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What is the Cardinal Upgrade?

e The Cardinal team is enhancing the Financials (FIN) and Human Capital Management
(HCM) applications.

e This upgrade will deliver a range of new features designed to improve system
functionality and your overall user experience.

e Scheduled to go live on September 8, 2026.

Awareness & Support &

September - October

September 8

« Communications, « Comprehensive user » Updated job aids
Infographics, Videos, guidance: What to and training
Website posts know and when. ; - Webinars covering

* Webinars showcasing FAQs and Hot Topics
new features for core

users

/f) Cardinal



Cardinal Upgrade Overview

New Time & Attendance (TA) Tiles

New Timesheet & Live Demonstration

Absence Enhancements & Live Demonstration

Q&A and Wrap Up



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

05/02/2026 - 05/31/2026

*Learn more at the August
12 webinar!

/f) Cardinal



Cardinal Time Tile Pages

Time

Access the Timesheet to Enter Time, view a

. Timesheet ~

’ Time Summary page, and Review Exceptions

Enter Time

Time Summary

Exceptions

« Users can Enter Time by Day ==

Workgroup SE2P071E2

i{’\and view Payable Time

@ Enter Time by Day

‘7 Payable Time

& Leave / Comp Time

|, Manage Absence
"& Cancel Absences

- View Requests

& Absence Balances

1= Comprehensive Absence Summary

F| Approval Monitor

//;/ Cardinal

o *ViewBy | Weekly |

/ View Leave/Comp Time | —

- Submit Absences, Request to Cancel D | sotmesra |
/Z Absences, View Absence Requests

L | | =)

- Review Absence Balances and the ’
DZ Comprehensive Absence Summary page. *°
| Access the Approval Monitor page to
check approval status and information
12
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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.

Enter Time
Employee ID

Empl Record 0

Time Reporting Type Exception

Earliest Change Date 04/25/2026

Workgroup SE2P071E2

*View By -Weekly v

\ > | July 13,2026 - July 19, 2026

Scheduled 40.00 | Reported 0.00 Hours
: =3
*Time Reporting Code 13Mon ©@ 14Tue © 15Wed © 16Thu @ 17 Fri [C] 18 Sat [©] 19 Sun
Row Totals Taskgroup Business Unit Telework Agency Value ChartFields
0of8 0of8 0of8 0of 8 0of8 0of0 0of 0
M E] [ J [ ] [ ] [ ] [ ] [ ] [ 50100CCRQ 50100 Q] [ ChartFields
« .
Time Summary Absences Exceptions Payable Time
2]
Category 1 Total 1L Mon 13 1 Tue 14 1 Wed 15 1 Thu16 1L Fri17 1 Sat18 1 Sun19 1
Total Reported Hours
Total Scheduled Hours 40.00 8.00 8.00 8.00 8.00 8.00
Schedule Deviation 40.00 8.00 8.00 8.00 8.00 8.00
4 14

/}j Cardinal
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Timesheet — Set View Options

Use the View By drop-down to “View By | Weekly v
Enter Time Change the timeSheet VieW to BI_Weekly
s T o Bi-Weekly, Monthly, or Period. Monthly
\, ; Period

<> | July 13,2026 - July 19, 2026 M‘
L ;////;’////////////////////////////////////A / ) . \ I
Schedu 40.00 | Reported 0.00 Hours ClICk the three dOtS 1 p— ‘7‘
‘Jl Calendz;:;e X ( 00of8 00of8 00of8 0of 8 OofSV %“;% (...) for more Options’

= - V . .

=w v ¢ Use the arrow buttons to jump  [1[ IaniludlngdS;ve fort [ p——— '

> 0 roes 101 fnel to the neXt Or preVIOUS Week’ Aab eran eques i Request Absence

wlsiwoeoe e B or click the calendar icon to _ SR S
x 27 m o W lselect a specific date. ), e
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Timesheet — Entering Time

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

— buttons.
Enter Time
Employee ID Time Reporting Type Exception Workgroup SE2P071E2
Empl Record 0

Earliest Change Date

‘ July 13, 2026 - July 19, 2026

r Status Bar: The visual bar quickly indicates if |

a day's recorded hours are under, over, or
Scheduled 40.00 | Reported 0.00 Hours y
equal to the user’s schedule.
o o
*Time Reporting Code 13Mon @ 14Tue @& 15Wed @& 16 Thu & 17 Fri @) 18 Sat (@] 199Sun &
Row Totals — — — —— — ARSI, LA,
80of8 60of8 8of8 8.50f8 8 of 8 Oof0 0of0
| REG - Regular Hours v| 38.50 ‘T‘ ‘f‘ ‘ 8.00‘ ‘ 6.00 ‘ ‘ 8.00‘ ‘ 8.50‘ ‘ 8.00 ‘ ‘ ‘ ‘
N
The Time Reporting COde Mon 13 14 Tue 14 1 Wed 15 11 Thu 16 14 Fri17 1 sat18 1y Sun19 1y

selection is now at the

8.00 8.00 8.00 8.00 8.00

beginning of the timesheet )

8.00 8.00 8.00 8.00 8.00

Icﬁ/

/fj Cardinal
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Approval Monitor Page

Track and filter time and absence requests by Approval Type, Approval Status, and specified Date

range.

‘ Q_ Searchn Menu

~yyr

&, Timesheet v
View Approval Status

New Window | Help | Personalize Page

“© Enter Time by Day

(% Payable Time

Search Criteria
(% Leave / Comp Time

= | *From Date [ ] *To Date [ l
('}, Manage Absence *Employee ID ‘ Employee Record E [
“Approval Type “ApprovalStatus

("3 Cancel Absences [

Approval Monitor

Clear ] [ Search ]
"%+ View Requests
(& Absence Balances
Search Results
"% Comprehensive Absence Summary @
Employee ID E;n:(:z)r/:e Employee Name Approval Type Absence Name / TRC Description Trar;)s:éllon End Date Approval Status Approver ID Approver Name Approver Email Address

/f) Cardinal
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Using the Approval Monitor

Search Criteria: Complete all fields to view results.

|

View Approval Status

e ——
Search Criteria

*Employee ID

Employee Record

*Approval Type | TLPayableTime

|
V| *Approval Status | Needs Approval ~ v|

“From Date [08/01/2025 El| *ToDate [07/13/2026 ]

[ ow ) [ s ]

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

Search Results
@ m / 130f7 v| > > | ViewAl
Employee ID Ekn:ég)::e Employee Name Approval Type Abse;::chiaplggr: JRC Trarll:)satctlon End Date Approval Status Approver ID Approver Name Approver Email Address rl;hone Num;)er Pnhrorne Nuncl:::r
D 1 : TLPayableTime OT @ Straight Time } 05/17/2026 Needs Approval ‘
2 TLPayableTime Regular Earnings - Salaried 04/03/2026 Needs Approval
3 | TLPayableTime Regular Earnings - Salaried : 04/02/2026 Needs Approval ‘

//;/ Cardinal
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Q Search in Menu

Timesheet Enter Time
Employee ID Time Reporting Type Exception

Empl Record 0 Earllest Change Date 04/25/2026

Time Summary

Exceptions
? =]

July 13,2026 - July 19, 2026

© Enter Time by Day Scheduled 40.00 Reported 0.00 Hours
Payable Time

Leave / Comp Time.

“Time Reporting Code
Manage Absence Row Totals

& Cancel Absences

Timesheet Entry

% Absence Balances

Time Summary ~ Absences  Exceptions  Payable Time

Summary

i Approval Monitor
Category 14 Total 1. Mon 13 1, Tue 14 10

Total Reported Hours

Total Scheduled Hours
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Additional TA Enhancements

Employee Context
Retained Across
Team Time Pages

New My Team Time Real-Time Absence
Tile Forecasting

Centralized Enhanced Reported
Delegation Time Audit

//;/ Cardinal

Employee-Initiated
Cancelation of
Approved Leave




TA Mobile Functionality

- all T @

my.cardinal.virginia.gov M my.cardinal.virginia.gov

& | Balances

Cardinal Portal |

Tuesday, Jul 14, 2026

Service Recognition Leave
As Of 01/10/2026 0.00 Hours ?

<
v Reported Status

Other Leave
As Of 01/10/2026 0.00 Hours >

Payroll @ Reported 0.00 % Scheduled 8.00

Parental Leave

*Time Reporting Code N
As Of 01/10/2026 0.00 Hours

Last Paid 01/16/26

Family Medical Leave
As Of 01/10/2026 0.00 Hours >

Quantity

VSDP Sick Leave
As Of 01/10/2026 80.00 Hours >

@
&

v Time Details

f‘Taskgroup
50100CCRQ
DOT CC Required '

Sick Leave

Personal Details N
As Of 01/10/2026 0.00 Hours

*Business Unit

Pre-Layoff Leave
As Of 01/10/2026 0.00 Hours ¢

VSDP Personal Leave

&

O ardinalvirginia.gov

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

I Webinar Recordings & Presentations

Go-Live Resources (Coming Soon!)

/f) Cardinal

Share Your Feedback!

Scan the QR code or click the link
below to take a brief survey.

forms.office.com/g/JC56ehPS7C

24
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Manage Absence Page

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

‘ Q, Search in Menu

("%, Comprehensive Absence Summary

Approval Monitor

Time
@, Timesheet v Manage Absences
‘o Enter Time by Day
View all requests
(% Payable Time Vacation Vacation Vacation
01/02/2026 12131/2025 122412025 DlSplayS the th ree n |OSt

[ Leave / Comp Time 7.00 Hours 4.00 Hours 3.50 Hours — I d b
If‘,m> Manage Absence © Approved © Approved H © Approved y '
("3 Cancel Absences Create a new Request
|1 View Requests m
% Absence Balances *Start Date |07/10/2026 [::] End Date |07/10/2026 +1 Da

y

*Absence Name [ Select Absence Name VI Apply Absence

/}j Cardinal

7/
Create an Absence Request: Enter the start and end

dates, select the Absence Name, and click Apply

Absence. ]
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Absence Entry

Manage Absences
View all requests
Vacation Vacation Vacation
01/02/2026 12/31/2025 12/24/2025 . .
After clicking the Apply Absence button the
© Approved H © Approved © Approved H Reason f|e|d d |Sp|ayS c
Create a new Request \
*Start Date [07/10/2025 ] End Date [07/10/2026 +1 Day ]

*Absence Name [ Vacation

v} Apply Absence *Reason [ Vacation v}

Partial Days None

Comments

Duration Hours Check Eligibility | View Eligibility Details

Balance Information As Of 07/10/2026

Vacation
01/10/2026 - 01/09/2027

N
. " Use the Check Eligibility
The current balance for the ~ button to quickly confirm if
== [N gelected absence type is the absence request is valid.

displayed automatically.

//;/ Cardinal
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Cancel Absences

Users can now submit a request to Cancel an Absence for absences in Approved status.
This request is routed to their Reports To Supervisor.

| Q_ Search in Menu

il 1 1 L
Time

b

. Timesheet v Cancel Absences

© Enter Time by Day

View Requests 43 rows

=

% Payable Time

% Leave / Comp Time Vacation
01/02/2026
1, Manage Absence 7 Hours
Approved >
Processed
., Cancel Absences
o . Vacati
- View Requests acation
12/31/2025
4 Hours
"% Absence Balances Approved >
iy Comprehensive Absence Summary S I t th Ab t t
Vacation elec e sence 10 reques

F1 Approval Monitor

the Cancelation.

p Approved

/fj Cardinal 28




Canceling an Absence

Cancel Absence

Return to Cancel Absences

Absence Details

Processing Details

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.

Start Date 01/02/2026

Absence Name Vacation

e~

\

Cancel Absence

End Date 01/02/2026

Reason Vacation

Duration 7.00 Hours Status Approved
Comments
Comments Z
E
Status Processed Processed Time 7 Hours
Paid 7 Hours

Period 12/25/2025 - 01/09/2026

Unpaid 0 Hours

Request History

/fj Cardinal
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Canceling an Absence - Submitted

| Q, Search in Menu

~r

o

Absence Request is Submitted for Cancelation.

The Absence Details will now display

a Cancel Status of Submitted.

Absence Details \

art Date 12/19/2025

Absencd Name Vacation

Durytion 5.50 Hours

Cancel Status Submitted

Comments

Processing Details

Status Processed
Paid 6 Hours

Period 12/10/2025 - 12/24/2025

-

Users can view the Approval Chain to see who
it was routed to and the status of the request.

End Date 12/19/2025
Reason Vacation

Status Approved

Request History /

Approval Chain

/}) Cardinal
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. Timesheet Manage Absences

© Enter Time by Day

% Payable Time Vacation Vacation Vacation
01/02/2026 12/31/2025 12/24/2025
é Leave / Comp Time 7.00 Hours 4.00 Hours 3.50 Hours

Manage Absence @ Approved H © Approved H © Approved

5 Cancel Absences Create a new Request

Absence Entry

I Absence Balances *Start Date [07/10/2026
» Comprehensive Absence Summary *Absence Name | Select Absence Name v‘ Apply Absence

| Approval Monitor

/f) Cardinal






Next Steps

-

\.

EXPLORE THE CARDINAL UPGRADE WEBPAGE

@ cardinalproject.virginia.gov/upgrade

~

Communications & Infographics

Videos

I Webinar Recordings & Presentations

Go-Live Resources (Coming Soon!)
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Share 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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T h a n k YO u We Value Your Feedback!

Scan the QR code or click the link
PRESENTATION CONCLUDED below to take a brief survey.

-
P - 5
- -y
1 i‘-"‘ P‘-‘: 'l
i EN{ W ; "'f’:{é oL :’ [ .,,.-” s
s, gkl ool i M forms.office.com/g/JC56ehPS7C
Lt

A copy of this presentation and the recording

_ a2 4 www.cardinalproject.virginia.gov
will be sent to all attendees and invitees.
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