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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.

This course provides information on the key procedures for creating, managing, and maintaining Time Reporters 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 ovGamaa |I tr
Security Handbook for a list of available roles and descriptions.




Course Objectives

CARDINAL

After completing this course, you will be able to:
A Create and maintain position, personal, and job data
A Enroll and maintain Time Reporters and compensatory leave plans
A Manage work schedules

A Review and manage time after payroll processing
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Course Topics

CARDINAL

This course covers the following lessons:
A Lesson 1: Understanding Time and Attendance
A Lesson 2: Creating and Maintaining Position, Personal, and Job Data
A Lesson 3: Enrolling and Maintaining Time Reporters & Compensatory Leave Plans
A Lesson 4: Managing Work Schedules

A Lesson 5: Time and Attendance Administration Hands-On Practice



Lesson 1: Understanding Time and Attendance

CARDINAL

This lesson covers the following topics:

A Time and Attendance Overview

A Key Concepts
A Time and Attendance Processes

A Integration and Interfaces



CARDINAL

The Time and Attendance functional area contains

two modules:

Time and Labor
Involves employee setup, input of time and

attendance, payroll integration, and cost allocation

Absence Management

Involves the processing and managing of employee

absences

Time and Attendance Overview

Cardinal Functional Areas

Modules
Time & Labor Accounts
Absence Management Payable

Time &
Attendance

Accounts
Receivable

General
Ledger

Project
Accounting

Procurement



Key Concepts

CARDINAL

Key concepts in Time and Attendance Administration include:
A Cardinal displays time and absences using a weekly calendar format.
A SpeedTypes can be used to auto populate some ChartField values.
A Absence requests are available for approval immediately after submission.

A Absence requests, for accrued (e.g., vacation, sick) and frequency based (e.g. Employee Recognition Program i
ERL) absence types must be forecasted to determine absence availability.

A cCardinal captures and tracks contract hours, contract start date, and contract end date for hourly employees.

A The Time Administration process creates exceptions (warnings or errors) for time entered that does not meet defined
business rules.



Key Concepts (continued)

CARDINAL

A Productive time is not routed for approval until it has been submitted and successfully processed through Time
Administration.

A Employees and Timekeepers can enter and adjust absences and productive time back to the beginning of the current
fiscal year or six prior pay periods back, whichever is less.

A In Employee Self Service, the employee enters time, selects a TRC (Time Reporting Code), and enters charge
distribution codes.

A Once time is entered and saved, the employee must submit their time for processing. The Time Administration
process then validates time reported and routes it for approval.



Key Concepts (continued)

CARDINAL

A Position, personal, job data, and time reporter data are required for all employees to process time and absences.
ATime reporting effective date and status control the ti me

A Workgroupsdet er mi ne the Time Reporting Codes available on an
that apply to the employee during processing.

A Work schedules apply to many of the time processing rules and exceptions and also determines the value of full or
half day absences.

A Timely review of timesheet entries and resolution of rule exceptions is critical for accurate payroll and allocation
processing.



Time and Attendance Process Flow

CARDINAL

The Time and Attendance functional area includes five processes:
A Employee Setup
A Time and Attendance Capture
A Administer Time and Attendance Validation and Approval
A Absence Management Processing
A Payroll Integration and Interface Processing

Payline

Project

PMIS CIPPS
| |
h 4 h 4 h
Administer Time Payroll
Setup / Capture & Attendance Absence Integration
Update Time & S » |Management >
Employee Altendance Validation and Processing and Cc_:st
Approval Allocation
A A
v i w
Maintain
Time &
E CIFFS
Procurement HPENSES N ETR BT
Rules

Accounting

h

General
L edger
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Employee Setup

CARDINAL

Most position, personal, and employee data is loaded into Cardinal from the Personnel Management Information System
(PMIS) daily.

The Personnel Management Information System (PMIS) is used when a new position is created or changed. PMIS then
sends the information to Cardinal to establish Position Data in Cardinal. When employees are added or updated, their
personnel data is first entered into PMIS. PMIS then sends the employee information (employee name, address, role,
hourly, salaried, etc.) to Cardinal to create an employee profile.

Errors from the PMIS upload must be reviewed and may require manual entry or correction to address the error. If position
or employee data is incorrect in PMIS, it must be corrected in both PMIS and Cardinal to keep the two systems in sync.
Other errors and warnings generated by the PMIS interface may be entered or corrected directly in Cardinal. Additional
manual entry is required as part of employee time and attendance setup for specific actions, such as new hires and
terminations.
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Time and Attendance Capture, Validation and Approval,
-3t and Absence Management Processing

CARDINAL

Time and Attendance Capture - There are two ways to capture time:
A Employee Self Service: employees enter their own time and absence requests

A Manager Self Service: - a supervisor or Timekeeper enters time and absence requests for employees

Administer Time and Attendance Validation and Approval: Regardless of the method of entry (e.g., Self Service,
Timekeeper) once time is submitted, it is validated through the Time Administration process. Time Administration validates

all submitted time against time reporting rules, generates
approval. It also identifies any errors related to the time reporting rules and generates exceptions.

Absence Management Processing: Most absences are entered by the employee or timekeeper on the Timesheet page.
Cardinal requires forecasting for entitlement absences (e.g. VAC, SCK) and frequency based absences (e.g. Employee
Recognition Leavei ERL ) and then routes absence requests I mmedi ately
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Integration

CARDINAL

Time and Attendance sends employee profilei nf or mat i on i n c Repalrts to ghforenatipn imegratiagdvgh
Accounts Payable for employee travel reimbursement processed through Expenses. In addition, Procurement uses
employee information for Purchase Order workflow approvals

Cardinal uses time and charge distribution information from employee timesheets to allocate payroll costs according to the
distributions entered on timesheets. That allocated labor cost is shared with and posts to the General Ledger. Those labor
costs associated with projects also are sent to Project Accounting and used to bill participating projects.

PMIS CIPPS Payline
[ | A
v v h 4
Setup / Enter Administer Time Absence Payro_ll _
Update » hours > & Atterjdance » | Management > Integration > PrOJeqt
worked & Validation and . and Cost Accounting
Employee Processing -
absences Approval Allocation
A A
¢ ¢ v v
Maintain
Time & General
E IPP >
Procurement xpenses Attendance CIPPS Ledger
Rules
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Interfaces

CARDINAL

Time and Attendance also interacts with external systems such as PMIS, CIPPS (Commonwealth Integrated Payroll /
Personnel System), and Depart méhePMIDihterfdce uploadsimost posifion, pdrsomaleands y s t «
job (employee) data into Cardinal. That interface updates Cardinal data and overwrites some updates keyed directly into

Cardinal. Make sure that personal, position, and job data updates are keyed directly in PMIS timely, so that interfaced data

is correct. The PMIS Interface also creates a daily error log for review and some data may need to be manually keyed into

Cardinal if the interface was unable to update the data.

Cardinal transmits overtime hours and rates for salaried employees and regular and overtime hours and rates for hourly
employees to CIPPS. Once the payroll is processed, CIPPS sends the Expanded Current Earnings data back to Cardinal.

Cardinal uses this data, along with the time and charge distribution information from employee timesheets, to allocate
payroll.

At the end ofeachsemi-mont hly pay cycle, Cardinal transmits salaried er
Payline.

PMIS CIPPS Payline

[ ] 1

| ! '

\ Setup / Enter Administer Time P Payroll
Update R hours & Attendance Management Integration Project

Employee / \ Wworked & Validation and Eieseesin and Cost Accounting
ploy absences Approval 9 Allocation
A
L J i

Maintain

Time & General
CIPPS

Attendance Ledger

Rules

Procurement Expenses

14



Lesson 1. Checkpoint

CARDINAL

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

True or False?

A

Hourly employees have a work schedule of zero hours.

Every employee must be set up as a time reporter.

Every employee must be assigned a schedule in Cardinal.

Employee data is uploaded from CARS into Cardinal.

Time and Attendance integrates Accounts Payable and Accounts Receivable.
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Lesson 1. Summary

CARDINAL

In this lesson, you learned:

A The PMIS inbound interface drives most of the position, personal, and job data in Cardinal. There is some data that
must be added or updated manually (e.g., Reports To, Work Schedule, Time Reporter).

A Every employee has a work schedule in Cardinal.

ATime and Attendance shares some employee information with

Purchasing module to support employee travel and business expense reimbursement processing and Small PCard
Program use.

A Employee labor costs are posted in General Ledger when employee pay is distributed according to the time and

charge distribution information on employee timesheets. Any labor costs associated with projects are also sent to
Project Accounting.
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Lesson 2: Creating and Maintaining Position, Personal,
1 and Job Data

CARDINAL

This lesson covers the following topics:
A Relationship between Position, Personal, and Job Data
A Viewing Position, Personal, and Job Data
A Reviewing and Correcting PMIS Interface Updates and Errors
A Adding and Updating Position, Personal, and Job Data Manually
A Maintaining Reports To Approvers
A Enrolling and Maintaining Time Reporters and Compensatory Leave Plans

A Impacts and Actions for Specific Changes
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Relationship between Position, Personal, and Job Data

CARDINAL

Position Data allows Cardinal to track organizational values and reporting relationships independently of the employee in
the position assigned by Cardinal. Position Data values include title, department, job code, location, and Reports to

position number.

Personal Data includes biographical details for an employee, such as name and address. A person must have an
organizational relationship established to identify the person as an Employee and associate the Job Data information.

Job Data includes the organizational details for an employee. Every employee has a position number assigned on Job
Data. When a position is assigned to an employee on Job Data, Cardinal uses certain Position Data values to default
organi zational val ues o0 nAdditibnal eraplopek-spgceiejd slatg values for the enplayee,
including payroll and absence groups and compensation, must be entered manually.
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Viewing Position and Personal Data

CARDINAL

Position Data includes information related to the empl oyeeod:
Department, Location, Reports To (position number of approver), Standard Hours, and FLSA Status. You can view Position
data through the Add/Update Position Info page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Organizational Development > Position Management > Maintain
Positions/Budgets > Add/Update Position Info

Personal Data includes information about the employee which includes: Person ID (matches Employee ID), Name (legal
name), Home Address, and Email Address (optional). To view Personal Data, navigate using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Workforce Administration > Personal Information > Modify a Person
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Viewing Job Data

CARDINAL

Job Data includes information related to the job which includes Action / Reason, HR / Payroll Status, Position Number,
Department, Location, Reports To, Absence and Payroll Groups, Compensation, Company, and Seniority Date. You can
view Job Data by accessing the Job Data page by using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Workforce Administration > Job Information> Job Data

There may be multiple effective dated rows for each position, person, or employee. To view all rows, use the Include
History button and arrows to navigate through the rows.
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Reviewing and Correcting PMIS Interface Updates and
3 Errors

CARDINAL

Most Personnel, Position, and Job (Employee) information is entered into PMIS and then interfaced to Cardinal.
Sometimes, the PMIS Interface is unable to update position, personal, or employee data in Cardinal and an error is
generated. There are reports and queries available to help you research errors such as the PMIS Error Report and
Employee Setup queries. To view the Timesheet Report, access the Cardinal Reports Catalog. The Cardinal Reports
Catalog is located on the Cardinal website in VDOT Toolbox > Job Aids, scroll down to the Navigation, Reporting, and

Approvals section.

The PMIS interface drives personnel, position, and job setup in Cardinal. That interface includes data that is new or has
changed due to various reasons which include:

A New hire
A Termination / Death
A Switching pay groups from salaried to hourly (or vice versa)

A Change in position
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Reviewing and Correcting PMIS Interface Updates and
-3 Errors (continued)

CARDINAL

The PMIS interface runs each morning and processes data that was either entered in PMIS the previous day or became
effective on the day the interface is run. The interface only updates data in Cardinal that is necessary for time and
attendance reporting and processing.

The updates made by the PMIS interface should be reviewed in Cardinal for accuracy. If data is found to be incorrect,
research must be done to ensure that PMIS data is corrected and that the corrected data is subsequently loaded into
Cardinal.

There are some scenarios where the PMIS interface is unable to update Cardinal (i.e. due to missing or invalid data or
effective date issue). In these cases, the PMIS interface generates an error message that should be reviewed, and errors
corrected as needed.

There are two types of errors that can occur: Position Data errors and Profile Data errors.
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PMIS Interface error and warning messages for
Position Data can be reviewed on the PMIS Position
Errors page. You can navigate to this page using the
following path:

Cardinal FIN > Cardinal HCM > Main Menu >
Workforce Administration > PMIS Interface
Administration > PMIS Position Errors

Enter your search criteria which includes:

A Date Processed
A Business Unit
A Employee Type
A Location Code

The Employee Type field contains a drop-down box
and offers the options of Hourly, Not Applicable, and
Salary.

Reviewing and Correcting PMIS Position Data

Favorites » Iain Menu »  Workforce Administration » > PMIS Interface Administration » > PMIS Position Errors

PMIS Position Errors

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

Find an Existing Value

¥ Search Criteria

Date Processed [H]

Business Unit| begins with w

Employee Type|= v| | v/

Location Code| begine with »

il
Search Clear | Basic Search 5 Save Search Criteria
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Reviewing and Correcting PMIS Position Data (continued)

CARDINAL

|n th|S example’ B us | ness U n |t and Em p | oyee Favoriies - Main Menu + »  Workforce Adminisiration + >  PMIS Interface Administration + >  PMIS Posifion Errors

Type are entered.
PMIS Position Errors

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

Click the Search button.

Find an Existing Value

Search Criteria

The Search Results display at the bottom of the

. . . Date Processed|= s Bl
page. Click the appropriate hyperlink to access P e T
the erI‘OI’(S) _EmptoyeeTypel: ] |Sal_aried v
Location Code|begins with

| search || Clear |Basic Search &7 Save Search Criteria

Search Results
Cnly the first 200 results can be displayed.

View All First ‘4 1.1000f200 "B Last
Date Processed Business Unit Employee Type Location Code
058/06/2016 50100 Salaried 13
08/05/2016 50100 Salaried 10 I
08/05/2016 50100 Salaried 14
080472016 50100 Salaried 13
0&8/D4/2016 50100 Salaried 15
08/D2/2016 50100 Salaried 15
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Reviewing and Correcting PMIS Position Data (continued)

—
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The record populates and the search contains additional filters.
A Reviewed and No Change rows can be eliminated. The refined search also allows Auto-Review No Change rows.
A After reviewing the error, click the Reviewed checkbox and then click Save.

A While it is not mandatory, it is advised to leave a comment about the error by clicking the Comments link to keep track
of the errors you have reviewed and/or corrected.

Favorites v ‘ Main Menu v > Workforce Administration v >  PMIS Interface Administration v >  PMIS Position Errors
New Window | Help | Personalizef

PMIS Position Errors |

Business Unit: 50100 Employee Type Salaried
Date Processed: 07/29/2016

D Don't show 'Reviewed' rows

[Jpon't show 'No change’ rows [J Auto-Review 'No Change’ rows
Personalize | Find | View All | | [ First ‘¢ 1.20f2 '»' Last
Reviewed (ligtéaetion :32};:? Effective Date PMIS DateTime S:::;nal Tield 3:{:;"6' oid sg{:;nal New 5;';’; Error Text IComments
= o owm  omowe Y2YS, T e
5 10 29043 07/23/2016 27;38;;2“1 N sc?tsicu"jc;rwc:(sege‘.v. Update Incumbents option ‘Emm

[[5)save |[@ Returnto Search |[+F] Previousin List ||s5] NextinList ||E] Notify |
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PMIS Interface error and warning messages for
Profile Errors (Personal and Job Data) can be
reviewed on the PMIS Profile Errors page. You can
navigate to this page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu >
Workforce Administration > PMIS Interface
Administration > PMIS Profile Errors

Follow the same steps used to review Position Data.

To view errors:
A Enter your search criteria.
A Click the Search button.

Select the appropriate link.

Reviewing and Correcting PMIS Profile Data

Favorites - Main Menu - > WWorkiorce Administration ~ > PMIS Interface Administration = > PMIS Profile Errors

PMIS Profile Errors

Enter any information you have and click Search. Leave fields blank for 2 list of all values.

Find an Existing Value

Search Criteria

Date Processed[= ~] | [
Business Unit| begins with s ||50100 1
Location Code[begins with |
Employee Type|= ~] [Salaried v

include History U correct History

| Search || Clear | Basic Search 2 Save Search Criteria

Search Results
Only the first 300 results can be displayed.

View All First ‘4 1-1p0of200 ‘P Last
08/02/2016 50100 10 Salaried
D&/02/2016 50100 12 Salaried
0&/02/2016 50100 149 Salaried
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Reviewing and Correcting PMIS Profile Data (continued)
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Similar to Position Data:

Review the error(s).

Click the Reviewed checkbox.

Add a Comment (not required, but recommended).
Click the Save button.

To To Do I

Favorites v ’ Main Menu v > Workforce Administration ~ > PMIS Interface Administration v > PMIS Profile Errors

New Window | Help | Personalize Page |

PMIS Profile Errors |

Business Unit: 50100 Employee Type Salaried
Date Processed: 07/22/2016
[JDon't show 'Reviewed' rows
[ Don't show 'No change in Data’ rows [] Auto Review 'No change in Data’ rows

[J Don't show 'No change in Personal Data’' rows [] Auto Review 'No change in Personal Data’ rows

[J Don't show "No change in Job Data® rows [CJ Auto Review 'No change in Job Data’ rows
Personalize | Find | View All | 2 | [ First ‘4 10f1 ‘) Last
Reviewed tzz;ztion Emplid Effective Date PMIS DateTime S::g;nal Field 3:{:;"31 Oid S:Irl:'i;nal New $;r:; Error Text Comments
E 07/28/16 Employee Job Data has effective dated -
1 11 00073913300 06/16/2016 11-35-14AM E rows greater than the effective date of | Comments|
St this transaction 3 &

i

|[Flsave |Jat Returnto Search ||#Z] Previousin List ||4=] Nextin List

| 53 Include History | |[[J» Correct History |

0

(=] Notify ‘ 3 Update/Dis

27



Adding and Updating Position, Personal, and Job Data
-3 Manually

CARDINAL

If there is a need to add or update position data, personal data, or job data directly in Cardinal, use the same page(s) that
was used to view the data. Use the plus sign (+) to add a row and minus sign (-) to delete a row.

Remember that Cardinal has three types of effective dated information:
A Current: Ther ecord with an effective date | ess t)han or equal t
A History: All records with effective dates prior to the date on the current row.

A Future: Allr ecords with effective daNote:futugerdatedpasition,pdrsanal, andjabaatad s d ¢
is not interfacedby DHRM (t he Commonweal t hds Depart men tuntibthe ddasitman Re s
becomes effective in PMIS.

Adding a row vs. using Correct History:

A To add or update data, enter a new record with an effective date. The effective date is the date that the new record
becomes active.

A If data effective prior to the most recent effective dated row needs to be corrected or added, use the Correct History
button to correct or insert older effective dated rows. In this case, you may also need to correct the data on other
rows.

A Use extreme caution when using the Correct History button as you may accidentally overwrite data that is correct for
an effective dated row.
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Adding and Updating Position, Personal, and Job Data
-3 Manually (continued)

CARDINAL

Most positions and new hires (including rehires or transfers from other agencies not previously in Cardinal) should be
interfaced to Cardinal by the PMIS Interface. However, you can also enter a new position or employee, directly into

Cardinal, should the need arise.

To enter a new hire online, you will:
A Add a Position
A Add a Person

A Add Job Data

29



Add a Position

—

CARDINAL

Navigate to the Add/Update Position Info page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Organizational Development > Position Management > Maintain
Positions/Budgets > Add/Update Position Info

From the Add a New Value tab:
A Enter the position number in the Position Number field.

A Click the Add button.

Favorites - | Main Menu - > Qrganizational Development ~ > Position Management = > Maintain Positions/Budgets ~ > Add/Update Position Info

Add/Update Position Info

Find an Existing Walue Add a New Value

Position Number[777777 |

Find an Existing Walue | Add a Naw Walue
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Enter or select the following fields:

Effective Date (if different from current date)
Job Code

Reg/Temp

Department

Reports To position number

To Too T To Do

Standard hours only need to be updated if part time.
This is not the schedule being used.

Click on the USA flag to open the FLSA Status field
and select Professional if the position is exempt. The
default value is Non-Exempt.

Click the Save button to save the new position.

Add a Position (continued)

Favorites + IMain Menu -

Description Specific Information

Position Information

Position Number 777777

Headcount Status

*Effective Date 02/02/2017

Budget and Incumbents |

» Organizational Development » > Posifion Management » > Maintain Posifions/Budgets » > Add/Update Position Info

First ‘& 1¢f1 ‘& Last
[#[=]

Find | View Al

Current Head Count o] out of 0

)

Reason [NEW |,

*Position Status | Approved hd

Job Information

*Business Unit|50100 |Q,

New Position

VDOT Business Unit

Job Code 19021 |Q

RegrTemp [Reguar /]

Fin Svcs Specialist |

*Regular Shift| Not Applicable v

Title |Fin Svecs Specialist |

Work Location

*Reg Region |USA

Q United States

Fepar‘tment 10000

@ All Central Office Orgs I

Location 10

G, VDOT Central Office

I Reports To|00003

Q@ Gen Admin Manager lIl I

Supervisor Lyl

Salary Plan Information

QX

Salary Admin Plan Q, Grade G, Step
Standard Hours|  40.00 Work Period |W Q. Weeky
Mon Tue Wed Thu Fri Sat
8.00 2.00 2.00 8.00/ 2.00
“Eysa
FLSA Status | Nonsxempt (¥

Status Date 02/02/2017 B}

Initialize: |

*Status [Active V| |

Action Date 02/02/2017

O Key Position
*Full/Part Time | Full-Time v

Union Code Q,

Short Title |7in Sves S Detailed Position Description

Company DOT Virginia Dept of Transportatio

Dot-Line Q

Security Clearance G,

Bargaining Unit 2838 | Q)
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Add a Position (continued)

CARDINAL
Favorites - | Main Menu > QOrganizational Development - > Position Management ~ > Maintain Positions/Budgets - > Add/Update Position Info
Description || Specific Information || Budget and Incumbents
Position Information Find | View All First "% 10of1 “®' Last
Position Number 777777 =
Headcount Status Current Head Count u} out of 4]
*Effective Date |02/02/2017  |[5] *Status | Active e | Initialize |
Reason [NEW | New Position Action Date 02/02/2017
*Position Status [ Approved ~ Status Date [02/02/2017 ] [ key Position
Job Information
“Business Unit 50100 |y VDOT Business Unit
Job Code |19031 (=} Fin Sves Specialist |
*Reg/Temp [ Regular ~] =Full/Part Time [ Full-Time ~
*Regular Shift [ Not Applicable ~| Union Code| |
Title [Fin Svcs Specialist | Short Title Detailed Position Description

Work Location

*Reg Region[USA  [Q United States

|Departmem 10000 Al Central Office Orgs Company DOT “irginia Dept of Transporiatio

Location[10_ | WDOT Central Office
Reports To 00002 QL Gen Admin Manager Il Dotline[ | &

Supervisor Lvl [} Security Clearance |:|Q

Salary Plan Information
Salary Admin Plan |:|Q Gradel:|Q Step|:|Q
Standard Hours 40.00/ Work Period O\ Weekly

Mon Tue Wed Thu Fri Sat Sun
[ so0l [ soo] [ so0/[ =00 800 | | [ |

~Eg ysa

FLSA Status | Monexempt ~ Bargaining Unit 8238 |y
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The Specific Information tab contains two important fields:

Add a Position (continued)

A Max Head Count: This field indicates the number of individuals that can be assigned to the position and can be adjusted
as appropriate. For agency 50100 (VDOT), this value should always be 1.

A Update Incumbents: This checkbox is checked once an employee is assigned to the position. Cardinal does not allow

you to check this box until then.

Favorites ~ | Main Menu ~

Description I Specific Information I Budget and Incumbents

Position Number 777777

Headcount Status

Specific Information
Effective Date 02/02/2017
Max Head Count 1
Mail Drop ID

Work Phone

Health Certificate |

> QOrganizational Development - > Position Management ~ > Maintain Positions/Budgets ~ > Add/Update Position Info

Current Head Count o out of 0

Find | View All First ‘&' 10of1 ‘& Last

Status Active

Incumbents

I | Update Incumbents
Include Salary Plan/Grade
Force Update for Title Changes

Budgeted Position
] confidential Position

Signature Authority |

ol Caob Sharing Permitted

b Education and Government

[5lsave |[[=]Netity |

Description | Specific Information | Budget and Incumbents

1 Available for Telework

% Add |[ %] Update/Display |[_& Include History | [[# Correct History

33



Add a Position (continued)

CARDINAL

Click the Budget and Incumbents tab.
For a new position, the Current Incumbents field displays as shown in the image below.

If there is an active employee in the position, the Empl ID and Name display, and the Job Data hyperlink is enabled to allow
drectaccess to t hkmbDatacumbent 6s

Click the Save button to save the position.
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