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Agenda

Q&A and Wrap Up

Absence Enhancements & Live Demonstration

New Timesheet & Live Demonstration 

New Time & Attendance (TA) Tiles

Cardinal Upgrade Overview



What is the Cardinal Upgrade? 
● The Cardinal team is enhancing the Financials (FIN) and Human Capital Management 

(HCM) applications.
● This upgrade will deliver a range of new features designed to improve system 

functionality and your overall user experience.
● Scheduled to go live on September 8, 2026.

April - August

• Communications, 
Infographics, Videos, 
Website posts

• Webinars showcasing 
new features for core 
users

August

• Comprehensive user 
guidance: What to 
know and when.

September 8 September - October

• Updated job aids 
and training

• Webinars covering 
FAQs and Hot Topics

Awareness & 
Preparation Deployment Go-Live Support & 

Optimization
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02 New Time & Attendance (TA) Tiles



Cardinal HCM Homepage – New TA Tiles
TA WorkCenter*: Opens 
the new TA WorkCenter

Delegations*: View, create, 
and administer delegation

My Team Time: TA 
Supervisors can directly 
access timesheet and 
absences for direct and 
indirect reports

*Learn more at the August 
12 webinar!
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Cardinal Time Tile Pages
Access the Timesheet to Enter Time, view a 
Time Summary page, and Review Exceptions

View Leave/Comp Time

Submit Absences, Request to Cancel 
Absences, View Absence Requests

Review Absence Balances and the 
Comprehensive Absence Summary page.

Access the Approval Monitor page to 
check approval status and information

Users can Enter Time by Day 
and view Payable Time
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03 New Timesheet & Live Demonstration 



New Cardinal Timesheet
The new timesheet opens by default to the weekly view and refreshes automatically when the view by 
selection or dates are changed. 
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Timesheet – Set View Options

Use the arrow buttons to jump 
to the next or previous week, 
or click the calendar icon to 
select a specific date.

Use the View By drop-down to 
change the timesheet view to 
Bi-Weekly, Monthly, or Period.

Click the three dots 
(…) for more options, 
including Save for 
Later and Request 
Absence.
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Timesheet – Entering Time

The Time Reporting Code 
selection is now at the 
beginning of the timesheet

The timesheet now defaults to only one row. Additional rows can be added/removed by using the + or 
– buttons.

Status Bar: The visual bar quickly indicates if 
a day's recorded hours are under, over, or 
equal to the user’s schedule.
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Approval Monitor Page
Track and filter time and absence requests by Approval Type, Approval Status, and specified Date 
range.
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Using the Approval Monitor

Search Criteria: Complete all fields to view results. Search Results: Displays all matching 
records. Each entry includes:
• Request Details: Absence Name/TRC 

Description and Transaction Date
• Approver Details: Name, Email 

Address, and Phone Number
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LIVE DEMONSTRATION
Timesheet Entry



Additional TA Enhancements

New My Team Time 
Tile

Real-Time Absence 
Forecasting

Employee Context 
Retained Across 

Team Time Pages

Centralized 
Delegation

Enhanced Reported 
Time Audit

Employee-Initiated 
Cancelation of 

Approved Leave
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TA Mobile Functionality

Time Tile on Homepage Enter Time by Day View Balances
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Next Steps
EXPLORE THE CARDINAL UPGRADE WEBPAGE

cardinalproject.virginia.gov/upgrade

Communications & Infographics

Videos

Webinar Recordings & Presentations

Go-Live Resources (Coming Soon!)

Share Your Feedback!
Scan the QR code or click the link 

below to take a brief survey.

forms.office.com/g/JC56ehPS7C

https://www.cardinalproject.virginia.gov/upgrade


04 Absence Enhancements & Live Demonstration



Manage Absence Page
The Manage Absence page will feature a completely refreshed and simplified layout. 

Displays the three most 
recently entered absences.

Create an Absence Request: Enter the start and end 
dates, select the Absence Name, and click Apply 
Absence.
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Absence Entry

After clicking the Apply Absence button the 
Reason field displays.

Use the Check Eligibility 
button to quickly confirm if 
the absence request is valid.

The current balance for the 
selected absence type is 
displayed automatically.
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Cancel Absences

Select the Absence to request 
the Cancelation.

Users can now submit a request to Cancel an Absence for absences in Approved status. 
This request is routed to their Reports To Supervisor.
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Canceling an Absence
The Absence Details display. The user can enter Comments 
about the request and then click Cancel Absence to submit 
the request to their Reports To Supervisor.
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Canceling an Absence - Submitted

The Absence Details will now display 
a Cancel Status of Submitted.

Users can view the Approval Chain to see who 
it was routed to and the status of the request.
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LIVE DEMONSTRATION
Absence Entry
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Next Steps
EXPLORE THE CARDINAL UPGRADE WEBPAGE

cardinalproject.virginia.gov/upgrade

Communications & Infographics

Videos

Webinar Recordings & Presentations

Go-Live Resources (Coming Soon!)

Share Your Feedback!
Scan the QR code or click the link 

below to take a brief survey.

forms.office.com/g/JC56ehPS7C

https://www.cardinalproject.virginia.gov/upgrade


www.cardinalproject.virginia.govA copy of this presentation and the recording 
will be sent to all attendees and invitees.

Thank You
PRESENTATION CONCLUDED

We Value Your Feedback!
Scan the QR code or click the link 

below to take a brief survey.

forms.office.com/g/JC56ehPS7C
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