Time

Favorites = Main Menu > Worklist > Worklist
v - -

i

Description

Time Reporter Group
Empl ID

Last Name

First Name
Business Unit

Job Code
Department

Reports To Position Number
Location Code
Workgroup

Position Mumber

Clear Selection Criteria

Approve Time for Time Reporters

Save Selection Criteria

Value

00419408100

Foaly R A Sy~ iy iy _olko

a7 .- s
Start Date: 06/10/2011 |3 End Date: ¢
Of elect to view Instructions
Empl Total i
Select Namea Employee ID Recor‘ij Payable
Hours
Black Bear 00391120 0 10.000000

SelectAll DeselectAll

Non

Productive
TRCs

0.000000

Get Employees

31




Approving Payable Time — Worklist (continued)

-

CARDINAL

The Approve Payable Time page allows you to view details related to the employee ‘s time. You should
review the information to ensure accuracy (i.e.: hours, TRC, charge distribution, etc.).

When you initially access this page, you are able to view the Date, Time Reporting Code and Hours.

To view the charge distribution, click the Task Reporting Elements tab.

Favorites | Main Menu > Worklist > Worklist
- - -

Approve Payable Time
Black Bear Employee ID: 00391120

Job Title: Empl Record: 0

Select the time you wish to approve and then select the Approve button.
Enter a specific Accounting Date for each row of payable time to be published.
If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: End Date:
EE L4 a
Time Reporting Elements LCost Task Reporting Elements
=
Time
Select Date Reporting Approval Monitor Quantity Type pccounting Date Adjust Reported Time
Code
|} 04/24/2012 RGS Approval Monitor 8.00 Hours [&) Adjust Reported Time

SelectAll Deselect All

Approve Deny

Return to Approval Summary
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CARDINAL

Click the ChartFields link to view the
charge distribution for the hours entered
for the selected row of time. You can
review the ChartFields from this page.

Note: The Timesheet Report can also be
used as a tool to review your direct reports
hours, TRCs and charge distribution
codes. Use the Job Aid entitled Running
the Timesheet Report — Self Service for
instructions for running this report. This
Job Aid can be accessed on the Cardinal
website, under the Time & Attendance
section.

Once you review the information, click the
Return button to go back to the Approve
Payable Time page.

Approving Payable Time — Worklist (continued)

Favorites - Main Menu > Worklist > Worklist

Approve Payable Time
‘Black Bear Employee ID: 00391120
Job Title: Empl Record 0

Selectthe time you wish to approve and then selectthe Approve button.
Enter a specific Accounting Date for each row of payable time to be published.
[f you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: End Date:
i i L
Qverview Time Reporting Elements Cost h
= Business
Select Date Reporting  Approval Monitor Quantity Taskgroup Unit Telecommute Equipment ID ChartFields
Code
04/24i2012 RGS Approval Wonitor 8.00 VDOTCOMREQ 50100 ChartFields
SelectAll  DeselectAll
Approve Deny
Favorites © Man Menu > Wuikhst > Warklst
& New Window (2 Help JCustc'ﬂ\;ePaga H nty
ChartField Detail
Employee ID: 00301120
SetID: 50100 2 Speed Types
Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PC Business Unit  Projs
04100 604005 19076 11190010
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Approving Payable Time — Worklist (continued)

-

CARDINAL

After reviewing and verifying all the hours, TRCs and charge distribution information, you are ready to
approve the time:
» Click the select indicator for the row you want to approve or click the Select All link at the bottom of
the page.
» Click the Approve button.
» A confirmation displays asking if you are sure you want to approve the time selected. Click Yes.

* A message displays confirming the time has been approved. Click OK.

Favorites = Main Menu > Wo&klist > Worklist

Approve Payable Time
Black Bear Employee ID: 00391120

Job Title: Empl Record: 0

Selectthe ime you wish to approve and then select the Approve button.
Enter a specific Accounting Date for each row of payable time to be published.
If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: End Date:
Y ]
Overview Time Reporting Elements LCost
= Business
Select Date Reporting Approval Monitor Quantity Taskgroup Unit Telecommute Equipment ID ChartFields
Code
] 412412012 RGS Approval Monitor 5.00 VDOTCOMREQ 50100 ChartFields
Select All  Deselect All
—
Approve Deny

Return to Approval Summary
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Denying Payable Time - Worklist

-

CARDINAL

To deny the employee’s payable time, click the Deny button. The employee’s timesheet will need to be
modified as applicable and resubmitted, and the approver will need to approve the updated time in order to
ensure the employee is paid appropriately.

Note: The employee receives a Cardinal e-mail notification when you Deny payable time. Once
corrections are made, the timesheet must be reprocessed through the Time Administration process to
verify that it has no high exceptions. It then becomes payable time and routes to the Supervisor again for
approval.

35



Approving Negative Hours

-

CARDINAL

Although an employee never enters negative hours on the Timesheet page in Cardinal (the system will
not allow this), you may see negative hours on the Approve Payable Time page.

When adjustments are made to the timesheet after it has been approved, Cardinal processes this change
by creating a negative offset to reverse out the original approved entry. This displays as negative hours on
the Approve Payable Time page (even though negative hours were not entered).

For example:
* An employee entered 8 hours of time for a particular charge distribution.
* You approve the time.
+ The employee makes an adjustment to the charge distribution after the approval.

« Cardinal generates a -8 entry which displays on the Approve Payable Time page.

36
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Approving Negative Hours (continued)

CARDINAL

When you see negative hours on the Approve Payable Time page it is very important that you approve
them. This allows Cardinal to reconcile the hours appropriately when the allocation process is run.
Failure to approve the hours causes problems and errors with allocation.

Always approve negative hours included on the Approve Payable Time page.

Favorites = Main Menu > Worklist > Worklist

Approve Payable Time
Tom Roadcrew Employee ID 0046484

JobTitle:  Fin Svcs Empl Record 0

Select the time you wish to approve and then select the Approve button
Enter a specific Accounting Date for each row of payable time to be published
If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: End Date:

R 2]
) Time Reporting Elements || Cost |~ Task Reporting Elements =
Time
Select Datea Reporting Approval Monitora Quantity Type Accounting Date Adjust Reported Time
Code
01/19/2012 RGS Approval Monitor 6.00 Hours [34) Adjust Reported Time
01/19/2012 RGS Approval Monitor -8.00 Hours [3 Adjust Reported Time
01/20/2012 RGS Approval Monitor 6.00 Hours [
01/20/2012 RGS Approval Monitor -8.00 Hours [

Select All Deselect All

Approve Deny

Return to Approval Summary

Click on image to enlarge 37



Approving Payable Time - Direct Navigation

-

CARDINAL

You can also approve time by directly navigating to the Approve Payable Time page.
You can navigate to this page using the following path:

Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Payable
Time

Favorites @ Main Menu
w -

[ Waorklist

[ Reporting
[ PeopleTao
= My Persol

Worklist

Reporting Tools
PeopleTools

My Personalizations

v ¥ v w w v

Personalize search Menu: ®
Menu - Cli . [=] ¥ |myCardinal HCM
Search: 3 myCardinal HCM b HCM Report Execution HCM Report Ret
3 Cardinal Conversion * —
. ) TA Reports = HCM Report Ma
E rcnyie_'rdllnl (3 Self Service ’ F=l url Query-bazed Reports = HCM Process W
S = Manager Self Service
E ﬁelfSer\ﬂ 3 Workforce Administration I Time Management
vanager _ ] Review Transactions {3 Manage Schedules 2
[» Workforce (3 Time and Labor it o EE
gglmbe ?’;’5 3 Global Payrall & Absence Mgmt £ Report Time [=] Reported Time
obal Pz )
[> Set Up HF &5 Set Up HRMS 3 View Time |=] Payable Time
[> Enterpriss .1 Enterprise Components l_‘] Exceptions
=
3
[
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Approving Payable Time - Direct Navigation

~% (continued)

CARDINAL

The Approve Payable Time Search page
displays. This is the same search page that
opens when you click the worklist item.

To approve payable time, enter your search
criteria:

Enter Employee ID to search for one
Time Reporter, or

Enter your position number in Reports to

Position Number field to select all Time
Reporters who report to your Position
number that have payable time that
requires approval. Note: This is the
preferred method when using direct
navigation.

Click the Get Employees button. If no
employees are returned, a message
displays indicating that no employees
met the search criteria, this means that
you do not currently have any employees
that have payable time that requires
approval.

Favorites © Main Menu > Manager SglfSer\.rice » Time Manvagement »  Approve Timegnd Exceptions > Payable Time

Ap'prove Pa;able Time

Approve Time for Time Reporters

=

Description

Time Reporter Group
Empl ID

LastMame

First Name
Business Unit

Job Code
Department

Reports To Position Number
Location Code
Workgroup

Position Mumber

Clear Selection Criteria Save Selection Criteria

Value

| [oooos

I.o I.O I.o I.o I.O I.O I.o I.o I.O LO I.o

Get Employees

Start Date: 06/10/2011 B End Date:

Mo employees were returned for the time period specified.

GO ToL

HdITdUeT oEll oETVILE
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Approving Payable Time - Direct Navigation
~% (continued)

CARDINAL

To approve Payable Time, repeat the steps you used to approve from the worklist:
« Select the employee you want to approve payable time for by clicking on the name.

* Review the information that was processed from the Time Reporter’s timesheet in all tabs, including
the Time Reporting Code, hours, etc. for the period. To view the charge distributions, click on the
Task Reporting Elements tab, then click on the ChartFields link for each line.

* You can approve or deny time:

» To approve the employee’s payable time, click the Select checkbox for each relevant line or
click the Select All link and then click the Approve button.

» To approve the employee’s payable time at the summary level, click the Return to Approval
Summary link. Select the checkbox for the employee you want to approve payable time for
and click the Approve button.
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Denying Payable Time

-

CARDINAL

To deny the employee’s payable time, click the Deny button. The employee’s timesheet will need to be
modified as applicable and resubmitted, and the approver will need to approve the updated time in order to
ensure the employee is paid appropriately.

Note: The employee receives a Cardinal e-mail notification when you Deny payable time. Once
corrections are made, the timesheet must be reprocessed through the Time Administration process to
verify that it has no high exceptions. It then becomes payable time and routes to the Supervisor again for
approval.
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Simulation: Approving Payable Time

You are now about to view a simulation on how to approve payable time. Click the Cardinal logo to launch
the simulation.

—_

CARDINAL

42


https://virtualcampus.vdot.virginia.gov/kc/content/ilc/courses/42A7E348C7274499A31340E328A68BEF/TA365_Simulations/dhtml_kp.html?Guid=71bddb56-7015-4411-9b8f-8db1c844c955&Mode=T&Back

! E Reported Time (Absences) Approval Options

You have the two options for approving reported time (absences):

 Worklist link

» Direct navigation to the Approve Reported Time page

43



A CARDINAL

Favarites | Main Manu
v i b

Home

Worklist

Approving Reported Time - Worklist

Performance Trace

Add to Favorites | Sign out

Personalize Content | Layout ®He|p
Menu - Classic EI®  |myCardinal HCM FX
Search:

|| ®

[> myCardinal HCM

[» Cardinal Conversion

[» Self Service

[» Manager Self Sernvice

[» Workforce Administration

[» Time and Labor

[» Payroll for Morth America

[» Global Payroll & Absence Mgmt
[» Organizational Development
[» SetUp HRMS

[+ Enterprize Components

[» Worklist

[» Reporting Tools

[» PeopleTools

[» Cardinal Interfaces

= My Personalizations

ﬁ HCM Report Execution

[ TA Reports
[ HCM Query-based Reports

ﬁ HCM Report Retrieval

= HCM Report Manager
=] HCM Process Monitor

ﬁ HCM Links

=l Cardinal Financials

To approve reported time (absences) using the worklist, click the Worklist link located at the top of the
Cardinal HCM Home page.
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¥ | Approving Reported Time - Worklist (continued)

CARDINAL

The Worklist page displays and shows all items that require your approval. To access reported time

(absences) that require approval, use the Links column to identify any items that start with TL_Reported
Time. Click the link.

Favovrites MainvMenu > ‘uﬁ.“nLinst > Worklist

,_EI Mew Window E) H
Worklist for JOHN. ROCKEFELLER: Rockefeller, John

Detail View Work List Filters: ﬂ Feed
2 First Elqor1 O

From Date From Work ltem Worked By Activity Priority Link

[TLReportedTime, 2595081,

[TLByPoskgmt 1901-01-01, M, 0,

TRANSACTIONID. 22
Parks, Rosa 111312013  Approval Routing | Approval Workflow |3-L0w vl ECAWDEFN ID:TLByPosMagmt Mark-Waorked Reassign

EMPLID:00585023400

EMPL RCD:0 PUNCH TYPE:X

RODCRATA

Refresh
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Approving Reported Time - Worklist (continued)

The Approve Reported Time search page displays. The Empl ID field automatically prefills the ID of

the employee selected.

Click on the employee’s name when it displays at the bottom of the page.

Favorites  Main Menu > Worklist > Worklst

Approve Reported Time

Timesheet Summary

=

Description Value

Time Reporter Group @,

EmplID 00586023400 @,

Last Name @,

First Name @,

Business Unit @,

Job Cod @,

Department @,

Reports To Position Numb O‘

Lacation Code @,

''''' Kkgroup @,

Position Numb @,

Clear Selection Criteria Save Selection Criteria Get Employees

(i)

View By: Al Time After =] F include Absence ™ show Schedule Information

Date: 061012013 Y Previous Wesk  NextWesk

Hours to be Empl W Business
Select N Approved EMPloveelD o 4 Department Description Workgroup T
0.00 00586023400 0|VDOT Enterprise Appl. Office VDOTNOEXQT 50100
SelectAll  Deselect All
Approve Den

Location Code Position Number

10

&

09730

Ll

Ll

Click on image to enlarge
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Approving Reported Time - Worklist (continued)

CARDINAL

The Timesheet page opens for the selected employee. Click the Absence Event — Select to view link to
view absence requests that require approval. Absences that require approval display a Status of Needs
Approval.

To approve the absence request(s), click the Select checkbox in front of the absence you want to approve.
To approve multiple absences on the same timesheet, click the Select All link.

Scroll down to the bottom of the page and click the Approve button. A confirmation page displays asking
you to confirm you want to approve. Click Yes to confirm the approval.

Forecast Results

Select *Start Date End Date Absence Name Reason Duration $:'I;e Details Status Approval Monitor Source Cancel Forecast Edit

Ird 11/04/2013 11/05/2013 Wacation Wacation 16.00 Hours  Details Meeds Approval |Approval Monitor Employee ]| Forecast Edit

Deselect All

Save for Later Submit Approve Deny

Go To: Manager Self Senice

Time Management

Punch Timesheet

Return to Select Employee

Click on image to enlarge a7



Approving Reported Time - Worklist (continued)

CARDINAL

Once the absence(s) are approved, the Status changes from Needs Approval to Approved.

At this point you can click the Worklist link at the top of the page and repeat this process for other
reported time (absence) requests that require approval.

Abzence Event - selectto hide

. H
|| ForecastResutts
Select *Start Date End Date Abszence Name Reazon Duration #;:Jte Details Status Approval Monitor Source Cancel  Forecast Edit
11042013 1110512013 Vacation Vacation 16.00 Hours  Details  |Approved Approval Monitor Employee [l Forecast Edit
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Denying Reported Time

-
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If you wish to deny the absence request(s), select the absence(s) you want to deny. Click the Deny button
and a confirmation page displays asking you to confirm you want to deny the request. Click Yes to
confirm the denial.

Time that has been denied is still visible on the timesheet and the Status field indicates Denied.
Absences that have been denied do not impact the leave balances.

When a request is denied, the person who entered the request receives an e-mail notification with
information regarding the action that was taken by the approver. A denied absence request can still be
edited and resubmitted.

Click the Worklist link at the top of the page and repeat this process for any other absence requests that
require approval.

Absence Event - selectto hide

Forecast Results

Select *Start Date End Date Absence Name Reason Duration $;;Iate Details Status Approval Monitor Source Cancel Forecast Edit

]| 11122013 111242013 Wacation Wacation 8.00 Hours  Details Denied Approval Monitor Manager = Forecast Edit

Select All Deselect All

Click on image to enlarge
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Approving Reported Time - Direct Navigation

—

CARDINAL

To approve reported time (absences) via direct navigation, access the Approve Reported Time search
page using the following path:

Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Reported
Time

Favovntes Main vMenu
Personalize SSarch Menu: ®
Menu - Cli a [ (=) [X] 'myCardinal HCM
Search: 3 myCardinal HCM 8 “] HCM Report Execution “] HCM Report Retri
(3 Cardinal Conversion 4 » e ' ol e
H —~ Q — 0 2 0 g
: glyCdardlln' (3 Self Service 4 7= uel Query-based Reports F=] HCM Process Mot
[; Szlrf g;?vi (3 Manager Self Service :
D> Manager — Workforce Administration —] Time Management hedul .
- | Review Transactions (3 Manage Schedules
D Workforce (1 Time and Labor J T e
F I;'lm: ?gd (3 Global Payroll & Absence Mgmt > B2 Report Time 7 Reported Time
> Set Uap Hi 5 SetUp HRMS ) £ View Time -] Payable Time
D Enterpriss . Enterprise Components 4 | Exceptions
D Worklist (3 Worklist 4
L s:gglne'?g C3 Reporting Tools »
- My Persol _] PeopleTools 4
~| My Personalizations
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Approving Reported Time - Direct Navigation

~% (continued)

CARDINAL

Fa\'DvI'i‘tES MainvMenu > Manager SveIfService > Time Manvagement > Approve T\megnd Exceptions > Reported Time

The Approve Reported Time search criteria page
displays. This is the same page you access the

Approve Reported Time

worklist link.
To approve reported time (absences):

» Enter your search criteria. You may:

« Enter Employee ID to search for one
Time Reporter, or

« Enter your position number in Reports to
Position Number field to select all Time
Reporters who report to your Position
number that have absences that require
approval. Note: This is the preferred
method when using direct navigation.

The Include Absences checkbox defaults
selected. Do not change it.

Click the Get Employees button. If no
employees are returned, a message displays
indicating that no employees met the search
criteria, this means that you do not currently
have any employees that have payable time
that requires approval.

Timesheet Summary

-

Description Value

Time Reporter Group @,
Empl ID @,
Last Name @,
First Name @,
Business Unit @,
Job Code Q,
Department @,
|Rep0rts To Paosition Mumber 00008 Q@ I
Location Code @,
Warkgroup @,
Position Number @,

Clear Selection Criteria Save Selection Criteria I Get Employees

&

View By: All Time After =l IM ™ Show Schedule Information
Date: 06/10/2013 [ Previous Week [NextWeek

Hourstobe = Scheduled o Absenceto 4 ovediSubmitted Denied
Select Name Exception be
Approved Hours Hours Hours
Approved
= Name 0.000000 0.000000 0.000000 0.000000
Select All Deselect All

Approve Deny

51




Approving Reported Time via Direct Navigation
~% (continued)

CARDINAL

To approve Reported Time, repeat the steps you used to approve from the worklist:
» Select the employee you want to approve reported time for by clicking on the name.

» Click the name of the employee you wish to access for approval. The Timesheet page displays
for the selected employee.

* Click the Absence Event — select to view link.

* Review the request(s). Click the checkbox under the Select column or use the Select All
indicator for multiple requests that require approval.

« Scroll the to bottom of the page.

» Click the Approve button.

» Click the Yes button when the confirmation message displays.
« Confirm the Status updates to Approved.

If you have additional employees that require approval, click the Return to Select Employees link at the
bottom of the Timesheet page and select the next employee’s name from the bottom of the page.
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Extended Leave Approvals

-
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Extended leave absences, including Family and Medical Leave (FMLA), Short Term Disability (STD),
Long Term Disability (LTD), and Worker's Compensation, typically require entry and additional approvals
by an Absence Management Administrator (i.e., Human Resources approval). Prior to the approval of an
FMLA absence request, entitlement balances must be created for the employee using FMLA.

The other extended leave absence types, STD, LTD and Worker's Compensation, are entered into
Cardinal by the Absence Management Administrator, not the employee or supervisor.

The Absence Management Administration course provides details on creating, entering, approving and
managing these absences.
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Approving FMLA

CARDINAL

Some FMLA absences may be entered by the employee (employees must coordinate with Human
Resources, who will enable those users to select FMLA as an absence type). FMLA absences entered by
the employee will be sent to the Supervisor for approval.

The FMLA hours must be entered in conjunction with another absence type. If the FMLA time is 8
hours, then the other absence type must be entered for 8 hours. This means there are two lines that
require approval. Be sure to confirm the employee is using another leave type along with FMLA and
approve both.

¥

Absence Event- select to hide

. H
| Forecast Results =
Select *Start Date End Date Absence Name Reason Duration $:;Iate Details Status Appipval Monitor Source Cancel Forecast Edit
0510712012 0510712012 Vacation Vacation 8.00 Hours | Details Approved val Monitor | Manager Forecast Edit

Family and Medical

05I0712012 05I0712012
Leave

FMLA Employee 8.00 Hours | Details Approved Apploval Monitor | Manager Forecast Edit

SelectAll  Deselect All

Add Absence Event

54



Simulation: Approving Reported Time

You are now about to view a simulation on how to approve reported time (absences). Click the Cardinal
logo to launch the simulation.

CARDINAL
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https://virtualcampus.vdot.virginia.gov/kc/content/ilc/courses/42A7E348C7274499A31340E328A68BEF/TA365_Simulations/dhtml_kp.html?Guid=911410b3-5569-404c-b010-98494d565f0d&Mode=T&Back

Lesson 2: 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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There are two options you can choose from to approve payable and reported time,
they are worklist link and direct navigation.

O True

O False
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Before approving payable time, you should verify which of the following:

© Charge distribution
O Time Reporting Code (TRC)
© Hours entered

O All of the above
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In cases where an employee reports FMLA on the timesheet, he/she must have
another leave type for the same day and hours used in conjunction with it.

O True

O False
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Lesson 3: Summary

CARDINAL

In this lesson you learned how to:

» Approved reported time and payable time using the Worklist link and direct navigation

« Approve negative hours on the payable time page

» Approve FMLA as reported time

60



Lesson 4: Delegating Time & Attendance Items

In this lesson you will learn about the following topic:

« Managing Worklist Delegation
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Delegation Overview

-

CARDINAL

Earlier in the course it was noted that there is no escalation process for approvals. This means that if time
Is not approved by you as the supervisor it will not roll up to someone else.

The delegation process allows you to move your worklist when you have planned time away from work and
ensures your direct reports time is approved in your absence. Time that is not approved by the end of the
pay period creates challenges and issues with Payroll’s ability to run the allocation process.

If you are out and your time is not delegated to someone else for approval, it creates additional work for
Payroll and others. Itis important and necessary to delegate your worklist when you plan to be out.
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Managing Delegation

-

CARDINAL

You can delegate Time & Attendance approvals to another approver for a defined period of time in
Cardinal.

You can choose to delegate all of your approvals, or just particular types of approvals (payable time or
reported time) to a proxy. When you delegate Approval authority to a proxy, this person can act on your
behalf to approve pending transactions. The proxy is notified of pending transactions and can execute the
approval.

Existing pending items on the delegator’s worklist move to the proxy’s worklist. If the delegation is
revoked, pending items move back from the proxy’s worklist to the delegator’s worklist.

You cannot delegate the same transaction to more than one proxy for the same delegation period.
Use the Manage Delegation page to delegate approvals.

Please note that the proxy must accept the delegation before it is effective.
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¥ | Managing Delegation Steps

CARDINAL

To delegate one or several Time & Attendance items, go to the Manage Delegation page. You can
navigate to this page in the Cardinal Time & Attendance (HCM) site using the following path:

Home Page > Self Service > Manage Delegation

To delegate Time & Attendance items, click the Create Delegation Request link.

Favorites © Main Menu > SeIvaer'.rice > Manage Delegation

@Hew Window ._,/ Customize Page :]htlp
Manage Delegation

V_TA_APPROVERV_TA APPROVER

Some of your self-service transactions can be delegated so that others may act on your behalf ta initiate
and/or approve transactions for you andfor your employees. In addition, others may have delegated
responsibility for their transactions to you.

@ Learn More about Delegation

Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf

Create Delegation Reguest

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies




¥ | Managing Delegation Steps (continued)

CARDINAL

When you create a delegation request, you will need to specify a From Date and To Date. A populated
From Date indicates that the delegation is effective from that date until the To Date.

Enter the time period that your approvals should be sent to the other approver in the From Date and To
Date fields, then click Next.

Favarites
-

Mainyenu » Selvaervice > Manage Delegation

@New Window ._{J Customize Page ._] hitp
Create Delegation Request

Enter Dates
V_TA_APPROVER V_TA_APPROVER

ST HWY & TRANSPORTATION COMMR

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that

is the same as or later than your From Date. For open-ended delegation requests, leave the To Date
blank.

From Date: 07/29/2011 |[#]
To Date: 0713012011 [5)
Mext Cancel
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Managing Delegation Steps (continued)

CARDINAL

Click the checkbox for each type of approval you s B Ferss ra

wish to reassign. There are five options to select | creat belegation Request
from Select Transactions
' ALLEN ARCHITECT
[} Man age Approve Payable Time — ST HWY & TRANSPORTATION COMMR
delegates payable time approvals
« Manage Approve Reported Time —
delegates reported time (absence)
approvals

+ Manage Reported Time — delegates
initiation/entry of reported time (absences)

Previous item Next Cancel

« Manage Absence Balance — delegates
the viewing of absence balances Click on image to enlarge

« Manage Absence History — delegates the
viewing of absence history

Selecting the checkbox for Manage Approve
Reported Time will delegate absence approvals.

Click the Next button.



¥ | Managing Delegation Steps (continued)

CARDINAL

Enter information about the approver you are delegating your work to in the Last Name and/or First Name
fields, then click Search.

In the results, click the button next to the approver you wish to delegate to, then click Next.

Favo'ntes Main lvienu > Self S;erwce > Manage Delegation
&I New Window [# Customize Page [ hitp
Create Delegation Request
Select Proxy by Name
ALLEN ARCHITECT
ST HWY & TRANSPORTATION COMMR
Search for a proxy using their name. You can also selectthe Search By Hierarchy hyperlink to search for
your proxy
Last Name: SHOVEL
First Name:
Search Clear
Name Empl 1D Org Relation Job Title Department Supervisor Name
STEVE SHOVEL 00161151300 Employee ArchitectEngineer | Location & Design TOM ROADCREW
< Previous Next Cancel
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Managing Delegation Steps (continued)

-

CARDINAL

Click the Notify Delegator checkbox to notify the delegator, then click Submit.

The proxy (person you are delegating items to) will receive an e-mail notification and worklist item that you
have delegated items to them.

Favovrrces Main Menu > Self Service > Manage Delegation

LgTH-Z—.'. Window A-;z'Cust.::ﬂu:eF‘a;-:— ':}hnc

Create Delegation Request

Delegation Detail

ALLEN ARCHITECT
ST HWY & TRANSPORTATION COMMR

Select the Notify Delegator checkbox to receive all the notifications that your proxy receives when acting
on your behalf

Proxy: STEVE SHOVEL
From Date: 07/29/2011
To Date: 08/05/2011

Manage Approve Payable Time

v| Notify Delegator

Submit < Previous Cancel
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Reviewing Proxies

-
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To view a list of transaction types that you have
delegated to proxies or to revoke the delegated
authority of proxies, go to the Manage Delegation
page and click the Review My Proxies link.

You can use different views and filter existing
proxies by their status, using the Show Requests
by Status dropdown menu.

Click the information icon to view the details of the
delegation. This takes you to the Delegation
Request Details page. Return to the Review MY
Proxies page by clicking the Return to My
Proxies link.

To revoke a proxy, select the relevant proxy
checkbox and click the Revoke button.

Favo_rrtes Mamflenu: SeZ‘fS'erwce > Manage Delegation

My Proxies
ALLEN ARCHITECT

ST HWY & TRANSPORTATION COMMR

This page allows you to view your proxies and the request status for each delegation request Selecta
particular status and select Refresh to show the matching requests. Select the information icon to view
request details. To revoke requests, selectthe request, then select Revoke.

Show Requests by Status:

[N\ Refresh

|| Accepted

Ended Request Delegation
Transaction Name |Rejected itle FromDate  To Date Statie R Details

Revoked

|Submitted = o
Manager Absence Balance STEVE SHOVEL mramecVEngineer |  05/05/2011 | 05/16/2011  Submitted Inactive (i }
Manager Absence History = STEVE SHOVEL ArchitectEngineer|  05/09/2011 05/13/2011 Submitted Inactive (i ]
Manage Approve Reported S 2 SR PRy o - 0
Time STEVE SHOVEL ArchitectEngineer | 05/05/2011  05/16/2011 Submitted Inactive
Manage Reported Time STEVE SHOVEL ArchitectEngineer | 05/05/2011 05/16/2011 Submitted Inactive (i ]
M Al ve Payable & Mea
T‘f::ge pprove Payadle  orevE SHOVEL ArchitectEngineer|  05/05/2011 05/16/2011 Submitted  Inactive (i ]

Select All Deselect A Revoke

Click on image to enlarge
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My Delegated Authorities

-

CARDINAL

Remember, proxies must accept a delegation request before it is effective.

This is done on the My Delegated Authorities page, accessed from the Manage Delegation page. Note
that you will only be able to see the My Delegated Authorities link if you have received a delegation
request. Click the Review My Delegated Authorities link to accept or reject a delegation.

Favuvrites Main_Menu » Selfsver\.fice » Manage Delegation

d2 New Window Q)Help ._,/ Customize Page 5| hitp
Manage Delegation

Snow White

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
and/or approve transactions for you andfor your employees. In addition, others may have delegated
responsibility for their transactions to you.

@ Leamn More about Delegation

Select Create Delegation Requestto choose transactions to delegate and proxies to act on your behalf.

Create Delegation Reguest

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

Select Review My Delegated Authorities to see the list of transactions that have been delegated to you by
others, and to accept or reject pending delegation requests.

Review My Delegated Authorities
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To accept or reject the delegation:

» Select the checkbox on the delegation request line.

» Click the Accept or Reject button as relevant.

My Delegated Authorities (continued)

Favorites
-

Snow White

Fin Svcs Specialist |

Show Requests by Status:

Transaction

& Manage Approve Payable
Time

Select All Deselect All

Return to Manage Deleqgation

Main Menu > SerFSver\.fice > Manage Delegation

My Delegated Authorities

Submitted

Name

V_TA_APPROVER
V_TA_APPROVER

Accept

This page allows you to view your delegated authorities. Select a particular status and select Refresh to
show the matching requests. Selectthe information icon for request details.

- Refresh
. Request
Job Title From Date To Date
Status

STHWY &
TRANSPORTATION 071292011 | 07/30/2011 | Submitted
COMMR

Reject

LEI Mew Window ._,/ Customize Page .:| http

Delegation ;
Status Details
Inactive i ]
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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 proxy is notified of items delegated to them through an email notification
generated by Cardinal.

O True

O False
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You can delegate different types of approval items to another approver.

O True

O False
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Lesson 4: Summary

CARDINAL

In this lesson you learned how to:

» Delegate your worklist
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Course Summary

CARDINAL

In this course, you learned how to:

» Describe Time & Attendance concepts and approval overview

« Explain the difference between payable time and reported time

» Approve or deny payable time and reported time via the worklist or direct navigation

» Approve extended leave

* Manage timesheet exceptions

» Delegate approval items on your worklist
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Course Evaluation

Congratulations! You have completed the TA365: Time & Attendance Approvals 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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Key Terms

Time & Attendance Process Flows

Flow Chart Key

Screenshots and Diagrams
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Key Terms

CARDINAL

Payable Time: Reported hours worked and non-productive TRCs entered in the timesheet grid, located at
the top of the Timesheet page, that has been successfully processed by Time Administration.

Reported Time (Absences): Time entered in the absence event grid section of the Timesheet page.

Time Administration: A batch process that validates submitted time, time entered in the timesheet grid on
the Timesheet page, against time reporting rules and generates payable time. The process also generates
exceptions.
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Time & Attendance Process

-

CARDINAL

The diagram provides an overview of Time & Attendance process.

Fllb Payliine

Administer Payroll
Time and Time and Absence :
Ergglil yee Attendance Attendance Management Il;tﬁggnggp
P Capture Validation and Processing ) Proiect
Allocation reff=s
Approval Accounting

v v
General

Procurement Expenses CIPPS —p Ledger
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Time & Attendance Process (continued)

-

CARDINAL

Employee Setup
Employees are setup 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 will be captured by employees after being setup as time reporters which includes:
* Report time
* Request absences
* View and correct timesheet errors
* View and run Time & Attendance reports
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Time & Attendance Process (continued)

-
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Administer Time & Attendance Validation and Approval

Time validation is done through the Time Administration process. It also:
» Generates payable time
» ldentifies exceptions
» Processes payable time and sends it to Payroll

Time approval is completed by supervisors who can:
* Approve or deny time and absence requests
« Complete the timesheet on behalf of the employee as well

Payroll Integration and Cost Allocation
Approved payable time is sent to Payroll to:
* Generate pay
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Time & Attendance Process Integration

CARDINAL

Time & Attendance integrates with four other Cardinal modules, which include:
* Procurement
* Expenses
» Project Accounting
» General Ledger

PMIS

Payliine

Approval

v v

Administer Payroll

Time and Time and Absence X
Enggﬁl yee Attendance Attendance Management “;tr?grgggp
P Capture Validation and Processing Allocation

Project
Accounting

Procurement Expenses CIPPS

General
Ledger
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Time & Attendance Process Integration
~% (continued)

CARDINAL

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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Time & Attendance Process Interfaces

CARDINAL

Time & Attendance also interfaces daily with several external systems:

» Personnel Management Information System (PMIS)
« Commonwealth Integrated Payroll & Personnel System (CIPPS)

« Payline

PMIS

Employee
Setup

v

v

Procurement

Expenses

Payliine

Administer

Time and Time and Absence
Attendance Attendance Management
Capture Validation and Processing

Approval

Integration
and Cost
Allocation

Payroll

Project
Accounting

CIPPS

General
Ledger
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Time & Attendance Process Interfaces
~% (continued)

CARDINAL

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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Payable Time Approval Process Flow

The diagram on this page shows the Time & Attendance approval process for Payable Time.

Time
Administration
Process

Payroll
Integration &
Cost Allocation

Payable Time

Exception
Approval

Created?

Manage
Exceptions

l Yes

High
Exception?

Allow
Exception?

Time and
Attendance
Capture
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Time Approval Process

—

CARDINAL
Time Entered Time _ Payroll
‘and Submitted Administration ) Exception Pag\ab'e Tllme Integration &
in the timesheet Process Created? pprova Cost Allocation
grid

Manage
Exceptions

l Yes

High
Exception?

Allow
Exception?

Time and
Attendance
Capture

Click on image to return
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Flow Chart Key

FLOW CHART KEY

Step
Description

Batch
Process

Manual
Operation

Decision
Outcome

Entity
Name

Process

Depicts a process step or interface.
Start

Specifies a batch process.

Depicts a process or step that is performed manually. Document

Defines the possible outcomes of a decision or analysis that took
place in a step immediately preceding.

®

Specifies an entity (person, organization, etc.). Budget YE

Close
GL

Depicts a process.

Indicates point at which the process begins. Does
not represent any activity.

Indicates point at which the process ends. Does
not represent any activity.

Depicts a document of any kind, either electronic
or hard copy

Indicates an On-Page or Intra Process
Connector which is used to avoid complex
overlapping connector lines or to continue a
process on another page.

Connects steps between business processes.
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Exceptions Search Page

Favorites = Main Menu > Manager Seff Service > Time Management > Approve Time and Exceptions > Exceptions

Exceptions
+ Employee Selection Criteria
Employee Selection Criteria

Description Value

Time Reporter Group

Empl ID

LastMame

First Mame

Business Unit

Department

Repaorts To Position Mumber

Location Code

Workgroup

Position Mumber

|
|
|
|
|
Job Code |
|
|
|
|
|

P AP PE L EEREPS

_ Clear Selection Criteria ~ Save Selection Criteria | Get Employees |

-1, Instructions

First 1of1 Last
& Crrerview jgetails N [F= K

Click on image to return
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Viewing Exceptions

Favorites Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions » Exceptions
Job Code | @,

Department |

Reports To Position Number (00154

Location Code |

Waorkgroup |

a2 -2b 2

Position Mumber |

| Clear Selection Criteria  Save Selection Criteria T Get Employees 4

-1, Instructions

Exceptions

" overview 19 Details =
Allow  Exception ID De=scription Date Name Severity
VOVWTSCHW  Overtime rule 06/01/2012  Kathy Cardinal Medium
VOVTSCHW  Overtime rule 05/19/2012 * Bob Builder Medium

¥ Clean Up Exceptions

~ CleanUp  AllowAl

Click on image to return
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Approving Payable Time — Worklist (continued)

Favorites = Main Menu > WoLkl'st > Worklist
Worklist for BOB BUILDER

Detail View

Work List Filters: v (1) Feed

From

Black, Bear 02/17/2012 Approval Routing Approval Workflow 3-Low v

Customize | Find | View A1 | 8| 3 First Kl 46016 I Last

Date From Work item Worked By Activity Priority Link

TLPayableTime, 841698
TLByPosMgmt, 1901-01-01. N. O

RANSACTIONID:4
OAWDEFN ID:TLByPosMamt
MPLID:00419408100

MPL RCD:0 RDC:RA1A

Z

mjm|mj—|

LP3yablelime, 841871

Black, Bear TLByPosMgmt 1901-01-01. N. 0

0211712012 Approval Routing Approval Workflow Iow v | EoARBEFNID R PosMamt
EMPLID 00454841900
EMPL_RCD.0 ROCRA 1A

MarkdVorked Reassign

MarkWorked Reassign

Click on image to return
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Approving Negative Hours (continued)

Favorites = Main Menu > Woikist >  Worklist

Approve Payable Time
Tom Roadcrew Employee ID: 0046484

JobTitle:  Fin Svcs Empl Record: 0

Select the time you wish to approve and then selectthe Approve button.
Enter a specific Accounting Date for each row of payable time to be published.
If you wish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date: 01/19/2012 End Date: 01/20/2012
e e Customize | Find | View A1) B | ¥ Frst B 44074 7 Last
Overview Time Reporting Elements Cost Task Reporting Elements =y

Select Datea E%Eo:rﬁng Approval Monitora Quantity Type Accounting Date Adjust Reported Time
] 0119/2012 RGS Approval Monitor 6.00 Hours B Adiust Reported Time
] 01192012 RGS Approval Monitor -8.00 Hours L Adjust Reported Time
] 01202012 RGS Approval Monitor 6.00 Hours B Adjust Reported Time
] 01/20/2012 RGS Approval Monitor -8.00 Hours i Adjust Reported Time

SelectAll Deselect All

Approve Deny

Return to Approval Summary

Click on image to return
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Select Name for Reported Time Approval

y -
CARDINAL

Favorites Main Menu > WoLkJ'Bt > Worklist
Approve Reported Time

Timesheet Summary

Employee Selection Criteria
Description Value
Time Reporter Group I—Q
Empl ID [oossEozaao0 @
Last Name I—Q
First Name I—Q
Business Unit I—Q
Job Code Y
Department I—Q
Reports To Position Mumber I—Q
Location Code I—Q
Workgroup I—Q
Position Number I—Q
| ClearSelection Criteria | Save Selection Criteria | | GetEmployees |
Instructions
View By: IAII Time After =] ¥ Include Absence ™ Show Schedule Information
Date: 061012013 e o Previous Week  MNext Week
Employees For JOHN ROCKEFELLER, Time Needing Approval After 06/10/2013 Customize | Find | Bl Firet K1 4 of 1 I3 Last
Select Name H?:;:r?v:: Employee ID Reilz;rl: Department Description Workgroup 3:;iness Location Code Position Humber

= 0.00 00586023400 0 VDOT Enterprise Appl. Office VDOTNOEXOT 50100 10 09790

SelectAll  DeselectAll

| Apprave | | Deny:

Click on image to return



Approve Absence Request

Absence Events Customize | B
Forecast Results
Select *Start Date End Date Absence Name Reason Duration 'l#:::e Details Status Approval Monitor  Source Cancel = Forecast Edit
¥ | 11042013 11/05/2013 Vacation Vacation 16.00 Hours  Details  Meeds Approval Approval Monitor Employee r :Forecast: Edit

ISeIeu:tAIIl Deselect All

Save for Later Submit Approve Deny

Go To: Manager Self Senice

Time Management

Punch Timesheet

Return to Select Employee

Click on image to return
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Denied Absence

Absence Event - selectto hide

Absence Events

IR [ Forecast Resutts |

Customize | &1

Select *Start Date End Date

F 12203 11122013

SelectAll  Deselect All

Abszence Name

Vacation

Reason ouration ™ Details  [status
Type
Vacation 2.00 Hours  Details Denied

Approval Monitor

Approval Monitor

Source

Manager

Cancel

r

Forecast

| Foreca.st]

Edit

Edit

Click on image to return
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Create Delegation Page

Favoytes Manyenu > Self Service > Manage Delegation

Create Delegation Request

Select Transactions
ALLEN ARCHITECT

ST HWY & TRANSPORTATION COMMR

Select the transactions that you want to delegate to 3 proxy. You can select one or many transactions.

Transaction

|1 Manage Approve Payable Time
Manage Approve Reported Time
[T} Manage Reported Time
Manager Absence Balance

1 Manager Absence History

Select All Deseled All

Previous item Next Cancel

e
¢ New Window

[ Customize Page 3 hitp

Click on image to return
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My Proxies Page

Favorites - Main Menu > Seff Service > Manage Delegation
My Proxies

ALLEN ARCHITECT

ST HWY & TRANSPORTATION COMMR

This page allows you to view your proxies and the request status for each delegation request Selecta
particular status and select Refresh to show the matching requests. Select the information icon to view
request details. To revoke requests, select the request, then select Revoke.

l

Show Requests by Status: Refresh

Choose Delegate Accepted
Ended
Transaction Name |Rejected itie FromDate ToDate  toauc™'

Revoked

Submitted
jOVE

[T] Manager Absence Balance STEVE ectEngineer|  05/05/2011 05/16/2011 Submitted

[7] Manager Absence History STEVE SHOVEL ArchitectEngineer!  05/09/2011 05/13/2011 Submitted

7 %f::ge””'wme”"“ STEVE SHOVEL  ArchitectEngineer|  05/05/2011 05/16/2011 Submitted

[7] IManage Reported Time STEVE SHOVEL ArchitectVEngineer | 05/05/2011 05/16/2011 Submitted

F %i;‘:ge’\pp'wepayab'e STEVE SHOVEL  ArchitectEngineer!  05/05/2011 05/16/2011 Submitted

Select All Deselect All  Revoke

Delegation
Status

Inactive

Inactive

Inactive

Inactive

Inactive

Details

Click on image to return
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