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Welcome

CARDINAL

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 how to report and manage time and absences for other employees in Cardinal.

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.



Introduction

—

CARDINAL

In the Cardinal Overview, you learned that the Time &
Attendance functional area of Cardinal is comprised of two
modules:

Time & Labor

Involves employee setup, input of time and attendance,
payroll integration and cost allocation.

Absence Management

Involves the processing and managing of employee
absences.
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Course Objectives

CARDINAL

After completing this course, you will be able to:
* ldentify key Absence Management concepts
» ldentify Absence Management processes
» Describe Absence Management integration with other Cardinal modules and interfaces with external systems
* Enter and modify absence requests and events
* Enter and manage extended absences
» Review employee absence balances
* Adjust employee absence entitlement balances
* Initiate and manage a leave donation request
» Calculate Absence and Payroll batch process
* Review absence and payroll information
* Review results by Calendar Group and Calendar ID
* Run absence conversion processing
» Identify Absence Management Maintenance key reports, queries and online inquiries



Agenda

CARDINAL

In this course, we will cover the following lessons:

Lesson 1: Understanding Absence Management Maintenance
* Lesson 2: Maintaining Absences

» Lesson 3: Adjusting Absence Entitlement Balances

* Lesson 4: Managing Absence and Payroll Processing

* Lesson 5: Reports, Queries, and Online Inquiries

* Lesson 6: Absence Management Maintenance Hands-On Practice



Lesson 1: Understanding Absence Management
I Maintenance

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

* Key Concepts

e Processes

* Integration and Interfaces



Key Concepts

—

CARDINAL

Some key concepts in Time & Attendance Absence Management include:
* Submitted absences are routed immediately to the supervisor for approval.

» The Calculate Absence & Payroll (Absence Calc) process processes approved absences to calculate the current
values for absence balances. This process runs daily in batch and is scheduled right after the 8:00 AM Time
Administration batch process.

* While the Absence Calc process calculates current values for absence balances, the balances displayed on the
employee’s timesheet and balance history pages are from the prior closed pay period (i.e. absence calendar). They
do not reflect accruals earned or hours taken after that pay period end date.

* When a pay period (absence calendar) is closed, the Absence Calc process is run with the ‘Finalize’ option which
finalizes all absence calculations. Once the pay period is closed and this Absence Calc option is run, no changes
can be made to the finalized calendar.

» Prior period adjustments can be made to absences in a prior period. These changes are processed in the current pay
period (absence calendar) but previous periods and balances are recalculated depending upon the change.



Time & Attendance Process

CARDINAL

Absence Management is one of the five sub-processes within Time & Attendance:
* Employee Setup
* Time & Attendance Capture
* Administer Time & Attendance Validation & Approval
* Absence Management Processing
» Payroll Integration and Cost Allocation

The diagram provides an overview of the business process flow and the various integrations and interfaces.
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Time & Attendance Process (continued)
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CARDINAL

Absence Management Processing

This process flow focuses on what happens when an employee has absence events and / or time on his or her timesheet.
The Absence Management process calculates the available absence entitlement balances by adding or deducting accruals,
takes, and adjustments. This information is also used to calculate and allocate payroll costs.
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CARDINAL

Payroll Integration and Cost Allocation

Cardinal uses time and charge distribution information from employee timesheets to allocate payroll costs according to the
distributions entered on timesheets. That information is shared with the General Ledger and Project Accounting functional
areas and can be tracked at the employee level to support Federal billing.
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Time & Attendance Integration with Other
~% Cardinal Modules

CARDINAL

Time & Attendance integrates with other Cardinal modules:

* 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 General Ledger when employee pay is distributed according to
the charge distribution entered on employee timesheets.
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Time & Attendance Integration with Other
-3 Cardinal Modules (continued)
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Time & Attendance Interfaces

CARDINAL

Time & Attendance also interfaces with several external systems:

Personnel Management Information System (PMIS): When a new position is created or an existing position is
changed, the position information is first entered into PMIS. PMIS then sends the information to Cardinal to establish
position data in Cardinal Time & Attendance. When employees are hired or change positions, etc., their personnel
data first is entered into PMIS. PMIS then sends the employee information (e.g., employee name, address, role,
hourly, salaried) to Cardinal Time & Attendance to create or update an employee profile.

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. After the payroll
process is complete, CIPPS provides Expanded Current Earnings information to Cardinal. This information is then
used by Cardinal along with employee timesheet charge distribution information to allocate costs to the appropriate
projects and budgets.

Department of Accounts - Payline: Absence information is sent to the Department of Accounts to allow employees
to view their absence balances via Payline.
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Time & Attendance Interfaces (continued)
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Lesson 1: Summary

—
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In this lesson, you learned :

* The Absence Management process

* Absence Management integration with other Cardinal modules, including Time and Attendance
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Lesson 2: Maintaining Absences

CARDINAL

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

Navigation to Absence Management

Entering and Modifying Absence Requests and Events

Entering and Managing Extended Absences

Reviewing Employee Absence Balances

17
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Navigating to Absence Management

To perform administrative tasks for Absence
Management, you first should log into Cardinal Financials
(FIN) and then navigate to Cardinal Human Capital
Management (HCM) application.

Once you are in Cardinal HCM, navigate to the Global
Payroll & Absence Management page.

You can navigate to this page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global
Payroll & Absence Management

Change My Password

Favortes - Main Menu
Personalize S€arch Menu:
Top Menu . 2=
A
(3 Self Service >
(3 Manager Self Service »
'I!"nhe menu 5 Recruiting » 1 Main
o b 3 Workforce Administration >
g R ( nefit >
Highlight: - Sennm )
3 Compensation »
Recently — Stock . Jrom—
appear ur (3 Time and Labor > [f—
menu, loc L0 DRauroll for Mocth Amgrics »
(3 Global Payroll & Absence Mgmt >
Er—rayroimeTtate g —
3 Workforce Development >
(3 Organizational Development »
Breadcr & E 2 i ; ﬁ
your navic nterprise Learning ez
access tc — Workforce Monitoring  —
subfolder: (3 Pension g =
3 Set Up HRMS L e
(3 Enterprise Components b
3 worklist »
me_numse (3 Application Diagnostics »
ain Mer
[ Tree Manager »
ahead wh i " E :
pages mt L Reporting Tools
(3 PeopleTools 4
| Careers
S

()

My Personalizations
My System Profile
My Dictionary

My Feeds
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Absence Management Payee Data Page

CARDINAL

Navigate to Payee Data page using the Payee Data link located on the Global Payroll & Absence Management page.
You can access this page using the following path:
Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Management
From this page you can:
* Enter and modify absence requests and events
* Enter and manage extended absences

* Adjust employee entitlement balances
* Process leave

19



Maintaining Absences Page

—

CARDINAL

Navigate to the Maintain Absences page using the link located on the Payee Data page.

The Maintain Absences page allows users to:
* Enter and modify absence requests and events
* Enter and manage extended absences
» Review employee absence balances

Favorites  Main Menu > Global Payroll & Absence Mgmt
Global Payroll & Absence Mgmt

Maintain Absences

Contains pages for Absence Entry and Balances

== Absence Event = Review Absence Balances === Assign Entitlements and Takes
! Add or update an absence event for a specified payee. == Review current and forecast absence balances for a B! Agd or update an entitiement override or a take override
payee. for a payee

20



Reviewing the Absence Event Page

—
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As an Absence Management Administrator you can enter, edit, adjust, or delete an absence event on behalf of an employee
starting from the Absence Event page.

You can navigate to this page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Management > Payee Data > Maintain
Absences > Absence Event

Favgrites = Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absences > Absence Event

Absence Event

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

Maximum number of rows to return (up to 300} |300

Empl ID: begins with -
Empl Record: = -

Hame: begins with -
Last Mame: begins with -
Second Last Name: begins with -

Alternate Character Name: begins with
Middle Name; begins with -

[[]case Sensitive

Search Clear |Basic Search [ Save Search Criteria

21




Select Employee to Review on the Absence
3 Event Page

CARDINAL

Select the employee to view, enter, or adjust absence events on the Absence Event (search) page.

Enter the search criteria (e.g., Empl ID, First Name, Last Name) and click the Search button. The Absence Event page
appears for the selected employee.

If more than one employee fits the criteria, a list appears at the bottom of the page. Select the desired employee.

Favorites = Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absences > Absence Event

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

| Find an Existing Value

PSR
Maximum number of o return (up to 300): (300
Empl ID: begins with «

Empl Record: = -

Name: begins with

Last Name: begins with + [TEST
Second Last Name: begins with ~

Alternate Character Name: begins with ~
Middle Name: begins with

Case Sensitive

Search Clear . Basic Search [P Save Search Criteria

Search Results

View All First [§] 1-3ot2 [§] La
Empl ID Empi Record Name First Name Last Name Second Last Name Alternate Character Name Middle Nam¢

ABC234 0 Sue Tester Sue Tester (blank) (blank) (blank)
0 J TESTERMAN J TESTERMAN (blank) (blank) D

ROGER TESTERMAN ROGER  TESTERMAN (blank) (blank) K 22




Review Employee Absence Data on the Absence
Event Page

CARDINAL

The employee’s Absence Event page lists absences for the employee based on the from and through dates specified.

Favorites Main Menu > Global Payroll & Absence Mgmt  : Payee Data > Maintain Absences » Absence Event

&0 New Window
Absence Event Entry Forecast Messages

Employee ID: 00302034400 Empl Record: 0 Hame: BETTY WHITE
From: 05/1212011 [ Through: 110812011 5]  Refresh - Forecast

Customize | Find | View A1 B | 3 First B 4 g 014 T Last
Process Status Forecast Value
*Absence Take L " . Partial *Process - Original Begin .
Element Description Begin Date End Date Hours Action Voided Date Details Entry Source Workflow Status
VAC TAKE ELEM @, Vacation [o7rzr2011E [o7izrizo B | void - 07/27/201°5] Details  |Administrator  Voided = [=]
SDP TAKE ELEM |@, VSDP Sick Leave [o7r2si2011[H [o7i2si201° ) | Norma = 07/25/20171[  Details ’T‘“If::Sg:éet Cancelled [+ =
SDP TAKE ELEM @, VSDP Sick Leave [o7r22011[H [o7r22i201°H [ 4.00) | Morma ~ 07/21/2017  Details ’T“Ii,’l‘:g:;et Submitted =
VAC TAKE ELEM |@, Vacation [07/082011E)  [o7i052017EH | Morma « 07/05/201°5) Details |M3nager Submitted [+ |[=]

Timesheet

=] save | [t Returnto Search | |[=] notify | g% Refresh |

Absence Event Entry | Forecast Messages
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Options for Reviewing Employee Absence Data

CARDINAL

There are two tabs located at the top of the page:

1. Absence Event Entry: Displays all absence requests and events that have been entered for the employee. This
is the default tab for this page.

2. Forecast Messages: Displays errors or warnings generated by the forecasting process on the Absence Event

page. Errors can be corrected here. After corrections are made, rerun the forecasting process, which will
overwrite previously forecasted data.

Favorites =~ Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absences > Absence Event

2 New Window
i| ForecastMessages
Employee ID: 1111 Empl Record: 0 Name: Laura Bush
Froin: 0511112011 |[5] Through: [11/07/2011 ) Refresh

)| Process Status | Forecast Value

*Absence Take . o . Partial *Process = Original Begin E

Enaat Description Begin Date End Date P Action Voided Date Details Entry Source Workflow Status

[VAC TAKE ELEM @, vacation }‘0511 3/2011[34) [05117/201 3 Void - |05/13/2017[3) Details Administrator  Voided B
(5l Save [GP ReturntoSearch | | Freviousin st 4] NextinList =] Notify | &% Refresh

Absence Event Entry | Forecast Messages
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Reviewing Absence Event Entry Data

The header on the Absence Event Entry tab contains
data about the employee, e.g., Employee ID (number),
Empl Record and Name.

From and Through fields identify the date range of data
displayed in the Absence Events section.

Click the Refresh button when you update the From or
Through dates. If there are more than 10 absences,
click the View All link. This will activate the scroll bar so
you can see all other absences.

The Forecast button allows an Administrator to ensure
that the employee is eligible for the absence type
selected and has sufficient balances available for use.

Fz-fc;'.ss I!ar;yeu: Gl Payrol & Absence Mot » PayesDatz o Menfen Absencss o Absence Event
Employeallr 4111 Empl Recard: Mame: Laura Bush
From: M HE Throuah: El Refresh | Foreast
=
*Abgence |3k “Proce: Unonat Beg g
’..se._..vlake Deszripfion ‘Begnlate  End Date ) r“...,i Voided "r'fN fen Details  Entry Somrce  Workfiow Stats
Element our: Acfion Date

I GSme O AsinSewch

T} Maliy| - Refresh
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Absence Event Tabs

CARDINAL

The Absence Events section displays all absence requests and events entered in Cardinal for an employee, regardless of
the entry source or workflow status. There are three tabs in this section:

1. Absence Take
2. Process Status
3. Forecast Value

hva'ntes Manyenu > Global Payrol &'Absence Mgmt > Paveg Data » Maintan f\bsentes > Absence Event

Llf'j New Window
GRS Foracast Messages

EmployeelD: 1111 Empl Record: 0 Name: LauraBush

i G I Reffesh  Forecast |

custonize | Find View AL BV )% st E) g o T

*Absence Take S = Partial *Process 2 Original Begin :

Element Description BeginDate  End Date oy Action Voided Date Details  Entry Source  Workflow Status

VAC TAKEELEM @, Vacation (054320111 (05M7RO1 | Void 05132013 Details  Administrator  Voided GiE!
(7] Save | [P RetumtoSearch || Prevousinist| o) Nextinlist () Moty ¢4 Refresh

bsence Event Entry | Forecast Messages
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CARDINAL

Select the Absence Take Tab to Review the
Absence Event Page

The Absence Take tab includes the following fields:

Absence Take Element: Type of absence

Description: Description of the specific absence type

Begin Date: Start date of the absence

End Date: End date for the absence

Partial Hours: Hours or partial hours taken that day

Process Action: Options are Normal and Void (can be used to void or cancel an absence request)

Voided: An absence voided by an Absence Management Administrator — this box will be checked when the voided
absence has been processed by the Calculate Absence and Payroll process

Original Begin Date: Original start date of the absence

Details: Link to the Absence Event Input Detail page where you view additional details about prior absence
requests and events or enter details about a new absence request

Entry Source: The role of the person who entered the information

Workflow Status: The current status of the absence request (such as saved, submitted, approved or voided)
[+]: Add a row button

[-]: Delete a row button

27



CARDINAL

The Process Status tab displays the status of the absence event as it relates to processing. Valid values in the Status field

include Not Proc. (Not Processed), Processed, and Finalized.

Reviewing the Absence Event Page Status Data

When an absence event from a prior pay period is entered in the current pay period, the Status field value of Finalized will

change to Not Proc. It changes back to Processed when the current calendar is processed. It will change back to

Finalized when the current Calendar ID period is finalized.

Forecast Messages

Favorites Main Menu > GlobaIPayroE&vasence Mgmt > PayegData > Mamtanfubsences > Absence Event

Employee ID: 111112 Empl Record: 0 Name: Bugs Bunny

From: 10/06/2010 |3} Through: 04/04/2011 [ Refresh Forecast
Absence Take i"""i-‘r' 'i-:' i ‘ ForecastVae | [0

'EAbsence Take Description *Begin Date End Date Status [Calendar Group ID Process Date
lement

ALI TAKE ELEM @, Annual Leave Incentive 01102011 |01/10/201[3 Not Proc

ALI TAKE ELEM @, Annual Leave Incentive 12/30/201C[%)  [12/30/201( 3 Not Proc

ALI TAKE ELEM @, Annual Leave Incentive 12/29/201C[3) |[12/29/201([3y | Finalized |SMLV201024 12/20/2010
ALI TAKE ELEM @, Annual Leave Incentive 12/281201C[» [12/28/201([® | NotProc

ALI TAKE ELEM @, Annual Leave Incentive 12/20/201C[3 [12/20/201C[3) Not Proc

ALITAKE ELEM @, Annual Leave Incentive 12113/201C[ |12/13/201C[3§ | NotProc

VAC TAKE ELEM @, Vacation 12/12/201C[H |12/12/201C[3) | NotProc
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Select the Forecast Value Tab to Review
Forecast Value Page Status Data

CARDINAL

The Forecast Value tab displays whether the employee is Eligible or Ineligible.

After you enter an absence request on behalf of an employee, click the Forecast button. A pop-up message indicates when
this process is complete. Click the OK button and then click the Forecast Value tab to view the results.

Favorites Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absences > Absence Event

Absence Event Entry Forecast Messages

Employee ID: 538836 Empl Record: 0 Hame: Doc Dwarf
From: 051122011 |[5) Through: 1108/2011 |[5)  Refresh ~ Forecast

™
Customize | Find | view a0 [ B | # Fist B 43 0f3 0 Last

Absence Take Process Status Forecast Value
e Descriptiol *Begin Date End Date Forecast F_orec:ast Date Forecast Details
Element Value Time
) p 0aMoi2011 ; 3
SDP TAKE ELEM QJ VSDP Sick Leave |UEJ"1DJ’2EI‘1‘1E§J |E|8J"IUJ'EU‘1 EJ ELIGIBLE 9-02AM Forecast Details .il ._|
0 fatll
) y 08n0/2011 : =3
SDP TAKE ELEM &, VSDP Sick Leave |EIEIEISI2EI11E€J |US."UQ."2E|‘1 E ELIGIBLE 902AM Forecast Details [+]|[=]
. Ealll
1 08M02011 ; =
PER TAKE ELEM QJ WSDP Personal Leave |E|5J'2?’J'ED1‘I|§J |DSJ’27"J’2EI‘1 EJ ELIGIBLE 9-02AM Forecast Details il _|
A LAY

|5] save |of RetwmntoSearch =] Notify &% Refresh

Absence Event Entry | Forecast Messages
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Select the Forecast Value Tab to Review
Forecast Value Page Status Data (continued)

CARDINAL

Favorites = Main Menu > Global Payroll & _ﬂbsence Mgmt > PayeeData > Maintain ébsences > Absence Event

@ ECL LY ST RS | Forecast Messages

Employee ID: 888886 Empl Record: 0 Name: Doc Dwarf

S 0511212011 5 Through: [11/08/2011 5§ Refresh Forecast

R
Mglﬂglvuwml]ﬂ'lﬂ"f First B 43073 13 Last

Absence Take Process Status

MAence ke Description *Begin Date End Date SERPER F?re““ Dees Forecast Details

Element Value Time

P gy 11 : T ] 08/10/2011 : o

|SDP TAKE ELEM @, VSDP Sick Leave (08/10/2011() ||08/10/2017[3)  ELIGIBLE 9:02AM Forecast Details [(+]|[=]

T e 5 T [ P 08M10/2011

|SDP TAKE ELEM @, VSDP Sick Leave (08/08/2011[39) ||08/09/201°[3)  ELIGIBLE 9:02AM Forecast Details [#]{[=]
. | 3 08/10/2011 . =

|F-‘ER TAKE ELEM @, |VSDP Personal Leave [05!2?!2011[3_’:] 05/27/2017[s)  ELIGIBLE 9:02AM Forecast Details E 0

(5] save = [ch Returnto Search  [Z] Notify | % Refresh

Absence Event Entry | Forecast Messages
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Entering and Modifying Absences

CARDINAL

You can enter, edit and delete an absence event on behalf of an employee on the Absence Event page. An absence event
must be entered and / or modified one employee at a time.

Always forecast the absence requests you enter. Most absence requests entered on behalf of another employee are auto-
approved and submitted directly to the Time Administration process. Cardinal does not verify that entitlement balances are
sufficient.

Cardinal automatically generates Leave Without Pay (LNP) if the absence entered does not have a sufficient absence
entitlement balance. No notification is generated when this occurs, and the LNP does not display on the Absence Event
page. Unless you forecast, you can accidently place an employee on Leave Without Pay.

Favorites - Main Menu > Global Payroll & Absence Mgmt > Payee Data » Maintain Absences > Absence Event

& New Window (2 Help
|| ForecastMessages

Employee ID: 888886 Empl Record: 0 Name: Doc Dwarf

From: 051212011 |5 Through: 1110812011 [ Refresh Forecast

B L4 ')

) Process Status | Forecast Value

*Absence Take L Partial *Process QOriginal Begin N .

T Description BeginDate  End Date e o Voided Details  Entry Source  Workflow Status

SDP TAKEELEM @, VSDP Sick Leave 081020115 [08107201° 30 Norma » 08110120175  Details %m;gﬁeret Saved |
SDP TAKE ELEM @, VSDP Sick Leave 080820113 081097201 vaid v 0808/201° Delails  Administralor  Voided [+]I[=]
PERTAKEELEM @, VSDP Personal Leave 0527011 (0527201 E Norma ~ 0502702011 Details Emg;‘;eﬂ Saved &=

[5] save | |h Returnto Search =] Motify |£% Refresh

Absence Event Entry | Forecast Messages
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Entering and Modifying Absences (continued)

|F31.r0vrite5 Mainyenu p GlnbaIPaymII&flbsence Mgt > Pa‘_.feev Dafa » Maintain gbsences » Absence Event

LUE ST | Forecast Messages

L@ New Window @ Hel

Employee ID: 883886 Empl Record: 0 Name: Doc Dwart

S T B O Ty R o = R

Absence Events Custonize | Find | View A BV | 3 First Kl 43073 O Last
Process Status | Forecast Value

*Absence Take . A Partial *Process ) Original Begin .

Flement Description Begin Date End Date Hours Action Voided Date Defails  Entry Source  Workflow Status

SDP TAKEELEM @, VSDP SickLeave oarozotE [osromor | Norma v [] [08H020193 Detais m:g;;et Saved =
SDP TAKEELEM @, VSDP SickLeave 030820115 080001l | Void v | |08/081201°5 Defails Administrator Voided +]|[-]
PERTAKEELEM @ VSDPPersonalleave (052720113 (052701l | Norma v [] [052720175 Detais %mgﬂizt Saved [#/[=]

[2] Save  [Gh RetumtoSearch | =] Notfy | ¢ Refresh

Absence Event Entry | Eorecast Messages
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CARDINAL

Entering an Absence Request

To enter a new absence request, click on the button to
add arow [+]. A new, blank row will appear on the page
for the request. Click the Details link to go to the
Absence Event Input Detail.

Enter values in the Absence Take, Absence Reason,
Process Action, Begin Date, and End Date fields. The
Original Begin Date defaults to the Begin Date. Do not
change.

If applicable, enter a value in the Partial Days field if any
of the days on the absence are less than a full day. After
a value is entered into the Partial Days field, additional
fields will appear that must also be completed.

Click the OK button to return to the Absence Event page.

The absence request fields will be populated with the
values you entered on the Absence Event Input Detail
page.

Absence Event Input Detail
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Entering an Absence Request (continued)

favortes Hu.ll-u Gicbal Prywol & Abserce Mget  Payee Doma » Marmae Abserces + Abwerce Evert

Absence Event

Absence Event Input Detail

Mbsenes Take VAL ThsE ELEW o idnerce Type Vasaton
Kbsance Reason VAR acates Event Priosty ®
Enry Soures Admin Last Updated
Worifios Watus ety hpgena n s B
Process Astion beor=gl - Calentsr Gronp 10
Wonded Inducptor Process Date

7 Manisger dpproved Furst Procevsed Date
| Mbarce Bogin I EpdOO0 |
“Begen Oste 0o 2N -
[ Date men -
Original Begin Date: (28182011 "
Parval Dy Al Dwen -
M1 Dayn Homary .| M Dayy Arw Mot Oy

Diate 1 - Date -

Character 1 Character I

Morwtsry 1 Currency 1 4 Moretary 7 Currency 2 4
Cwwcamad 1 Dwgamai 7

Uses Dt Pt 3 WU OfwdFibs |
Date 3 - Clate 4 "

Character 3 Characher &

Morwrtary 3 Carrenty 3 4 Morwtary 4 Currendy & ‘
[T Decomal 4

e i |
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Entering, Modifying, and Saving an Absence
Request

CARDINAL

When a row is initially added the Workflow Status field defaults to Needs Approval.

After entering the necessary field values for the absence request, click the Save button. The Workflow Status field
automatically changes to Approved for most absence types.

Favorites  Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absences > Absence Event

& New Window (DHelp [ Customi

Employee ID: 00373281200 Empl Record: 0 Name: ROGER TESTERMAN

Ero: 0412712011 Through: 101242011 [ Refresh Forecast

Process Status Forecast Value =W

[Abanrvc 1ako Description *Begin Date End Date St 'Prr?cess Voided Ot Gegh Details  Entry Source] Workflow Status

Element Hours Action Date

\AC TAKEELEM @ 07261201160 (071281201755 | Norma v (071261201°3) |Details  Administrato]  Needs Approval #|[=]
[5) save | [Gh RetumtoSearch | ] PreviousinbList [ | lextinlst | Notify = £ Refresh
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Modifying an Absence Request and Event

CARDINAL

To edit an existing absence event, click the Details link associated with the absence that needs to be modified. Make the

necessary changes on the Absence Event Input Detail page and then click the OK button. When the Absence Event
page appears, click the Save button.

Favcgltes Ma\n_Menu » Global Payrol &vasence Mgmt > Payegnam > Maintain ghsences > Absence Event

Absence Event

Absence Event Input Detail

Absence Take: SDP TAKE ELEM BN Absence Type: VSDP Sick
Absence Reason: [soP @, VSDP Sick Leave Event Priority: o

Entry Source: Admin Last Updated: 041512011
Workflow Status: Approved Process Status: Not Processed
*Process Action: Calendar Group ID:

Voided Indicator
Manager Approved

Process Date:

First Processed Date:
Absence Begin | End Data

*Begin Date: 04/18/2011
End Date: 04/20/2011 [
Original Begin Date: 04/18/20711 [z
Partial Days :
Start Day Hours : W [ start Day is Half Day
Date 1: !751 Date 2: !751
Character 1: ’7 Character 2: ’7
Monetary 1: ’7 Currency 1: ’7'5% Monetary 2: ’7 Currency 2: ,7Q)
Decimal 1: ’7 Decimal 2: ’7
Date 3: e Date 4: A
Character 3: ’7 Character 4: li
Monetary 3: ’7 Currency 3: ’7(% Monetary 4: ,7 Currency 4: liom
Decimal 3: ’7 Decimal 4: ,7
Entitlement: ,7 Adjustment: ’7
Comments
0K Cancel Refresh
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Modifying an Absence Request and Event
(continued)

Favgrites | Man Menu > Global Payroll & Absence Mgmt > Payeg Data * Maintan Absences > Absence Event
&0 Mg
Absence Event
Absence Event Input Detail
Absence Take: S0P TAKE ELEM @, Absence Type: VSDP Sick
Absenco Reason: S0P % yapp gickLeave Event Priority: 0
Eniry Source: Ak Last Updated: 04152011
Waorkflow Status: Approved Process Status: Not Processed
“Process Acthon: [Mormal - L Calendar Group I:
Voided indicator Process Date:
[ manager Approved First Processed Date:
“Begin Date: [oarB2011 [
End Dt |n4rzor2011 i
Original Begin Date: |04118/2011 [
Partial Days : [stanDayonty ]|
Start Day Hours : [3:00 [ start Dy is Half Day
Date 1: [ 7 Date 2 [ W
Character 1: | Character 2: [
Monetary 1: | Currency 1: | @ Monetary 2: [ Currency 2 | @,
Decimal 1: | Decimal 2: [
Date 3: i) Date 4: i1
Character 3: [ ) Character 4:
Monetary 3: [ T cwrency3: | @ Monmtary 4: " Currency 4: &,
Decimal % [ I Decimal 4:
L ———
Entitiement: [ Adjustrment:
Comments
Ok Cancel Refresh




Deleting an Absence Request and Event

—

CARDINAL

Deleting an absence request or event means the absence is completely removed from Cardinal and leaves no record of the
request or event. You delete an absence request or event by clicking on the minus [-] button. The minus sign is available if
the absence has not yet been processed by the Calculate Absence and Payroll process.

A confirmation message will display to confirm the deletion. Once confirmed, the absence request or event will be removed.
Click the Save button in order for the deletion to be processed and updated.

Fa\.ro'r'ﬁes I‘-la'rn‘l'denu > Globalpayroll&fbsence Mgmt > Pa‘,ree:'Data > Maintain gbsences > Absence Event

2113 Forecast Messages

Employee ID: 00302034400 Empl Record: 0 Name: BETTY WHITE

From: 05/11/2011 [ Through: 11/07/2011 [5) Refresh Forecast

Bl , =5 =
20 Frst B 14074 19 Last]

oo | TERR | WAV ARG - ] - =+ OI %

| Process Status Foracast Value [eed)]

-'-.f-\.t-).sencé-T;I.(e : = : .Par.t.i.;;i . :Process . Or-léi.né-l-écg;n | - .
Eloment Description Begin Date End Date i — Action Voided e Details Entry Source Workflow Status
VAC TAKE ELEM /@, Vacation 07127120115 [07/27201°[%) Norma + 07/27/20175) |Details  Manager Saved 41 =]
Timesheet
; ? T Py P SEnadns Manager : =T
SDP TAKE ELEM &, VSDP Sick Leave 07/25120113) ||07/25/2017 3 Narma - 07/25/201 %) Detail Cancelled ] =]
. Timesheet s
Ah \ A P G arnadrn |ne Manager ; =
SDP TAKE ELEM @, VSDP Sick Leave 07121120113y  ||07/22/201[3) 400 | Norma - 0772172017 [®] |Details Tinsaliaat Submitted +]|[=]
VAC TAKE ELEM @, Vacation 07/05/2011(5 [07/05/2017 51 Norma ~ 07/05/2017) Details |M3N3%€T  gypmitted + |[=]
Timesheet
&) Save b RetumntoSearch [T Nefify = £ Refresh

nce Event Entry | Forecas
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CARDINAL

Voiding an Absence Request or Event

Voiding an absence cancels the absence request or event. If the absence was already deducted from the balance, the
hours will be added back after the next daily run of the Calculate Absence and Payroll process.

To void an absence request or event, click in the Process Action field and select Void from the dropdown list. Click the

Save button. The Workflow Status field will change to Voided.

If the absence was originally entered on the timesheet page and not yet approved, the administrator will need to click the

Details link, and check the Manager Approved box. An unapproved void will not process. If entered on the timesheet
page, an unapproved void will not auto-approve.

When an absence is voided, a record of the request or event remains in Cardinal and the Voided field will be checked.

Maintain Absences » Absence Event
v

—
= P

New

Fa-.fovr'rtes Mavaenu > Global Payroll & Absence Mgmt > Payee Data
Forecast Messages
Employee ID: 1111 Empl Record: 0 Name:
Einkic 08/10/2012 [ Through: [02/06/2012 [
Process Status Forecast Value IITPJ
‘Absence Take Description *Begin Date End Date
Element
VAC TAKE ELEM Vacation 11/26/2012[30 |[11/30/201%[3)
ol Save | [P Returnto Search [T MNotify = &% Refresh

Laura Bush

Refresh

Partial
Hours

*Process

Action

Norma v

Void

Voided

Window (Z2JHelp
Forecast

Original Begin Details

Date

11/26/2012[3)

Details

[# Customize Page {3 hitp

e

L:__I Feas

Entry Source Workflow

Employee

Timesheet Approved

g
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Voiding an Absence Request or Event
(continued)

CARDINAL

Favorites = Main Menu > Global Payroll &_Absence Mgmt > PayeeData > Maintain j\bsences > Absence Event

| Absence Event Entry Forecast Messages

& New Window (D Help [# Customize Page [ http

Employee ID: 1111 Empl Record: 0 Name: LauraBush
Erikic 08/10/2012 [ Through: 021062013 [0 Refresh Forecast

¥
Customize | Find | View All| 2 | ==

Process Status || Forecast Vale
.E?::';::e el Description *Begin Date End Date romzl :c!:::ss Voided g;iginal Begin Details Entry Source Workflow
o ———— - = A [ memna ; Employee
[VAC TAKE ELEM @, Vacation [11:26r20125) [[11:30:201230 | Norma v (1172620123 Details esheet  Approved
Void

Save | [Gb Returnto Search | =] Motify | | Refresh

Favorites  Main Menu > Global Payrol &'Absence Mgmt > Payeg Data > Maintain ftbsences > Absence Event

LUEELGEREET 8018 - Forecast Messages

@ New Window (D Help [& Custon

EmployeelD: 003 1111 Record: 0 Name: LauraBush
From: 0811012012 B Through: (020672013 B9 - Refresh Forecast

_ Customize | Find | View 21 81| 7 KT g0 I Lo
VSR | Process Status | ForecastVale | |FH

*Absence Take S PASER Partial *Process : Original Begin
Flement Description Begin Date End Date TR Kohion Voided Date

VAC TAKEELEM @, Vacation 1121201259 11114120160 | Void % | [ |Details

Details  Entry Source | Workflow Status

Administrator | Voided #H|=

(5] Save | (G Returnto Search | =] Notify |& Refresh




Deleting or Voiding an Absence

CARDINAL

The recommendation for choosing void or delete is as follows:
* If the absence event is for a planned future date, it can be deleted.

» If the absence is current or occurred in the past, it should be voided. This maintains a record of the request or event
in case there are any issues that would need to be researched later.

» Cardinal will automatically adjust an employee’s absence entitlement balances forward.
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! __ Lesson Simulation

You are now about to view a simulation on Entering and Modifying Absences.

CARDINAL
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Entering and Managing Extended Absences

—

CARDINAL

Extended absences include:
*  FML (Family Medical Leave)
* STD (Short-Term Disability)
e LTD (Long-Term Disability)
*  WCL (Worker's Compensation)

Extended absences are also entered and managed through the Absence Event page.
You can navigate to the Absence Event page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Management > Payee Data > Maintain
Absences > Absence Event

Favorites = Main Menu > Global Payroll & Absence Mgmt
Global Payroll & Absence Mgmt

Maintain Absences

Contains pages for Absence Entry and Balances

= Absence Event i Review Absence Balances == Assign Entitlements and Takes
L Add or update an absence event for a specified payee. Review current and forecast absence balances for a L Add or update an entitlement override or a take overry
payee. for a payee.
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Entering and Managing Extended Absences
~% (continued)

CARDINAL

Several specific tasks are required when entering and managing an extended absence in Cardinal:
» Checking Absence Tracking Accumulators
» Entering Concurrent Absence Events
» Entering Takes
* Obtaining Approval
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Checking Absence Tracking Accumulators

—

CARDINAL

Before you enter an extended absence request, check to see whether the employee has used all available leave. Cardinal
uses accumulators to track the hours or days of absence usage (accumulated time) based on pre-defined business rules.

The accumulators used for the various extended absence types include:
* FMLA (Family Medical Leave): Three tracking accumulators are used to track FMLA hours used.

» The FML ENT ELEM_TAKE accumulator tracks FMLA used in the leave year regardless of absence reason
(includes Employee, Family, and Military FMLA)

» The FMLA EMP/FAM BAL accumulator tracks FMLA used in the leave year with an absence reason of
Employee or Family.

 The FMLA MILITARY BAL accumulator tracks FMLA used in the leave year with an absence reason of
Military.

* STD (Short Term Disability): The STD TAKE BAL DAYS accumulator tracks the total STD taken in the leave year in
days rather than hours and includes holidays and weekends that fall during a consecutive Short Term Disability.
 LTD (Long Term Disability): Similar to STD, the LTD TAKE BAL DAYS accumulator tracks the total LTD taken in the
leave year in days rather than hours and includes holidays and weekends that fall during a consecutive Long Term

Disability.
* WCL (Worker's Compensation Leave ): The WCL ENT ELEM_TAKE accumulator tracks the total WCL hours taken in
the leave year.
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Extended Absences Used to Track Employee
-~ Usage and Validate Eligibility

CARDINAL

Cardinal uses extended absences to track employee usage and validate eligibility. WCL (Worker's Compensation Leave),
an extended absence, generates charge distributions to allocate salary costs. Some extended absences do not generate
charge distributions to allocate salary costs:

e STD (Short Term Disability)
 LTD (Long Term Disability)

One extended absence, FML (Family Medical Leave), is used exclusively for tracking, validation, and reporting. FML does
not generate pay, so you must enter other absence takes (e.g., SCK (Traditional Sick), VAC (Vacation), CPT
(Compensatory Leave Taken) to generate pay for the employee. If an employee has no available balances, enter LNP
(Leave Without Pay).

Favorites | Main Menu > GIobaIPayroII&vasence Mgmt > Payee Data > Maintain v.-'-\bsences > Absence Event
[__EII"]E-.-‘.-' Window (Z)Help ._,/ Customize P
)| Forecast Messages
Employee ID: TEST Empl Record: 0 Name: tester test
From: 01/05/2011 [ Through: 07/04/2014 [+ Refresh Forecast
= 4] 0

*Absence Take L . . Partial *Process . Original Begin X R .

Bement Description Begin Date End Date T Action Voided Date Details Entry Source Workflow Status

STD TAKE ELEM OJ WSDP Short Term Disability 04.-'06.-'2011@ 04.-'15.-'201'@ 6.40 Mormez |« D4.-'DB.-'201'|§J Details Administrator  MNeeds Approval il ﬂ
WAC TAKE ELEM OJ Wacation 04.-'05.-'2011@ 04.-'15.-'201’@ 1.60 Mormez | » 04.-'05.-'201'@ Details Administrator  Approved il ﬂ

FMLA TAKE ELEM OJ Family and Medical Leave Act 04.-'06.-'2011@ 04.-'15.-'201’@ Mormes | » D4.-'DB.-'201'I§J Details Administrator  MNeeds Approval il ﬂ
[5] save | |[h Return to Search 45| MextinList | |[Z] Notify | £ Refresh
Absence Event Entry | Forecast Messages
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Extended Absences Used to Track Employee

Usage and Validate Eligibility (continued)

Favorites Main Menu > Global Payroll &vhbsence Mgmt > Payee Dafa > Maintain v,ﬂlbsns!nces » Absence Event

Absence Event Entry Forecast Messages

@New‘.".findnw @Help E,/'Customize P3

Employee ID: TEST Empl Record: 0 Name: tester test
From: 01/05/2011 [ Through: 07/04/2011 [+ © Refresh ~ Forecast

Customize | Find | View A1 B 3 st T q30r3 1 Laat

Absence Take Process Status Forecast Value e

*Absence Take . em = Partial *Process . Original Begin )

e Description Begin Date End Date e [ Voided Date Details Entry Source Workflow Status

STD TAKE ELEM Q) V3DP Short Term Disability |E|4JE|EI2E|‘HE1'J |E|4J15I201‘E1J | 6.40 || Morme |« DMDEJ@EH'EJ Details | Administrator  Needs Approval |£| d
VAC TAKEELEM @, vacation 04062011 [04115/201°F] | 160 | Normz v 04/06/201°[3] Details  Administrator | Approved El=
FIMLA TAKE ELEM Q:, Family and Medical Leave Act |EI=UEIEI2EI11E1'J |04J15I201‘EJ | MNormz DMDEEEH‘EJ Details  |Administrator | Needs Approval |£| d
5] Save [G RetumnioSearch | 4] Frevious il | 4] Mextinlist| ] Motify | i Refresh

Abzence Event Entry | Forecast Messages
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Managing Concurrent Extended Absence Events

CARDINAL

FMLA (Family Medical Leave) runs concurrently with other absence types and is entered with overlapping begin and end
dates, as needed. Eligibility is determined outside of Cardinal.

The FMLA take itself does not affect the charge distributions that allocate salary costs. The absence types used
concurrently with FMLA create the charge distributions that allocate salary costs. However, FMLA and other extended
leaves will be visible on the employee’s timesheet in Self Service.

If an extended absence, e.g., FMLA (Family Medical Leave), STD (Short Term Disability), LTD (Long Term Disability), WCL
(Worker’'s Compensation Leave), is used concurrently with CPT (Compensatory Leave Taken) or OTT (Overtime Leave
Taken), the CPT and OTT takes must be entered on the employee timesheet. If the Administrator does not have access to
the employee timesheet, they must coordinate the entry of CPT and / or OTT with someone who does have access, such as
the Time & Labor Administrator.

Favorites - Main Menu > Global Payroll &_Absence Mgmt > PavegData > Maintain éhsences > Absence Event

2 New Window ?)Help |= !':I,Sli'T\:i- Pz
Eorecast Messages

Employee ID: TEST Empl Record: 0 Name: tester test
From: 01/05/2011 |3y Through: 07/04/2011 [ Refresh Forecast

B & ok

Process Status Forecast Value ==y
BT Description ‘BeginDate  End Date nore 'Process  ygigea OM9iNAlBegin noiiiis  Entry Source  Workflow Status
Element Hours Action Date
STD TAKE ELEM @, VSDP Short Term Disability ||04/06/2011(  |04/15:201° [ 6.40 |Normz s 04/06/201<[3 |Details |Administrator | Needs Approval [+ [=]
VAC TAKE ELEM @, vacation 04/06/201139 (0471512017 1.60 |Norme s 04/06/2017) Details Administrator  Approved +| [=]
FMLA TAKE ELEM 9, Family and Medical Leave Act |04/06/2011[% |04/15/2017 [ Normz v 04/06/2017[3) Details | Administrator | Needs Approval +]|[=]
‘i) save [oh Returnto Search 4| NextinList [T Notify 7% Refresh
Absence Event Entry | Forecast Messages
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Managing Concurrent Extended Absence Events
(continued)

CARDINAL

Favorftes hﬁln'Menu> Global Pay’roll&vasence Mgmt > Payee Data > Mainninvﬁ\bsences > Absence Event

& NewWindow (@DHelp [ Customize P4
Absence Event Entry Eorecast Messages
Employee ID: TEST Empl Record: 0 Name: tester test
From: [01/052011 [5) Through: 07/04/2011 [ Refresh Forecast

Customize | Find | View 411 BV | B8 First B 43013 10 Last

Absence Take Process Status Forecast Value n

*Absence Take et . - Partial *Process - Original Begin -

e Description Begin Date End Date i e Voided Date Details Entry Source Workflow Status

STD TAKE ELEM '\_{, VSDP Short Term Disability I04!06I2011E1'J 04/15/2017[3Y | 6.40 ||Normz v 04/06/2014[3) Details Administrator | Needs Approval i] ;l

\VAC TAKE ELEM (@, Vacation 0406201160 [04/1520175 | 160 [Normz | [04/06/201-3) Details |Administrator  Approved + =]

[FMLATAKE ELEM @,  Family and Medical Leave Act [04/06/2011[) [04/1512017) | :Normz v: [04/06/2014) Details  Administrator  Needs Approval #|[=]
[§) save [Gh Returnto Search |1 sviousinlist | ] NextinList [ Nefify | £% Refresh

Absence Event Entry | Forecast Messages
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Extended Absences — Special Considerations

Some extended absence types require unique handling when entering and managing the absence in Cardinal.
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Extended Absences — Special Considerations:
-1 Family and Medical Leave

CARDINAL

In order for the employee to take FMLA in Cardinal, the Administrator must enter a balance adjustment to grant the
employee hours. The process for entering a balance adjustment is covered in the Adjusting Absence Entitlement

Balances lesson.

It is critical to always enter an Absence Reason for an FMLA event (e.g., FMLA Employee, FMLA Family, FMLA Military) to
ensure proper accumulator tracking.
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Extended Absences — Special Considerations:
-3 Short Term Disability (STD)

CARDINAL

Only the AM Administrator can enter STD (Short Term Disability) on the Absence Event page.

You can enter STD on the same date with any other absence type, except for VSDP Sick (Virginia Sickness and Disability
Program), to report scheduled hours that are not covered by Short Term Disability. If STD and VSDP Sick are entered on
the same date, Cardinal displays an error message.

If the employee does not have sufficient balances of other absence types to cover the difference or chooses not to use paid
leave, then STL (Short Term Leave Without Pay) take is used to indicate the unpaid time instead of the LNP (Leave without
Pay) take. When you enter STL, the employee continues accruing vacation for the first 90 days of a Short Term Disability.

If employee is working while on Short Term Disability, use RSW (Short Term Disability Working) for tracking purposes,
rather than RGS (i.e., a Time Reporting Code used to classify hours recorded on a timesheet as Regular Earnings —
Salaried).

Employees working under Short Term Disability are eligible for a specified percent of hours paid per scheduled work day.
Difference refers to the amount of hours that the employee uses to supplement the Short Term Disability hours to total the
employee’s scheduled hours per day.
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Extended Absences — Special Considerations:
-3 Long Term Disability (LTD)

CARDINAL

Only the AM Administrator can enter LTD (Long Term Disability) on the Absence Event page.

Use RLW (Long Term Disability Working ) rather than RGS (Regular Earnings — Salaried) to track hours worked by an
employee on LTD.
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Extended Absences — Special Considerations:
-1 Worker’'s Compensation (WCL)

CARDINAL

Only the AM Administrator can enter WCL (Worker's Compensation Leave) on the Absence Event page.

Use STL (Short Term Leave) to report unpaid time instead of LNP (Leave Without Pay) when an employee is on Worker’s
Compensation Leave. This allows the employee to continue accruing vacation for the first 90 days of a Worker’s
Compensation Leave.

When entering an extended absence for Worker's Compensation Leave, use the Comments field on the Absence Event
Comments page to record the claim number associated with the absence event.

Click the Details link associated with the absence request on the Absence Event page to open the Absence Event Input
Detail page. Then click the Comments link near the bottom of the page.

Only one Worker's Compensation Leave event can be entered per day. If a single Worker's Compensation Leave event is
entered for an employee and the hours need to be charged to two or more claim numbers, use the Comments field to
indicate the number of hours charged to each claim.
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»
CARDINAL

Entering Absence Event Detall as Part of
Managing Extended Absence Process

Favorites = Main Menu » Global Payroll & Absence Mgmt > Payee Data » Maintain Absences > Absence Event

Absence Event

Absence Event Input Detail

Absence Take: @ Absence Type:
Absence Reason: [ ) @, Event Priority: 0
Entry Source: Admin Last Updated:
Workflow Status: Needs Approval Process Status: Not Processed
*Process Action: I Normal [ Calendar Group ID:
Voided Indicator Process Date:
[[Imanager Approved First Processed Date:

Absence Begin | End Data i

*Begin Date: [

End Date: [ o
Original Begin Date: | [
Partial Days : [Mone -
Date 1 | T Date 2: [
Character 1: | 7 Character 2:
Monetary 1: [ Currency 1: | @, Monetary 2: [ Currency 2: |G
Decimal 1: Decimal 2: [
Date 3: [ & Bate 4:
Character 3. I i Character 4:
Monetary 3: , Cu Monetary 4: Currency 4: ' @,

Decimal X Decimal 4;

Adjustment:

Comments

OK Cancel Refresh

] —
Favartes . Wiein Menu » GIobaIPayrol\&'Absence Mgnit > Payes Dafa > Maintai 5bsences > Absence Event

Absence Event

Absence Event Comments

Comment: 2

0K Cancel Refresh
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Obtaining Approval as Part of Managing
1 Extended Absence Process

CARDINAL

The following extended absences first are set up by the Payroll Administrator, followed by the second level of approval
performed by the HR Administrator:

*  FML (Family Medical Leave)

* STD (Short-Term Disability)

e LTD (Long-Term Disability)

* WCL (Worker's Compensation)

Cardinal does not automatically route extended absence events entered by the Payroll Administrator. The Payroll
Administrator must manually request (via e-mail, etc.) that the HR Administrator approve extended absence events entered
by the Payroll Administrator.

To approve the extended absence, the HR Administrator navigates to the Absence Event page to approve:
Step 1: Identify the appropriate extended absence request.
Step 2: Click the Details link in the Details field for that request to access the Absence Event Input Details page.
Step 3: Select the Manager Approved checkbox.
Step 4: Click the OK button to return to the Absence Event page.
Step 5: Click the Save button.

The Workflow Status field will change to Approved.
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Obtaining Approval as Part of Managing
Extended Absence Process (continued)

CARDINAL

Favorites Main Menu > Global Payroll &vﬁbsence Mgmt > Payee Data > Maintain gbsences > Absence Event

L.EI MNew Window @ Help E,/ Custom

Employee ID: 00373281200 Empl Record: 0 Name: ROGER TESTERMAN
From: 04/27/2011 |5 Through: 10/24/2011 &) ~ Refresh . Forecast

First Bl 1.3 013 14 | g5

Process Status Forecast Value

*Absence Take _— " : Partial *Process ; Original Begin :

St Description Begin Date End Date i FRa Voided Nt Details Entry Source Workflow Status

STD TAKE ELEM &, VSDP Short Term Disability |D?I25I201'1|E1'J IUTIEQIZUT [¢1) | 6.40 MNorma - | 07/26/2071°[%] Details  Administrator  Needs Approval [+] =]
VAC TAKE ELEM (@, |vacation [o7i26r20115 [0729:201° [ 160 | Norma = "] ||o7i26/2017 [ | Details | Administrator | Approved # | =
FML TAKE ELEM Qﬁ, Family and Medical Leave |D?!25:'20'1'1E1'J |E|'.«".|'29!201'EJ | "r;J_orma S| 1 D?JQBJ’QUTE’J Details Administrator  Meeds Approval .1| :]
[5] save | [Gh Returnto Search | [+=| Previousinlist | || l=iiLst| [ Netify | £ Refresh |

L
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Obtaining Approval as Part of Managing
Extended Absence Process (continued)

Favorites Main Menu > Global Payroll &'Absence Mgmt > Payee Data > Maintain 5b5ences > Absence Event

Absence Event

Absence Event Input Detail

Absence Take: |STD TAKE ELEM @, Absence Type: Short Term
Absence Reason: l—(% Event Priority: 0
Entry Source: S Last Updated: 0712612011
Workflow Status: Needs Approval Process Status: Mot Processed
*Process Action: Mormal * Calendar Group ID:
[ |Voided Indicator Process Date:
Manager Approved First Processed Date;
*Begin Date: 07/26/2011 el
End Date: 0712912011 ]
Original Begin Date: |U?a’25;'2[]11 E
Partial Days : Start Day Only -
Start Day Hours : 640 | [] start Day is Half Day
| |
Date 1: | i Date 2: | E
Character 1: | Character 2: |
Monetary 1: | Currency 1: ’_@a Monetary 2: | Currency 2: l_@%-
| |

Decimal 1: Decimal 2:
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Obtaining Approval as Part of Managing
Extended Absence Process (continued)

CARDINAL

Favorites Main Menu > Global Payroll &vasence Mgmt > Payee Data > Maintain vasences > Absence Event

@ New Window @ Help E,/ Custom

Employee ID: 00373281200 Empl Record: 0 Name: ROGER TESTERMAN
From: 0412712011 5 Through: 102412011 [ . Refresh [ Foracast

Customize | Find | Visw [ B

Al Process Status Forecast Value
'E‘:‘:;Z';fe ke Description *Begin Date End Date :3::‘;! ;Pcrt‘_’;ﬁ“ Voided g;g"“&t Begm . etmils | [Entry Sotrce | Workfow Status

[STD TAKEELEM ‘@, VSDP Short Term Disability  [07/26/2011E [07/29/201°(1 [ 640 Norma ~ [ |[o7/26/201°[ Details  Administrator  Approved [+ | [=]
.\mc TAKEELEM @, |vacation [o7i26i20115 [o7:29201°E [ 160 Norma v "] |[07/26/201E Details | Administrator  Approved [#|[=
[FMLTAKE ELEM /@, Family and Medical Leave  [07/26/2011 [o7/29m01°[H | Norma 1 [07/26/201°[5) Details | Administrater  Needs Approval S

|E[| Save | EI‘ Return to Search | =] Previous in List | NestinList | [ Motify | ;2 Refresh |
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Reviewing Current and Future Absence Balances

CARDINAL

Use the Balance |nquiry page to view an employee’s Favortes  Main Menu > Global Payrol & Absence Momt > Payee Data » Maintsin Absences » Review Absence Bafances
current entitlement balance.

Review Absence Balances
Click the Review Absence Balances link from the
Maintain AbSGI’]CGS page to access the Review Absence Enter any information you have and click Search. Leave fields blank for a list of all values
Balances (search) page.

. . . . Waximum number of rows to retum (up o 300): (300
You can navigate to this page using the following path:

Empl ID: begins with
Empl Record: = v
Cardinal FIN > Cardinal HCM > Main Menu > Global Name: begins with v
Payroll & Absence Management > Payee Data > Last Name: begins with
Maintain Absences > Review Absence Balances Second Lastame: | begins wilh v
Alternate Character Name:| begins with
Middle Name: begins with

From the search page, enter the employee search criteria ] Case Sensitve
and click the Search button.

Search Clear - Basic Search [F Save Search Crileria

1=
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CARDINAL

Review Absence Balances Page

The Review Absence Balances page appears. This page has the following tabs:

* Current Balance
* Forecast Balance
* Forecast Messages

Current Balance

Eorecast Balance Forecast Messages

Favaorites Main Menu > Global Payroll &vasence Mgmt > Payee Data > Maintain gbsences » Review Absence Balances

Accumulator Period
Yearto Date
Yearto Date
Yearto Date
Yearto Date
Yearto Date
Yearto Date
Yearto Date
Yearto Date
Yearto Date

Year to Date

.|§\?“ Return to Search |

Employee ID: 111119 Empl Record:

s
S

0

Hame: Tommy Turtle

Customize | Find | View All| B | #H

First = 4-10 of 27 LA | ast

Entitlement Element
WAC ENT ELEM
ALIENT ELEM
CSLENTELEM
LTD EMT ELEM

MIL EMT ELEM

MIP ENT ELEM

MLD EMT ELEM
PD1 ENT ELEM
PD2Z ENT ELEM

BMO ENT ELEM

=7 Matify | |2 Refresh

Element Name

WAC ENT ELEM_BAL
ALIEMT ELEM_BAL
CSLENT ELEM_BAL
LTD ENT ELEM_BAL
MIL EMT ELEM_BAL
MIP ENT ELEM_BAL
MLD EMT ELEM_BAL
PD1ENT ELEM_BAL
PD2Z ENT ELEM_BAL

BMO ENT ELEM_BAL

Current Balance | Forecast Balance | Forecast Messages

Amount

306.000000

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

From

01/10/2012

01/10/2012

01/10/2012

01/10/2012

10/01/2011

1000172011

01/10/2012

01/10/2012

01/10/2012

01/10/2012

Through

0140942013
01/0842013
0140942013
0140942013
0903002012
09/3042012
0140942013
01/08/2013
0140942013

01/09/2013
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Current Balance Tab

CARDINAL

The Current Balance tab displays the absence balances for each absence type and includes the Entitlement Element
(absence type), the Amount (current balance in hours) and as of dates (From and Through).

Current Balance Eorecast Balance Forecast Messages
Employee ID: 111112 Empl Record: 0 Hame: Bugs Bunny
Absence Entittement Current Balance Customize | Find | View a1l | B | ##  First B 4490 of 26 I Last
Accumulator Balance User Keys [F== M
Accumulator Period Entitlement Element Element Hame Amount From Through
Year to Date WAC ENT ELEM WAC EMNT ELEM_BAL 12.000000|01/10/2010 01/09/2011
Year to Date ALIENT ELEM ALI ENT ELEM_BAL 0.000000 0102010 01/02/2011
Year to Date CSL ENT ELEM CSL ENT ELEM_BAL 64.000000 | 01/M10/2010 01/09/2011
Year to Date LMF EMT ELEM LMF EMNT ELEM_BAL 0.000000 01M10/2010 01/02/2011
Year to Date LTD EMT ELEM LTD EMNT ELEM_BAL 0.000000 01M0/2010 01/09/2011
Year to Date MIL EMT ELEM MIL EMT ELEM_BAL 0.000000 10/01/2010 09/30/2011
Year to Date MIL EMT ELEM MIL EMT ELEM_BAL 0.000000 01M0/2010 01/02/2011
Yearto Date MIP ENMT ELEM MIP EMT ELEM_BAL 0.000000 10/01/2010 09/30/2011
Year to Date MIF ENT ELEM MIF EMT ELEM_BAL 0.000000 01M0/2010 01/02/2011
Year to Date MLD EMT ELEM MLD EMT ELEM_BAL 0.000000 0102010 01/02/2011
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Forecast Balance Tab

CARDINAL

The Forecast Balance tab allows you to forecast a specific absence type for the employee. Once you click the Forecast
Balance tab, the Forecast Balance page appears:

* Selectthe Absence Take Element
+ Enter a date value in the As Of Date field
* Click the Forecast button

The information displays for the absence type you selected. The fields displayed are:
» Secondary Element: Defaults to the Absence Take Element
* Forecast Element: The name of the balance accumulator
* Type: Always defaults to Accumulator
* Numeric Value: Forecasted entitlement balance
* Character Value and Date Value: Fields are not used in Cardinal
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Reviewing Current and Future Absence Balances
(continued)

Favo'rites Ma‘nvMenu > Global Payrol&ﬁbsence Mgmt » Payeg' Data > Maintain f}bsences > Review Absence Balances

Current Balance Forecast Balance Forecast Messages

Employee ID: 00302034400 EmplRecord: 0 Name: BETTY WHITE
Absence Take Element: I @
As Of Date: | 5 Forecast

Forecast Balance Results Detail Customize | Find | View A1 B ) 3 First Kl g or4 I st
Accumulator Results ~ User Keys

Secondary Element Forecast Element Type Numeric Value Character Value Date Value

0.000000

(ah Returnto Search =] Notify &% Refresh

Current Balance | Forecast Balance | Forecast Messages
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Reviewing Current and Future Absence Balances
(continued)

Current Balance WG S:EEUGCIN Forecast Messages

Employee ID: 00302034400 Empl Record: 0 Name: BETTY WHITE
| F
Absence Take Element: |VAC TAKE ELEM Q@
As Of Date: h2;3112011 g Forecast

Forecast Balance Results Detail

Accumulator Results

¥
customize | Find | View A1 | BV | 38 Frst B qorq T (st

Secondary Element Forecast Element Type Numeric Value Character Value Date Value

User Keys

VAC TAKE ELEM VAC ENT ELEM_BAL Accumulatr 337.000000

ob Returnto Search =] Notify &% Refresh

Current Balance | Forecast Balance | Forecast Messages
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Lesson 2. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material.

Answer the review questions below:

1. What information is available to view on the Current Balance tab?

2. In order to find out what the balance will be for an employee at a future date you would use the tab.

3. This tab is not typically used by Administrators because the forecasted messages are related to data or configuration
issues.
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Lesson 2: Summary

—

CARDINAL

In this lesson, you learned:

* How to enter and modify absences requests and events

* How to enter and manage extended absences

* The process to review employee absence balances
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Lesson 3: Adjusting Absence Entitlement
I Balances

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

» Adjusting Absence Entitlement Balances

* Initiate and Manage a Leave Donation Request
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Manual Adjustment of Absence Entitlement
~% Balances

CARDINAL

Not all absence types are granted based on an annual entitlement or accrual during the leave year. Some absence types
must be manually set up for an employee:

* ELP (Educational Leave)
e ALl (Annual Leave Incentive)
* MIL (Military Leave)

The balances are manually granted or adjusted.

Absence type balances are also adjusted where there is an exception. There are a few exceptions for absence type
balances. It is better to first investigate the root cause of the issue as opposed to quickly adjusting the balance without
verifying the facts. For example, if the employee’s vacation accrual is incorrect, there is an underlying reason, e.g., Action
of LOA (Leave of Absence) on job data or incorrect Company Seniority Date, that is causing the incorrect accruals.
Absence based absences rarely need to be adjusted.

69



Manual Adjustment of Absence Entitlement
~3 Balances — Absences Page Search

CARDINAL

Use the Absences page to adjust an employee’s absence balance.

You navigate to this page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Management > Payee Data > Adjust
Balances > Absences

Favorites : Main Menu > Global PEWI:I"&vaEEI'ICE Mgmt > Payee Data > Adju;tgalancm > Absences

Absences

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

Maximurm number of rows to return (up to 200); |300

Empl ID: begins with + ||

Empl Record: = w

Pay Group: begins with | » C'J
Calendar ID: begins with |« @,
HName: begins with |«

Period Begin Date:| == w [
Period End Date: | == - E1l

[Jcase Sensitive

Search Clear |Basic Search [ Save Search Criteria




Manual Adjustment of Absence Entitlement
% Balances - Absences Page Search (continued)

CARDINAL

On the Absences search page, enter search criteria to access the employee that you are making the adjustment for:
« Empl ID or Name

After entering the employee information select one of the following to identify when the balance adjustment is effective:

» Calendar ID: Run control parameter for the Calculate Absence and Payroll process that identifies the pay period for
which the process is run.

* Period Begin Date: The date when the absence begins (enter date or click the calendar icon to choose).
* Period End Date: The date when the absence ends (enter the date or click the calendar icon to choose).

For absence adjustments, except VAC (Vacation) and SCK (Traditional Sick), you make the adjustment in the period that
you want the employee to be able to take that leave type. In the rare instances in which VAC and SCK leave require
adjustments, you make the adjustment in the period prior to the period that you want the employee to be able to take the
VAC or SCK leave. For example, if you want the employee to be able to use a VAC leave adjustment during the period
ending March 9, make the VAC adjustment using the pay period end date February 24.

Favorites  Main Menu > G\obaipafroil&ﬁbsence Mgmt > PavegDa:a >  Adjust Eatances > Absences

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

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

Empl ID: begins with

Empl Record: = v

Pay Group: begins with s

Calendar ID: begins with v

Name: begins with

Period Begin Date:| == v 31
Period End Date: | <= Vv )

[Jcase sensitive
Search Clear - |Basic Search [&F Save Search Criteria 71




U Manual Adjustment of Absence Entitlement
Balances — Absences Page Search (continued)

Favq.n:rtes Main Menu > GlubaIPayruII&'Absence Mgmt > Pa-_.reg[lata > Adjustgatances >

Absences
Enter any information you have and click SEE!‘Ch Leave fields blank for a list of all values

Absences

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

Empl ID: begins with v:

Empl Record: '_ — v: '

Pay Group: begins with s @

Calendar ID: begins with | @

Name: begins with v

Period Begin Date:| >= v 5 |
Period End Date: | <= vl | 5

[[] case Sensitive

Search Clear  Basic Search f Save Search Criteria
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/| Calendar ID Look Up

If you choose the Calendar ID look up, the calendars available for the selected employee appear at the bottom of the page.
To choose the calendar for the effective date of the change, select it from the search list.

Favgrites = Main Menu > Global Payroll &_Absence Mgmt > Payee Data > Adjust B_alances > Absences
Maximum number of rows to return (up to 300): (300
Empl ID: begins with + [3333
Empl Record: i - '
Pay Group: begins with « ' @,
Calendar ID: begins with « ' j
Name: begins with - [
Period Begin Date: >= - 5
Period End Date: == - [31]
[l case Sensitive

Search Clear | Basic Search [@P Save Search Criteria

earch Results
iew All First [§] 1-100of 186 |»| Last

Empl ID Empl Record Pay Group CalendariD HName Period Begin Date Period End Date
3333 0 SEMIMNTHLY DUMMY Elia Cindy 12/10/2010 1212412010
3333 0 SEMIMNTHLY SMLV201019 Ella Cindy 12/10/2010 12/24/2010
3333 [0 SEMIMNTHLY SMLV201020 Ella Cindy 10/25/2010 11/09/2010
3333 0 SEMIMNTHLY SMLV201021 Ella Cindy 11/10/2010 11/24/2010
3333 0 SEMIMNTHLY SMLV201022 Ella Cindy 11/25/2010 12/09/2010
3333 0 SEMIMNTHLY SMLV201023 Elia Cindy 12/10/2010 12/24/2010
3333 0 SEMIMNTHLY SMLV201024 Ella Cindy 12/25/2010 01/09/2011
3333 0 SEMIMNTHLY SMLV201100 Ella Cindy 01/10/2011 01/10/2011
B333 0 SEMIMNTHLY SMLV201101 Ella Cindy 01/10/2011 01/24/2011
3333 0 SEMIMNTHLY SMLYV201102 Ella Cindy 01/25/2011 02/09/2011
e —— T T — e e 73



Manual Adjustment of Absence Entitlement
Balances — Absences Page

CARDINAL

Once you have selected the employee and calendar, the Absences page displays. The top section of this page populates
based on the values entered on the search page. Review this information to confirm that the right selection was made.

avo_rites Mainyenu > GEEaWayro“i vasence Mgmt > |5a\fe<-:»v Data > Adjust E_alances > Absences

Absences

Employee ID: 3333 Name: Ella Cindy Empl Record: 0

Pay Group: SEMIMNTHLY Description: Semi-Monthly Salaried AM Pay Entity: COVA
CalendarID:  SMLV201214 Begin Date: 07/25/2012 End Date: 08/09/2012

# First Kl 014 0

Balance
Adjustment

Element Name Description Begin Date End Date

‘5! Save (ob Returnto Search f{ | PreviousinList 4 | NextinList [=] Notify
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Steps to Manually Adjust Absence Entitlement
~% Balances

CARDINAL
To make a balance adjustment for an absence type use Fovares Wan ey > 003 Payiol L ADSence MOTE + Foves D30 3 AQUS Gances - Absences
the following steps:
1. Select the absence type in the Element Name Absences
field. The Description field will automatically Employee lD: 3333 Name:  Ella Cindy Empl Record: 0
populate based on your selection. PayGroup:  SEMIMNTHLY Description: Semi-Monthly Salaried AM PayEntity:  COVA
2. Click in the Balance Adjustment field and enter SRS ST SR S = ”a'ff - .
the amount in hours. —— 2 ot
3. Once you select an Element Name the Begin Date ALENT ELER e Ccwin % . a &=
and End Date populate from the Calendar ID you
designated in your search criteria for this page. ) save (D RewmioSearch 1] PrevousiLst 4 | Netnlst (=) Nty
Clear the Begin Date and End Date fields.

4. Click the Save button.

The balance adjustment has been successfully added.
Adjustment made to prior leave years and / or pay periods
are processed the next time the Calculate Absence and
Payroll daily process runs. Adjustments that are future
dated process when the calendar you select is processed.
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Steps to Manually Adjust Absence Entitlement
Balances (continued)

2,

CARDINAL

[Favorites  Man Menu > Global i'?ayroll&fbsence Mgmt > 5ayeg' Data » Adjust E'alances > Absences

Absences

Employee ID: 3333 Name: Ella Cindy Empl Record: 0

Pay Group:  SEMIMNTHLY Description: Semi-Monthly Salaried AM Pay Entity: COVA
CalendarID: SMLV201114 Begin Date: 07/25/2011 End Date: 08/09/2011

ustomize
S Balance .
Element Name Description Adjustment Begin Date End Date
ALIENTELEM @ Annual Leave Incentive [' 16 | il 5 & =]

[ii] Save (o RetuntoSearch | PreviousinList 4 | NextinList =] Notify
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Reasons to Manually Adjust Absence
-1 Entitlement Balances

CARDINAL

There are various reasons that a balance requires adjustment.

For example, if there are retroactive changes to an employee’s anniversary date in PMIS, the Absence Management
Administrator is notified as the employee’s absence balance may need to be adjusted. The PMIS interface will send over
the new Company Seniority Date, which is in the date field used to determine years of service for some accruals, e.g., VAC
(Vacation), SCK (Traditional Sick) ,and the VAC carryover maximum. The field is not effective dated in Cardinal, so retro
absence calculations will not be triggered. The new seniority date will be used in absence calculations going forward
starting with the pay period when the new date was received in Cardinal. The Absence Management Administrator would
need to manually adjust the absence balances to account for any incorrect accruals prior to that period.

Balance adjustments entered directly into Cardinal on the Absences Page are not displayed until the Calendar ID is
finalized at the end of the pay period. However, once the balance adjustment is entered and processed by the daily
Calculate Absence and Payroll process, the balance available to the employee for leave entry and forecasting is updated
accordingly.

Once the Calculate Absence and Payroll process has run and the pay period is finalized, a Self Service employee can view
the adjusted balance as of the end of the last pay period.
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Processing Leave Donations

CARDINAL

Employees who wish to donate leave to another employee may contact their supervisor for guidance.
Absence Management Administrators:
» Initiate and manage the donation request by entering balance adjustments for the recipient and donors

* Return unused leave

Please refer to the Processing Leave Donation Job Aid to find step by step instructions for completing a leave donation.
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Lesson 3: Summary

—

CARDINAL

In this lesson, you learned how to:

* Adjust absence entitlement balances for employees

* Process leave donations
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Lesson 4: Managing Absence and Payroll
% Processing

CARDINAL

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

» Calculate Absence and Payroll batch process

* Reviewing Absence and Payroll Processing

* Reviewing Results by Calendar Group or Calendar

* Running Absence Conversion Processing
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Calculate Absence and Payroll Process

—

CARDINAL

Calculate Absence and Payroll is a daily batch process that calculates all absence entitlements (automatic and granted) and
takes.

Calculate Absence and Payroll includes:
* Absence Entitlements: This process updates frequency-based entitlement and makes entitlements available.
» Absence Takes: During this process, Cardinal calculates the number of hours per day for each take.

» Retroactive Changes: This iterative process updates all intervening time periods up to the present when you add,
update, delete an event or make changes to job data that affect a period that has already been processed.

The calendar must be manually finalized at the close of the pay period by the Payroll Administrator.

@
- — ¥ \I B 2
Identify payees Calculate Review results Correct errors Finalize process
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Run Calculate Absence and Payroll Process

—

CARDINAL

To run the Calculate Absence and Payroll process, navigate to the Calculate Absence and Payroll page.

You can navigate to this page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Management > Absence and Payroll
Processing > Calculate Absence and Payroll

Enter the Run Control ID and click Search. If this is the first time that you are running this process, a Run Control ID
must be created.

Favorites  Main Manu Global Payrod & Absence Mgmt Absence and Payrol Processing Calkculate Absence and Payrol

Calculate Absence and Payroll
Enter any information you have and dick Search. Leave fields blank for 3 list of all values

fdd a MNew Valug

s S O W e e e e T ChT A BT

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

Run Control ID: begins with = |

Case Sensitive
Search Clear. Basic Search [P Save Search Criteria
nd an Existing Value | Adda N |
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Run Calculate Absence and Payroll Process —

CARDINAL

-3 Complete Process Parameters for Run Control

After entering the Run Control ID, the Calculate
Absence and Payroll page will appear.

Select the input parameters:

* Select Calendar Group ID. The list will only
include calendars that have not been finalized and
therefore the value at the top of the list should
reflect the current pay period.

» Confirm and select the value for the desired
Calendar Group ID. You should always select the
top, most current pay period.

Select the processing phases and options:

» If the Open field checkbox is checked, it means
that the process has been run at least once
previously and the employees (payees) have been
identified. Check the box for the Calculate field.

» If the Open field checkbox is not checked,
typically it is the beginning of a new pay period.
Click both Identify and Calculate.

After selecting the appropriate parameters, the process
is ready to run. Click the Save button and then click the
Run button.

Favorites - Main Menu » Global Payroll & Absence Mgmt > Absence and Payrol Processing > Calculate Absence and Payroll

Calculate Absence and Payroll

Run

Run Control ID:  test01 Report Manager Process Monitor

*Calendar Group ID: |SMLVYR2013 @, SMLV Cal Group Yr 2013 Open
Stream Number: Process Number: 001
Group List ID: Language: English
| Identify Calculate Freeze Finalize
Un-freeze Suspend Cancel

Suspend Active Recalculate All

Identified

REestart Information Debug and Tuning Options

[5] save | |[Gh Returnto Search | 4] PreviousinList | 4| NextinList | |7 Notify =k Add
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Run Calculate Absence and Payroll Process —
-3 Submit to Process Scheduler

CARDINAL

To run the Calculate Absence and Payroll process:
1. Click the Run button to access the Process Scheduler Request page.

2. Click the OK button.

Favormes | Main Menu > Global Payrol &THESEI'ICE Magmt > Absence and Pymll Processing » Calculate Absence and Payroll

Process Scheduler Request

UserID: V_TA_AM_PROCESSOR Run Control ID: test01

Server Name: ¥ Run Date: 07/26/2011 =)

Recurrence: *  Run Time: 1:34:55PM Resetto Current DateTime

Time fone; ":'--

Select Description .F'rcn:ess Name .Frncess Type *Type ;Furmat Distribution

[#] Global Payroll & Absence Mgmt GPPDPRLUM COoBOL saL (Mone) (Mone) = Distribution
QK Cancel
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Run Calculate Absence and Payroll Process -
-3 Cancel to Stop the Process

CARDINAL

If you need to cancel the process, e.g., the process run status indicates an error or the wrong calendar is processed, go to
the Calculate Absence and Payroll page.

To cancel the process, click the box for the Cancel field, click the Save button, and the click the Run button. The Process
Scheduler Request page will appear.

Cancelling the process can only be done if the Calendar Group ID has not been finalized.

Favorites - Main Menu > Global Payrol &vﬁlbsence Mgmt > Absence and Pg\,rrull Processing > Calculate Absence and Payroll

Calculate Absence and Payroll

Run Control ID:  TEST Report Manager Process Monitor Run

Calendar Group ID: | @, Open

e Process Number:

Group List ID: Language: English -
Identify Calculate Freeze Finalize

Un-freeze Suspend

Suspend Active Recalculate All
Identified

Restart Information Debug and Tuning Options

[5] save [t Returnto Search 45| Mextinlist| |[Z7] Notify E-add | |F 85




Run Calculate Absence and Payroll Process -

-5 Finalize Instance

CARDINAL

Finalizing is done at the end of the pay period after all
data has been entered into the system for the current
period and for any prior period adjustments.

Prior to finalizing, run the process one more time in the
calculate mode. This will ensure any last minute
changes are picked up. Once you have completed that,
the calendar is ready to be finalized.

To finalize, you follow the same process as above and
also check the box for the Finalize field (instead of
Calculate). Click the Save button and then click the Run
button.

Finalizing is complete once you receive the confirmation
that the process run has been successful.

Favorites  Main Menu >

Calculate Absence and Payroll

Run Control ID:  TEST

Global Payroll & Absence Mgmt

Calendar Group ID: |

STCaI NUMOeT
Group List ID:
Identify Calculate

Suspend Active Recalculate All

Identified

Tuning Options

Restart information Debug and

[ Save o Return to Search

> Absence and Payroll Processing >

Calculste Absence and Payrol

Freeze
Un-freeze

| Mextin List

Open
Process Number:

Language: English

Cancel

=) Notify |4 Add
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Run Calculate Absence and Payroll Process -
I Finalize Instance (continued)

You cannot cancel or undo a finalized process. The entitlement and accumulator balances are updated in Self Service
based on this finalization.

87



¥ | Review Absence and Payroll Processing Page

CARDINAL

On the Review Absence and Payroll Processing page you can review calculation results and payee status. Calculation
results are viewed by employee and calendar or calendar group.

The information that you view on this page can be used to:

Troubleshoot Issues: For example, accessing previous calendars may help identify the cause if an employee
indicates that his or her balances are not calculating properly.

Review Adjustments: If adjustments were made for an employee, you can access the calendar to ensure the
adjustments were processed.
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¥ | Absence and Payroll Processing View Options

CARDINAL

There are various ways that you can view absence and payroll processing information:
* Review results by calendar group or calendar
* Review payee and payee status

Some of the items you can view are:
* Accumulators
* Supporting Elements
* Absence Data
* Payee Status
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Accessing Results by Calendar or Calendar
CARDI-I:IAL' Group

You have two options for reviewing results:
» Calendar
» Calendar Group
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—

CARDINAL

Accessing Results by Calendar Group

The Calendar Group View is based on the semimonthly
pay period. Results will display not only the Calendar
ID you selected, but other Calendar IDs with retroactive
changes that impact it.

Calendar ID column shows the Calendar ID(s) for the

pay periods that were processed as part of the calendar
Group.

The Calendar ID listed first in this column is the one
that had the oldest retroactive change.

Version Number column shows the number of times a
calendar was reprocessed for that employee. In this
example, Calendar ID SMLV201019 has two versions.

Favorites  Main Menu >

Calendar Group ID:

Global Payroll & Absence Mgmt >

Accumulators Supporting Elements

EMP 1Dz 111110

SMLV201103 SMLV Cal Group 03 2011

Absence and Payroll Processing >

Empl Record: ]

(B e K 1 soro Dl Lost

Segment Segment Calculate Segment Version Revision
it L Begin Date End Date Action Number Humber Number aompantheiah
SMLV201019 10/10/2011 10/24/2011  Calculate 1 2 1

€
SMLV201021 11/10/2010 11/24/2010 Calculate 1 2 1€
SMLV201022 11/25/2010 12/09/2010 Calculate 1 2 115
SMLV201023 12/10/2010 12/24/2010 Calculate 1 2 115
SMLV201024 12/25/2010  01/09/2011 Calculate 1 2 1
Positive Input - Absence Generated Positive Input
2H Return to Search 7 | PreviousinList 4 | Nextin List =] MNotify
Calendar Group Results | Accumulators | Supporting Elements
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Accessing Results by Calendar Group
(continued)

Calendar Group ID:

Seament Information by Calendar

Accumulators Supporting Elements
EMP ID: 111110 Empl Record: 0
SMLV201103 SMLV Cal Group 03 2011

T

Segment Segment Calculate
;C‘“e"d‘" - Begin Date  End Date Action
SMLV201019 10/10/2011 10/24/2011  Calculate

<

SMLV201021 11/10/2010 11/24/2010 Calculate
SMLV201022 11/25/2010 12/09/2010 Calculate
SMLV201023 12/10/2010 12/24/2010 Calculate
SMLV201024 12/25/2010 01/09/2011 Cailculate

Absence Data

Customize | Finat 1y siaw au| B 25 0 W1 4 5079 I |5t

Segment
Number

B

Positive Input - Absence

Calendar Gronn Resnlte | Accymulatars | Sunnoding Flamants

[Gh Returnto Search | |t | PreviousinList [ | Nextinlist [z Notify

Version
Number

2

2

Revision

Mimbes Segment Detail

1 Segment Detail

1 Segment Detail

1 Segment Detail

1 Segment Detail

1 Segment Detail

Additional Result Pages

Generated Positive Input

!
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Accessing Results by Calendar Group
~% (continued)

CARDINAL

The Calendar view is also based on the semi-monthly pay period. The Calendar view shows the information based on the
Calendar ID selected. Items processed more than once, are identified by the version number.

Calendar Group ID column shows the Calendar Group ID(s) that the calendar was processed for an employee. Selecting
the most recent Calendar Group ID will show the results of accumulators and daily data currently in effect.

You can navigate to either the Calendar View or Calendar Group View by using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Management > Absence and Payroll
Processing > Review Absence/Payroll Info > Results by Calendar (or Results by Calendar Group)

Favo'n:es Mainl»%enu > GIoba\PayroE\&_Absence Mgmt > Absence and Pa_yroHProcessmg b RewewAbsense,.’PawoliInfo > Results by Calendar

| Accumulators

Joe CEO EMP ID: 111110 Empl Record: 0
Calendar ID: SMLV201103 Pay Group: SEMIMNTHLY Semi-Monthly Salaried AM
Customiz o 1420120
ISegment Segment End Calculate Segment Version Revision
Calendar Group 1D Bo i pate pate Action Number  MHumber MNumber SRR Ut
SMLV201103 02/10/2011 02r24/2011 Calculate 1 1 1/ Segment Detail
SMLV2011086 02/10/2011 02/24/2011 Calculate 1 2 1/ Segment Detail
Positive Input - Absence Generated Positive Input
oh Returnto Search = 1 | PreviousinList 4 | NextinList =] MNotify
Calendar Results | Accumulators
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Absence Data Results by Calendar Group or
Calendar

CARDINAL

Once you navigate to the Calendar Group View or Calendar View page, click the Absence Data link to open the Absence

Data tab and view an employee’s absence data by day. The daily data lists absence events by day, the hours accumulated
for that day and other information associated with the each absence event. You can use this information to check the
absence types and hours an employee used during a defined period of time.

Favorites - Main Menu > Global Payroll & vasence Mgmt > Absence and Pe_yroll Processing > Review Absenge}Payroll Info > Results by Calendar

" Calendar Results e TR 06

Joe CEO EMP

1D: 111110 Empl Record: 0
Pay Group: SEMIMNTHLY Semi-Monthly Salaried AM

Calendar ID: SMLV201103

Segment SegmentEnd Calculate Segment Version Revision :
SR S Begin Date Date Action Number Number Number SENRa .
SMLV201103 02/10/2011 02/24/2011 Calculate 1 1 1 Segment Detail
SMLV201106 02/10/2011 0212472011 Calculate 1 2 1 Segment Detail

Absence Dat3

[P Returnto Search 1 | PreviousinList 4 | NextinList (=] Notify

Positive Input - Absence

Generated Positive Input

Calendar Results | Accumulators
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Absence Data Results by Calendar Group or
Calendar (continued)

Favgites Main Menu > Global Payroll & Absence Mgmt > Absence and Payrol Processing » Review Absence/Payrol Info » Results by Calendar
Calendar Results Accumulators Supporting Elements

Joe CEO EMP ID: 111110 Empl Record: 0
Calendar ID: SMLV201219 Pay Group:  SEMIMNTHLY Semi-Monthly Salaried AM
Segment Information by Calendar Group Customize | Find | View All | E | #8 Fist K 1-2 of 2 >

Segment Begin Segment End Calculate Segment  Version Revision

EasencesGenas K Date Date Action Number Number Number Seguient el

SMLV201219 10/10/2012 10/24/2012 Calculate 1 1 1/ Segment Detail

SMLV201220 10/10/2012 10/24/2012 Calculate 1 2 1/ Segment Detail
Additional Result Pages

Absence Data

Positive Input - Absence

Generated Positive Input

Favgrites MainMenu > Global Payroll & Absence Mgmt » Absence and Payrol Processing » Review Absence/Payroll Info » Res_uts by Calendar

oo s

-y p e g EMP 1D: 111110 Empl Record: 0
Calendar ID: SMLV201219 y .
Calendar Information

SEMIMNTHLY

Find | View All First B0 1 of 2 KX Last
Calendar Group ID: SMLV201219 Description: SMLV Cal Group 19 2012
Segment Number: 1 Version: 1 Revision: 1
Gross Result Value: 0.00000051] usD Net Result Value: (0000005 usbD

Absence Daily Data Customize | Find | V L
Absence Detail2 || Begin/EndData || Schedule Data and Config Fields | Related Elements | [F=2%)
—
Element Name Description Absence Date Day Day Count Paid Unpaid g:t'l;:f:;em Balance Detail ‘
SDP TAKE ELEM VSDP Sick Leave 10/24/2012  Wednesday 4.000000 4.000000 54.000000| Balance Detail ‘
Return To Main Result Pages

(G RetumtoSearch |t | PreviousinList | 4 | Nextinlist =] Notify
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Absence Data Results by Calendar Group or
Calendar - Schedule Data and Config Fields Tab

Click the Schedule Data and Config Fields tab. Additional fields display including a Work Schedule field.

Click the Work Schedule link to access information about the employee’s work schedule on the day of the absence event.

Favarites Main Menu » Global Payroll &vasence Mgmt > Absence and Pyrnll Processing » Review AbsenvcefPayrnII Info » Results by Calendar Group

&
Calendar Group Results
Tommy Turtle EMP ID: 111119 Empl Record: 0
Calendar Group ID: SMLYZ201105 SMLY Cal Group 05 2011
Calendar Information Find First K} 4 of 4 L3 Last
Calendar 1D: SMLV201105 Pay Group: SEMIMMTHLY
Segment Number: 4 Version: 4 Favorites = Main Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Review Absence/Payroll Info > Results by Calendar Group
Gross Result Value: 0.0000005 USD Net Result Value: 0.0000005 US e N
Calendar Group Results Ab's'ancanm
Lt omice | £ Tommy Turtle EMP 1D: 111119 Empl Record: 0
Absence Detail2 Begin / End Datd Schedule Data and Con fig Fields Related Eleqd === ""-""""F
= 1 | Calendar Group ID: SMLV201105 SMLV Cal Group 05 2011
Element Name Description D::e ' Day Day Count | Paid "5 M Calendar Information
i Calendar ID: SMLV201105 Pay Group: SEMIMNTHLY

ERL TAKE ELEM Emp"“’ee Recogniion |44155011 | Tuesday B

R Segment Number: 1 Version: 1 Revision: 1

ol R i Gross Result Value: 0.00000058 USD NetResultValue:  0.00000050 USD

ERL TAKE ELEM mployee Recognition

Frogram 03/14/2011  Monday

Find | View A 3 pret B g g 0r2 T st
Absence Detaii
Return To Main Result Pages

Absence Detai2 Begin / End Data Related Elements

i ‘B o o - o Absence Configuration Scheduled | Work AREts
[Gr Return to Search | 4] Previous inList | =] NextinList | ] Notify Element Name Description Date Fiolds Work Hours | |Schedule :cneduteu Alternate Work Schedule
I || |k I | s
Calendar Group Results | Absence Data Embl R i Wolk
ERL TAKE ELEM P:Egrgﬁs €C00NMoN 431152011 | Confiquration Fields gopical e Alternate Work Schedule
ERL TAKE ELEM E::g'rg’;ze Recogniion 43142011 | Configuration Fields sop ok Alternate Work Schedule

Return To Main Result Pages
[@h Returnto Search | |+ | PreviousinList = | NextinList |[=] Notify

Calendar Group Results | Absence Data
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View Accumulator Results — Employee Absence
Entitlement and Granted Absence Balances

CARDINAL

Click the Accumulator tab to view an employee’s usage of his or her absence entitlements balances (e.g., Vacation) and
granted absence balances (e.g., FMLA usage).

Five absence type accumulator results display. Click the View All link to expand the Accumulators section.

Favgrites  MainMenu > Global Payroll & Absence Mgmt > Absence and Payrol Processing > Review Absence/Payrol Info » Results by Calendar

Calendar Results m Supporting Elements

Joe Ceo EMP ID: 00123456700 Empl Record: 0
Calendar ID: SMLV201219 Pay Group:  SEMIMNTHLY Semi-Monthly Salaried AM
Calendar Group ID: SMLV201220 Description: SMLV Cal Group 20 2012
Segment Number: 1 Version: 2 Revision: 1
Gross Result Value: 0.000000%2) usD Net Result Value: 000000057 usD

| ]

| View5 | ¥
—

Customize | Find

Period Element Name+~ Amount Description From Through

Calendar Period ‘,;’AR%i‘:g | 0.00000033 VAC XFR PRD_ADJ 1011012012 10/24/2012 _
Calendar Period Xé%r:;%m 9.00000053 VAC Period Accrual 1010/2012 10/24/2012

Year to Date ETEHENI"LKE 221.50000053) Vacation 01/10/2012 01/09/2013

Year to Date \éﬁgrf_NELT 17100000053 Vacation 01/10/2012 01/09/2013
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Running Absence Conversion Processing

—

CARDINAL

The Payroll Administrator manually initiates the absence conversion process on the last day of the pay period after the
calendar has been finalized. It is run one time for the pay period. This process pushes the absence earnings to a table that
combines them with productive time earnings. This table is then used by reports and interfaces.

Favorites - Main Menu > Global Payroll &vhbsence Mamt > Absence and Pg\frnllPrncessing > Absence Conversion Processing * To Payroll for Morth America

To Payroll for North America

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

Add a Mew Value

Maximum number of rows to return (up to 300} EDtI
Run Control ID: begins with = |

[ case Sensitive

Search Clear  |Basic Search [P Save Search Criteria

Find an Existing Value | Add a New Value
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Lesson 4. Summary

—

CARDINAL

In this lesson, you learned how to:

Calculate absences

Review absence information

Review results by Calendar Group or Calendar ID

Run absence conversion processing
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Lesson 5: Reports, Queries, and Online Inquiries

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

* Reports

e Queries

* Online Inquiries
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Reports

—

CARDINAL

There are several key Absence Management reports available for use by Administrators. Two of the most frequently used
reports include:

 Employee Leave Report

» Potential Vacation Leave Forfeiture Report
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Employee Leave Report

—

CARDINAL

The Employee Leave Report provides the leave balances
and related detail transactions (if selected) for:

* anindividual employee
» aspecified organization
» aspecified group of organizations such as a

district-wide or residency-wide as reflected on the
organization tree

The leave types included in the summary section are all
leave types that have had any activity from the beginning
of the Leave Year through the Pay Period End Date as
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 with multiple transactions (e.g.,
accruals, takes, adjustments, and donations) calculates to
zero (00.0), that leave type is included, reflecting the
various types of leave activity that net to zero.
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Employee Leave Report (continued)

CARDINAL

If a leave type has no activity, has zero (00.0) Balance
Forward, and has zero (00.0) 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.

You can access this report using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global
Payroll & Absence Management > Reports >
Employee Leave
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Potential Vacation Leave Forfeiture Report

CARDINAL

This report notifies supervisors, employees, and
timekeepers about employee’s losing leave within a
predefined timeframe. This report can be run by Business
Unit, Department, Employee ID and Pay Period End Date.
The report is set up to be run for only one absence type —
vacation.

You can access this report using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global
Payroll & Absence Mgmt> Payroll Processing >
Reports > Potential Leave Forfeiture
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Queries

—

CARDINAL

Administrators’ queries include:

* Donated Leave Usage: V_TA DONATED_LEAVE

» Balance Adjustments: V_TA ABS_ADJUSTMENTS
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Donated Leave Usage Query

CARDINAL

This query shows any leave donation taken during a
specified pay period (or multiple pay periods). It returns
any or all regular time reported by an employee with a
balance of donated leave, the current balance of donated
leave as of the leave period end date and the donated
leave used within the leave period.

Any regular time reported indicates that an employee has
returned to work and may no longer be eligible to have a
balance of donated leave if they worked every day of the
pay period. Reported time shows regardless if the
employee took only partial days out of the pay period,
e.g., an employee reporting time at the beginning of the
period but still taking leave donations the rest of the
period.

This query indicates that an employee who has leave
balances may or may not be eligible for the pay period. If
the employee reports reported time for each day of the
pay period, the is deemed ineligible as having returned
from Leave Without Pay Status. Note that balances are
updated and reflected only per pay period once the AM
processing has been finalized after the pay period end
date.
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Donated Leave Usage Query (continued)

CARDINAL

This query can be accessed using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting
Tools > Query > Query Manager >
V_TA_DONATED_ LEAVE

The query displays the following:
 Employee ID
* Name
* Business Unit
» Department ID
» Calendar ID (leave period ID)

» Days per Calendar ID (indicate date of absence
taken)

* Amount of Donated leave Taken on each day

» Reported Payable Time for the duration of the
Calendar period

» Paid Payable Time for the duration of the Calendar
period

» The current balance of the leave donations as of
period end date (per pay period)
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Balance Adjustments Query

CARDINAL

The Balance Adjustments Query reports leave balance
adjustment transactions.

This query can be accessed using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting
Tools > Query > Query Manager >
V_TA_ABS_ADJUSTMENTS

The query displays the following:
 Employee ID
» Department ID
* Name
» Calendar ID (leave period ID)
* Absence Name
* Absence Description
» Balance Adjustment
* LastUpd By
e LastUpd DtTm
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Online Inquiries

—

CARDINAL

Administrators’ online inquiries include:

» Balance Forecast Inquiry
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Balance Forecast Inquiry

CARDINAL

This online inquiry displays the current balance including the absence type, the amount (current balance in hours) and as of
dates. The forecast portion of the inquiry allows you to forecast for a specific absence type for an individual employee.
After entering the desired forecasting dates, the inquiry will return the forecasted entitlement balance. It can be found on
the Review Absence Balances page.

You can navigate to this online inquiry using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Management > Payee Data > Maintain
Absences > Review Absence Balances
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Absence Adjustments Inquiry

CARDINAL

For the selected Calendar ID and Employee ID this online inquiry displays absence adjustment transactions including the
EmplID, Dept ID, Name, Calendar ID, Absence Name, Description, and Adjustment, Last Upd, and Last Upd DtTm.

You can navigate to this online inquiry using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Management > Payee Data > Maintain
Absences > Review Absence Balances
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Balance Forecast Inquiry (continued)

Favorites Main Menu > Global Payroll &vﬂbsence Mgmt > Payee Data > Maintain flbsences > Review Absence Balknces

current Balance Forecast Balance Forecast Messages

Employee |D: 111114 Empl Record: 0 Hame: Tommy Turtle
Absence Take Element: | @,
As Of Date: | 5 Forecast
Forecast Balance Results Detail Customize | Find | View Al | Bl | 2 First K 401 DY Last
Accumulator Resultz User Keys
Secondary Element Forecast Element Type Humeric Value Character Value Date Value

0.000000

[Gt Return to Search | [ Netify | {2 Refresh

Current Balance | Forecast Balance | Forecast Messages
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Balance Forecast Inquiry (continued)

Fa:vgrites Main Menu > Global Payroll &YAbsence Mgmt > Payee Data > Maintain ghsences > Review Absence Balances

Current Balance Forecast Balance Forecast Messages

Employee ID: 111119 Empl Record: 0 Name: Tommy Turtle
Absence Take Element: |VACTAKEELM @,
As Of Date: 112/30/2011 £ s Forecast

Forecast Balance Results Detail
Forecast Resufis Accumulator Resulis

User Keys =2 ¥

|Secondary Element Forecast Element Type Numeric Value Character Value Date Value

VACTAKEELM VACENTELEM WAL Accumulatr 10800000

&b Return to Search (<] Notify = &% Refresh

Current Balance | Forecast Balance | Forecast Messages
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Lesson 5: Summary

—

CARDINAL

In this lesson you learned:

* How to access key reports, queries and online inquiries
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Lesson 6: Absence Management Maintenance
-3 Hands-On Practice

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide direction regarding
specific activities that are part of this lesson. Please ask your instructor if you have any questions.
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Course Summary

CARDINAL

In this course, you learned to:
* ldentify key absence management concepts
» Identify Absence Management processes
» Describe Absence Management integration and interfaces
* Enter and modify absence requests and events
* Enter and manage extended absences
» Review employee absence balances
* Adjust employee absence entitlement balances
* Initiate and manage a leave donation request
» Calculate Absence and Payroll batch process
* Review absence and payroll information
* Review results by Calendar Group and Calendar ID
* Run absence conversion processing
» Identify Absence Management Maintenance key reports, queries and online inquiries
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Course Evaluation

—

CARDINAL

Congratulations! You successfully completed the TA366: Absence Management Maintenance course. Please use the
evaluation link to assess this course.
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! 2 Appendix

« Key Terms
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Key Terms

CARDINAL

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

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

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 absences (absence type)

Absence Take Element: The code name given to a specific type of absence (e.g., Vacation is VAC_TAKE_ELEM)
Absence Take: The absence type and amount of time that an employee takes for an absence event
Accumulators: Means of tracking hours or days of absence usage (accumulated time) based on pre-defined business rules

Calculate Absence and Payroll: Batch process that is run nightly (or ad hoc if needed) that processes absence data for
the pay period

Calendar Groups: Identifies the calendars to process at the same time
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Key Terms (continued)

—

CARDINAL

Calendar ID: Run control parameter for the Calculate Absence and Payroll process that identifies the pay period for which
the process is run

Calendar Periods: Defines the pay period, e.g. semi-monthly pay period

Calendars: Identifies the run type (semi-monthly or annual), calendar period and payees to process

Entitlement Adjustment: An increase or decrease made to an entitlement balance

Entitlement Balance: The number of hours of unused entitlement for a particular absence type (e.g., Vacation, VSDP Sick,
VSDP Personal)

Forecasting: Process that compares an absence request to current and projected future absence entitlement balances to
determine if an employee is eligible for and has sufficient balances of the selected absence type available for use

Frequency-Based Entitlement: Accrual that is earned at regular time intervals (e.g., Vacation that is accrued for each
semi-monthly pay period or VSDP Personal leave that is granted at the beginning of each leave year)

Time Reporting Codes (TRC): Classifies hours recorded on the timesheet, (e.g., Regular (RGS), Overtime (OT1, EOT),
Compensatory Leave (CPE))
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