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Using the Single-Use Payroll Online Tool (SPOT) Overview

The Single-Use Payroll Online Tool (SPOT) tool is used by Payroll Administrators to enter one-time
transactions affecting pay or deductions in Cardinal. Transactions can be entered online in SPOT or
through a spreadsheet upload.

This Job Aid provides information on entering earnings and deduction transactions (online or spreadsheet
upload), deleting SPOT batches, SPOT transaction approvals, and reviewing batches after approval.

Note: Users can only view or submit transactions for employees within their Company and Department.
Approvers cannot submit or approve their own transactions, and employees cannot submit or approve
their own payroll entries.

This Job Aid also contains a SPOT scenario section which provides various examples to assist with SPOT
entry. Utilize the Table of Contents section of this Job Aid to see a listing of the scenarios included.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the processes within this Job Aid. This “Notify” functionality is not currently turned on to
send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes

12/8/2025 Added new section for entering bonus payments entered on a separate check SPOT
Scenarios for Bonus Payments Entered on a Separate Check

Added new scenario for entering a Due Agency SPOT transaction for an employee
with two jobs Employee with Two (2) Hourly Jobs with a Due Agency Deduction

3/1/2025 Updated the screenshots of the Search pages (Section 1, after Step 1; Section 2,
after Step 1; Section 3, after Step 19; Section 4, after Step 1; Section 5, after Step 1;
Section 6, after Step 1). Added reference information to the Overview of the Cardinal
HCM Search Pages Job Aid.
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Entering an Earnings Transaction in SPOT

Step

Action

1.

Navigate to the Enter SPOT Transactions page using the following path:

NavBar > Menu > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > Enter SPOT Transactions

The Enter SPOT Transactions Find an Existing Value Search page displays.

‘ £ Cardinal Homepage ‘ Enter SPOT Transactions

Enter SPOT Transactions

Find an Existing Value @Add a New Value
~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
7) Recent Searches | Choose from recent searches V| / [l saved Searches | Choose from saved searches V| f
Company | begins with V| ‘ Q ‘
Pay Group | begins with V| ‘ Q ‘
Pay Period End Date | = v‘ ‘ Q ‘
Transaction Type | = v‘ ‘ v‘

Batch Identity | begins with v| ‘ ‘

Batch Status | = v‘ ‘ v‘
Created By | begins with V| ‘ Q ‘
+ Show fewer opticns.
[] Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

Click the Add a New Value button.

(P Add a New Value
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Step | Action

The Add a New Value page displays.

‘ & Cardinal Homepage ‘ Enter SPOT Transactions
Enter SPOT Transactions

Batch Identity | NEXT

*Company | Q

*Pay Group | Q ‘

“Pay Period End Date | Q ‘

*Transaction Type | Earnings ~

Add

0 The Batch Identity field defaults to “NEXT” and cannot be edited.

This number automatically generates when the SPOT Batch is saved.

3. Click the Company Look Up icon and select the company’s 3-digit alpha code.

*Company Q

4. Click the Pay Group Look Up icon and select the applicable Pay Group.

*Pay Group Q

Employees entered in the SPOT batch must be in the Pay Group entered for the Pay Period
0 selected. When a batch is validated, an error message displays for employees not in the Pay
Group entered in this field.

5. Click the Pay Period End Date Look Up icon and select the applicable pay period end date.

*Pay Period End Date Q
6. Verify that the Transaction Type field defaults to “Earnings”.
“Transaction Type | Earnings v
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Step | Action

There are only two values for this field which are “Earnings” or “Deduction”. See the section of
0 this Job Aid titled Entering a Deduction Transaction in SPOT for details on entering SPOT
deduction transactions.

7. Click the Add button.

Add

The Enter Payroll SPOT Trans page displays.

Enter Payroll SPOT Trans
Company DU Dept of Labor and Industry Batch Id NEXT
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By V_TRN_PY38101
Pay Period End 08/08/2024 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt :
o Total Hrs :
Batch Status. New Modified By
[ Attach Files Upload Files Process Monitor
[m](a]
Status Comments  Seq# Empl ID EmplRed | Name Payroll Status | Earn Code Description Eams Begin Dt Earns End Dt ;’e’; ods | TaxMethod
1 ® 1 a] [oa] [ 4] =l B [ 1] [Aeawed -
*Total Hours & Amount are updated on Validation
Rows Valid:
*alid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows:

page.

o The Header section populates with the information previously entered on the Add a New Value
0 The Batch Status field updates based on the action taken on the batch and includes:

New — when a new batch is initiated

Created — when the batch is saved

Validated — when the batch is validated

Modified after Validation — when the batch is changed after validation
Submitted — when the batch is submitted for approval

In Review — when the approver is reviewing the batch for approval
Closed — after the approver has submitted the batch to payroll

Batch Status MNew

0 The Status field displays the status of each specific transaction after the batch has been
validated.
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Step | Action
8. Click the Comments icon if there are comments to add for the transaction.
If not, skip to Step 11.
Comments
&
The SPOT Comments page displays in a pop-up window.
SPOT Comments page X
Help
Empl ID
Empl Record 0
Seq# 1
Comment
B |
9. Enter comments as applicable in the Comment field.

Comment

10. Click the OK button.
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Step | Action

The Enter Payroll SPOT Trans page redisplays.

Enter Payroll SPOT Trans

Company DLl
SM1  Semimonthly Class (SATFRIO?)

Dept of Labor and Industry
Pay Group

Pay Period End 0810812024

Transaction Type Eamings

Batch Status New

l Attach Files

[5][a]
Status | Comments  Seq# Empl ID Empl Red
1 ® 1 a] [0a]

**Total Hours & Amount are updated on Validation
**Valid Row and Error Row Count are updated on Validation

Save

Batch Id
Created By
Submitted By

NEXT
V_TRN_PY38101

Totals (only for Valid rows)

Approved By Total Amt :

- Total Hrs :
Modified By

Process Monitor

Upload Files

EanCode  Description Eamns Begin Dt

Y ]

Name Payroll Status

Row Counts

Rows Valid:
Rows Error:
Total Rows:

Tax
Periods 12X Method

\ @ [

Earns End Dt

[ Annualized v

o

Seq#

The Seq# field auto-populates and is read-only.

11. Click the Empl ID Look Up icon and select the applicable employee’s Employee ID.

Empl ID

Q

If an Employee ID is entered and is not valid for the Pay Group previously selected, it will be
highlighted in red and an error message will display indicating that the value does not match
one of the allowable values.

Invalid value — press the prompt button or hyperlink for a list of valid values (15,11)

The value entered in the field does not match one of the allowable values. You can see the allowable values by pressing the Prompt button or
hyperlink associated with field, which is currently focused.
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Step | Action

12. Click the Empl Red Look Up icon and select the applicable Employee Record.

Empl Red

0 This field defaults to “0”.

13. Verify that the correct employee’s name displays in the Name field (auto-populates based on
the Employee ID selected).

Name

14. Review the Payroll Status field. This field populates based on the Payroll Status from the
employee’s Job Data.

Payroll Status

Active

A Paysheet is created for pending SPOT transactions during the SPOT load if the Payroll
0 Status is “Terminated”.

15. Click the Earn Code Look Up icon and select the appropriate Earnings Code.
For this scenario, “BON” is selected.

Earn Code

Q
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Step | Action

If the Earnings Code is not valid for the Employee Type (Hourly vs Salaried) an error displays
when the Validate button is clicked. For a listing of Earnings Codes, see the Job Aid titled
PY381_Earnings Codes located on the Cardinal website in Job Aids under Learning.

The following Earnings Codes cannot be entered as a separate check using the begin and end
date within the current period or it will cause an error:

e LSH - Leave Share
e STD — Short Term Disability
e WCL - VSDP Work Comp Pay
e WCP - Workers Comp
e WCS — Work Comp Supplement
16. Verify that the Description field auto-populates correctly based on the Earnings Code selected.
Description

Non-discretionary Bonus
(FLSA)

If it is not accurate, update the Earn Code field as applicable.

17. Enter or select the appropriate earnings begin and end dates using the Earns Begin Dt and
Earns End Dt Calendar icons.

Earns Begin Dt Earns End Dt

These fields are required fields for all earnings transactions. If left blank, an error will occur
when the Validate button is clicked.

When entering a SPOT transaction, the Earns Begin Date should not be prior to the
employee’s hire date on the Job Data record.

If the employee’s payroll status is “Terminated” or “Retired”, the Earns End Date field cannot
be after the termination date on the Job Data record.

18. The Tax Periods field defaults to “1” and refers to the number of Pay Periods covered by the
earnings payment.

Tax
Periods

(]
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Step

Action

The Tax Periods field is used in conjunction with the “Annualized” tax method.

19.

Click the Tax Method dropdown button and select the appropriate tax method.

Tax Method

I Annualized vI

There are two selections available for Tax Method:

Annualized — this tax method multiples the earnings by the pay periods and is taxed based
upon the annualized amount (the Tax Period field impacts how the earnings are
annualized)

Supplemental — this tax method is most often used for bonus payments and leave payouts
and should not be used for earnings related to hours worked. See the Job Aid titled
PY381_Earnings Codes for a list of Earning Codes that use the “Supplemental” tax
method. This Job Aid is located on the Cardinal website in Job Aids under Learning

20.

Next, enter the applicable field information based on the type of Earnings Code. The Oth Hrs,
Hourly Rate, and Amount fields are available only if applicable based upon the value selected
in the Earn Code field.

For this scenario, the Amount is entered.

Oth Hrs Hourly Rate Amount

0.00

The following guidelines apply for entry of the Oth Hrs, Hourly Rate, and Amount fields.

Oth Hrs: Enter the applicable number of hours in the Oth Hrs field to one decimal place
(e.g., 8.0)

Hourly Rate: Enter the applicable hourly rate in the Hourly Rate field to two decimal places
(e.g., 22.55)

Amount: Enter the applicable amount in the Amount field to two decimal places (e.qg.,
200.00). The amount can be a positive or negative number based upon the value selected
in the Earn Code field

21.

Click the horizontal scrollbar at the bottom of the page to scroll to the right as needed.
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Step | Action

The Benefit Ded Taken, Benefit Subset ID, Genl Ded Taken, and Genl Ded Subset fields
are not enabled. Entry of these fields is triggered based on the value in the Sepchk # field.

?:;:;it Ded Benefit SubsetID  Genl Ded Taken Genl Ded Subset  Sepchk #
Deduction Deduction | D‘

22. The Sepchk # field defaults to “0” indicating that the earnings will be added to the employee’s
regular check for the Pay Period being processed.

Incrementally update this field by one if the employee requires one or more separate checks.

¢ If this value will remain as “0”, proceed to Step 27
¢ If this value will be changed to “1” (or higher), proceed to the next Step

Sepchk #

L

When the Sepchk # field value is changed from the default of “0”, the Benefit Ded Taken,
Benefit Subset ID, Genl Ded Taken, and Genl Ded Subset fields become enabled and are
required to be completed.

Complete Steps 23 - 26 to make the appropriate updates to each of these fields if applicable.

If the Sepchk # value is set to “1” or higher, the same number must be used in the
corresponding Deduction transaction.

23. Click the Benefit Ded Taken dropdown button and select the applicable value based on the
following:

e Deduction — all benefit deductions are taken from the earnings
¢ None - no benefit deductions are taken from the earnings
e Subset — a subset of benefit deductions is taken from the earnings

Benefit Ded Taken

Deduction

A Benefit Subset ID value must be selected in the Benefit Subset ID field if the “Subset” value
is selected in the Benefit Ded Taken field. If “Subset” was not selected, do not select a value in
the Benefit Subset ID field.
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Step

Action

24.

Click the Benefit Subset ID Look Up icon and select the applicable value based on the
following:

e BNS (Bonus) — Annuity and Deferred Compensation deductions will be taken from the
earnings

¢ GRN (Garnishment Only) — Garnishment and Garnishment fee deductions will be taken

e SPT (SPOT Allow) — Not used by Cardinal

e LVS (Leave Share) — All deductions will be taken from the earnings

Benefit Subset ID

I a

25.

Click the Genl Ded Taken dropdown button and select the applicable value based on the
following:

¢ Deduction - all benefit deductions are taken from the earnings
¢ None - no benefit deductions are taken from the earnings
e Subset — a subset of benefit deductions is taken from the earnings

Genl Ded Taken

Deduction w

A general deduction subset value must be selected in the Genl Ded Subset field if the “Subset”
value is selected in the Genl Ded Taken field. If “Subset” was not selected, do not select a
value in the Genl Ded Subset field.

26.

Click the Genl Ded Subset Look Up icon and select the applicable value based on the
following:

e BNS (Bonus) — Annuity and Deferred Compensation deductions will be taken from the
earnings

¢ GRN (Garnishment Only) — Garnishment and Garnishment fee deductions will be taken

e SPT (SPOT Allow) — Not used by Cardinal

e LVS (Leave Share) — All deductions will be taken from the earnings

Genl Ded Subset

I al
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Step

Action

27.

Enter the additional pay sequence number in the Addl Seq Nbr field if the SPOT transaction is
related to additional pay that contains a “Goal Balance”.

If this is not applicable, leave this field blank and proceed to the next Step.

Addl Seq
Nbr

Q

The Addl Seq Nbr field is used to tie the SPOT entry to the respective Additional Pay record as
each Additional Pay record is created with a sequence number. The Addl Seq Nbr field is only
required if the Additional Pay record has a Goal Balance. Cardinal needs the Addl Seq Nbr to
recognize which record to update.

28. Click the Add a Row icon to create additional SPOT transactions and then repeat Steps 12-27.
il

29. Click the Delete a Row icon to delete a line (SPOT transaction) as needed.
+ ]

30. Click the horizontal scrollbar to scroll to the left.

31. Click the Save button to save the batch so that additional transactions can be entered.

If the batch is ready to be submitted, go to Step 34.

Save
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Step | Action

The Enter SPOT Trans page refreshes.

Enter Payroll SPOT Trans |

New Window | Help | Personalize Pag:

Company DU Deptof Labor and Industry

Pay Group SM1  Semimonthly Class (SATFRIO7)
Pay Period End e
Transaction Type Eamings

Batch Status Created

[ Attach Files ]

[®][a]
Status  Comments Seq¥  EmplID

@ 1 Q

Validate

**Total Hours & Amount are updated on Validation
*Valid Row and Error Row Count are updated on Validation

=)

Empl Red

oQ

Batch Id 276
Created By
Submitted By

Approved By

Modified By

Upload Files

Name

Row Counts

Rows Valid:
Rows Error:
Total Rows:

Process Monitor

Payroll Status  Eam Code

Active BON Q

Totals (only for Valid rows)

Tax
Eams Begin Dt Eams End Dt Periods 12X Method

0752024 ) |oaroar2024 (2] [ 1 Annualized

Batch Id

276

32. Verify that the Batch Id field populates with a number. For this scenario, the Batch ID is “276”.

33. Verify that the Batch Status field updates to “Created”.

Batch Status

Created

After a batch is saved, additional items can still be added as needed.

Walidate

34. To submit the batch for approval, click the Validate button. Cardinal will validate all of the
individual fields as well as combinations of fields.
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Step | Action

The Enter Payroll SPOT Trans page redisplays and the Batch Status field updates to “Validated”.

T TVTOOW T e T eSO e
Enter Payroll SPOT Trans
Company DLl Dept of Labor and Industry Batch Id 276
Pay Group SM1 Semimonthy Class (SATFRIO?) Created By
Pay Period End 081002024 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 20000
. Total Hrs :
Batch Status Validated Modified By
l Attach Files Upload Files Process Monitor
EIEY
Status  Comments Seqé  EmplID EmplRed  Name Payroll Status | Eam Code  Description Eams Begin Dt Earns End Dt o s | TaxMethod
10K ® 1] Q| [oa] Active [Bon Q] :\‘F"L"S'A) Bonus (0772512024 =] [osr09r2024 5] [ 1] [ Annualized v
Validate ] [ Submit l Row Counts
*<Total Hours & Amount are updated on Validation
Rows Valid: 1
*Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 1

The Totals (only for Valid rows) section provides the following summary information for the
batch:

e Total Amt — the sum of the values entered in the Amount field for the batch
e Total Hrs — the sum of the values entered in the Oth Hrs field for the batch

Totals (only for Valid rows)

Total Amt : 200.00
Total Hrs :

The Row Counts section provides the following summary information for the batch:

¢ Rows Valid — the number of valid rows in the batch
e Rows Error — the number or rows in the batch containing errors
e Total Rows — the total number of rows in the batch (sum of Rows Valid and Rows Error

fields)
Row Counts
Rows Valid: 1
Rows Error:
Total Rows: 1

Rev 12/8/2025 Page 16 of 120



Payroll Job Aid

//;/ Cardinal

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Step | Action

35. Verify that the Rows Error field is blank indicating that all rows are valid. If there are no errors,

go to Step 40.

If the Rows Error field populates with a number, this indicates the number of rows with an
error. Each error row must be reviewed and corrected as applicable.

Example of a batch with an error.

EIEY
Status Review Status Error Msg Comments  Seq# Empl ID Empl Red Name
oK ® 1] a| [ oa]
@ : ‘ a ‘ | ea ‘
Validate l [ Submit ] Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 1
**alid Row and Eror Row Count are updated on Validation I = T I
lows Error: 1
Total Rows: 2

Payroll Status Earn Code Description Earns Begin D
Active [Bon @

Active |TMP Q.| Temporary Pay |o7r2572024 [

Non-discretionary Bonus

FLoA) 072512024 i

0 The Status field updates with one of the following values:

e OK -no errors

e Error —issue with the line

The Status field populates with “Error” for all lines containing an error and a Bubble icon
populates in the Error Msg field for all lines containing an error.

36. Click the Bubble icon in the Error Msg field to view the error message.

The SPOT Review Notes page displays in a pop-up window.

SPOT Review Notes page

Empl ID

Empl Record 0

Seq# 2

Notes Amount cannot be zero for Ern_Cd- TMP;

“ Cance‘

Help
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Step | Action

37. Review the Notes field to determine the error.

Notes Amount cannot be zero for Ern_Cd- TMP,

38. Click the OK button.

The Enter Payroll SPOT Trans page redisplays.

Enter Payroll SPOT Trans
Company DLI Dept of Labor and Industry Batch Id 276
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End 08/09/2024 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt 200.00
. Total Hrs :
Batch Status Validated Modified By
I Attach Files Upload Files Process Monitor
EI|EY
Status Error Msg  Comments  Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Earns Begin Dt
10K @ 1] Q| [ 0oa] Active [Bon Q| Non-discrefionary Bonus 0712572024 )|
L (FLSA)
2 Emor P @ 2| a| [ 0a] Active [MP Q| Temporary Pay 0712512024
Validate l l Submit ] Row Counts
“**Total Hours & Amount are updated on Validation
Rows Valid: 1
**alid Row and Ermor Row Count are updated on Validation
Rows Error: 1
Total Rows: 2

39. Update the applicable fields to correct the identified error(s).

40. Click the Validate button.

Validate

All line items in a batch must pass validation before the batch can be submitted for approval.
0 The Submit button is not enabled until all lines are validated successfully.
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Step | Action

The Enter Payroll SPOT Trans page refreshes.

’ Enter Payroll SPOT Trans
Company DLI Dept of Labor and Industry Batch Id 276
Pay Group SM1  Semimonthly Class (SATFRIOT) Created By
Pay Period End 08100/2024 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 300.00
) . Total Hrs :
Batch Status Validated Medified By
[ Attach Files Upload Files Process Monitor
EIIEY
Status Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Earns Begin Dt
10K @ 1| Q| | 0@ Active [BoN Q| ?F"L';ﬂ)scre""“aw Bonus 072502024 [zH]|
2 0K ® 2 | Q| | o Active |TMP Q| Temporary Pay [o712512004 [i2]|
Validate I l Submit ] Row Counts
**Total Hours & Amount are updated on Validation
) . Rows Valid: 2
**alid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 2
4

41. Verify that the Batch Status field updates to “Validated”.

Batch Status Validated

42. Verify that the Rows Error field is blank indicating that all errors have been corrected.

Row Counts

Rows Valid: 2
I Rows Error: I
Total Rows: 2

43. Click the Submit button to submit the batch for review.

Validate Submit
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Step | Action

A Submit Confirmation message displays in a pop-up window.
AT TR R I

| Are you sure you want to submit the Batch? (25200,36)

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch?

OK || Cancel ‘ a

44. Click the OK button to submit the batch for review.

Ok ‘ Cancel ‘

0 A batch cannot be edited after it has been submitted.

The Enter Payroll SPOT Trans page refreshes.

Enter Payroll SPOT Trans.
Company DLl Dept of Labor and Industry Batch ld 276
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Pericd End 0810972024 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 300.00
) Total Hrs :
Batch Status Submitted Modified By
l Attach Files Upload Files Process Monitor
EIEY
Statt Empl arn o i ]
us Comments | Seq# Empl ID Reg Name Payrall Status Code Description Eams Begin Dt Earns End Dt |
10K @ 1 [ Active BON Non-discretionary Bonus 07/25/2024 08/09/2024
(FLSA)
2 OK @ 2 0 Active T™P Temporary Pay 077252024 08/09/2024
Validate Submit Row Counts
*Total Hours & Amount are updated on Validation
Rows Valid: 2
*Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 2

45. Verify that the Batch Status field updates to “Submitted”.

Batch Status Submitted

46. Verify that the Submitted By field updates as appropriate with the User’s ID.

Submitted By
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Entering a Deduction Transaction in SPOT

Step | Action

1. Navigate to the Enter SPOT Transactions page using the following path:

NavBar > Menu > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > Enter SPOT Transactions

The Enter SPOT Transactions Find an Existing Value Search page displays.

| < Cardinal Homepage ‘ Enter SPOT Transactions

Enter SPOT Transactions

Find an Existing Value (DAdd a New Value
~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
1) Recent Searches ‘ Choose from recent searches V‘ / [ saved Searches | Choose from saved searches V‘ /
Company ‘ begins with V| | Q ‘
Pay Group ‘ begins with V| | Q ‘
Pay Period End Date ‘ = v‘ | Q ‘
Transaction Type ‘ = v‘ | v|

Batch Identity ‘ begins with v| | |

Batch Status ‘ = v‘ | v|
Created By ‘ begins with V| | Q ‘
~ Show fewer options
[J Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

2. Click the Add a New Value button.

(P Add a New Value
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Step | Action

The Enter SPOT Transactions Add a New Value page displays.

| < Cardinal Homepage ‘ Enter SPOT Transactions
Enter SPOT Transactions

Batch ldentity |NEXT

“Company \j|

“Pay Group ‘—Q‘
*PayPeriodEndDxie [ Q|

*Transaction Type ‘ Earnings

Add

0 The Batch Identity field defaults to “NEXT” and cannot be edited.

This number automatically generates when the SPOT Batch is saved.

3. Click the Company Look Up icon and select the company’s 3-digit alpha code.

*Company Q

4. Click the Pay Group Look Up icon and select the applicable Pay Group.

*Pay Group Q

selected. When a batch is validated, an error message displays for employees not in the Pay
Group entered in this field.

0 Employees entered in the SPOT batch must be in the Pay Group entered for the Pay Period

5. Click the Pay Period End Date Look Up icon and select the applicable pay period end date.

*Pay Period End Date Q

6. Click the Transaction Type dropdown button and select “Deduction”.

“Transaction Type | Earnings v
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Step | Action

7. Click the Add button.

Add

The Enter Payroll SPOT Trans page displays.

Enter Payroll SPOT Trans.

Company DU Deptof Labor and Industry Batch Id NEXT
Pay Group SM1 Semmonthly Class (SATFRIOT) Created By

Pay Period End [— Submitted By
Transaction Type Deduction Approved By

Batch Status Mew Modified By

Status ~ Comments Seq#  EmplID EmplRed  Name Payroll Status  Plan Type

1 Q oQ Q

*Total Hours & Amount are updated on Validation
"Valid Raw and Error Row Gount are updated on Validation

Totals (only for Valid rows)

Total Amt

Benefit Plan

Ded Code

Description

DedClass Ded Cale Raf

tab.

The Header section populates with the information previously entered on the Add a New Value

—

New — when a new batch is initiated
Created — when the batch is saved
Validated — when the batch is validated

Batch Status Mew

The Batch Status field updates based on the action taken on the batch and include:

Modified after Validation — when the batch is changed after validation
Submitted — when the batch is submitted for approval
In Review — when the approver is reviewing the batch for approval
Closed — after the approver has submitted the batch to payroll

0 The Status field displays the status of each specific transaction after the batch has been
validated.
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Step | Action

8. Click the Comments icon if there are comments for the transaction.

If not, skip to Step 11.

Comments

The SPOT Comments page displays in a pop-up window.

SPOT Comments page x

Help

Empl ID
Empl Record 0
Seq# 1

Comment

“ CanEEI

9. Enter comments as applicable in the Comment field.

Comment

10. Click the OK button.
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Step | Action

The Enter Payroll SPOT Trans page redisplays.

New Wi i Help |
Enter Payroll SPOT Trans I
Company DU Dept of Labor and Industry Batch ki NEXT
Pay Group SM1  Semimonthly Class (SATFRIOT} Created By
Pay Period End 0892024 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved B
VP Pe v Total Amt
Batch Status New WModified By
Attach Files Upioad Files Process Manitor
[m][a
Status. Comments Seqd Empl ID Empl Red Name Payroll Status Plan Type Benefit Plan Ded Code Deseription DedClass Ded Cale Raif
' @ 1 aQ oq| Q Q Q [ al [amout  ~
Vahdate Submit Row Counts
**Total Hours & Amount are updated on Validation
) Rows Valid:
*"Valid Raw and Error Row Count are updated on Validation
Rows Error:
Total Rows:

0 The Seq# field auto-populates and is read-only.

Seq#

11. | Click the Empl ID Look Up icon and select the applicable employee’s Employee ID.

Empl ID

Q

If an Employee ID is entered and is not valid for the Pay Group previously selected, it will be
0 highlighted in red and an error message will display indicating that the value does not match one
of the allowable values.

Invalid value — press the prompt button or hyperlink for a list of valid values (15,11)

The value entered in the field does not match one of the allowable values. You can see the allowable values by pressing the Prompt button or

hyperlink associated with field, which is currently focused
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Step

Action

12.

Click the Empl Red Look Up icon and select the applicable Employee Record.

Empl Red

@

This field defaults to “0”.

13. | Verify that the correct employee’s name displays in the Name field (auto-populates based on the
Employee ID selected).
Mame

14. | Review the Payroll Status field. This field populates based on the Payroll Status from the

employee’s Job Data.

Payroll Status

Active

A Paysheet is created for pending SPOT transactions during the SPOT load if the Payroll Status
is “Terminated”.

15.

Click the Plan Type Look Up icon and select the applicable Plan Type.

Plan Type

[ 9]

For detailed information about the Plan Type, Benefit Plan, Ded Code, and Ded Class fields,
see the Job Aid titled PY381_General and Benefit Deduction Codes. This Job Aid is located on
the Cardinal website in Job Aids under Learning.

16.

Click the Benefit Plan Look Up icon and select the applicable Benefit Plan.

Benefit Plan

Q
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Step

Action

17.

Click the Ded Code Look Up icon and select the applicable Deduction Code.

Ded Code

Q

@

When the Validate button is clicked, the Deduction Code selected is verified as a valid code for
the Benefit Plan selected. An error will occur if this is an invalid combination.

Ded Class

Q

18. | Verify that the Description field auto-populates correctly based on the Deduction Code selected.
If it is not accurate, then update the Ded Code field.
Description
Non-discretionary Bonus
(FLSA)
19. | Click the Ded Class Look Up icon and select the appropriate Deduction Classification.

The following values are available, but only valid values display based on the Deduction Code
previously selected:

Before-Tax
After-Tax

Tax Ben
Taxable

Non-Taxable

20.

Click the Ded Calc dropdown button and select the appropriate deduction calculation option.

Ded Calc

Amount

w

@

The option of “Amount” is typically selected.

The “Percentage” option can be selected when the Deduction Code is “DUEAGY” and a
percentage of net pay needs to be entered.

Confirm with SPO prior to selecting any other deduction calculation options.
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Step | Action

The Rate/Percent field enables when the Deduction Code is “DUEAGY” and the Deduction
Calculation is “Percentage”. This allows the entry of a percentage of net pay to be collected.

Ded Code Description Ded Class | Ded Calc Rate/Percent

DUEAGY Q, Due Agency ‘A Q ‘ | Percentage +

21. | Click the One Time Cd dropdown button and select the appropriate code.

One Time Cd

Addition v

This field defaults to “Addition”. The following options are available:

Addition — Adds to the current deduction(s)

Arrs Paybk — Not used by Cardinal

Override — Alters amount that would have been deducted

Refund — Amount due back to the employee; DO NOT enter a negative value in the Amount
field if this option is selected

22. | The Sepchk # field defaults to “0” indicating that the deductions will be taken from the
employee’s regular check for the Pay Period being processed.

Sepchk #

0

For a separate check, the Sepchk # value will be greater than “0” and should correspond with the
separate check number entered on the SPOT earnings batch. This will ensure that the
deductions are taken from the correct check.

An error will occur when the batch is validated if a SPOT deduction transaction for a separate
check is entered prior to entering the corresponding SPOT earnings transaction.

23. | To create additional SPOT transactions, click the Add a Row icon and then repeat Steps 12-23.
Click the Delete a Row icon to delete a line (SPOT transaction) as needed.
+ ]

24. Click the horizontal scrollbar to scroll to the left as needed.
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Step | Action

25. Click the Save button to save the batch so that additional transactions can be entered.
If the batch is ready to be submitted, go to Step 28.

Save

The Enter Payroll SPOT Trans page redisplays.

l Enter Payroll SPOT Trans 1

Company DU Dept of Labor and Industry Batchld 217
Pay Group SM1 Semimonthly Class (SATFRIO?) Created By
Pay Paried End 081002024 Submitted By Totals {only for Valid rows)
Transaction Type Deduction Approved B

Typ PP Y Total Amt :
Batch Status Created Modified By

[ Aitach Files [ Upload Files
®lla
Status  Comments Segd  EmplID EmplRed  Name Payroll Status  PlanType  BenefitPlan Ded Code Description DedClass  Ded Cale Rate/Percent
@ 1 | aQ oQ Actve: 10 Q ACCA  Q CVACRE Q CoVA Care. B Q Amount v
Validate Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid:
*Valid Row and Emor Row Count are updated on Validation
Rows Error
Tetal Rows:

26. | Verify that the Batch Id field populates with a number. For this, scenario Batch ID is “277”.

Batch Id 277

27. | Verify that the Batch Status field updates to “Created”.

Batch Status Created

0 After a batch is saved, additional items can still be added as necessary.

28. | To submit the batch for approval, click the Validate button. Cardinal will validate all of the
individual fields as well as combinations of fields.

Validate
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Step | Action

The Enter Payroll SPOT Trans page redisplays and the Batch Status updates to “Validated”.

Enter Payroll SPOT Trans
Company DLl Dept of Labor and Industry Batch Id bigd
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End 080812024 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved B)
P L ¥ Total Amt : 2500
Batch Status Validated Modified By
[ Attach Files Upload Files Process Monitor
=[]
Staus  Comments Seq¥  EmpliD EmplRed  Name Payroll Status  Plan Type  Benefit Plan Ded Code Description Ded Class
10K ® 1 a 0Q Active n Q ACC4 Q CVACRE Q CoVA Care B Q
Validate Submit Row Counts
*Total Hours & Amount are updated on Validation
) Rows Valid: 1
*Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 1

0 The Totals (only for Valid rows) section provides the following summary information for the
batch:

e Total Amt — the sum of the values entered in the Amount field for the batch

Totals (only for Valid rows)

Total Amt : 25.00

0 The Row Counts section provides the following summary information for the batch:

¢ Rows Valid — the number of valid rows in the batch
¢ Rows Error — the number or rows in the batch containing errors
e Total Rows — the total number of rows in the batch (sum of Rows Valid and Rows Error

fields)
Row Counts
Rows Valid: 1
Rows Error:
Total Rows: 1

29. | Verify that the Rows Error field is blank indicating that all rows are valid. If there are no errors,
go to Step 37.

If the Rows Error field populates with a number, this indicates the number of rows with an error.
Each error row must be reviewed and corrected as applicable.
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Step | Action

Example of a batch with an error.

EIEY
Status Review Status Error Msg | Comments | Seq# Empl ID Empl Red Name Payroll Status Plan Type Benefit Plan Ded Code
fok ® 1 Q| [ 0a] Active [0 a] |accs aq [cwacre q |
2Emor @ 2 2| [ oa] Active o al | Q| [assoct @ |
Crvade) | [ swmt |

Row Counts

**Total Hours & Amount are updated on Validation
Rows Valid: 1

| Rows Error: 1|
Total Rows: 2

**Valid Row and Error Row Count are updated on Validation

Save

0 The Status field updates with one of the following values:
e OK-no errors
e Error —issue with the line

The Status field populates with “Error” for all lines containing an error and a Bubble icon
populates in the Error Msg field for all lines containing an error.

30. | Click the Bubble icon in the Error Msg field to view the error message.

P

The SPOT Review Notes page displays in a pop-up window.

SPOT Review Notes page X
Help
Empl ID
Empl Record 0
Seq# 2
Notes Deduction Class not selected ;
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Step | Action

31. Review the Notes field to determine the error.

Notes Deduction Class not selected ;

S
P T
Enter Payroll SPOT Trans. 1
Campany DU Deptof Labor and industry Bateh Id 217
Pay Group SM1 Semimonthly Class (SATFRIO?) Craated By
Pay Fariod End 08092024 Submitted By Totals {only for Valid rows)
Transaction Ty Deducti d By
ransaction Type uction Approved By — 2500
Batch Status Validaled Mocifisd By
=l[a]
Status  Review Status  ErrorMsg  Comments Seq#  EmpllD EmplRcd  Name Payrall Status  Plan Type  Benefit Plan Ded Code Description Ded Class
10K @ 1 Q [ oa] Aciive [0 a] faccs a CVAGRE @ Gova Care 6 a]
2 Emor P @ 2| Q [ oa] Active [0 a] Q ASSOC1 Q Association 1 [ a
Vaidate Submit | Row Counts
““Total Hours & Amount are updated on Validation
Rows Valid: 1
*\alid Row and Error Row Count are updated on Validation
Rows Erar: 1
Total Rows: 2

33. | Update the applicable fields to correct the identified error(s).

34. Click the Validate button.

Validate

All line items in a batch must pass validation before the batch can be submitted for approval. The
0 Submit button is not enabled until all lines are validated successfully.
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Step | Action

The Enter Payroll SPOT Trans page refreshes.

‘ Enter Payroll SPOT Trans ‘
Company DLl Deptof Labor and Industry Batch Id 27
Pay Group SM1  Semimonthly Class (SATFRIOT) Created By
Pay Period End 081092024 Submitted By Totals (only for Valid rows)
Transaction ) Deduction Approved B
vee " pproved By Total Amt 2500
Batch Status Validated Modified By
[ ‘Atiach Files Upload Files Process Monit
[=5][a
Status  Review Status ~ Comments  Seq# Empl ID EmplRed  Name Payroll Status ~ PlanType  Benefit Plan Ded Code Description Ded Class.
oK @ 1 a 0a Active [10 @] [accs af  ovacre @ CoVA Care B Q
2 0K @ 2 Qa 0a Active [0 a] | a|  [assoct @ Associalion 1 A Q
vaiae || swnit | Row Counts
**Total Hours & Amount are updated on Validation
o Rows Valid: 2
*Valid Row and Ertor Row Count are updated cn Validation
Rows Error:
Total Rows: 2

35. | Verify that the Batch Status field updates to “Validated”.

Batch Status Validated

36. | Verify that the Rows Error field is blank indicating that all errors have been corrected.

Row Counts

Rows Valid: 2
I Rows Error: I
Total Rows: 2

37. Click the Submit button to submit the batch for review.

Validate Submit

A Submit Confirmation message displays in a pop-up window.
[ALLdl-Ta W =iV )

| Are you sure you want to submit the Batch? (25200,36) |

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch?

OK H Cancel ‘
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Step | Action

38. Click the OK button.

OK l Cancel l

The Enter Payroll SPOT Trans page refreshes.

Enter Payroll SPOT Trans
Company DLI Dept of Labor and Industry Batch Id 277
Pay Group SM1  Semimonthly Class (SATFRIOT) Created By
Pay Period End 08/09/2024 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved B
P PP 4 Total Amt 2500
Batch Status Submitted Modified By
[ Attach Files [P Process Monitor
[®][a]
. Empl Plan N - Ded
Status Review Status Comments  Seq# Empl ID Red Name Payroll Status T BenefitPlan  Ded Code Description s
1 0K @ 1 0 Active 10 ACC4 CVACRE CoVA Care B
2 OK & 2 0 Active 00 ASSOC1 Association 1 A
alidate Submit Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 2
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 2

39. | Verify that the Batch Status field updates to “Submitted”.

Batch Status Submitted

40. | Verify that the Submitted By field updates as appropriate with the User’s ID.

Submitted By
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Using the SPOT Template Upload Process

The SPOT Template Upload process can be used to enter a large volume of transactions into SPOT.
There are two Template Uploads:

e Earnings
e Deductions
The templates are located on the Cardinal website in HCM Update Templates under Resources.

Note: Batches should not exceed more than 100 lines. If more than 100 lines need to be uploaded,
create and upload an additional batch.

Step | Action

1. From the internet browser, enter cardinalproject.virginia.gov.
v & Home | Cardinal x ar
<« C 2% cardinalprojectvirginia.gov

The Cardinal Project website displays.

Ly = =
VAS, Cardinal Project & Find a Commonwealth Resource
An official website of the Commonwealth of Virginia Hera's how you know v

W-2S NOW AVAILABLE IN CARDINAL | LEARN MORE

f/ Cardinal APPLICATIONS | RESOURCES | LEARNING | USERSUPPORT | ABOUT [EHIIMeT LI NIV TNV Wete)Y
7

Search our Site

Welcome to Cardinal.

How Can We Help You?
[ Core User Locality User Employee Self-Service User
2. Click the Resources option.

RESOURCES

Rev 12/8/2025 Page 35 of 120


file:///C:/Users/gep36752/Downloads/cardinalproject.virginia.gov

}) Cardinal Payroll Job Aid
/

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Step | Action

The Resources menu options display.

IONS | RESOURCES | LEARNING

Resources Overview

.. HEE

Forms

Security

’ Reports Catalog '0 ‘
»
I- Agency Interface Layouts ’

HCM Update Templates

3. Click HCM Update Templates list item.

HCM Update Templates

4. Select the SPOT Template to be used (SPOT Earnings Template in this scenario).

SPOT Deductions Template @

SPOT Earnings Template @

The selected template downloads.

* O &

ct Port

ﬂﬂ SPOT Earnings Template.xlsx
87.4 KB - Done 1

5. Click the downloaded template to open the file.

N

X SPOT Earnings Template.xlsx
87.4 KB - Done !
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Step | Action

The Template opens with the Instructions tab displayed by default.

Home Insert Page Layout Formul

e | B B B

. . Conditional Formatas Cell
] Mege & Center $-% %A Formatting ~ Table > Styles~
Alignment 5 Number

Rev: 4/11/2023
INSTRUCTIONS FOR ENTERING AND SAVING THE EARNINGS TEMPLATE
1) Enter the following fields on the Earnings Template Tab

Employee ID 11 digit employee ID
Employee Record Number
Farnings Code Valid 3 char earnings code
Date Format: MMODYYYY
Earnings Begin Date Usually the FLSA Period Begin
Date

Date Format: MMDDYYYY

2

EARNS_END_DT Earnings End Date

OTH_HRS Hours
- Negatives are allowed.
HOURLY_RATE Hourly Rate Format XXXX.XX (no symbols)
Format: XXXX.XX [no symbols)
Negatives are allowed.
Earnings Amount 1f no Amount is required, leave
the column blank. Do not enter
the 0 (zera) character
D' - Take Benefit Deductions, N -
Don't take any Benefit
Deductians, 'S' - Take a Subset of
Deductians

DED_TAKEN Benefit Deductions Taken

DED_SUBSET_ID Benefit Deduction Subset

D'~ Take General Deductions, N’
Don't take any General

instructions IECIERLE

N SEMI
Instructions

Fle Home Insert Page Layout

Formulas

Data

Cut a f AutoSum By
E e E & s e )
= Fill = v
paste 2 COPY - . . 0 m | Conditional Formatas Sort& Find8 | Analyze | Sensitivity | Addeins
= o | EIwepeaconsr = | § = % 3% 3 | el P | Gooa LLIT) = v | QClwr  Fitev S~ | Dam .

Addl Seq
Enter the
sequence
number f
the additi

Hours - HourlyRate-  Eamings Amount - ~ Take Benefit Take General Sep Chik- pay recor
Enter Hours inHH.00  Enterhoulry  Enteramount, no  Deductions? - Enter SubsetID Deductions? D- EnterSubsetiD If paymentis  relation
Empl Redd format ratein format  dollar sign Deductions  for Benefit Deductions  forGeneral  withregular  this entry.
Enter Employee Earnings BeginDate-  Eamings End Date - Example: 10 hrs and 30 99.99 if Example:$100  Tsken,N-No  Deductionsif  Taken,N-No  Deductionsif  checkputd, ifon thisisnot

Employee 1D-  Record that Eaming Code - Usually FLSA Period Begin  Usually FLSA Period Beg TaxMethod-  minuteswouldbe  different from would be 100.000f Deductions  Benefit Deductions  General aseparate related to)

Emtervalid  comespondsto  Emtervalid  Date end TaxPeriods-  DefaulttoA 1050, negstives  thejobhourly 100,negatives  Teken,S-Use Deductions  Taken,S-Use Deductions  check startwith Addl Pay,

fllEmployeelD  thispsyment  EsmingCode  (Format-MMDDYYYY)  (Format-MMDDYYYY]  Defaulttol  (Annualized)  allowed rate allowed Subset Taken=$ Subset Taken=5. 1 leave blar
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Step

Action

8.

Enter the transactions starting in Row 2 on the template following the instructions listed on the
Instructions tab until all transactions for the batch have been entered.

file Home Insert Pagelayoul Formuls Data  Review View A

Cut » AutoSum = A B
DJ; e Sl | 2w E B [roma s Zhuesn = G O
Pute LDCoRY = e . . <o o | Condtionsl Formstas| o il e Sot@ Find& | Anshye | Sensiiviy | Addns
~ < Fomat Paintar - ‘ B $ - % o | i ro | o Saun O Clewv  Fiter Seedt~ | Data -
Cipboara 5 ront o Aagnment 0 Nunger 0 s s cating pnaps | sensaty | agains ~

Hours Hourly Rate - Earnings Amount-  Take Benefit Take General Sep Chk Py recor
EnterHoursinHHOO  Enterhoulry  Enteramount,no  Deductions? D- EnterSubsetiD Deductions? D- EnterSubsstiD Ifpaymentis  ralationt
Empl Red format ratein format  dollar sign Deductions  forBenefit  Deductions  forGeneral  withregular  this entry.
ploy Date - a Date - Example: 10 hrs and 30 99.99 f Example:$100  Taken,N-No  Deductionsif  Taken,N-No  Deductionsif  check puto, if on this s not|
EmployeeID.  Record that EamingCode - Usually FLSA Period Begin Usually FLSA Period Begin TaxMethod . minuteswouldbe  different from would be 100.000r Deductions  Benefit Deductions e a separate relatedi to
comespondsto  Enter valld €nd TaxPeriods-  DefaulttoA 1050, negatves  thejobhourly 100,negatives  Teken,S-Use Deductions  Taken,S-Use  Deductions  check,startwith AddlPay,
gefatic apoualized . -

Addl Seq
Enterthe
sequence
number f
the additil

Hours - Iy - Take Ganeral Sep Chk- pay recor
Enter Hours in HH.O0  Enterhoulry  Enteramount,no  Deductions? D- EnterSubsetID Deductions? D- EnterSubsetlD If paymentis  relation t
Empl Red format rate in format  dollar sign Deductions  forBenefit  Deductions  forGeneral  withregular  thisentry.
Enter Employee Eamings Begin Date - Eamings End Date - Example: 10 hrs and 30 99.99 if Example: $100 Taken,N-No  Deductionsif  Taken,N-No Deductionsif  check putD, if an thisis not|
mployee 0~ Record that EamingCode-  Usually FLSA Period Begin Usually FLSA Period Begin TaxMethod-  minuteswouldbe  differentfrom wouldbe00.000r Deductions  Benefit Deductions  General aseparate related to)
nter Valid comespondsto  Enter Valid Date End TaxPeriods-  Defaulttod  10.50, negatives the job hourly 100, negatives Taken,$-Use  Deductions Taken,§-Use  Deductions check, start with Addl Pay,
mployee D thispayment  EamingCode  (Format-MMOOYYYY)  (Format-MMDODYRY)  Defaulttol  (Annualized)  allowed rate allowed Subset Taken=5 subset Taken =5 1 leave blar]
a 80 ‘orasan2a ‘oaoazo24 15 575 D [ o
o brasaman 8092024 1A 1250 0 D o
ae Torasan2a ‘Baoaz024 14 5 231 o [ o
080N hrasanan 8092024 15 7500 [ o
aTMp ‘or0202a Tor2a200 14 0D [ o

10.

row.

Autosave (@ off) B3 < SPOT Earnings Template 08092024xlsx = Saved v P search

Home Inset Pagelayout Formulas Data Review View Automate Help

) al AutoSum v A
= | [tbwnopren | [rexe =) 2ad Z iy O | [y
Fill
Conditional  Formatas Sort& Find& | Anabyze
Merge & Center + Good Neutral
& FameB g Formatting ~  Table ~ Filter~ Select~ | Data
Clipboard Alignment 5 diting Analysis
Ul Delete Sheet Columns
ER Delete Sheet
Hours - Hourly Rate - Earnings Amount -  Take Benefit Take General
Enter HoursinHH.00  Enterhoulry  Enteramount, no  Deductions? D~ EnterSubsetD Deductions? D~ EnterSubsd
Empl Red format rate informat  dollar sign Deductions  for Benefit Deductions  forGeneral|
Enter Employee Earnings Begin Date - Earnings End Date - Example: 10 hrs and 30 99.99 if Example: $100 Taken,N-No  Deductionsif  Taken,N-No  Deductions|
Employee ID-  Record that Earning Code-  Usually FLSA Period Begin Usually FLSA Period Begin TaxMethod-  minuteswouldbe differentfrom wouldbe100.000r Deductions  Benefit Deductions  General
Entervalid  |comespondsto  EnterValid  Date end TaxPeriods-  DefaulttoA  10.50, negatives the job hourly 100, negatives Taken,S-Use Deductions  Taken,S-Use  Deductions|
EMlemployee D thispayment  EamingCode  (Format-MMDDYYYY)  (Format-MMDDYYY)  Defaulttol  (Annualized) _allowed rate allowed Subset Taken=$ Subset Taken=$
EN 00125207200 0 BON 07252024 708092024 1s 575D D
JEN 00156909000 oA "07252024 "08092024 1A 1250 [
W 0001 7760000 oLNe "07252024 "08092024 14 5 21 [ D
I 00170677900 0 BON "07252024 "08092024 1s 750D D
00192376600 0 T™P 'o7102024 "072a2024 14 250 D D
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11.

Click the File button on the Excel Ribbon at the top of the page.

x"  Autosave (@ off) B D~ =~ SPOTEarnings Template 08092024.xlsx = Saved ~ £ Ssearch

File Home Insert Page Layout Formulas Data  Review View  Automate  Help

[y 4 e e = =)o | B
[[® Copy ~
by B I = = = | = =2 Merge & Center ~ $ 9% 9 |‘__E'|U ol
o 6 Format Painter
Clipboard ] Font ] Alignment. ] Mumber ]
| D30
c
4 A B < D | E F G
1 0 BON 07252024 08092024 15
2 0 ALP "07252024 "08092024 1A
3 0 LNP "07252024 "08092024 1A
a 0 BON "07252024 "08092024 15
5 0 TMP "o7102024 "07242024 1A
&

7

=)

Conditid
Formatti

The Excel File options page displays.

Good morning

DNE‘W

= Open

Get Add-ins
Info
Save
Save As
Print

Share

Export

Close

12.

Click the Save As menu item.

Save Az

@

The menu item name depends upon the version of Microsoft Excel and personalized settings on

the computer, but the functionality is the same.
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13. Select a destination using the Save As Destination dropdown menu.

Save As

(D) Recent 1 [ Downloads
e SPOTEamings Template
Commeonwealth of Virginia Excel Warkbook (*xlsx)

Sensitivity labels are not supported.

Other locations

‘E‘;|TNSPC— Name T Date modified

-0 AddaPlace

14. Enter a unique name for the file in the File Name field.

File name:l SPOT Eamnings Template xisx vl

15. Click the Save as type dropdown menu and select the “CSV (Comma Delimited) option.

File name: A SM1_08092024 v

Save as type: | Excel Workbook (*xlsx)

Excel Workbook (*.xIsx)

Excel Macro-Enabled Workbook (*xIsm)

Excel Binary Workbook (*xIsb)

Excel 97-2003 Workbook (*xis)

CSV UTF-8 (Comma delimited) (*.csv)

XML Data (*xml)

Single File Web Page (*.mht;*. mhtml)

‘Web Page (*.htm;*.html)

Excel Template (*xitx)

Excel Macro-Enabled Template (*.xitm)

Excel 97-2003 Template (*xit)

Text (Tab delimited) (*.txt)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*.xml)
" e 0/9

Authors:

ide Folders

Mircoco Jatariarat “

CSV (Comma delimited) (*.csv)

Text (Macintosh) (*.txt)
Text (MS-DOS) (*.txt)
CSV (Macintosh) (*.csv)
CSV (MS-DOS) (*.csv)
DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)

Excel Add-in (*xlam)

Excel 97-2003 Add-in (*.xla)

PDF (*.,pdf)

XPS Document (*xps)

Strict Open XML Spreadsheet (*xlsx)
OpenDocument Spreadsheet (*.0ds)
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16. Click the Save button.

File name: | SM1_08092024.csv

Save as type: CSV (Comma delimited) (*.csv)

Hide Folders Tools - Save Cancel

A Microsoft Excel Warning Message displays.

Microsoft Excel bt

The selected file type does not support workbooks that contain multiple sheets.

+ To save only the active sheet, dlick OK. |
+ To save all sheets, save them indnadually using a different file name for each, or choose a file type that supports multiple sheets.

QK Cancel

17. Click the OK button.

QK Cancel

A second Microsoft Excel Warning Message displays.
Microsoft Excel [&J

E:OT Earnings 042418 version 1.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this
rmat?

@ » To keep this format, which leaves out any incompatible features, dick Yes.
) = To preserve the features, dick No. Then save a copy in the latest Excel format.
+ To see what might be lost, didk Help.

=) [ ) [ )

18. Click the No button.

L ves ] [t | [ b ]

o The file is now saved and ready to be uploaded.

19. Navigate to the Enter SPOT Transactions page using the following path:

NavBar > Menu > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > Enter SPOT Transactions
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The Enter SPOT Transactions Find an Existing Value Search page displays.

‘ < Cardinal Homepage ‘

Enter SPOT Transactions

Find an Existing Value

~ Search Criteria

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

Enter SPOT Transactions

@®Add a New Value

~ Show fewer optiens

[ Case Sensitive

1) Recent Searches | Choose from recen! searches ~| V4 [1 Saved Searches | Choose from saved searches Y| V4
Company | begins with | | Q|
Pay Group | begins vith ~/| ‘ Q \
Pay Period End Date | = v‘ Q ‘
Transaction Type | = v‘ v‘
Batoh Identity | begins with | | |
Batch Status | = v‘ v‘
Created By | begins with v| | Q|

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal website

in Job Aids under Learning.

20.

Click the Add a New Value button.

(HAdd a New Value
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The Enter SPOT Transactions Add a New Value page displays.

‘ & Cardinal Homepage ‘ Enter SPOT Transactions
Enter SPOT Transactions

Batch Identity | NEXT

*Company | Q

*Pay Group | Q ‘

“Pay Period End Date | Q ‘

*Transaction Type | Earnings ~

Add

The Batch Identity field defaults to “NEXT” and cannot be edited.

This number automatically generates when the SPOT Batch is saved.

21. Click the Company Look Up icon and select the company’s 3-digit alpha code.
*Company Q
22. Click the Pay Group Look Up icon and select the applicable Pay Group.

*Pay Group Q

Employees entered in the SPOT batch must be in the Pay Group entered for the Pay Period
selected. When a batch is validated, an error message displays for employees not in the Pay
Group entered in this field.

23. Click the Pay Period End Date Look Up icon and select the applicable pay period end date.
*Pay Period End Date Q
24. Click the Transaction Type dropdown button and select the appropriate option (“Earnings” or

“Deduction”).

“Transaction Type | Earnings h
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25.

Click the Add button.

Add

The Enter Payroll SPOT Trans page displays.

Enter Payroll SPOT Trans.

Company DLI Deptof Labor and Industry BatchId NEXT
Pay Group SM1 Semimonthly Class (SATFRIO?) Created By V_TRN_PY38101

Pay Period End 0810072024 Submitted By
Transaction Type Earmings Approved By

Batch Status New Modified By

e Description Eams Begin Dt Earns End Dt

Attach Files Upload Files
(=[]
Status. Comments Seq# Empl ID EmplRed  Name Payroll Status arn
@ 1 Q oa

**Total Hours & Amount are updated on Validation
Rows Valid:

**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows:

Totals (only for Valid rows)

Total Amt :
Total Hrs :

Tax
Paviods | TaxMethod

[ I | E [ Amvaiized

The Header section populates with the information previously entered on the Add a New Value

tab.

—

The Batch Status field updates based on the action taken on the batch and includes:

New — when a new batch is initiated
Created — when the batch is saved
Validated — when the batch is validated

Batch Status Mew

Modified after Validation — when the batch is changed after validation
Submitted — when the batch is submitted for approval

In Review — when the approver is reviewing the batch for approval
Closed — after the approver has submitted the batch to payroll

26.

Click the Attach Files button.

Attach Files
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The SPOT Attachments page displays in a pop-up window.

SPOT Attachments page x
Help
Company DLI  Dept of Labor and Industry Batch Id NEXT
Pay Group SM1  Semimonthly Class (SATFRI07) Created By
Pay Period End 08/09/2024 Submitted By
Transaction Type Earnings Approved By
Batch Status New Modified By
File/Document Attachments @
@ 1-10f1 v | view Al
Attached File Description Add Process Process Instance
1 o -
=m
4 3

27. Click the Add button.

Add

The File Attachment page opens in a pop-up window.

File Attachment

Choose File | No file chosen

‘ Upload H Cancel ‘

28. Click the Choose File button.

Choose File

o Depending on the browser used, a Browse button may appear in place of the Choose File
button.
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The Open files page displays in a pop-up window.

| @ Open x ‘
[
& > v | T« Desktop > PPS > PY381 Agency Payroll Mgmt > SPOT v C Search SPOT e ‘
Organize ~ New folder = - [ 0 1l
> @ Angela - Comm Name Status Date modified Type Si
SPQT Earnings Template_08092024.csv (@) 8/12/2024 11.02 AM Microsoft Excel Comma ... |
% Documents SPOT Earnings Template_08092024.xlsx ® 8/12/2024 10:57 AM Microsoft Excel Workshe...

- Downloads #
] pictures »

i3 videos »

Il Desktop »

File name: ~ | All Files (%) ~

Open Cancel o

29. Navigate to and select the applicable file.

SM1_08092024.csv 5 2/3/2025 8:56 AM Microsoft Excel Co.. 2KB

0 Be sure to select the .csv file.

30. Click the Open button.

Open Cancel
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The File Attachment page refreshes with the selected file displayed next to the to Choose File button.

File Attachment

Choose File | SM1_08092024.csv

‘ Upload H Cancel

31. Click the Upload button.

Upload ‘ Cancel ‘

The SPOT Attachments page redisplays and the selected file name displays in the Attached File field.

SPOT Attachments page X
Help
I Company DLl Dept of Labor and Industry Batch Id NEXT
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End 08/09/2024 Submitted By
3 Transaction Type Eamings Approved By
Batch Status New Modified By

File/Document Attachments (@

@ 1410f1 v | View Al

Process
Instance

1 SM1_08092024.csv ’ ] [ View ][ Delete ] 0 B
| I

Attached File Description View Delete Process

0 The file is now connected to the batch but the individual transactions are not uploaded.
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32. Enter a description in the Description field as needed.

Description

A description is not required.

@

33. Click the Process checkbox.

Process

34. Click the OK button.

The Enter Payroll SPOT Trans page redisplays.

Enter Payroll SPOT Trans

(ml[a]
Status  Comments Seq#  EmplID

1 @

Validate |

"*Total Hours & Amount are updated on Validation
*alid Row and Error Row Count are updated on Validation

EmplRcd  Name

[ a [ea

Company DL Deptof Labor and Industry Batch Id NEXT
Pay Group SM1  Semimonthly Class (SATFRIOT) Created By
Pay Period End 0810912024 Submitted By
Transaction Type Earnings Approved By
Batch Status. MNew Mocified By
I Attach Files Upload Files Process Monitor

Payroll Status  EamCode  Description Eams Begin Dt
_a =
Row Counts
Rows Valid:
Rows Error:
Total Rows:

Earns End Dt

-

35. Click the Upload Files button.

Upload Files
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A Successful Upload message displays in a pop-up window.

VTSN T T o0 TUT

W _PY100_UPLD - AE has been processed successfully. (21001,10)

If the file does not successfully load, verify the following:

¢ All mandatory fields were properly filled out in the template
e The fields were entered using the correct format per the instructions
e The file was saved in the .csv format

Fix any issues with the file and repeat Steps 27-35.

36.

Click the OK button.

oK

The Enter Payroll SPOT Trans page redisplays with the uploaded file data loaded on the page.

Enter Payroll SPOT Trans

Company DL Deptof Labor and Industry

Pay Group SM1  Semimonthly Class (SATFRI07)

Pay Period End 0810912024

Transaction Type Eamings

Batch Status Created

l Attach Files

Y
Status  Review Status ~ Comments  Seq# Empl ID
1 @ 1
2 ® 2|
3 ® 3|
4 @ 4
5 (] 5]

**Total Hours & Amount are updated on Validation

**Valid Row and Error Row Count are updated on Validation

Save

<

Batch Id 278
Created By
Submitted By Totals (only for Valid rows)
Approved By Total Amt
i Total Hrs
Modified By
Upload Files Process Monitor
EmplRcd  Name Payroll Status | EamCode  Description
! Non-discretionary Bonus
[oq] Active [on @] (5w
[0q] Terminated [ap @] AnnualLeave Payout
[0q] Active (e Q] insufficient Leave
Non-discretionary Bonus
[0q] Active [son Q] (FLo)
‘ 0Q ‘ Active ‘TMP Q ‘ Temporary Pay
Row Counts
Rows Valid:
Rows Error:
Total Rows:

m
B
3
a
m
3

Q
3
?
m

=)
X
5
>
S
B

&

37.

Batch Id 278

Verify that the Batch Id field populates with a number. For this scenario, the Batch ID is “278".

Rev 12/8/2025

Page 49 of 120




%/ Cardinal Payroll Job Aid
/

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Step

Action

38.

Verify that the Batch Status field updates to “Created”.

Batch Status Created

39.

Verify that the required fields populated correctly and update if required.

40.

Click the Validate button.

Validate Submit

@

Edits that occur when keying the batch online are applied when the Validate button is clicked for
the uploaded template.

The Enter Payroll SPOT Trans page refreshes.

Enter Payroll SPOT Trans
Company DLl Deptof Labor and Industry Bateh Id 278
Pay Group SM1  Semimonthly Class (SATFRIOT) Created By
Pay Period End JRT— Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt 289500
-~ Total Hrs : 500
Batch Status Validated Modified By
[ Attach Files Upload Files Process Monitor
(=[]
Status  Review Status ~ Comments  Seq#  Empl ID EmplRcd  Name Payroll Status | Earn Code  Description Eams Begin Dt
10K @ 1 a| [ oa] Active [Bon Q] Non-discretionary Bonus [o72512024 [0
(FLSA) [=:]
2 OK @ 2|f a [ oa] Terminated [ap Q|  AmualleavePayout  [07/252024 it
30K @ 3l a [0a] Active (e Q] insuficient Leave 0712512024 [0
10K @ 4| Q| [ 0q] Active [Bon Q] F::"L";A‘)s”e““a"’ D 0772612024 [
5 0K @ 5 a] [0q] Active [MP @] Temporary Pay [o71012024 27
Validate l [ Submit l Row Counts
*Total Hours & Amount are updated on Validation
Rows Valid: 5
Valid Row and Error Row Count are updated on Validation owe
ows Error:
Total Rows: 5

41.

The Batch Status field updates to “Validated”.

The Totals (only for Valid rows) section provides the following summary information for the
batch:

e Total Amt — the sum of the values entered in the Amount field for the batch
e Total Hrs — the sum of the values entered in the Oth Hrs field for the batch
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The Row Counts section provides the following summary information for the batch:

o Rows Valid — the number of valid rows in the batch

o Rows Error — the number or rows in the batch containing errors

¢ Total Rows — the total number of rows in the batch (sum of Rows Valid and Rows Error
fields)

42. Verify that the Rows Error field is blank indicating that all rows are valid. If there are no errors, go
to Step 48.

If the Rows Error field populates with a number, this indicates the number of rows with an error.
Each error row must be reviewed and corrected as applicable.

Example of a batch that contains an error.

I ATEch FIes J l Upload FIes
3]
Status Review Status  ErrorMsg Comments | Seq# Empl ID Empl Rcd Name Payroll Status Earn Code Descril
1 0K ® 1 Q| [ oa| Active |TMP & | Tempa
- . Mon-di
2 OK @ 2| Q| [ oa] Active jBon @] gy
3 0K @ 3 \ Q | | 0Q | Active ‘RGS Q \ Regula
+ Error P @ 4 ‘ Q | | 0Q | Terminated ‘ALP Q ‘ Annual
[ Vaiidate} I l Submit Row Counts
"“Total Hours & Amount are updated on Validation R Valid 3
ows Valid:
*Valid Row and Error Row Count are updated on Validation R E ’
ows Error:
Total Rows: 4

43. The Status field updates with one of the following values:
e OK-no errors
e Error —issue with the line

o The Status field populates with “Error” for all lines containing an error and a Bubble icon
populates in the Error Msg field for all lines containing an error

If there is an error during validation, the Row Counts section displays the number of lines with an
error in the Rows Error field, the Status field populates with “Error” for all lines containing an
error, and a bubble populates in the Error Msg field for all lines containing an error.

44. Click the Bubble icon in the Error Msg field to view the error message.
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The SPOT Review Notes page displays in a pop-up window.

SPOT Review Notes page {x]
Help
Empl 1D
Empl Record 0
Seq# 4

Motes Ameount cannot be zero for Em_Cd- ALP;

45, Review the Notes field to determine the error.

Notes Amount cannot be zero for Ern_Cd- ALP;

46. Click the OK button.

=
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The Enter Payroll SPOT Trans page redisplays.

I fach Fies I Upload Files
E1EY
Status Review Status | ErrorMsg | Comments | Seq# Empl ID Empl Rcd Name Payroll Status Earn Code Descri
1 0K @ 1 | =1 | | 0Q | Active ‘TMP Q ‘ Tempo
i Non-di
2 OK @ 2| Q| [ oa] Active Bov | el
3 0K @ 3| Q| [ oa| Active [Res @| | Reguia
4 Error () @ 4 | Q | | 0Q | Terminated ‘ALP Q ‘ Annual
Ve l [ Sobmit Row Counte
**Total Hours & Amount are updated on Validation R Valid 3
ows Valid:
**Valid Row and Error Row Count are updated on Validation R E ’
ows Error:
Total Rows: 4

47. Make the correction as applicable.

48. Click the Validate button.

Validate Submit
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The Enter Payroll SPOT Trans page redisplays and the Batch Status updates to “Validated”.

[ Enter Payroll SPOT Trans
Company DLI Dept of Labor and Industry Batch Id 278
Pay Group SM1  Semimonthly Class (SATFRIOT) Created By
Pay Period End 08/09/2024 Submitted By Totals {only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 2895 00
. Total Hrs : 500
Batch Status Validated Modified By
I Attach Files Upload Files Process Monitor
B
Status Review Status Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Description
. G | Non-discretionary Bony
10K @ 1] Q| _oaj Active CETCY =Y
2 OK @ 2 | Q ‘ ‘ oQ | Terminated |ALP Q | Annual Leave Payout
3 OK (& 3 | Q ‘ ‘ 0Q | Active |LNP Q | Insufficient Leave
. Non-discretionary Bony
4 0K @ 4 Q) | oa] Active json @ | S
5 OK ] 5 Q ‘ ‘ 0Q | Active |TMP Q | Temporary Pay
Validate ] I Submit ] Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 5
**Valid Row and Error Row Count are updated on Validation R E
ows Error:
Total Rows: 5

All line items in a batch must pass validation before the batch can be submitted for approval. The
0 Submit button is not enabled until all lines are validated successfully.

49, Verify that the Batch Status field updates to “Validated”.

Batch Status Validated

50. Verify that the Rows Error field is blank indicating that all errors have been corrected.

Row Counts

Rows Valid: 5
I Rows Error: I
Total Rows: 5
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51. Click the Submit button to submit the batch for review.

Validate

Submit

A Submit Confirmation message displays in a pop-up window.

[(RliirTom T

| Are you sure you want to submit the Batch? (25200,36)

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch?

oK l [ Cancel ]

52. Click the OK button.

oK

The Enter Payroll SPOT Trans page refreshes.

Enter Payroll SPOT Trans.

Company DL Deptof Labor and Industry

Pay Group SM1  Semimonthly Class (SATFRI07)
Pay Period End 0810812004

Transaction Type Eamnings

Batch Status Submitted

l Attach Files

Status  Review Status Comments  Seq# Empl ID

JORRRONER CRER ORER O]
©

date Submi

**Total Hours & Amount are updated on Validation

**Valid Row and Error Row Count are updated on Validation

Save

Batch Id 278
Created By
Submitted By Totals (only for Valid rows)
Approved By Total Amt : 282500
Total Hrs : X
Modified By 500
Process Monitor
Empl ro o
Emel Name Payroll Status o] Description
Non-discretionary Bonus.
0 Active BON (FLSA)
0 Terminated ALP Annual Leave Payout
0 Active LNP Insufficient Leave
Non-discretionary Bonus.
0 Active BON (FLSA)
0 Active ™P Temporary Pay

Row Counts

Rows Valid: 5
Rows Error:
Total Rows: 5

Earns Begin Dt

07/25/2024
07/25/2024
07/25/2024
07/25/2024

07/10/2024

53. Verify that the Batch Status field updates to “Submitted”.

Batch Status

Submitted
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54. Verify that the Submitted By field updates as appropriate with the User’s ID.

Submitted By
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Deleting a SPOT Batch

Payroll Administrators can delete SPOT batches that have not been closed. When a batch is deleted,
all transactions within the batch are deleted and will not process. Once a batch is deleted, it cannot be

undone.

Note: To delete specific transaction(s) in a batch, utilize the Delete a Row icon.

Step

Action

1.

Navigate to the Delete SPOT Transactions page using the following path:

NavBar > Menu > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > Delete SPOT Transactions

The Delete SPOT Transactions Find an Existing Value Search page displays.

| ¢ Cardinal Homepage | Delete SPOT Transactions

Delete SPOT Transactions
Find an Existing Value

~ Search Criteria

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

7) Recent Searches ‘ Chogose from recent searches V‘ / [ Saved Searches | Choose from saved searches V‘ f

Batch Identity ‘ begins with v| ‘ ‘

Company | begins with v] | Q|
Pay Group | begins with v| | Q|
Pay Period End Date | = vl Y
Transaction Type ‘ - v| ‘ v‘
~ Show fewer options

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

2. Enter the SPOT Batch Number in the Batch Identity field.
Batch Identity | begins with «
3. Click the Company Look Up icon and select the company’s 3-digit alpha code.

*Company Q,
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4. Click the Search button.

-

The Delete Payroll SPOT Trans page displays for the applicable batch.

Delete Payroll SPOT Trans
Company DLI Dept of Labor and Industry Batch Id 270
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End o — Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt =
Total Hrs :
Batch Status Created
I [ View Stppariing Documents |
Y
Status Comments | Seq# Empl ID Empl Name Payroll Status | Earn Code | Description Eams Begin Dt
Non-discretionary Bonus
1 @ 1 0 Active BON (FLSA) 07/10/2023
2 ® 2 0 Terminated AGY Misc Agency Specific Pay 071M0/2023
3 @ 3 0 Active LNP Insufficient Leave 07/10/2023
Non-discretionary Bonus
4 @ 4 0 Active BON (FLSA) 07/10/2023
5 @ 5 0 Active T™MP Temporary Pay 06/25/2023
Delete Batch

5. Click the Delete Batch button.

Delete Batch

The Delete Batch confirmation message displays in a pop-up window.

Are you sure you want to delete the Batch? (25200,38)

Once Batch is deleted it can not be opened or edited again. Are you sure you want to Delete the batch?

OK ‘ Cancel ‘

6. Click the OK button to delete the batch.

oK | Cancel |

Rev 12/8/2025 Page 58 of 120



[/ Cardinal Payroll Job Aid
V4 PY381 Using the Single-Use Payroll Online Tool (SPOT)

Step | Action

The Delete SPOT Transactions Find an Existing Value Search page redisplays with the Batch Identity
and Company fields populated with the deleted values.

Delete SPOT Transactions

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

Find an Existing Value

* Search Criteria

Batch Identity | begins with V| |2?0 |

Company | begins with v | | DLI Q|

Pay Group | begins with v/ | Q|

Pay Period End Date | = v Q|
Transaction Type | = v| | v‘

Limit the number of results to (up to 300): |300 |

- =l L
Search Clear Basic Search & Save Search Criteria

0 The Batch is deleted and cannot be reopened or edited.

Deleted SPOT Transactions can be viewed on the SPOT Online Query. For details on the
SPOT Online Query (V_PY_SPOT_TRANS_RPT), see the Cardinal HCM Payroll Reports
Catalog located on the Cardinal website under Resources.

If a transaction in a deleted batch needs to be processed, it will need to be entered in a new
batch.
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Approving SPOT Transactions Overview

Each Agency designates at least one person as the SPOT Approver to review and approve, deny or
send back SPOT transactions. Approvers cannot submit or approve their own transactions, and
employees cannot submit or approve their own payroll entries.

SPOT Approvers can take the following actions on the SPOT transactions within the batch:

o Approve: Approved SPOT transactions are loaded to employee paysheets for processing once
the batch is Closed.

¢ Deny: Denied transactions will not load to employee’s paysheets. When a transaction is marked
as denied, it cannot be updated. If the transaction needs to be processed, it must be entered in
a new batch. SPOT Approvers should include comments for transactions that are denied for
tracking and audit purposes.

¢ Send Back: Transactions that require updates will be sent back to the Payroll Administrator for
review and correction. These transactions are not marked as Approved or Denied. The SPOT
Approver should enter comments indicating the required revision. When a batch contains these
types of transactions, the batch cannot be Closed. The batch will be sent back to the Payroll
Administrator so that those transactions can be modified and resubmitted for approval. When
batches are sent back, the only transactions that can be updated are those not marked as
Approved or Denied. SPOT transactions that are sent back do not generate an email, therefore
Payroll Administrators should use the SPOT Online Query to identify batches that require
updates.

This section of the Job Aid will walk through the approval process and the options noted above.
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1.

Navigate to the Review SPOT Transactions page using the following path:

NavBar > Menu > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > Review SPOT Transactions

The Review SPOT Transactions Find an Existing Value Search page displays.

‘ & Cardinal Homepage ‘ Review SPOT Transactions

Review SPOT Transactions
Find an Existing Value

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

) Recent Searches | Choose from recent searches v] & [ saved Searches | Ghoose from saved searches “| £
Batch Identity | bogins with | | |

Company | begins with +| | Q|

Pay Group | begins with | | aj

Pay Period End Date ‘ = v| | Q ‘
Transaction Type ‘ = v| | v|
Batch Status ‘ = v| | v|

~ Show fewer options

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal website in
Job Aids under Learning.
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Enter the applicable/known search criteria to find the appropriate batch. The search options
0 include the following:

Fields Descriptions

Batch Identity Number assigned to the Batch
Company The three-character company code
Pay Group Pay group options for the Company

Pay Period End Date Select the pay period end date for the batch you
want to approve

Select the appropriate option:
o Earnings

° Deduction

Options include:

Closed

Created

Deleted

In Review

Modified After Validation
New

Submitted

Validated

Transaction Types

Batch Status

0 Entering a specific Batch Identity number opens only that specific batch.

Leaving the Batch Identity field blank brings in all batches that meet the remaining search
criteria.

2. Click the Company Look Up icon and select the company’s 3-digit alpha code.

*Company Q

3. Click the Pay Group Look Up icon and select the applicable Pay Group.

*Pay Group Q

4. Click the Pay Period End Date Calendar icon and select the applicable pay period end date.

*Pay Period End Date Q
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5. Click the Batch Status dropdown button and select “Submitted”.

Batch Status | =

6. Click the Search button.

=

Clear

@

If only one batch meets the search criteria, the Review Payroll SPOT Trans page displays.

The Review Payroll SPOT Trans page displays for the selected batch.

Review Payroll SPOT Trans
Company DLI Dept of Labor and Industry Batch Id 274
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End 08109/2024 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 2825.00
Total Hrs : 500
Batch Status Submitted
[ {"View Supporting Documents ] Send Back l [ Close Batch Process Monitor
=[]
Approve | Deny Comments | Seq# ~Empl ID Emel  Name Payroll Status Eam Code | Description Eams Begin Dt
1O [} @ 5 0 Active T™P Temporary Pay 0710/2024
Non-discretionary Bonus
2 0 O & 4 0 Active BON (FLSA) 07/25/2024
3 0 O @ 3 0 Active LNP Insufficient Leave 07/25/2024
1 0 O (2] 2 0 Terminated ALP Annual Leave Payout 07/25/2024
. Non-discretionary Bonus
5 0 (m] @ 1 0 Active BON (FLSA) 07/25/2024
[ Approve All l [ Deny Al l

8. Take the appropriate action for each entry using one of the following options:

e Approve - Click the Approve checkbox option next to individual transactions to approve them

e Deny - Click the Deny checkbox option next to individual transactions to deny them. When
denying an individual transaction, enter a comment to note why for tracking and audit
purposes

¢ Send Back - To send back an individual transaction, leave the Approve and Deny checkbox
options unchecked
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0 SPOT Approvers cannot edit SPOT transactions.

9. To add a comment, click the Comments icon for the specific transaction.

o Cardinal does not require a comment, but comments are strongly recommended for audit
purposes.

The SPOT Comments page displays in a pop-up window.

SPOT Comments page X

Help

Empl ID
Empl Record 0
Seq# 5

Comment

“ Cancel

10. | Enter the applicable comment for the transaction in the Comment field.

Comment

11. Click the OK button.
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The Review Payroll SPOT Trans page redisplays.

Review Payroll SPOT Trans
Company DLI Dept of Labor and Industry Batch Id 274
Pay Group SM1  Semimonthly Class (SATFRIOT) Created By
Pay Period End 0810912024 Submitted By Totals (only for Valid rows)
Transaction Type Eamings. Approved By Total Amt : 2825.00
Total Hrs : 5.00
Batch Status In Review
[ View Supporting Documents Send Back l l Close Baich Process Monitor
B
Approve Deny Comments Seq# +Empl ID Ecmfl Name Payroll Status Earn Code Description Eams Begin Dt E:
1 O @ 5 0 Active TMP Temporary Pay 07/10/2024 01
2 o @ 4 0 Active BON Non discreionary Bonus  47,2613004 0
(FLSA)
3 O @ 3 0 Active LNP Insufficient Leave 07/25/2024 0
40 @ 2 0 Terminated ALP Annual Leave Payout 07/25/2024 0!
, Non-discretionary Bonus
5 O @ 1 0 Active BON (FLSA) 07/25/2024 0
[ Approve All l l Deny All ]

12. | Choose the appropriate action for the batch:

e “Close Batch” - Go to the section in this Job Aid titled Closing a SPOT Batch
e “Send Back” - Go to the section in this Job Aid titled Sending Back a SPOT Batch
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Once all transactions in a batch have been reviewed and either approved or denied, the approver must

close the batch for it to be picked up by the SPOT Load to Payroll process. This section covers the
process to close a SPOT batch.

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Step | Action

The Review Payroll SPOT Trans page.

Review Payroll SPOT Trans

Return to Search Previous in List Next in List

Company DLI Dept of Labor and Industry Batch ld 274
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End 0810672024 Submitted By Totals {only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 2825.00
Total Hrs : 5.00
Batch Status In Review
[ View Supporting Documents Send Back l l Close Batch Process Monitor
Hl|EY
Approve Deny Comments Seq# *Empl ID Ecmlf | Name Payroll Status Earn Code Description Eams Begin Dt Ei
1 O @ 5 0 Active T™P Temporary Pay 07/10/2024 07
o Non-discretionary Bonus
2 O @ 4 0 Active BON (FLSA) 07/25/2024 0
3 o (] 3 0 Active LNP Insufficient Leave Q7/25/2024 0
40 (] 2 0 Terminated ALP Annual Leave Payout Q7/25/2024 0
5 O @ 1 0 Active BON Mon discrefionary Bonus | g7,2613004 o
(FLSA)
[ Approve All I i Deny All ]

1. Verify that all transactions in the batch have been approved or denied.

2. Close the Close Batch button.

Send Back

Close Batch

Process Manitor

A Confirmation message displays in a pop-up window.

Close the batch?

Are you sure you want to close the Batch? (25200,37)

OK

|| cancel |

Il Once Batch is closed it can not be reviewed or edited again. All Approved transactions will be posted to NA Payroll. Are you sure you want to

iy
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message displays indicating that “Some transactions are neither accepted nor denied. All
transactions must be reviewed and can be accepted or denied”.

0 If a user tries to close a batch and all the transactions have not been approved or denied, a

The user will have to click the OK button on this message then go back and approve or deny any
transaction that may have been missed.

3. Click the OK button.

OK | Cancel |

0 A batch cannot be edited after it has been closed.

The Review SPOT Trans page refreshes.

Review Payroll SPOT Trans.
Company DLI Dept of Labor and Industry Batch Id 274
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End Submitted B .
ay Ferlod En 0810972024 ubmitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 2825.00
Total Hrs : 500
Batch Status Closed
[ View Supporting Documents Send Back Close Batch Process Monitor  nstance 3418948
IIEY
Approve Deny Comments. Seq# +Empl ID Ecm:rl Name Payroll Status Earn Code Description Earns Begin Dt
1 @ 5 0 Active TMP Temporary Pay 07/10/2024
2 @ 4 0 Active BON (NF"L"S‘%SC'E“O“*”V Bonus 07/25/2024
3 @ 3 0 Active LNP Insufficient Leave 07/25/2024
4 @ 2 0 Terminated ALP Annual Leave Payout 07/256/2024
5 ® 1 0 Active BON {“F"L"Sﬂf““""a’y GRS 074252024
Approve All Deny All

4. Verify that the Batch Status field displays “Closed”.

Batch Status Closed

o Once a batch is Closed, it becomes read-only.

e Only “Approved” transactions within the batch are sent to Payroll for processing
e Denied lines are excluded
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5. Verify that the Approved By field updates with the appropriate information.

Approved By

0 Only the approved transactions will load to payroll during the next SPOT Load to Payroll process.

Denied SPOT Transactions can be viewed on the SPOT Online Query. For details on the SPOT
Online Query (V_PY_SPOT_TRANS_RPT), see the Cardinal HCM Payroll Reports Catalog
located on the Cardinal website under Resources.

If a transaction in a closed batch was “denied” and needs to be processed, it will need to be
entered in a new batch.
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Sending Back a SPOT Batch

This section of the job aid covers the process to Send Back a batch to the Payroll Administrator so that
updates can be made.

Step | Action

The Review Payroll SPOT Trans page.

[ Review Payroll SPOT Trans }
Company DLI Dept of Labor and Industry Batch Id 275
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End 08/09/2024 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 2825.00
Total Hrs : 5.00
Batch Status In Review
I View Supporting Documents Send Back I [ Close Batch Process Monitor
EIEY
Approve Deny Comments Seq# *Empl ID Ecmfl Name Payroll Status Earn Code Description Earns Begin Dt
1 ] @ 5 0 Active TMP Temporary Pay 07/10/2024
= Non-discretionary Bonus
2 ] @ 4 0 Active BON (FLSA) 07/25/2024
3 [m} (] 3 1] Active LNP Insufficient Leave 07/25/2024
4 0 a ] 2 0 Terminated ALP Annual Leave Payout 07/25/2024
o : N : éNun«dlscret\onary Bonus i
5 (H} @ 1 O EAc?.lve N (FLSA) ;[)7/25/2024
I Approve All I [ Deny All l
l Return to Search ] [ Previous in List l l Next in List ]
. “ ” “ ” . . . .
1. Do not click the “Approve” or “Deny” checkbox option for any transaction that requires updating.
2. Click the Comments icon for the applicable transaction(s).

The SPOT Comments page displays in a pop-up window.

SPOT Comments page x
Help
Empl ID
Empl Record 0
Seq# 4
Comment

“ Cancel
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3. Enter comments regarding what needs to be updated for the transaction in the Comment field.
Comment

4. Click the OK button.

The Review Payroll SPOT Trans page redisplays.

[ Review Payroll SPOT Trans }

Process Monitor

Company DLI Dept of Labor and Industry Batch Id 275
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End 0810912024 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 2825.00
Total Hrs : 500
Batch Status In Review

l Return to Search ] [ Previous in List l l Next in List ]

I View Supporting Documents Send Back l [ Close Batch
By
Approve Deny Comments  Seq# *Empl ID Ecmlrl Name Payroll Status Earn Code Description Earns Begin Dt
1 (] @ 5 0 Active TMP Temporary Pay 07/10/2024
2 0 ® 4 0 Active BON [‘;”L’gg'fc'e“o"a“‘ Bonus L o712512024
3 O (] 3 1] Active LNP Insufficient Leave 07/25/2024
4 0 [m} ® 2 0 Terminated ALP Annual Leave Payout 07/25/2024
5 o @ 1 EON é?‘;l_"s‘g';”em"a” Bonus §07f25/2024
I Approve All I [ Deny All l

5. Click the Send Back button.

Send Back ‘

Close Batch Process Maonitor
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A Confirmation message displays in a pop-up window.

Are you sure you want to send it back to the submitter? (25200,98)

The batch will be sent back to the submitter for changes.

OK l l Cancel l

6. Click the OK button.

oK | Cancel |

The Review Payroll SPOT Trans page refreshes.

[ Review Payroll SPOT Trans \
Company DLI Dept of Labor and Industry Batch Id 275
Pay Group SM1  Semimenthly Class (SATFRIOT) Created By
Pay Period End Jr— Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 2825.00
Total Hrs : 5.00
Batch Status Sent Back to Submitter
3 Process Monitor
View Supporting Documents. Send Back Close Batch
=[]
Approve Deny Comments Seq# +Empl ID Ecm:rl Name Payroll Status Earn Code Description Earns Begin Dt
1 @ 5 0 Active T™MP Temporary Pay 07/10/2024
2 @ 4 0 Active BON (‘“F‘:_"S‘ﬂ)sc'em’"a’y SCnUs 07/25/2024
3 @ 3 0 Active LNP Insufficient Leave 07125/2024
4 @ 2 0 Terminated ALP Annual Leave Payout 0712512024
5 @ 1 0 Active BON :‘F"L“S‘f\‘fcmm’”aw Banus 0772512024
Approve All Deny All
l Return to Search ] [ Previous in List l Next in List

7. Verify the Batch Status field updates to “Sent Back to Submitter”.

Batch Status Sent Back to Submitter

8. Verify the Approved By field is blank.

Approved By

9. The Batch is sent back to the Payroll Administrator that entered it so updates can be made.
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Reviewing Batches Sent Back by the Approver
After a SPOT Approver has taken action on a Batch, the Payroll Administrator can review the Batch.

e If a SPOT transaction was denied and needs to be processed, it will need to be entered in a
new Batch.

o If a SPOT transaction was sent back for revisions, the entire Batch is sent back. The Payroll
Administrator will need to review the comments, make the necessary updates, and resubmit the
batch for approval.

Step | Action

1. To review a batch, navigate to the Enter SPOT Transactions page using the following path:

NavBar > Menu > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > Enter SPOT Transactions

The Enter SPOT Transactions Find an Existing Value Search page displays.

" £ Cardinal Homepage ‘ Enter SPOT Transactions
Enter SPOT Transactions
Find an Existing Value
~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
@ Recent Searches | Choose from recent searches v| / [1 saved Searches | Choose from saved searches v| /
Company | begins with V| ‘ Q ‘
Pay Group | begins with V| ‘ Q ‘
Pay Period End Date | = v‘ ‘ Q ‘
Transaction Type | = v‘ ‘ v‘

Batch Identity | begins with v| ‘ ‘

Batch Status | = v‘ ‘ v‘

Created By | begins with V| ‘ Q ‘
- Show fewer optiens
[] Case Sensitive

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
o Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

2. Enter the appropriate data in the corresponding Search Criteria fields.
For this scenario, the Company and Batch Status fields are used.
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3. Click the Company Look Up icon and select the company’s 3-digit alpha code.

*Company Q

4. Click the Batch Status dropdown button and select “Sent Back to Submitter”.

Batch Status | = v “

5. Click the Search button.

o

The Enter Payroll SPOT Trans page displays for the applicable batch.

Ne
Enter Payroll SPOT Trans
Company DLI Dept of Labor and Industry Batch Id 275
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End 08/09/2024 Submitted By Totals {only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 2825.00
. Total Hrs : 500
Batch Status Sent Back to Submitter Modified By
Attach Files Upload Files Process Monitor
Sy
Approve Deny Status ErrorMsg Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Description
Non-discretionary Bonus
1 oK @ 1 0 Active BON (FLSA)
2 oK ® ® 2 i Q| [ oq] Terminated AP Q Annual Leave Payout
3 oK @ 3 0 Active LNP Insufficient Leave
. Non-discretionary Bonus
4 OK @ 4 0 Active BON (FLsA)
5 oK @ 5 0 Active TMP Temporary Pay
Validate ] i Submit Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 5
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 5
6. An Error Message (Bubble icon) displays on the line for transactions that require revision.

P

Transactions that have been marked as approved or denied by the approver cannot be edited.
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7.

Click the Comments icon for the transaction that requires updates.

The SPOT Comments page displays in a pop-up window.

SPOT Comments page X
Help
Empl ID
Empl Record 0
Seq# 2
Comment

Error in the calculation. Update the pay out amount to
1650.00

Review the comments in the Comment field.

Comment

Error in the calculation. Update the pay out amount to
1950.00

Click the OK button.

10.

Make the update(s) as applicable.

11.

Click the Comment icon.

Rev 12/8/2025

Page 74 of 120



//ﬁ) Cardinal

Payroll Job Aid

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Step | Action

The SPOT Comments page redisplays in a pop-up window.

- |

SPOT Comments page X
Help
Empl ID
Empl Record 0
Seq# 2
Comment

1850.00

Error in the calculation. Update the pay out amount to

12.
Comment field.

Comment

Error in the calculation. Update the pay out amount to
1950.00

Enter comments below any existing comments, as applicable, regarding the update(s) in the

0 Do not overwrite existing comments in this field as it is open and does not lock down comments.

13. Click the OK button.
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The Enter Payroll SPOT Trans page redisplays.

Nex
Enter Payroll SPOT Trans
Company DLI Dept of Labor and Industry Batch Id 275
Pay Group SM1  Semimonthly Class (SATFRIOT) Created By
Pay Period End 08/09/2024 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 2825.00
] . Total Hrs : 5.00
Batch Status Sent Back to Submitter Modified By
Attach Files Upload Files Process Monitor
EIEY
Approve Deny Status ErrorMsg Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Description
. Non-discretionary Bonus
1 oK @ 1 0 Active BON (FLSA)
2 OK @ @ 2|1 Q | | 0Q | Terminated ALP Q Annual Leave Payout
3 oK @ 3 0 Active LNP Insufficient Leave
Non-discretionary Bonus
4 oK @ 4 0 Active BON (FLSA)
5 OK @ 5 0 Active TMP Temporary Pay
Validate ] [ Submit Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 5
*alid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 5

14. Click the Validate button.

Validate Submit
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The Enter Payroll SPOT Trans page refreshes.

Enter Payroll SPOT Trans
Company DU Depiof Labor and Indusiry BatchId 275
Pay Group SM1  Semsmonthly Class (SATFRIDT) Created By
Pay Period End J—— Submitted By Totals (only for Valld rows)
Transaction Type Eamings Approved By Total Amt : 52500
- Total Hrs : 500
Batch Status Validated Modified By
d Files Process Moo
LIIEY
Approve Deny  Stus  Commemts Seq#  EmpliD EmpiRed  Name Payroll Status ~ EamCode  Description
@ Non-discretionary Bonus
oK @ 1 0 Active BON e
2 oK =] 2 Q] | oa Terminated |ae @ Annual Leave Payoul
3 oK a ] Active e Insuficient Leave
Non-discretionary Banus
4 oK 4 0 Aciive BON oAl
ok 5 0 Active ™R Temporary Pay
Valdate Submit Row Counts
“Total Hours & Amount are updated on Validation
Rows Valld: 5
“alid Row and Ertor Row Count are updated on Valdafion
Rows Error:
Total Rows: 5
[ Retunto searcn ]

15. Verify that the Batch Status field updates to “Validated”.

Batch Status Validated

16. Verify that the Row Counts, Rows Error field does not display any row errors.

Row Counts
Rows Valid: 5
I Rows Error: I
Total Rows: 5

17. Click the Submit button.

\alidate Submit

The Submit Confirmation message displays in a pop-up window.

Are you sure you want to submit the Batch? (25200,36)

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch?

OK H Cancel l
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18. Click the OK button.

oK l Cancel ]

The Enter Payroll SPOT Trans page refreshes.

[ Enter Payroll SPOT Trans I

Company DU Deptof Labor and Industry Batch Id 275
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By
Pay Period End J— Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 3525.00
Total Hrs : 5
Batch Status Submitted Modified By otal Hrs 500
Attach Files Upload Files Process Monitor
[®][a
Approve Deny Status Comments  Seq# Empl ID Empl Name Payroll Status o Description
e
5 . Non-discretionary Bonus
oK e 1 0 Active BON (FLEA)
2 OK @ 2 0 Terminated ALP Annual Leave Payout
3 OK (=] 3 0 Active LNP Insufficient Leave
N Non-discretionary Bonus
4 oK =] 4 0 Active BON FL5a)
5 oK (=] 5 0 Active ™P Temporary Pay

Row Counts
**Tatal Hours & Amount are updated on Validation

Rows Valid 5
*Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 5

Retum to Search

19. Verify that the Batch Status field updates to “Submitted”.

Batch Status Submitted ||

20. Verify that the Modified By field updates as appropriate with the User’s ID.

Modified By

For additional information on entering SPOT transactions, see the following sections in this Job
o Aid: Entering an Earnings Transaction in SPOT and Entering a Deduction Transaction in SPOT.
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Monitoring SPOT Transactions
There are two key SPOT tools to help monitor transactions:

e SPOT Online Query (V_PY_SPOT_TRANS_RPT) — This query provides the status information
for all SPOT batches for a specific pay period. It can be run by Payroll Run ID or a specific date
range and can be run for all employees or a specific employee.

o SPOT Transactions Not Loaded to Payline Report — Batches are loaded to the Paysheet
Transaction Table after they are closed. The delivered Paysheet Transaction Process runs
according to the operation calendars. This report reflects transactions that are both “Accepted”
and “Closed” but do not appear in the employee’s paycheck. This report can be accessed using
the following path:

NavBar > Menu > Payroll for North America > Payroll Processing USA > Create and Load
Paysheets > SPOT Entries Not on Payline

Note: For further information on the SPOT Online Query and SPOT Transaction Not Loaded to Pay
lines Report, see the Cardinal HCM Payroll Reports Catalog located on the Cardinal website under
Resources.
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Reviewing Employee Paycheck Information
There are two key pages that can be accessed to view employee’s paycheck information:

o The Review Paycheck Page provides details regarding an employee’s earnings, deductions,
and taxes. See the Job Aid titled PY381_Overview of the Review Paycheck Page. This Job
Aid can be found on the Cardinal website in Job Aids under Learning. Access this page using
the following path:

NavBar > Menu > Payroll for North America > Payroll Processing USA > Produce Payroll
> Review Paycheck

o The View Self Service Paycheck page allows Payroll Administrators to see the employee’s
self-service view of the paycheck. Access this page using the following path:
NavBar > Menu > Payroll for North America > Payroll Processing USA > Produce Payroll
> Review Self Service Paycheck
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This section reviews various scenarios regarding how to enter specific transactions into SPOT. Each
scenario will show how to enter the transaction into SPOT and how it displays on the Review

Paycheck page.

Entering Pay Docking (LNP)

In this scenario, 8 hours of pay docking are being entered for an employee in the current payroll (pay

period ending 04/09/2021).

Note: If the pay docking is for a prior period, the employee must have regular pay in that period for the
LNP to process. If the employee does not have regular pay, process the LNP in the current period.

Og
Status | Comments |Seq# |EmplD EmplRed | Name Payroll Status | EamCode | Description Earns Begin Dt Earns End Dt ;ae):io d
1 ® 1| a] [ oq P Q) idcentlene | owosot [ ovmsent [ 4]
Hoft v | ViewAl
Tax Method Oth Hrs Hourly Rate Amount Genl Ded Taken | Genl Ded Subset | Sepchk # Addl fﬁﬂ_
Annualized V‘ ‘ 8| ‘ 271 Deduction ‘E| ‘j| ‘:‘ ‘t‘
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Review Paycheck Page — Pay Docking (LNP)
In the Other Earnings section of the Review Paycheck page, view the SPOT transaction that

processed for the employee.

I S N S i G AR ST _/\‘\,f""‘”—"\/\,.,./-ﬁn"‘—uj r\‘*\f\/\.‘fwﬂ‘\
IBegin Date 03/25/2021 End Date  03/25/2021 I Addl Line Nbr 3 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 24.038462 Rate 0.000000 Rate (0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State A Locality
Rate Used Hourly Rate
Shift Not Applicable Shift Rate
Other Earnings
H Q 1-10f1 ~ | View All
{ Other Earnings Details 1 I { Other Eamings Details 2 I >
Code Description Rate Used Hours Rate Amount | Source
‘ LNP Insufficient Leave Hourly Rate ‘ 8.00 21.710000 173.68 | OP ‘

The LNP displays in the Other Earnings section for the specific period that it was entered in SPOT.

J\nm*\#nﬁh/\,M‘W«MMAJ\MMJ\MM\fWW“&m

I Begin Date  03/25/2021 End Date 03/25/2021 I Addl Line Nbr 4 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 24.038462 Rate 0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate
8hift Not Applicable Shift Rate
Other Earnings
F Q 1-10f1 ~ | ViewAll
Other Earnings Details 1 ‘ | Other Earnings Details 2 [[13
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate -8.00 21.710000 -173.68 OP

T IR W A P =P NI e W e NS N I W=

A second line for Regular Time — Salaried (RGS) is automatically created by Cardinal during the
SPOT Load to Payroll Process for LNP.
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Entering Adjustments to Regular Pay — Hire or Terminated Mid Pay Period

If an employee is hired/terminated in the middle of the pay period, a reduction of regular pay may be
necessary. When an employee is hired or terminated within the pay period, the system calculates
partial pay based on an annualized hourly rate and not the pay period hourly rate.

Payroll Administrators will need to calculate what the employee is due using the pay period hourly rate
and enter the adjustment in SPOT.

Note: When entering a SPOT transaction, the Earns Begin Date should not be prior to the employee’s
hire date on the Job Data record.

If the employee’s payroll status is “Terminated” or “Retired” the Earns End Date field cannot be after
the termination date on the Job Data record.

In this scenario, an employee terminates in the middle of the pay period (11/1).

o The system will calculate the partial pay from 10/25 — 10/31 that is due to the employee at an
annualized hourly rate

o Payroll will need to calculate the amount due using the pay period hourly rate and then enter
the adjustment in SPOT

e For this scenario, the employee needs to have a pay reduction of $41.25

Bl

q

Status Comments | Seq# Empl ID EmplRed | Name Payroll $tatus | Eam Code Description Eams Begin Dt Earns End Dt gae,:io ds

1 ® 1 Q |E‘ Active RGS Q.  ReguarTime-Saiwied  [1onso0or [F]]  [1ostaoey (] \I\

-1of1 v | ViewAl

Tax Method Oth Hrs Hourly Rate Amount ?:;:j" Ded Benefit SubsetID | Genl Ded Taken | Genl Ded Subset | Sepchk # Addl zi?_

Annualzed o[ ) | 41250000 0.00 Deduction Deducton \E| \j\ ‘:‘ |T|

Rev 12/8/2025 Page 83 of 120



/}) Cardinal

Payroll Job Aid

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Review Paycheck Page — Entering Adjustments to Reg Pay (Hired/Termed Mid Pay Period)

In the Other Earnings section of the Review Paycheck page, users are able to view the SPOT
transaction that processed for the employee.

¥ Earnings Q | WM 4 |[4014w | ViewAl
I Begin Date  10/25/2021 End Date  10/21/2021 | AddiLineNbr 3 Reason
Empl Record 0 Benefit Record 0 Aditional Data
Salaried Hourly QOvertime
Hours 0.00 Hours  0.00 Hours 0.00
Rate 24.697596 Rate 0.000000 Rate 0.000000
Earnings 0.00 Eamings (.00 Eamings 0.00
Rate Code Rate Code
State  vA Locality
Rate Used Hourly Rate
Shift  Not Applicable Shift Rate
Other Earnings
5 Q 1-10f1 v | viewal
J Other Eamnings Details 1 H Other Eamings Details 2 ‘ 11
Code Description Rate Used Hours Rate Amount | Source
RGS Regular Time - Salaried Hourly Rate -1.00 41250000 -41.25| OP
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Entering Adjustments to Regular Pay — Change in Compensation from Prior Period

If an employee has a change in compensation, an addition to regular pay may be necessary.

When an employee receives an increase to their regular pay rate in the prior period, the Payroll
Administrator will calculate the amount of the increase and enter it into SPOT.

In this scenario, the current pay period is 3/25 — 4/9/2021. The increase is $1 an hour based on 88
hours in the prior pay period, 3/10 - 3/24/2021. The prior dates will need to be entered in the Earns

Begin Dt and Earns End Dt fields.

E
Status Comments | Seq# Empl ID EmplRed | Name Payroll Status | Eam Code Description Earns Begin Dt Earns End Dt ;ae):io ds
1 @ I q \E\ Actue |@\ RequarTime -Sared oyt [ oannont [ j\
| ViewAl
Tax Method Qth Hrs Hourly Rate Amount $:;::mm Benefit Subset|D  Genl Ded Taken Genl Ded Subset  Sepchk # Add ?fh‘:
Amuaized M T £3.000000 0,00 Deduction Deduction \E\ \j\ |E| |E|
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Review Paycheck Page — Change in Compensation for Prior Pay Period

In the Other Earnings section of the Review Paycheck page, users are able to view the SPOT
transaction that processed for the employee.

i N N o W i W) PANEIN A »_f_*\fﬁ_m%wpw;\ﬂwmgw_ﬁvmf—_x—%_wm AN
I Begin Date  03/10/2021 End Date 03/24f2021| Addl Line Nbr 3 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 24.038462 Rate 0.000000 Rate 0.000000
Earnings 0.00 Earnings 000 Earnings 0.00
Rate Code Rate Code
State VA Locality

Rate Used Hourly Rate

Shift Mot Applicable Shift Rate
Qther Earnings
F Q 11o0f1 v |} | View Al
{ QOther Earnings Details 1 ‘ [ Other Eamings Details 2 ‘ (13
Code Description Rate Used Hours Rate Amount | Source
‘ RGS Regular Time - Salaried Hourly Rate 1.00 ‘ 88.000000 88.00 OP
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Deceased Pay

All deceased pay is paid through the AP Expense Module. Payroll Administrators will need to calculate

the gross to net pay to include the FICA tax deduction. Be sure to account for rounding differences and
any funds due to the agency from the employee (i.e., medical, VSELP). The Net Pay amount requested
from AP should be paid to the Employee's Estate.

o When the payment is not processed in the same year that the employee deceased, there is no
further action in Cardinal Payroll

e When the payment is processed in the same year that the employee deceased, SPOT
transactions must be processed for W2 reporting through Cardinal

Note: When entering a SPOT transaction, the Earns Begin Date should not be prior to the employee’s
hire date on the Job Data record.

If the employee’s payroll status is “Terminated” or “Retired” the Earns End Date field cannot be after
the termination date on the Job Data record.

SPOT Earnings Batch:

[Ee]

Payroll Status

Name

Empl ID Empl Red

‘ ‘ Status Comments | Seq#

‘_1 S 1 ‘ Q| ‘ 0 Q| Deceased

Eam Code

orc Q]

Description

Deceased Pay Current
Year

Eams Begin Dt

Eamns End Dt

Tax
Periods

|oarzsia0az [E]

|oa0sr0z2 [5]| \I\

1-10f1 v | View Al

Benefit Ded

Amount Taken

Tax Method Oth Hrs Hourly Rate

Deduction

| Annualized v| | 1000.00|

Benefit Subset ID

Genl Ded Taken | Genl Ded Subset

Deduction

0

Sepchk # Nor

Addl Seq

o] 4]

1.  Enter the deceased employee’s Employee ID.

2.  Enter the earnings code “DPC” (Deceased Pay/Current Year).

Note: This earnings code is subject to FICA taxes only.

3.  The Amount should be a sum of all earnings types owed to the deceased employee. For this

scenario, the amount is “1000.00”.

4.  Enter the current pay period dates in the Earns Begin Dt and Earns End Dt fields.
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SPOT Deduction Batch:

When entering the SPOT Deduction batch, determine if the employee has any additional deductions
outside of the Due Agency that need to be deducted.

Example A:

The screenshot below is an example of the SPOT Deduction page with the Due Agency deduction
only.

5o
Status Comments | Seq# Empl ID EmplRed | Name Payroll Status | Plan Type Benefit Plan Ded Code Description
1 1 Q l | 0Q | Deceased ‘00 Q | | Q ‘ |DUEAGY Q Due Agency
10f 1 | View All
Ded Class Ded Calc Rate/Percent Amount One Time Cd Sepchk #
A al| | Amount | | 92360 | Addition | |j| |T| |f|

e Enter the amount paid out to the employee’s estate minus any taxes

Note: The result is a ZERO NET PAY check.

Example B:

The screenshot below is an example of the SPOT Deduction page with an additional before tax
medical deduction.

EHEY
Status | Review Status Comments | Seq# Empl ID EmplRed | Name Payroll Status Plan Type Benefit Plan Ded Code Description
1 @ d—— Y [ ca| Deceased [0 a| |lacct Q] |[cvacre Q|  Covacare
2 @ 2 Q| [ oa| Deceased [0 Q] Q| |[puEAGr Q|  DueAgency
120f2 v | ViewAll
Ded Class | Ded Calc Rate/Percent Amount One Time Cd Sepchk #
B a] [Amout ‘ 1000) [ overide | ‘I| | ‘ ‘ |
A a] [amoum \ o1425) |[Ovemide | \j| |T‘ ‘ — |

o Enter any deductions due to the agency by the employee using the appropriate deduction code. In
this scenario a medical deduction of “10.00”

e The net pay amount processed in AP should be entered using the “DUEAGY” deduction code. This
prevents the employee’s estate from being overpaid

Note: The result is a ZERO NET PAY check.
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On the Paycheck Earnings tab in the Other Earnings section of the page, users are able to view the
SPOT Earnings Transaction for the deceased pay ($1,000 for this scenario).

Paycheck Earnings l [ Paycheck Taxes ‘ [ Paycheck Deductions l
Empl ID Name
Company ABC Pay Group  SM1 Pay Period End  04/09/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Eamnings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 76.30
Off Cycle Reprint Adjustment Corrected Cashed Deductions 923.50
Net Pay 0.00
= Earnings a | BB View Al
Begin Date  04/01/2022 End Date  04/0972022 Addl Line Nbr 3 Reason Mot Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 37.163462 Rate  0.000000 Rate  0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code Rate Code
State  ya Locality
Rate Used Hourly Rate FLSA Rate
Shift Mot Applicable Ehift Rate
Other Famings
F Q 1-10f1 v [ View Al
Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 | 1[»
Code Description Rate Used Hours Rate Amount | Source
DFC Deceased Pay Cument Year Hourly Rate 1,000.00| OP
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Review Paycheck Page with Due Agency Deduction - Deceased Pay (continued)

On the Paycheck Taxes tab, users can view the taxes that were deducted from the deceased pay.
When there are no deductions, the Taxable Gross equals the deceased pay amount ($1,000 for this

scenario).
[ Paycheck Earnings ‘ [ Paycheck Taxes ‘ [ Paycheck Deductions
Empl ID Name
Company ABC Pay Group  3M1 Pay Period End  04/09/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Earnings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 76.50
Off Cycle Reprint Adjustment Corrected Cashed Deductions 923.50
Net Pay 0.00
¥ Taxes
B Q 1-40f4 v | View Al
Tax Details 1 } [ Tax Details 2 ‘ [ Tax Tips ‘ 1»
Tax Entity Resident Locality Locality Name Tax Class Taxable Gross Tax Amount
US Federal MED/EE 1,000.00 14.50
US Federal Med/ER 1,000.00 14.50
US Federal OASDIEE 1,000.00 62.00
US Federal OASDIER 1,000.00 G2.00
* 1042 Taxes
B Q 1-10f 1 & | View Al
State Country Tax Rate Taxable Gross Tax Amount | Income Code Income Type Withholding Allowance
0.000000 0.00
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Review Paycheck Page with Due Agency Deduction - Deceased Pay (continued)

On the Paycheck Deductions tab, in the Deductions section of the page, users can view the Due
Agency amount that was entered in the SPOT Deduction batch.

Paycheck Eamings ‘ ‘ Faycheck Taxes ‘ I Paycheck Deductions
Empl ID Mame
Company ABC Pay Group  SM1 Pay Period End  04/09/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option Check Earnings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 76.50
Off Cycle Reprint Adjustment Corrected Cashed Deductions 923.50
Met Pay 0.00
* Deductions
B Q 1-1of1 | Viewal
Deduction Details 1 ‘ [ Deduction Details 2 l ‘ Deduction Details 3 | (v
Deduction Code Description Class= Amount Calculated Base
DUEAGY Due Agency After-Tax 62350
P Garnishments
~ Net Pay Distribution
H Q 1-1071 v [ view Al
CheckfAdvice Number Account Type Bank ID Account Number Amount
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Review Paycheck Page with Additional Before - Tax Medical Deduction

On the Paycheck Earnings tab in the Other Earnings section of the page, users can view the SPOT
Earnings Transaction for deceased pay ($1,000 for this scenario).

[ Paycheck Eamings | [ Paycheck Taxes ‘ [ Paycheck Deductions l
Empl ID Name
Company ABC Pay Group  SM1 Pay Period End  04/09/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Earnings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 75.74
Off Cycle Reprint Adjustment Corrected Cashed Deductions 92426
Met Pay 0.00
¥ Earnings qQ | 10i3 v » Moo Wiew Al
Begin Date  04/01/2022 End Date  04/0972022 Addl Line Nbr 3 Reason Mot Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours  0.00 Hours 0.00 Hours 0,00
Rate 37.163462 Rate  0.000000 Rate 0.000000
Earnings 0.00 Eamings 0.00 Earnings 0.00
Rate Code Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate FLSA Rate
Shift Mot Applicable Shift Rate
Other Earnings
H Q 1-10f1 v | Wiew Al
Other Eamings Details 1 ‘ ‘ Other Earnings Details 2 | 11»
Code Description Rate Used Hours Rate Amount | Source
DFC Deceased Pay Cumrent Year Hourly Rate 1,000.00 | OF
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Review Paycheck Page with Additional Before - Tax Medical Deduction (continued)
On the Paycheck Taxes tab, users can view the taxes that were deducted from the deceased pay.

Note: The Taxable Gross for FICA taxes were reduced due to the before tax medical. If there were no
before tax medical deductions, the Taxable Gross would equal the deceased pay amount.

Paycheck Eamings l ‘ Paycheck Taxes Paycheck Deductions
Empl ID Name
Company ABC Pay Group  SM1 Pay Period End  04/09/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Eamings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 7574
Off Cycle Reprint Adjustment Corrected Cashed Deductions 92426
Nat Pay 0.00
+ Taxes
H Q 1404 v | Wisw sl
Tax Details 1 Tax Detalls 2 l Tax Tips l 1[»
Tax Entity Resident Locality Laocality Name Tax Class Taxable Gross Tax Amount
US Federal MEDIEE 5990.00 14.36
US Federal MedER 990.00 14.36
US Federal OASDIEE 990,00 51,38
US Federal OASDIER 590.00 61.38
¥ 1042 Taxes
w5 Q 1-1 of 1~ | Wiew All
State Country Tax Rate Taxable Gross Tax Amount  Income Code Income Type Withholding Allowance
0.000000 0.00
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Review Paycheck Page with Additional Before - Tax Medical Deduction (continued)

On the Paycheck Deductions tab, in the Deductions section of the page, users can view the
deductions that were entered in SPOT Deduction batch.

Paycheck Eamings I ‘ Paycheck Taxes | Paycheck Deductions
Empl ID Name
Company  ABC Pay Group  SM1 Pay Period End  04/08/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paychack Option  Check Earnings 1,000.00
Issue Date  04M5/2022 Paycheck Number Taxes 75.74
Off Cycle Reprint Adjustment Corrected Cashed Deductions 92426
Net Pay 0.00
¥ Deductions
H Q 120f2 v | View Al
Deduction Details 1 ‘ | Daduction Details 2 | ‘ Deduction Details 3 113
Deduction Code Description Class* Amount Calculated Base
DUEAGY Due Agency After-Tax 914.26
CVACRE CoVA Care Before-Tax 10.00
* Garmishments
~ Net Pay Distribution
o Q 1-of1 v | wviewan
CheckiAdvice Number Account Type BankID Account Number Amount
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Adjusting VRS Retirement Benefit Deductions

Adjustments to the VRS Retirement Benefit Deductions may be needed for scenarios such as when an
employee terminates in the middle of the month, or a retro pay rate change has been made. The
adjustment can be made with a one-time override on the “VRS” Earnings Code or the impacted
Retirement Benefit Deductions. How the adjustment is entered will depend on whether the employee is
enrolled in the Retirement Plan.

Employee Enrolled in the Retirement Plan

¢ When the employee is enrolled in the Retirement Plan, the “VRS” Earnings Code (VRS
Contribution Base) can be entered as a SPOT Earnings batch

e Enter the appropriate amount as a positive number to add to the amount already established as
an Additional Pay or a negative number to reduce the amount. The impacted retirement benefit
deductions will adjust based on the transaction that is keyed

Note: When entering a SPOT transaction, the Earns Begin Date should not be prior to the employee’s
hire date on the Job Data record.

If the employee’s payroll status is “Terminated” or “Retired” the Earns End Date field cannot be after
the termination date on the Job Data record.
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For this scenario, the pay period is 5/25 — 6/09 and the employee is terminating on 6/09 (employee
worked through 6/9 and term date is 6/10). The VRS Contribution Base will need to be increased.

Additional Pay Page

Navigate to this page using the following path:
NavBar > Menu > Payroll for North America > Employee Pay Data USA > Create Additional Pay

This page shows the VRS Contribution Base for the employee.

Create Additional Pay
Employee Empl ID Empl Record 0
Additional Pa Find | View All First (1) 2af2 (¢) Last
*Earnings Code[VRS _|Q vRs Contribution Base (=l
Effective Date - Find | View All First (4) 10f1 (¢ Last
Effective Date 05/01/2021 =]
Payment Details Find | View All First (4} 10f1 (P Last
*Addi SeqNbr[ 1] End Date| |Ex) =l
Rate Code |—|Q Reason | Mot Specified v|
Earnings
Hours Hourly Rate| |
Goal Amount|:| Goal Balance| |
Sep Check Nbr|:| [] pisable Direct Deposit
OK to Pay [ prorate Additional Pay
Applies To Pay Periods
First Second Third Fourth Fifth
I+ Job Information
I+ Tax Information

Rev 12/8/2025 Page 96 of 120



 Cardinal Payroll Job Aid
V4 PY381 Using the Single-Use Payroll Online Tool (SPOT)

Retirement Plan Page

The Retirement Plans page displays the plan type and indicates whether it is still Active or not.

NavBar > Menu > Benefits > Enroll in Benefits > Retirement Plans

Retirement Plans
Employee 1D Benefit Record Number 0
Plan Type Q | 1-40f4 v | Wiew 1
I Plan Type 70 Employee Retirement DB I
Coverage Qo 1of1 v | View All
o
Deduction Begin Date [ 0
Participation Election [ © Elect | Waive Terminate K Election Date  (8/28/2021
Benefit Program  Salaried Employee Benefit Pgm Payroll Status Active
Benefit Plan VRSMDB VRS 5% EE Pay Defined Benefit Option Code 18
Plan Type 7wW Group Term Life
Coverage Q| 10f1 v | View All
L]
Deduction Begin Date (d
Participation Election Waive Terminate K Election Date  06/28/2021
Benefit Program  Salaried Employee Benefit Pgm Payroll Status Active
Benefit Plan GTLR Group Term Life-Regular Option Code 2
Plan Type 7X Retiree Health Credit
Coverage Qo 1of1 v | View All
b7
Deduction Begin Date (4 0
Participation Election |__ Elect | Waive Terminate > Election Date  08/28/2021
Benefit Program  Salaried Employee Benefit Pgm Payroll Status Active
Benefit Plan RTCRDR Retiree Health Gredit-Regular Option Code 2
Plan Type 7Y VSDPLTD
Coverage Q | 10f1 v | View All
L]
Deduction Begin Date 04/25/2021
Participation Election Waive Terminate > Election Date  06/28/2021
Benefit Program  Salaried Employee Benefit Pgm Payroll Status Active
Benefit Plan VSDPR LTDASDP-Regular Option Code 1
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SPOT Earnings Batch
Once the VRS Contribution Base is determined and the active plan has been verified, enter the SPOT

batch.

Y
Status | Comments Seqg¥  JEmplID EmplRed § Name Payroll Status IEam Code IDescripﬁon Eams Begin Dt Eams End Dt ;ae:io i
1 @ 1 Q Terminied VRS ContituionBase | ossnet (]| oozt [ @
1-10f1 v | ViewAl

Tax Method OthHrs Hourly Rate Amount ?:::!:itmd Benefit Subset ID Genl Ded Taken | Genl Ded Subset | Sepchk # Addl iebqr
4 [ #[
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Review Paycheck Page — Employee Enrolled in in the Retirement Plan

Prior to VRS Adjustments

The screenshots below show the Special Accumulators section of the Paycheck Earnings tab and
the Deductions section of the Paycheck Deductions tab. On these tabs, users are able to view the
VRS deductions. These screenshots show how it displays prior to VRS Adjustments.

For more information, see the Job Aid titled PY381_General and Benefit Deductions located on the
Cardinal website in Job Aids under Learning.

T ™ e P PN T eSS TN P NN PN e\

¥ Special Accumulators

H Q 1-8 of 10 V| » b ViewAll
Code Description Hours Earnings Empl Record
403 Annuity Basis 88.00 208333 0
457 457 Wax Basis 88.00 208333 0
941 941 Total Gross 88.00 208183 0
CcBs VRS Creditable Compensation 2,500.00 0
CMS Fiscal YTD Salaries for APA 88.00 208333 0
GRS Reserved for Gross Wages 88.00 209183 0
ORP Optional Retirement Base 88.00 208333 0
OTE Other Eamings 850 0

st J TN T T e et AT e TN v A TN N

Ty
~ Deductions

= Qq 110 0f 10 ~ | WewE
Deduction Details 1 Deduction Details 2 Deduction Details 2 1>

Deduction Code Description Class Amount Calculated Base

CWVACRE CoVA Care Before-Tax 188.00

CVACRE CoVA Care Nontaxable Benefit 901.00

DEFCMP 457 Deferred Compensation Before-Tax 100.00

DEFCMP 457 Deferred Compensation Nontaxable Btax Benefit

FLXMED Medical FSA Befare-Tax 25.00

VRSRET Employee Retirement DB Before-Tax 125.00 2,500.00

VRSRET Employee Retirement DB MNontaxable Benefit 361.50 2,500.00

GRPLFR Group Term Life Nontaxable Benefit 33.50 2,500.00

RETHCR Retiree Health Credit Neontaxable Benefit 28.00 2,500.00

SDLTDR VSDP LTD MNontaxable Benefit 15.25 2,500.00

/'\_—JMMMMW
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Paycheck Deductions after SPOT Adjustments

On the Paycheck Earnings tab, in the Other Earnings section of the page, users are able to view the
VRS Contribution Base amount that was entered in SPOT.

[ T T T e M T TN N ATt T T e s ot N TN TN T N
~ Earnings Q 14 4 | 4ofd ~ B View Al
Begin Date  05/25/2021 End Date 06/08/2021 Addl Line Nbr 3 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 24038462 Rate (0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate FLSA Rate
Shift NotApplicable Shift Rate
Other Earnings
B Q 1 1-1ef1 ~ 1| viewAl
Other Earnings Details 1 I [ Cther Eamings Details 2 l 113
Code Description Rate Used Hours Rate Amount Source
VRS | VRS Contribution Base Hourly Rate | 2,500.00 OP
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The screenshots below show the Special Accumulators section of the Paycheck Earnings tab and
the Deductions section of the Paycheck Deductions tab. On these tabs, users can view the VRS
deductions. These screenshots show how it displays after VRS Adjustments.

fr s \”F\"”\ MﬂMMAM\‘AM,WWM.WHMNM “‘“MJW

¥ Special Accumulators

5 Q M4 [asof1o v b M ViewAl ‘
Code Description Hours Earnings  Empl Record
403 Annuity Basis 96.00 2,083.33 |0
457 457 Max Basis 986.00 2,083.33 ‘ 0 ‘_
941 941 Total Gross 96.00 209183 0 -
CBS VRS Creditable Compensation 5,000.00| 0
CMS Fiscal YTD Salaries for APA 88.00 2,083.33 ‘ 0 ‘_
GRS Reserved for Gross Wages ‘ 88.00 ‘ 2,091.83 ‘ a ‘_
ORP Optional Retirement Base 96.00 2,083.33|0 ‘_
OTE ‘ Other Eamings ‘ ‘ 8.50 ‘ o] ‘7

S T Y T I N Y A e

/WJMFWMWWJ‘MmM\foW

¥ Deductions

B Q | | 1-126f12 ~| | Fo ] Miewd
[ Deduction Details 1 \ I Deduction Details 2 l [ Deduction Details 3 l 1>
Deduction Code Description Class Amount Calculated Base
CVAGRE CoVA Care Befare-Tax ‘ 188.00 ‘ ‘
CVACRE CoVA Care Nontaxable Benefit ‘ 801.00 ‘ ‘_
IMPLIF ‘ Imputed Life ‘ Taxable Benefit ‘ 500 ‘ 100,000.00 ‘7
DEFCMP ‘ 457 Deferred Compensation Before-Tax ‘ 100.00 ‘ ‘_
DEFCMP ‘ 457 Deferred Compensation MNontaxable Btax Benefit ‘ ‘ ‘7
FLXMED ‘ Medical FSA Before-Tax ‘ 25,00‘ ‘7
YRSRET ‘ Employee Retirement DB Before-Tax ‘ 250.00 ‘ 5,000.00 ‘
VRSRET ‘ Employee Retirement DB MNontaxable Benefit ‘ F23.00 ‘ 5,000.00 ‘7
GRPLFR ‘ Group Term Life Neontaxable Benefit ‘ 67.00 5,000.00 N
RETHCR Retiree Health Credit MNontaxable Benefit ‘ 56.00 ‘ 5,000.00 ‘7
SDLTDR ‘ VSDPLTD MNontaxable Benefit ‘ 30.50 ‘ 5,000.00 ‘7
Befare Tax ‘ 2.10 ‘ ‘_

FLXFEE ‘ Flex Administrative Fee
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Employee Not Enrolled in the Retirement Plan

When an employee has been terminated and no longer enrolled in the retirement plan, the user will
need to enter a SPOT Deduction batch to override the impacted retirement benefit deductions.
Navigate to the Retirement Plans or Saving Plans pages to see this information using the following
paths:

NavBar > Menu > Benefits > Enroll in Benefits > Retirement Plans
NavBar > Menu > Benefits > Enroll in Benefits > Savings Plans

The screenshot below is an example of a prior paycheck showing the VRS retirement deductions and
the amount that will be used for the SPOT entries.

U o L W . T NV N VUSSP S Ve NESUURIIIY S
~ Deductions
= a 1-10 07 10 ~ I Mews
Deduction Details 1 I I Deduction Details 2 I I Deduction Details 3 l 1>
Deduction Code Description Class Amount Calculated Base
CWACRE CoVA Care Befare-Tax 188.00
CWVACRE CoVA Care Nontaxable Benefit 901.00
DEFCMP 457 Deferred Compensation Before-Tax 100.00
DEFCMP 457 Deferred Compensation Nontaxable Btax Benefit
FLXMED Medical FSA Befare-Tax 2500
VRSRET Employee Retirement DB Before-Tax 125.00 2,500.00
VRSRET Employee Retirement DB Nontaxable Benefit 381.50 2,500.00
GRPLFR Group Term Life Nontaxable Benefit 33.50 2,500.00
RETHCR Retiree Health Credit Nontaxable Benefit 28.00 2,500.00
SDLTDR VSDP LTD Nontaxable Benefit 1525 2,500.00
e T e e e I e e e WP S e NP ST e SR
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SPOT Deduction Page

Once the amounts are obtained, enter the VRS retirement deductions in SPOT.

Status | Review Status | Comments |Seq# | EmplID EmplRod | Name Payroll Status | Plan Type | Benefit Plan Ded Code Description
1 ® 1| e Terminated [0 @] |[vesmos @] ||wrsmeT @] | EgpioyvesRefiement
2 2 a Terminated [0 a] |[vesmoe @] |[vrsrer @] - |ggPiovec Retrement
3 ® 3 [j] Terminated l7w Ql [GTLR Q] IGRF‘LFR Q] Group Term Life
4 ® Y Terminated [x @] |[rreror @] |[RETHCR @] |Reires Health Gredit
s ® 5| | — Q| Terminated [ o] |[jvsorr @] |[sooR @ |vsDPLTD
of 5 v | ViewAl
DedClass  Ded Calc Rate/Percent Amount One Time Cd Sepchk #
Fal [wom [ mw | [o | [¥] [
Nal [ o) [wm o [ 5] [
ol [amn o | o o [ [
Fe) | [ aw e d [0 |1 O
o] [amn o o) | 4 o [ [

Note: Use the Override Code as applicable. In that case, enter the total amount that would need to be
deducted from the pay.
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SPOT Entry for an Additional Pay

When entering a SPOT transaction for an additional pay, the user must select the appropriate
sequence number.

In this scenario, an adjustment to Temporary pay must be entered. The employee is owed $100
because the effective date was entered incorrectly.

Additional Pay Page

Navigate to this page using the following path:
NavBar > Menu > Payroll for North America > Employee Pay Data USA > Create Additional Pay
This page shows the Temp pay which should have had an effective date of “03/10/2023”.

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Find | View All First (4 20f3 b Last
Earnings Code TMP Temporary Pay
Effective Date Find | View All First (4 10f1 (» Last

Effective Date 03/29/2023

Payment Details Find | View All First (4' 10f1 (» Last
Addl Seq Nbr 1 End Date
Rate Code Reason Not Specified
Earnings $100.00
Hours Hourly Rate
Goal Amount $1.000.00 Goal Balance $500.00
Sep Check Nbr Disable Direct Deposit
OK to Pay Prorate Additional Pay

Applies To Pay Periods
First Second Third Fourth Fifth

Job Information

Tax Information

1| Save | |[ab Return to Search

[=] Notify || %2 Refresh | J) Update/Display |_/-J Include History
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SPOT Earnings Batch

For the Goal Amount field to update on the Additional Pay record there must be a matching
additional sequence number in SPOT.

5]
Status Comments | Seq#t Empl ID EmplRed | Name Payroll Status | Eamn Code Description Eams Begin Dt Earns End Dt gae: ods
1 ® 1 \E\ Active \@\ Temparary Pay oaoo0z3 ]| [osnaoes B \I\
110ff v | ViewAl
Tax Method OthHrs Hourly Rate Amount ?:::;it Ded Benefit SubsetID | Genl Ded Taken Genl Ded Subset | Sepchk # Add iﬁ
Annualized v | 100 00‘ Deduction Deduction ‘E| ‘E‘ ‘E‘ ‘E‘
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Employee with Two (2) Hourly Jobs with a Due Agency Deduction

When an employee has two hourly jobs at the same Company and the Payroll Administrator needs to
process a Due Agency deduction for both jobs, only one SPOT transaction should be entered. If you
enter one for each employee record, only one transaction will process. Calculate the total amount for
Due Agency deduction for each job and process the total amount using one of the two employee job
records.

Note: This scenario is not applicable for an employee that has a Salaried and Hourly position at the
same Company.

For this scenario, the employee owes the agency $250 from each job for a total of $500. The Payroll
Administrator should enter the SPOT batch as follows:

SPOT Deduction Batch

HE
Status Comments | Saqf Empl ID EmplRed  Name Payroll Status  Plan Type | Benefit Plan Ded Cade Deseripfion
1| ok ) 1 a| | oql Active o a| | a| |[ouessy a| | dueagensy
ew All
Ded Class | Ded Cale Rate/Percant Amount One Time Cd Sapehk 8
A al [ Amount 500.00 Overide v | 0| +| |—
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Review Paycheck Page

Paycheck Earnings tab

Payroll Job Aid

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Help
Paycheck Earnings Paycheck Taxes Faycheack Deductions A
Empl ID Name |
Company DEL Pay Group BW1 Pay Period End  11/20/2025 Page 3 Line 49 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 1,132.85
Issue Date  12/12/2025 Paycheck Number Taxes 188.05
Off Cycle Reprint Adjustment Corrected Cashed Deductions 500.00
Net Pay 44490
Begin Date  11/16/2025 End Date  11/22/2025 Addl Line Nbr 2 Reason  Not Specified
Empl Record 0 Benefit Record 0 Adduional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 21.580000 Rate  0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Eamnings 0.00
Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate
Shift Not Applicable Shift Rate
Other Earnings
\E’ v | View Al
Other Eamings Details 1 Other Eamings Details 2 >
Code Description Rate Used Hours Rate Amount | Source
} v
RGH Regular Time - Hourly | Hourly Rate 1450 21.580000 31291
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PY381 Using the Single-Use Payroll Online Tool (SPOT)

Paycheck Deductions tab

Help
Paycheck Eamings Paycheck Taxes Paycheck Deductions
Empl ID Name
Company DEL Pay Group BWA1 Pay Period End  11/29/2025 Page 3 Line 49 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 1,132.95
Issue Date  12/12/2025 Paycheck Number Taxes 188.05
Off Cycle Reprint Adjustment Corrected Cashed Deductions 500.00
Net Pay 444.90
~ Deductions
Q, of 1 v | wview Al
Deduction Details 1 Deduction Details 2 Deduction Details 3 B
Deduction Code Description Class Amount Calculated Base
DUEAGY Due Agency After-Tax 500.00
> Garnishments
~ Net Pay Distribution
|u’_‘1 Q | v | View Al
Check/Advice Number Account Type Bank ID Account Number Amount
Paycheck Eamings | Paycheck Taxes Paycheck Deductions
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SPOT Scenarios for Bonus Payments Entered on a Separate Check

When an employee receives earnings to be paid on a separate check, the Payroll Administrator will
need to enter the SPOT Earnings transaction and update the Sepchk# field default value from “0” to
“1”. If there are deductions that will need to be taken from the separate check, then a SPOT Deduction
transaction will need to be entered (after the SPOT Earnings) and the Sepchk# field will need to be
updated from “0” to “1” to ensure that the deductions are taken from the corresponding separate check.

Note: If there is more than one separate check with a deduction transaction, enter the next value (“2”,
“3”, etc.) and make sure the deduction separate check corresponds (“2, “3”, etc.).

Bonus Payment with Supplemental Tax Only

In this scenario, the employee is receiving a bonus of $1500 with supplemental tax only (no
deductions).

SPOT Earnings Batch

[®][a]

Status Comments | Seq# Empl ID E:‘Ir | Name Payroll Status Earn Code Description Earns Begin Dt Earns End Dt

Discretionary Bonus (Not

1| 0K @ 1 0 Active DBN FLSA)

0711012025 0712412025

View All

Addl
Tax Periods Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken Benefit Subset ID Genl Ded Taken Genl Ded Subset Sepchk # Seq
Nbr

1| Supplemental 1500.00 | None None 1
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Review Paycheck Page

Paycheck Earnings Paycheck Taxes Paycheck Deductions
Empl ID Name SN
Company ABC Pay Group  SM1 Pay Period End  07/24/2025 Page 30 Line 1 Separate Check 1
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 1,500.00
Issue Date  08/01/2025 Paycheck Number Taxes 531.00
Off Cycle Reprint Adjustment Corrected Cashed Deductions 0.00
Net Pay 969.00
v Earnihgs @ | 1of1 «~ | ViewAll
Begin Date  07/10/2025 End Date  07/24/2025 Addl Line Nbr 3 Reason  Not Specified
EmplRecord 0 BenefitRecord 0 Additional Data
Salaried Hourly Overtime
Hours (.00 Hours 0.00 Hours 0.00
Rate 26.041667 Rate 0.000000 Rate  0.000000
Earnings 000 Earnings 0.00 Earnings 0.00
Rate Code Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate FLSA Rate
Shift  Not Applicable Shift Rate
Other Earnings
@ 1-10f1 v | View Al
Other Earnings Details 1 Cther Eamings Details 2 >
Code Description Rate Used Hours Rate Amount | Source
Discretionary Bonus (Not
DBN FLSA) Hourly Rate 1,500.00 | OP
v Special Accumulators
@ 1-60f6 v | View Al
Code Description Hours Earnings | Empl Record
403 Annuity Basis 1,500.00| 0
457 457 Max Basis 1,500.00 | 0
a1 941 Total Gross 1,500.00| 0
CMB Fiscal YTD Bonuses for APA 1,600.00| 0
GRS Reserved for Gross Wages 1,500.00 | 0
OTE Other Earnings 1,500.00| 0
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Bonus Payment with One-time Deferral

In this scenario, the employee is receiving a bonus of $1500 with supplemental tax and a one-time
deferral of $500.

SPOT Earnings Batch

=|[q]
Status Comments Seq# Empl ID Ecmerl Name Payroll Status Eam Code Description Earns Begin Dt Earns End Dt
10Kk ® 1 0 Active DBN EI‘_SSC;\E)“"“EW Bonus (Not 071012025 0712472025
View All
Addl
Tax Periods Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken Benefit Subset ID Genl Ded Taken Genl Ded Subset Sepchk # Seq
Nbr
1| Supplemental 1500.00 | Subset BNS None 1
SPOT Deduction Batch
®][a]
Status Comments Seq# Empl ID E:‘dpl Name Payroll Status Plan Type Benefit Plan
1 0K 2 1 0 Active 49 457P24
Ded Code Description Ded Class Ded Calc Rate/Percent Amount One Time Cd Sepchk #
DEFCMp | 457 Deferred B Amount 500.00 Override 1
Compensation
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Review Paycheck Page — Paycheck Earnings Tab

Paycheck Earnings Paycheck Taxes Paycheck Deductions
Empl ID Name
Company ABC Pay Group SMA1 Pay Peried End  07/24/2025 Page 1 Line 1 Separate Check 1
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option Check Earnings 1,500.00
Issue Date  08/01/2025 Paycheck Number Taxes 312715
Off Cycle Reprint Adjustment Cormrected Cashed Deductions 500.00
Net Pay B87.25
~ Earnings ‘Q‘ \ [tor2v|[ > |/ o] 1 viewan
Begin Date  07/10/2025 End Date  07/24/2025 Addl Line Nbr 3 Reason  Not Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly QOvertime
Hours 0.00 Hours (.00 Hours (.00
Rate 26.041667 Rate 0.000000 Rate 0.000000
Eamings 0.00 Eamings 0.00 Earnings 000
Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate
Shift Mot Applicable Shift Rate
Other Earnings
‘ B | Q | View All
Other Earnings Details 1 Other Earmings Details 2 123
Code Description Rate Used Hours Rate Amount | Source
Discretionary Bonus (Not
DBN FLSA) Hourly Rate 1,500.00 | OP
v Special Accumulators
| 5 ‘ Q ‘ View Al
Code Description Hours Earnings Empl Record
403 Annuity Basis 1,500.00 0
457 457 Max Basis 1,500.00 0
941 941 Total Gross 1,500.00 0
CMB Fiscal YTD Bonuses for APA 1,500.00 0
GRS Reserved for Gross Wages 1,500.00 0
OTE Other Eamings 1,500.00 0
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Review Paycheck Page - Paycheck Deductions Tab
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PY381 Using the Single-Use Payroll Online Tool (SPOT)

Paycheck Earnings Paycheck Taxes Paycheck Deductions

Name

Pay Group SM1

Empl ID

Company ABC Pay Period End  07/24/2025

Paycheck Information

Paycheck Status Calculated Paycheck Option Check
Issue Date  08/01/2025 Paycheck Number
Off Cycle Reprint Adjustment Corrected Cashed

~ Deductions

®)[a]

Deduction Details 1 Deduction Details 2 Deduction Details 3 (>3

Deduction Code Description Class

DEFCMP 457 Deferred Compensation Before-Tax

DEFCMP 457 Deferred Compensation Nontaxable Btax Benefit

> Garnishments

v Net Pay Distribution
®)[a]

Check/Advice Number Account Type Bank ID

Page 1 Line

Paycheck Totals

Earnings
Taxes
Deductions

Net Pay

Amount

500.00

20.00

Account Number

1,500.00
31275
500.00
68725

Calculated Base

Separate Check 1

View All

View All

Amount

Note: If the employer deferred compensation deductions should not be processed, an additional SPOT

transaction is needed to override it.
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Bonus Payment with Garnishment Deduction Only
In this scenario, the employee is receiving a bonus of $3000 Bonus with supplemental taxing and a
garnishment.

SPOT Earnings Batch

B
Status Comments | Seq# Empl ID Ecm:fl Name Payroll Status Eam Code Description Earns Begin Dt Earns End Dt
10K Q@ 1 0 Active DEN E‘Ls;’;e)“""aw Bonus (Not | gzz4012625 0712412025
110f1 v | Viewal

Addl

Tax Periods Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken | Benefit Subset ID Genl Ded Taken | Genl Ded Subset Sepchk # Seq
Nbr

1| Supplemental 3000.00 | None Subset GRN 1
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Review Paycheck Page — Paycheck Earnings Tab

Paycheck Earnings Paycheck Taxes Paycheck Deductions
Empl ID Name =
Company ABC Pay Group  SM1 Pay Period End  07/24/2025 Page 254 Line 2 Separate Check 1
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option Check Earnings 3,000.00
Issue Date  08/01/2025 Paycheck Number Taxes 1,062.00
Off Cycle Reprint Adjustment Corrected Cashed Deductions 484.50
Net Pay 1,4563.50
v Earnings @ | 1of 1 v | ViewAll
Begin Date  07/10/2025 End Date  07/24/2025 Addl Line Nbr 3 Reason  Not Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 26.041667 Rate  0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate
Shift Mot Applicable Shift Rate
Other Earnings
@ 1-10f1 ~ | ViewAll
Other Earnings Details 1 Gther Eamings Details 2 >
Code Description Rate Used Hours Rate Amount | Source
Discretionary Bonus (Not
DBN FLSA) Hourly Rate 3,000.00 | GP
v Special Accumulators
@ 1-60f6 v | ViewAll
Code Description Hours Eamnings | Empl Record
403 Annuity Basis 3,000.00 | 0
457 457 Max Basis 3,000.00| 0
941 941 Total Gross 3,000.00|0
CNB Fiscal YTD Bonuses for APA 3,000.00 | O
GRS Reserved for Gross Wages 3,000.00(0
OTE Other Eamings 3,000.00 | O
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Review Paycheck Page — Paycheck Deductions Tab

Paycheck Earnings Paycheck Taxes Paycheck Deductions
Empl ID Name [
Company ABC Pay Group  SM1 Pay Period End  07/24/2025 Page 254 Line 2 Separate Check 1
Paycheck Information Paycheck Totals

Paycheck Status  Calculated Paycheck Option Check Earnings 3,000.00

Issue Date  08/01/2025 Paycheck Number Taxes 1,062.00

Off Cycle Reprint Adjustment Corrected Cashed Deductions 484.50

Net Pay 1,453.50

v Deductions

@ 110f1 v | viewAll
Deduction Details 1 Deduction Details 2 Deduction Details 3 1[4
Deduction Code Description Class ‘ Amount Calculated Base
GARN Garnishment After-Tax ‘ 484 50
~ Garnishments @ | 1of1 + | View All
Priority & ID  GRNOO1 Type Wit of Garnishment
Vendor CAMPBELL G-007 AP Status
Law Source WA Rule ID GEMERAL1  General Exemption with SMW
Disposable Earnings 1,938.00 Proration Rule ID
Less Exemption 1,453.50
Less Other Garnishments
Maximum Deduction 484.50
Limited Amount 484.50 Limited Type Deduct Not Limited
Garnishment Amount 484.50
Company Fee
Payee Fee
Total Deducted 484 50 Adjusted Due To Included Fee

Rev 12/8/2025 Page 116 of 120



/;) Cardinal Payroll Job Aid
d PY381 Using the Single-Use Payroll Online Tool (SPOT)

Bonus Payment with Garnishment and One-Time Deferral
In this scenario, the employee is receiving a bonus of $3000 Bonus with supplemental taxing with a
garnishment, and a one-time deferral of $300.

SPOT Earnings Batch

#e]
Status Comments | Seq# Empl ID E:‘rfl Name Payroll Status Eam Code Description Earns Begin Dt Eams End Dt
10K @ 1 0 Shoe Polish Acive DBN Efgg“o“a”’ Benus (ot 771072005 oTR2A2025
View Al
Addl
Tax Periods Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken ' Benefit Subset ID Genl Ded Taken | Genl Ded Subset Sepchk # Seq
Nbr
1| Supplemental 3000.00 Subset BNS Subset GRN 1
SPOT Deduction Batch
B/l
Status Comments | Seq# Empl ID E:‘Idpl Name Payroll Status Plan Type Benefit Plan Ded Code
1/ CK @ 1 0 Active 49 457P24 DEFCMP
View All
Description Ded Class Ded Calc Rate/Percent Amount One Time Cd Sepchk #
457 Deferred B Amount 300.00 | Addition 1
Compensation
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Review Paycheck Page — Paycheck Earnings Tab

Paycheck Earnings Paycheck Taxes Paycheck Deductions
Empl ID Name
Company ABC Pay Group  SM1 Pay Period End  07/24/2025 Page 36 Line 1 Separate Check 1
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option Check Earnings 3,000.00
Issue Date  08/01/2025 Paycheck Number Taxes 97320
Off Cycle Reprint Adjustment Cormrected Cashed Deductions 82670
Net Pay 1,200.10
v Eamnings @ | | ViewAll
Begin Date  07/10/2025 End Date  07/24/2025 Addl Line Nbr 3 Reason  Not Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 26.041667 Rate 0.000000 Rate (0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate FLSA Rate
Shift NotApplicable Shift Rate
Other Earnings
. @ 1-10f1 v | ViewAl
Other Earnings Details 1 Other Eamings Details 2 >
Code Description Rate Used Hours Rate Amount | Source
Discretionary Bonus (Not
DBN FLSA) Hourly Rate 3,000.00 | GP
v 8pecial Accumulators
@ 1-60f6 ¥ | viewal
Code Description Hours Earnings  Empl Record
403 Annuity Basis 3,000.00 0
457 457 Max Basis 3,000.00 | O
941 941 Total Gross 3,000.00 0
CMB Fiscal YTD Bonuses for APA 3,000.00 0
GRS Reserved for Gross Wages 3,000.00 0
OTE Other Eamings 3,000.00 | O
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Review Paycheck page - Paycheck Deductions Tab

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Paycheck Earnings

Paycheck Taxes

Paycheck Deductions

Empl ID
Company ABC

Paycheck Information

Name

Pay Group  SM1

Pay Period End  07/24/2025

Page

36 Line 1

Paycheck Totals

Separate Check 1

Paycheck Status  Calculated Paycheck Option Check Earnings 3,000.00
Issue Date  08/01/2025 Paycheck Number Taxes 973.20
Off Cycle Reprint Adjustment Corrected Cashed Deductions 826.70
Net Pay 1,200.10
v Deductions
@ 1-30f3 v | View Al
Deduction Details 1 Deduction Details 2 Deduction Details 3 >3
Deduction Code Description Class Amount Calculated Base
DEFCMP 457 Deferred Compensation Befare-Tax 320.00
DEFCMP 457 Deferred Gompensation Nontaxable Btax Benefit 20.00
GARN Garnishment After-Tax 506.70
v Garnishments @ | 1of1 ~ I View Al
Priority 5 ID GRNO0O2 Type Wnt of Garnishment
Vendor HENRICO GE-001 AP Status
Law Source VA RulelID GENERAL1  General Exemption with SMW
Disposable Earnings 2,026.80 Proration Rule ID
Less Exemption 1,520.10
Less Other Garnishments
Maximum Deduction 506.70
Limited Amount 506.70 Limited Type Deduct Not Limited
Garnishment Amount 506.70
Company Fee
Payee Fee
Total Deducted 506.70 Adjusted Due To Included Fee
v Net Pay Distribution
El 1-10f1 v | View Al
Check/Advice Number Account Type Bank ID Account Number Amount
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Payroll Job Aid

/;j Cardinal

PY381 Using the Single-Use Payroll Online Tool (SPOT)

Review Paycheck Page — Paycheck Deductions Tab for Regular Paycheck for the Period

Paycheck Earnings Paycheck Taxes Paycheck Deducticns
Empl ID Name
Company ABC Pay Group SM1 Pay Peried End  07/24/2025 Page 36 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Earnings 2,083.33
Issue Date  08/01/2025 Paycheck Number Taxes 398.32
Off Cycle Reprint Adjustment Corrected Cashed Deductions 568.01
Net Pay 1,117.00
v Deductions
@ 180f10 ~| > > | ViewAll
Deduction Details 1 Deduction Details 2 Deduction Details 3 >3
Deduction Code Description Class Amount Calculated Base
CVAHAW COVA Health Aware Before-Tax 31.00
CVAHAW COVA Health Aware Nontaxable Benefit 415.00
DEFCMP 457 Deferred Compensation Before-Tax 20.00
DEFCMP 457 Deferred Compensation Nontaxable Btax Benefit 10.00
VRSRET Employee Retirement DB Before-Tax 127.68 2,553.67
VRSRET Employee Retirement DB Nontaxable Benefit 3972 2 553.67
GRPLFR Group Term Life Nontaxable Benefit 30.13 2,553.67
RETHCR Retiree Health Credit Nontaxable Benefit 28.60 265367
v Garnishments @ | 1of1 ~ I View All
Priority 5 ID  GRNO0O2 Type Wit of Garnishment
Vendor HENRICO GE-001 AP Status
Law Source WA Rule ID GENERAL1  General Exemption with SMW
Disposable Earnings 1,557 33 Proration Rule ID
Less Exemption 1,168.00
Less Other Garnishments
Maximum Deduction 38933
Limited Ameount 389.33 Limited Type Deduct Not Limited
Garnishment Amount 386.33
Company Fee
Payee Fee
Total Deducted 38033 Adjusted Due To Included Fee
~ Net Pay Distribution
@ 1-10f1 v | ViewAll
Check/Advice Number Account Type Bank ID Account Number Amount
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