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How to View Job Information and Performance Ratings

The purpose of this Job Aid is to walk through the process to view Job Information and Performance
Ratings using Employee Self-Service.

Please note that Performance Ratings will only be available for review if you are a Classified
Employee of the Commonwealth. If your Performance Ratings are not available for review, please
reach out to one of your Agency’s Human Resource Administrators.
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Viewing Job Information and Performance Ratings

1.  Log into Cardinal (my.cardinal.virginia.gov).

Note: For more information about Cardinal registration, see the Job Aid titled Cardinal
Registration Quick Start Guide. This Job Aid is located on the Cardinal website in Job Aids
under Learning.

I /
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Forgot Username Forgot Password

jser Registration ‘Sign-on Help

2. Enter your User ID and Password.
3.  Click the Sign In button.
The Portal Welcome page displays.

/}) Cardinal Welcome! Your Cardinal User ID is

? Hep

Cardinal Messages

Begin Date Message
I

i Human Capital Management (HCM)

Cardinal Website

VITA Customer Care Center
Manage Your Account

CAPP Manual

4.  Click the Human Capital Management link.

5.  Navigate to the Cardinal Homepage.
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The Cardinal Homepage displays.

Cardinal Message Board

0

Message(s) published today

0

Total active message(s)

Benefits Administrator

Payroll

=

Last Pay Date 05/16/2023

Cardinal Portal Cardinal Financials.

Total Rewards

®

Total Compensation Statement

Note: Individual Cardinal Homepage tile availability and locations may appear differently based

upon individual preferences and security settings.

6. Click the Job Summary tile.

The Job Data Summary Info page displays.

< Cardinal Homepage

Review HR/Job/Payroll Data

] Employee

Personal

empin [

Employee Data
Employee Status Active
Full/Part Time Full-Time
Regular/Temporary Restricted
Employee Type Salaried
Standard Hours 40.00
Company Alcoholic Beverage Control
Business Unit 99900 Alcoholic Beverage Control
Department 226313 Store 313
Location CENTR VA Alcoholic Bev Control Auth
Supervisor ABC00942 DOE,JOHN
TA Approver ABC00313 DOE,JOHN
Position ABC31301 DUAL OPERATIONS MANAGER
Job Code 96714 Retail Manager Il
Grade

Job Data Summary Info a Q ©)

Empl Record

0

Help | Personalize Page - v '+ |

Highest Education Level  Some Coll
Date of Birth  11/15/1967

Gender  Female

Marital Status Married
Race  White

Preferred Pronoun

Note: If you have multiple Jobs, a Select Job page will display first and you must use this page to
select the Job for which you want to review the information.
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Review the Job Information within the Employee Data section as needed. The following addition

information is provided:
a. Position Numbers always begin with your Agency acronym
b. Grade is commonly referred to as Pay Band within the Commonwealth

Note: Contact one of your Agency’s Human Resources Administrators if any of this information is
not accurate.

Review your personal information within the Personal Information section as needed.

Note: Some of this personal information can be updated using Employee Self-Service if it is not
correct. Refer to the Job Aid or Video titled How to View and Update Personal Data for additional
information.

Scroll down as need to view the Performance Rating and Additional Employee Data section.

The Performance Rating and Additional Employee Data section displays.

10.

Performance Rating and Additional Employee Data
First Start Date 09/10/2009 Last Pay Adjustment 09/10/2009
Company Seniority Date  09/10/2009 Performance Rating Date 09/21/2021

Position Entry Date 09/10/2009 Rating Type
Probation Expiration Rating

‘ Return to Search ‘

Review the information within the Performance Rating and Additional Employee Data section as
needed.

Note: Performance Ratings information will only display for Classified Employees of the
Commonwealth. If the information does not display for you, or, if you believe that the information is
not accurate, please contact one of your Agency’s Human Resource Administrators.
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