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/
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Reporters

Time Entry Scenarios — Positive Time Reporters Overview

This Job Aid provides scenarios for Positive Time Reporting in Cardinal for hourly and salaried
employees. Hourly employees and salaried employees with variable Work Schedules are always
positive time reporters, but salaried employees with set Work Schedules can also be positive time
reporters as determined by the agency. The Time Reporter Type displays on the Timesheet page in the
Time Reporter Type field.

It is important to enter time and submit time correctly in order for it to route for approval. Be sure to
follow agency guidelines as to when timesheets need to be submitted.

Hourly employees must submit time in order for it to be processed by Payroll and to receive pay.

Salaried employees must submit time for overtime and shift payments to be processed and paid, for
accounting distributions to be accurate, and for absences to be updated timely (for agencies using
Cardinal as their leave system of record).

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the process 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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Entering Regular Time and Multiple ChartField Distributions
In this scenario, time is being entered for regular hours worked and charged to two different ChartField

distributions.

Step | Action

1.

Time

Navigate to the Enter Time page by clicking the Time tile on the Cardinal HCM Homepage.

The Enter Time page displays by default.

Time
7 Timesheet ~ Enter Time
yee ID
Enter Time I
Earliest Change
Time Summary Date 01/19/2026
Exceplions Law Enforcement Officer Il

Time Reporting Positive
Type

Workgroup SNLFO71P1

Empl Record 0

[ Enter Time by Day

\\ May 24, 2026 - May 30, 2026

% Payable Time

Scheduled 168.00 | Reported 0.00 Hours

T& Leave / Comp Time

D@

*ViewBy | Weekly v

G

+ Manage Absence
*Time Reporting Code 248un @ 25Mon  © 26Tue © 27TWed @ 28 Thu (=]
', Cancel Absences Row Totals
Oof 24 0of 24 0of24 0of24 0of 24

' View Requests ES

[ Absence Balances v E] l l l ] [ l l

["% Comprehensive Absence Summary

Time Summary Leave/Compensatory Time Absences Exceptions Payable Time

May 24, 2026 - May 30, 2026

Verify the Timesheet displays for the time being reported by reviewing the dates that display.
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Step | Action

0 The View By field defaults to “Weekly” which indicates how the Timesheet will display.

*View By | Weekly ~

Note: Change the view of the Timesheet by using the View By dropdown button to view by Bi-
Weekly, Monthly, Period, or Weekly.

If the correct week is not displayed use the Calendar icon or Previous and Next icons to
navigate to the correct week.

<>
Click the Navigation Area tab to hide the Transaction Panel section to view more of the
Timesheet.

3. Click the Time Reporting Code dropdown button and select “REG-Regular Hours”.

*Time Reporting Code

REG - Regular Hours v

For this scenario, it will be regular hours worked that will be charged against the first set of
0 ChartFields in the first available row within the Timesheet grid for Monday through Wednesday.

4. Enter 8 hours for Mon, Tue, and Wed.

1 Mon © 2 Tue @ 3Wed @
N A, | AR A I A
8 of 24 8 of 24 8 of 24
8_00‘ ‘ 8_00‘ ‘ 8_00”
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Step | Action

The Status Bar displays in “blue” when reported hours correspond to the assigned Work
0 Schedule. “Patterned shading” indicates scheduled hours. When reported hours exceed the
assigned Work Schedule, the Status Bar displays in “orange” to highlight the additional hours.

1 Mon )

| i

8of 24

‘ 8_00‘

5. Use the Scrollbar to scroll to the right.

Business Unit Telework Agency Value ChartFields

15600 ‘ Q ‘ ‘ ChartFields

6. Click the ChartFields link.

Telework Agency Value ChartFields

Q I [ ChartFields
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Step | Action

The ChartField Detail page displays in a pop-up window.

ChartField Detail 3
Advanced Search
ChartField Detail
Account 599999 Fund I Q‘
Program [ Q] Department l Q‘
Cost Center [ O.] Task I Q‘
FIPS [ Q] Asset I Q‘
Agency Use 1 [ Q] Agency Use 2 l Q‘
PC Business Unit [ Q] Project l Q\
Activity [ O.] Source Type l Q‘
Category [ o,] Subcategory | Q‘
Affiliate [ Q] Fund Affiliate I Q‘
7. Enter the ChartField information (charge distribution) for the hours entered or click the

Advanced Search link to use a SpeedType Key.

Advanced Search

Note: If an employee has questions regarding which distribution(s) to enter, they should contact
their supervisor or manager for guidance.

For details about entering ChartFields see the Job Aid titled TA371 Entering ChartField
0 Details on the Timesheet. This Job Aid is located on the Cardinal website in Job Aids under
Learning.

8. Click the Done button once ChartFields have been entered.

E3
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Step | Action

0 If the ChartField entered is valid, the Enter Time page displays. Proceed to Step 12.

If the ChartField entered is invalid, a notification displays in a pop-up window. Proceed to the
next Step.

The ChartField Combination chosen is not valid.

The ChartField Combination chosen is not valid for the Business Unit or SETID provided.

9. Click the OK button on the message.
OK
The ChartField Detail page redisplays.

[Canca] ChartField Detail E3

Advanced Search

ChartField Detail

Account [539999 | Fund (01000 Q|
Program ’302003 Ql Department [040000 Q]

Cost Center | Q| Task | a
FIPS | Q| Asset | Q|

Agency Use 1 | Q| Agency Use 2 | Q|
PC Business Unit ’15600 Ql Project [000012?994 Q]
Activity ’STATE Ql Source Type [ Q]
Category [ Ql Subcategory [ Q]
Affiliate ’ Ql Fund Affiliate [ Q]

10.

Make the applicable updates.

Note: If the employee has questions related to ChartField entry, they should contact their
manager or supervisor for guidance.
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Step | Action

11. Click the Done button.

The Enter Time page redisplays.

Enter Time
Employee ID Time Reporting Type Pasitive Workgroup SNLFO71P1
Empl Record 0 Earliest Change Date 01/13/2026
Law Enforcement Officer Il
=1 May 31, 2026 - June 6, 2026 “View By | Weekly ~
Scheduled 168.00 |  Reported 24.00 Hours
o == -
D “Time Reporting Code 38 @ 1Mon  © 2Tie © 3Wed © 4T @ 5Fi © 6sat  ©
Row Totals
00f 24 8 of 24 8 of 24 8024 00f 24 00of24 0024
REG - Regular Hours -~ 24.00 E] [ ] [ suo] [ aoo] [ 800] [ ] [ l l
«

12. | Click the Add a Row (+) button to add the row.

-

13. | Click the Time Reporting Code dropdown button and select “REG-Regular Hours” for the
second row.

*Time Reporting Code

REG - Regular Hours v
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Cardinal

Step | Action

14. Enter 8 hours for Thu and Fri on the second row.

4 Thu © 5Fn ©
A, A
8§ of 24 8 of 24
I 8.00 8.00

15. | Repeat Steps 7 — 9 to enter the second ChartField distribution.

The Enter Time page displays after the valid ChartField (charge distribution) is entered.

Time

(@[ <[> ] may31.2026 - unc 6, 2026

Scheduled 168.00 |

o)

*lime Reporting Gode

Reported 40.00 Hours

=

8 Sal @

Row Totals

Ootz2a

D [ RIG - Regular | lours.

J [

lREG—Regulav Hours ] [ ] [ ] [ ] [ soo] [ sunl [

Time Summary Leave/Gompensatory Time  Absences Excoptions, Payable Time
Category ™1 Total 11 Sun31 Mon 1 14 Tue 2 11 Wed 3 11 Thua Fri5 1L Sat6 L
T
Regular TRCs 10.00 8.00 8.00 8.00 8.00 8.00
lotal Reported Hours 40.00 8.00 8.00 8.00 8.00 8.00

16. | Click the Submit button to submit the time for processing and approval.

-
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Step | Action

A message displays at the top of the Enter Time page indicating the time has been submitted.

Timesheet is Submitted for the period 2026-05-31 - 2026-06-06 X

o
Type
Enter Time Empl Record 0

Earliest Change
Time Summary Date 01/19/2026

Exceptions Law Enforcement Officer Ill

(e Enter Time by Day \\ May 31, 2026 - June 6, 2026 “ViewBy |Weoky v

% Payable Time Scheduled 168.00 | Reported 40.00 Hours
T& Leave / Comp Time
7t D - e
I/, Manage Absence
*Time Reporting Code 31Sun @ 1 Mon @ 2 Tue @ 3 Wed @ 4 Thu @)
I';; Cancel Absences Row Totals
Oof 24 8of24 8of 24 8of 24 80of24
| View Requests
[ Absence Balances [ REG - Regular Hours -] 16.00 E] [ ] [ ] [ ] [ l [ s 00]
1% Comprehensive Absence Summary l REG - Regular Hours Vl 24.00 E] [ l [ 8 00] [ 8 00] [ 8 00] [ l
g >

17. | Scroll down as needed and review the Time Summary tab to verify the time has been
submitted correctly.

Time Summary  Leave/Compensatory Time  Absences  Exceptions  Payable Time
2l
Category 14 Total 14 Sun 3113 Mon 111 Tue2 L Wed 3 14 Thud 11 Fri5 1 Sat6 u‘
Regular TRCs 40.00 8.00 200 800 8.00 800
Total Reported Hours 40.00 800 800 800 8.00 8.00
Total Scheduled Hours 168.00 24.00 2400 2400 2400 24.00 24.00 24.00
‘Schedule Deviation -128.00 2400 -16.00 -16.00 -16.00 -16.00 -16.00 24.00
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Making a Timesheet Adjustment

In this scenario, the employee will make an adjustment to their time from the previous week. The

adjustment is to change the overtime hours worked from two hours to three hours for the Friday time
entry.

Step | Action

1. Navigate to the Enter Time page by clicking the Time tile on the Cardinal HCM Homepage.

~| EnterTime
Won
Empi Record 0

Law Entorcament OFear

\E‘ June 14, 2026 - June 20, 2026 “View By

Scheduled 168.00 | Reported 000 Hours

o =3
o Code Row 45 Ve Taskgroup Shit  Business Unit

Oot2s

=N I J I J I J <o [ ajmwe
«

Time Summary  Leave/Compensatory Time  Absences  Exceplions  Payable Time

Click the Navigation Area tab to hide the Transaction Panel section to view more of the
o Timesheet.

2. Verify the Timesheet displays for the time being reported by reviewing the dates that display.
For this scenario, an adjustment is being made to the previous week.

June 7, 2026 - June 13, 2026
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Step | Action

access the correct week.

B

If it is not the correct week, use the Calendar icon or the Previous (<) and Next (>) icons to

The Enter Time page displays with the previous week.

Enter Time . )
‘E‘ June 7, 2026 - June 13, 2026 “Viewy [Weeky _~ |
Scheduled 168.00 | Reported 44.00 Hours.
0 EXE(-)
» 1 & )| ) ) ] — — | smccoe [— E—] —
ow [7] [ | ] | E— I — — R S— [E—] —
4. Click on the applicable day in the Timesheet grid where the adjustment needs to be made.
For this scenario, the overtime is being adjusted from 2 hours to 3 hours.
*Time Reporting Code Row Total 7 Sun @ 8Mon (@] 9 Tue @ 10Wed © MTu @ 12 Fri =] 13 Sat =]
0of 24 8of24 8of24 8of24 10 of 24 10 of 24 0of 24
40 =] | /1 /[ /[ I 200/ | 200 ]
4000 =] | I ang | 200 | 300 | 320 | 300] | ]
5. Make the update by removing the incorrect hours and replacing it with the updated hours.
12F @
I
11 of 24
3.00
‘ 8.00|
6. Click the Submit button.
Submit e
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Step | Action

A message displays at the top of the Enter Time page indicating the time has been submitted.

Timesheet is Submitted for the period 2026-06-07 - 2026-06-13

Enter Time Empl Record 0 Earliest Change Date 01/19/2026
Time Summary Law Enforcement Offcar I
Exceplions [m] June 7, 2026 - June 13,2026
© Enter Time by Day Scheduled 168.00 | Reported 45.00 Hours
% Payable Time
@
[ Leave / Comp Time
A *Time Reporting Cede 7Sun =] 8 Mon (=] 9 Tue =] 10Wed © 11 Thu =] 12 Fri =] 13 5at (=]
Manage Absence: FRow Totals Taskgroup
Qof24 8of24 Sof24 8of24 10 0f 24 11of24 Dof24
Cancel Absences
v o 1] 2] I )| | ] —— —c ]  ncor
5 Absence Balances REG - Reguiar Hours - 40.00 E \ i a0 | a00] | a00] | 200 | a00] | | ssennccor
P —— 4

7. Review the Time Summary tab at the bottom of the Enter Time page to verify the updated time
was submitted correctly.

Time Summary  Leave/Compensatory Time  Absences  Exceptions  Payable Time
(o]
Gategory T Total Tt sun7 Mon8 1 Tue9 T Wed 10 Ty Thu 11 Fritz sat13
Overtime TRCs I 5.00 200 | ECH |
Regular TRCs 40.00 800 800 8.00 8.00 8.00
Total Reported Hours 45.00 200 800 800 10.00 11.00
Total Scheduled Hours 168.00 2400 24.00 24.00 24.00 2400 24.00 24.00
Schedule Deviation 123.00 2400 16,00 -16.00 -16.00 1400 13.00 -24.00
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Uncompensated Overtime and Straight Overtime

In this scenario, time will be entered for regular time, uncompensated overtime, and straight overtime.

Step | Action

1. Navigate to the Enter Time page by clicking the Time tile on the Cardinal HCM Homepage.

Time

The Enter Time page displays by default.

Time
. Timesheet ~ Enter Time
D Time Reporting Type Positive Workgroup SERPOT1P7
Enter Time Empl Record 0 Earliest Change Date 01/10/2026

Time Summat
i Hearing Legal Serves Offer Il

Bxceptions [E] June 20, 2026 - June 26, 2026 “ViewBy | Weekly v
 Fnter Time by Day Scheduled 168.00 |  Reported 0.00 Hours
% Payable Time
o =10
. Leave / Comp Time
“Time Reporting Gode 08t © 218, © 2Mon @ BT © 2UWed © BT ©
Manage Absence Row Totals
0of 24 0of 24 0of24 0of 24 0of 24 0of 24
14 Cancel Absences
| ew Requests (=) /[ I I ) ) l
4 Absence Balances N "
- . Comprehensive Absence Summary Time Summary  Leave/Compensatory Time ~ Absences  Exceptions  Payable Time

Click the Navigation Area tab to hide the Transaction Panel section to view more of the
0 Timesheet.

D

2. Verify that the correct week displays.

"< || > | [June 20, 2026 - June 26, 2026

If it is not the correct week, use the Calendar icon or the Previous (<) and Next (>) icons to
0 access the correct week.
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Step | Action

3. Click the Time Reporting Code dropdown button and select “UOS-Uncompensated Overtime”.

*Time Reporting Code

UOS - Uncompensated Overtime  «

4. Enter 3 hours on Tue and Wed for uncompensated overtime hours worked.

*“Time Reporting Code 208a @ 218un @ 2Mon @ BTee © 24Wed ©
Row Totals

0of 24 0of 24 Oof24 3of24 3of24

‘ UOS - Uncompensated Overtime v‘ 6.00 |T| |f‘ ‘ ‘ | ‘ | ‘ I 3 OU| ‘ S,DOI

Next the straight overtime needs to be entered, and a new row needs to be added because the
0 time has a different TRC.

5. Click the Add a New Row (+) icon to add a new time entry row.

I

6. Click the Time Reporting Code dropdown button and select “OVS — OT @ Straight Time” for
the second row.

*Time Reporting Code

‘ UOS - Uncompensated Overtime V‘

| ovs - oT @ Straight Time -
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Step | Action
7. Enter 2 hours on Thu for the overtime hours worked.
23 Tue ] 24 Wed 25 Thu [
| Lorrrr s r s | Lorrrn s rr s g | L2rrrrrsrrrrrrsrd
3of24 Jof 24 20f 24

| 3.oo| | 3_oo| | |

| | | 200]

Next, the regular hours need to be entered on the days for which hours should be reported. For
0 this scenario, regular hours must be entered for Monday, Tuesday, Wednesday, Thursday, and
Friday.

8. Click the Add a New Row (+) icon to add a new time entry row.

ul

9. Click the Time Reporting Code dropdown button and select “REG-Regular Hours” for the third
row.

*Time Reporting Code

| UOS - Uncompensated Overtime V|

| OVS - OT @ Straight Time v|

REG - Regular Hours v

10. | Enter the 8 regular hours for Mon, Tue, Wed, Thu, and Fri on the Timesheet.

['Time Reporting Code 208at @ 215 @ 2Mon @ NBTe @ 24Wed & BT @ BFi  ©
Row Totals

00f24 0of 24 8of 24 110f 24 110f24 100f 24 8of24

=
=
8

~
=
8

/| /| I a0q] | aan] | I )

J /| /| /| /| 200] | )

| | I 800 | 800] | 800 | 800 | 800

| UOS - Uncompensated Overtime v |

OVS - OT @ Straight Time

ESNEIREd

‘ REG - Regular Hours v‘ 4000
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Step | Action

0 If applicable, click the ChartFields link and select or enter the ChartField distribution for any of

the rows added.
For this scenario, ChartField updates are not required.

website in Job Aids under Learning.

For more information about entering ChartFields, see the Job Aid titled TA371 Entering and
Updating ChartField Distributions on the Timesheet. This Job Aid is located on the Cardinal

11. | Click the Submit button.

A message displays at the top of the Enter Time page indicating the time has been submitted.

I Timesheet is Submitted for the period 2026-06-20 - 2026-06-26

Enter Time EmplRecord 0 Earliest Change Date 01/10/2026

Time Summa
i Hearing Legal Serves Offcr Il

Exceptions =] June 20, 2026 - June 26, 2026 ViewBy [Weekty v
© Enter Time by Day Scheduled 168.00 |  Reported 48.00 Hours
%, Payable Time
° - |
% Leave / Comp Time
12. | Review the Time Summary tab at the bottom of the Enter Time page to verify the updated
time was submitted correctly.
Time Summary  Leave/Compensatory Time ~ Absences  Exceptions  Payable Time
o]
Category T Total 1L Sat 20 1L Sun 21 1L Mon 22 1L Tue 23 1L Wed 24 1L Thu 25 1L Fri 26 1
coegor oo = = Ciaf = e o
Regular TRCs 40.00 8.00 8.00 8.00 8.00 8.00
vertime TRCs 800 300 3.00 200
|Total Reported Hours 48.00 8.00 11.00 11.00 10.00 8.00
Total Scheduled Hours. 168.00 24.00 24.00 24.00 24.00 24.00 24.00 24.00
Schedule Deviation -120.00 -24.00 -24.00 -16.00 -13.00 -13.00 -14.00 -16.00
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Reporting Holiday and Leave the Same Week

In this scenario, time is entered for a week which contains a holiday and a leave request. For this
scenario, the employee is a Positive Time Reporter on a Variable Work Schedule. The holiday is 5/25,
taking vacation for 5/26 — 5/27, and worked 5/28-5/29.

Note: This scenario only applies to Agencies using Cardinal Absence Management.

Step | Action

1. Navigate to the Enter Time page by clicking the Time tile on the Cardinal HCM Homepage.

Time

The Enter Time page displays by default.

Time
@ Timesheet ~ Enter Time
D Time Reporting Type Positive Workgroup SERPO71P7
Enter Time Empl Record 0 Earliest Change Date 01/10/2026
‘Time Summary Hearing Legal Serves Offer Il
Exceptions = May 23, 2026 - May 29, 2026 ViewBy [Weekly
Eniegnime by Day Scheduled 168.00 |  Reported 0.00 Hours
% Payable Time
o -
& Leave / Gomp Time
*Time Reporting Code 2sat © 245m © 25Mon  © 6T © 2TWed © 28T ©
Manage Absence Row Totals
0of 24 0of 24 0of 24 00f 24 00f24 of24
L Cancel Absences N
- ]
v + l I I I I I |
& Absence Balances ‘
. Comprehensive Absence Summary Time Summary  Leave/Compensatory Time  Absences Exceptions  Payable Time

Click the Navigation Area tab to hide the Transaction Panel section to view more of the
0 Timesheet.

2. Verify the correct week displays.

< || > | |May 23, 2026 - May 29, 2026
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Step | Action

If it is not the correct week, use the Calendar icon or the Previous (<) and Next (>) icons to
0 access the correct week.

When a holiday occurs during the week, it is populated in payable time but not visible on the
0 Timesheet. The Timesheet displays a Holiday icon.

Note: When an employee does not work on the holiday, no hours should be entered on that
day.

25Mon ()

B A P i
0 of 24

&

To learn more about the different icons that may appear on the Timesheet grid, click the Info
icon (() above the Timesheet grid to view the Legend menu with all the icons.

Legend X
= Time Details
®m  Saved
) Approved
”n Pending Approvals
©®  Denied
o Pushed Back
A Exception
fi  Submitted Absence
fi  Saved Absence
5 Absence In Process
(i Absence Approved
fs  Absence Denied
i  Absence Pushed Back
2 Holiday

[ ] Reported

Rev 9/1/2026 Page 20 of 95



/g) Cardinal ESS Time & Attendance Job Aid
/

ESS392 Time Entry Scenarios — Positive Time
Reporters

Step | Action

If the employee worked the holiday(s) and entered hours on the holiday, when time is entered
0 or saved, Cardinal displays a message that the reported date is a scheduled holiday.

Warning - 2026-05-25 is scheduled as a holiday
Reported Date is scheduled as a Holiday. Press OK to Save the Reported Time and return to Timesheet page. Press cancel to return to Timesheet page to save or change your Reported Time.

Entering time on a holiday may be appropriate if the employee worked on the holiday or needed
to enter other hours to make up the difference between holiday and scheduled hours.

For this scenario, the employee did not work the holiday, so no hours are entered for that day.

3. Click the Related Actions icon next to the Submit button to enter the Absence Request.

The Related Actions menu displays in a pop-up window.

Save for Later

Request Absence

4. Click the Request Absence option.

Request Absence
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Step | Action
The Request Absence page displays in a pop-up window.
Request Absence X

“Start Date | 05/26/2026 End Date |05/27/2026 H +1 Day l

*Absence Name [ Select Absence Name vl I Apply Absence

5. Update the Start Date and End Date fields with the applicable dates of the absence being
taken.
“Start Date |05f26!2026 End Date |05/27/2026 +1 Day
*Absence Name | Select Absence Name V| Apply Absence
6. Click the Absence Name dropdown button and select “Vacation” for the absence in this
scenario.
“Absence Name | Vacation W
7. Click the Apply Absence button.

Apply Absence

Rev 9/1/2026 Page 22 of 95



ESS Time & Attendance Job Aid

/fy Cardinal

ESS392 Time Entry Scenarios — Positive Time

Reporters
Step | Action
The Request Absence page refreshes and additional fields display.
Request Absence X

“Start Date [05/26/2026 | End Date |05/27/2026 |[ +1 Day l

“Absence Name | Vacation v| [ Apply Absence *Reason ‘ Select Absence Reason v|

Partial Days None >

Duration |48,DO Hours

Check Eligibility

— A
5
Balance Information As Of 05/28/2026

Vacation
01/10/2026 - 0110872027

20.00

Click the Reason dropdown button and select the applicable Absence Reason.
For this scenario, “Vacation” is selected.

*Reason | Vacation

The Partial Days option defaults to “None”.

Partial Days None

This selection denotes that the absence is made up of full days only. If any of the absence days

are partial hours, click the Partial Days dropdown button and select from the following:

All Days — All days are partial days

Start Day Only — Only the start day is partial

End Day Only — Only the end day is partial

None — Default value. None of the days are partial days

Start and End Days — Both the start day and the end day are partial days

Note: For employees on a Variable Work Schedule, always select “All Days” and then enter the

number of hours for the absence.
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Step | Action

9. Click the Partial Days dropdown button and select “All Days” for this scenario since the
employee is on a Variable Work Schedule.

GCancel

Partial Days

Partial Days | None v

End Day Cnly

Nane

Start Day Only
Start and End Days

Partial Days | All Days v

Duration |8.00 Hours

10. | Enter the number of hours in the applicable Duration Hours field.

In this scenario, because the employee is on a Variable Work Schedule enter the hours that are
being taken for each day of the requested absence.

11. | Click the Done button to close the Partial Days page.

The Request Absence page redisplays.

Hearing Legal Serves Offer 1l

Request Absence

*Start Date |05/2612026

“Absence Name | Vacation

v‘ [ Apply Absence

Partial Days All Days

Duration | 16.00 Hours

Comments

E
Balance Information As Of 05/28/2026

Vacation
017102026 - 01/09/2027

80.00

End Date |05/27/2026

“Reason ‘ Vacation

|| +1 Day ]

Check Eligibility

V|
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ESS392 Time Entry Scenarios — Positive Time
Reporters

Step | Action

12. | Add comments in the Comments field if applicable. These comments are visible to others so
personal information should not be entered.

For this scenario, no comments are entered.

Note: This is not a required field.

Comments P

The Balance Information As Of [Date] section displays at the bottom of the page for the
0 Absence Type selected and provides the current hours available for the absence selected.

Balance Information As Of 05/28/2026

\acation
01/10/2026 - 01/08/2027

30.00

13. | Click the Check Eligibility button to forecast the hours for the request.

Check Eligibility

The Forecast Successful message displays.

Forecast Successful:
ou are eligible to take the requested absence and you may submit your request.
Date Time: May 28,2026 at 17:56

If the employee does not have a sufficient balance for the dates or duration requested, a
0 Forecast Error message displays. The employee will not be able to submit the request if a
Forecast Error message occurs.

Forecast Ermr'
You do not have sufficient leave balance for the date(s) or duration requested. Your forecasted balance includes current balance and project ual, less any approved, submitted, or saved absence requests for this leave type, up through the begin date of this request.

In order to submit this request, yc n do one of the following

1) Modi tho requost (change the dates, duration, of leavs fype)
2) Cancel o modify approved, submitted, pushed back, or saved requests for this 1 (0,

Note: If the employee believes they should have a sufficient balance, they should contact their
supervisor or Agency Absence Management Administrator.
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Step | Action

14. | Click the OK button on the Forecast Successful message.

OK

The Request Absence page refreshes.

Request Ahsence

Hearing Legal Serves Offer Il

*Start Date | 05/26/2026 |

*Absence Name ‘Vacalmn v‘ i Apply Absence l

Partial Days All Days >

Duration ‘16.00 Hours

Cc ‘ P
2
Balance Information As Of 06/28/2026

End Date |05/27/2026

H +1 Day l

“Reason | Vacation v‘

Check Eligibility | View Eligibility Details

Vacation
0111012026 - 01/0972027

80.00

15. | Click the View Eligibility Details button to view the details of the Absence Type balance after
the absence is taken and the forecasted paid and unpaid hours taken in this Absence Request.

Check Eligibility "‘v‘iew Eligibility Details
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Step | Action

The Eligibility Details page displays.
Eligibility Details
Vacation

64.00
01M0/2026 - 01/08/2027

VAC FORECAST PAID 16.00
05/26/2026 - )

WAC FORECAST UNPD .00
05126/2026 - :

The Eligibility Details page will show “INELIGIBLE” for any future approved Absence
0 Requests that are no longer eligible Absence Requests. Reviewing this information can assist
in avoiding pay docking for ineligible Absence Requests.

If the Absence Name is blank this means an Absence Request is “Canceled” or in “Cancel in
Process”.

16. | Click the “x” at the top of the Eligibility Details page to close it.

Eligibility Details x|

17. | Click the Submit button.

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

Submit Confirmation

Are you sure you want to Submit this Absence
Request?
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Step | Action
18. | Click the Yes button.
A Submitted Successfully message displays in a pop-up window.
Submitted Successfully
19. | Click the OK button.
20. | Click the “x” at the top of the Request Absence page to close it.
Request Absence
The Enter Time page redisplays.
Enter Time
Employee ID Time Reporting Type Positive Workgroup SERPO71P7
Empl Record 0 Earliest Change Date 01/10/2026
Hearing Legal Serves Offcr Il
\\ May 23, 2026 - May 29, 2026
Scheduled 168.00 | Reported 16.00 Hours
®
*Time Reporting Code 23 Sat (@] 24 Sun (] 25Mon 26 Tue (=] 2TWed © 28 Thu [} 29 Fri o
Row Totals
0of24 0of 24 0of 24 8of24 8of24 0of 24 0of 24
& i i}
VAG - Vacation - 16.00 [ | | | [ [ 00| | 800 | ||
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Step | Action

21. | Verify the requested Vacation days display on the Timesheet grid.
Note: A Submitted Absence (suitcase) icon appears on each day of the requested absence.

\\ May 23, 2026 - May 29, 2026

Scheduled 168.00 | Reported 16.00 Hours
®
*Time Reporting Code 23 Sat © 248un @ 25Mon 26 Tue @ 2T Wed © 28Thu @
Row Totals

0of 24 Oof 24 0of 24 8 of 24 8 of 24 0of 24

ﬁ
I\C&Cr\.’a:at'an - I 16.00 ‘ | | | " 8.00] | ool |

22. | Complete the Timesheet grid for all applicable hours worked during that week.

Holiday Time Entry Scenarios. This Job Aid is located on the Cardinal website in Job Aids
under Learning.

0 For more details about reviewing holiday time on the timesheet see the Job Aid titled TA

23. Click the Submit button.

A message displays at the top of the Enter Time page indicating the time has been submitted.

Timesheet is Submitted for the period 2026-05-23 - 2026-05-29

Empl Record 0 Earliest Change Date 01/10/2026

Hearing Legal Serves Offer Il

|| |Z| |Z| May 23, 2026 - May 29, 2026

Scheduled 168.00 | Reported 16.00 Hours

24. | Review the Time Summary tab at the bottom of the Enter Time page to verify the Timesheet
was submitted correctly.

Time Summary Leave/Compensatory Time Absences Exceptions Payable Time
8]
Category 1L Total 1L Sat23 1 Sun 24 14 Mon 25 1. Tue 26 1L Wed 27 1L Thu 28 1L Fri 29 1L
Non Productive TRCs 24.00 8.00 800 8.00
Regular TRCs 16.00 8.00 8.00
Total Reported Hours: 40.00 8.00 8.00 8.00 8.00 8.00
Total Scheduled Hours 168.00 24.00 24.00 24.00 24.00 24.00 24.00 24.00
Schedule Deviation -128.00 -24.00 -24.00 -16.00 -16.00 -16.00 -16.00 -16.00

Rev 9/1/2026 Page 29 of 95



%/ Cardinal ESS Time & Attendance Job Aid

/ ESS392 Time Entry Scenarios — Positive Time
Reporters

Reporting Intermittent FMLA

In this scenario, intermittent FMLA will be used. The employee has already been approved for FMLA,
and an Absence Management Administrator has added the appropriate balance in Cardinal for the
employee. When using FMLA, another absence must be entered for the same day(s). The employee
will enter eight hours for FMLA and eight hours for Vacation.

Note: This scenario only applies to agencies using Cardinal Absence Management.

Step | Action

1. Navigate to the Enter Time page by clicking the Time tile on the Cardinal HCM Homepage.

Employee ID Time Reporting Type Positive Workgroup SNLFO71P1

e ~
Enter Time g6 01/19/20:
Time Summarn) y Law
Exceptions
w By | Weekly v
© Enter Time by Day
Payable Time
0 = -
Leave / Comp Time
“Time Reporting Code 30 S: 318t 1M 2T 3 Wed 4Thu ) 51
Manage Absence Row Total
D 0 of 2: 0of 2 0of 2 0of 2 0of 2 0of24 0

Time Summary  Leave/Compensatory Time  Absences Exceptions Payable Time

Click the Navigation Area tab to hide the Transaction Panel section to view more of the
0 Timesheet.

D

2. Verify the correct week displays.

\ ¢ || > \ May 30, 2026 - June 5, 2026

If it is not the correct week, use the Calendar icon or the Previous (<) and Next (>) icons to
access the correct week.
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Step | Action

3. Click the Related Actions icon next to the Submit button to enter the Absence Request.

The Related Actions menu displays in a pop-up window.

Save for Later

Request Absence

4. Click the Request Absence option.

Request Absence

The Request Absence page displays in a pop-up window.

Hearing Legal Serves Offcr 1

Request Absence

*Start Date ‘06./'011‘2026

*Absence Name ‘ Select Absence Name

- ‘ l Apply Absence

End Date |06/01/2026

H +1Day]

5. Update the Start Date and End Date fields with the applicable dates of the intermittent FMLA

request.

I"Stan Date ‘06}’01}‘2026

*Absence Name ‘ Select Absence Name

- | Apply Absence

—
| +1 Day

End Date [06/01/2026
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Step | Action
6. Click the Absence Name dropdown button and select the absence.
For this scenario, “Family and Medical Leave” is selected.
*Absence Name | Family and Medical Leave v
7. Click the Apply Absence button.
Apply Absence
The Request Absence page displays.
Request Absence X
Hearing Legal Servcs Offer Il
“Start Date End Date [06/01/2025 H +1Day ]
“Absence Name [Fam\ly and Medical Leave VI [ Apply Absence "Reason
Partial Days None 3
Duraticn Hours
Comments 4
E

Balance Information As Of 06/01/2026

Family Wedical Leave

120.00
01/10/2026 - 01/08/2027

8. Click the Reason dropdown button and select the applicable Reason.

*Reason | FMLA Employee v
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Reporters

Action

The Partial Days option defaults to “None”.

Partial Days None

This selection denotes that the absence is made up of full days only. If any of the absence days
are partial hours, click the Partial Days dropdown button and select from the following:

For employees on a Variable Work Schedule, always select “All Days” and then enter the

All Days — All days are partial days

Start Day Only — Only the start day is partial

End Day Only — Only the end day is partial

None — Default value. None of the days are partial days

Start and End Days — Both the start day and the end day are partial days

number of hours for the absence.

Click the Partial Days dropdown button and select “All Days” for this scenario since the

employee is on a Variable Work Schedule.

Cancel

Partial Days

Partial Days

Naone

End Day Only
Nane

Start Day Only
Start and End Days

10.

Enter the number of hours in the applicable Duration Hours field.

In this scenario, because the employee is on a Variable Work Schedule, enter the hours that

are being taken for the requested absence.

Partial Days

Duration

All Days

8.00

Hours

11.

Click the Done button to close the Partial Days page.

Done
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Step

Action

12.

Add comments in the Comments field if applicable. These comments are visible to others so
personal information should not be entered.

For this scenario, no comments are entered. When taking Family and Medical Leave follow
Agency guidelines if a comment should be entered.

Note: This is not a required field.

Comments e

The Balance Information As Of [Date] section displays at the bottom of the page for the
Absence Type selected and provides the current hours available for the absence selected.

Balance Information As Of 06/01/2026

Family Medical Leave
0110/2026 - 01/0812027

120.00

13.

Click the Check Eligibility button to forecast the hours for the request.

‘l Check Eligibility

The Forecast Successful message displays.

Forecast Successful:
ou are eligible to take the requested absence and you may submit your request.
Date Time: June 01,2026 at 13:04

14.

Click the OK button.
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“Start Date |06/01/2026

“Absence Name l Family and Medical Leave

vH Apply Absence ]

Partial Days All Days >
Duration Hours
Ci ’ A

=

] [ +1 Day l
*Reason | FMLA Employee v

End Date [ 0610112026

Check Eligibility | View Eligibility Details

Reporters
Step | Action
The Request Absence page redisplays.
Request Absence x

Information As Of 06/01/2026

Family Medical Leave
01/10/2026 - 01/0972027

12000

15.

Check Eligibility  ||View Eligibility Details

Click the View Eligibility Details button to view the details of the Absence Type balance after
the absence is taken and the forecasted paid and unpaid hours taken in this Absence Request.

The Eligibility Details page displays.

Eligibility Details

Family Medical Leave

112.00
01/10/2026 - 01/08/2027
FML FORECAST PAID 5,00
06/01/2026 - ’
FML FORECAST UNPD 0.00
06/01/2026 - '
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Step | Action

The Eligibility Details page will show “INELIGIBLE” for any future approved Absence
0 Requests that are no longer eligible Absence Requests. Reviewing this information can assist
in avoiding pay docking for ineligible Absence Requests.

If the Absence Name is blank this means an Absence Request is “Canceled” or in “Cancel in
Process”.

16. | Click the “x” at the top of the Eligibility Details page to close it.
Eligibility Details [ x|

17. Click the Submit button.

The Submit Confirmation message displays.

Submit Confirmation

Are you sure you want to Submit this Absence
Request?

18. Click the Yes button.

The Submitted Successfully message displays.

Submitted Successfully

19. Click the OK button.

Rev 9/1/2026 Page 36 of 95



ESS Time & Attendance Job Aid

/ﬂ) Cardinal

ESS392 Time Entry Scenarios — Positive Time

Reporters

Step | Action

The Request Absence page redisplays.

Request Absence X
Hearing Legal Servcs Offer Il
Start Date 06/01/2026 End Date 08/01/2028
Absence Name Vacation Reason Vacation
Partial Days All Days >

Duration 8.00 Hours

Comments

Balance Information As Of 06/01/2026

Status Submitted

Vacation
01/10/2026 - 01/08/2027

64.00

20.

Click the “x” to close the Request Absence page.

Request Absence

The Enter Time displays with the “FML-Family Medical Leave” added.

Time Summa -
Y Hearing Legal Serves Offcr Il

Time
¥ Timesheet ~ Enter Time
D Time Reporting Type Positive Workgroup SERPO71P7
Enter Time Empl Record O Earliest Change Date 01/10/2026

Exceptions

“ May 30, 2026 - June 5, 2026

Scheduled 168.00 |

© Enter Time by Day Reported 8.00 Hours

% Payable Time

“ViewBy | Weekly v

==

- Comprehensive Absence Summary

®
% Leave / Comp Time
*Time Reporting Code 0S8t © s © 1 Mon 2Tl © 3Wed © 4Thu © 5Fi
Manage Absence Row Totals
0of24 0of 24 8of24 0of 24 0of24 Oof 24 0of 24

L4 Cancel Absences &
I# View Requests FML - Family Medical Leave v 8.00 [ J | s00] [ | [ | [ [

% Absence Balances ‘ 4

Time Summary  Leave/Compensatory Time ~ Absences  Exceptions  Payable Time

@

When using FMLA, another absence must be used for the same day(s).
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Step | Action

21. Click the Related Actions icon next to the Submit button.

The Related Actions menu displays in a pop-up window.

Save for Later

Request Absence

22. | Click the Request Absence option.

Request Absence

The Request Absence page displays in a pop-up window.

Request Absence X

Hearing Legal Serves Offcr 1

*Start Date 0610172026 =] End Date (0610112026 EEEE

“Absence Name ‘ Select Absence Name v‘ l Apply Absence

23. | Update the Start Date and End Date fields with the applicable date(s) of the intermittent FMLA
request.

*Start Date |06f01;‘2026 | I End Date ‘05101/2025 | +1 Day
“Absence Name | Select Absence Name v| I Apply Absence
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Step | Action

24.

Click the Absence Name dropdown button and select the Absence. This must be an allowable
Absence Type that can be used along with FMLA.

For this scenario, “Vacation” is selected.

*Absence Name | Vacation w

25.

Click the Apply Absence button.

Apply Absence

The Request Absence page refreshes and additional fields display.

Balance Information As Of 06/01/2026

Request Absence X
Hearing Legal Serves Offcr 1l
“Start Date End Date [06101/2026 ” +1 Day I
*Absence Name IVacalion VI [ Apply Absence *Reason
Partial Days None >
Duration Hours

Comments

5

Vacation

64.00
0110/2026 - 01/09/2027

26.

Click the Reason field dropdown and select Vacation.

*Reason | Vacation v
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Step | Action

27. | The Partial Days option defaults to “None”. Click the Partial Days dropdown button and select
“All Days” for this scenario since the employee is on a Variable Work Schedule.

Partial Days None 3
Cancel Partial Days m
Partial Days | None v
End Day Cnly
Nane

Start Day Only
Start and End Days

28. | Enter the number of hours in the applicable Duration Hours field.

In this scenario, because the employee is on a Variable Work Schedule, enter the hours that
are being taken for the requested absence.

Partial Days | All Days v

Duration | 8.00 Hours

29. | Click the Done button to close the Partial Days page.

30. | Click the Check Eligibility button to forecast the hours for the request.

Check Eligibility

The Forecast Successful message displays.

Forecast Successful:
You are eligible to take the requested absence and you may submit your request.
Date Time: June 01,2026 at 13:08
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Step | Action
31. | Click the OK button.
OK
The Request Absence page redisplays.
Request Absence X
Hearing Legal Servcs Offcr Il
“Start Date End Date [06/01/2026 H +1Day ]
*Absence Name lVan:almn vl l Apply Absence l “Reason
Partial Days All Days >
Duration Hours View Eligibility Details
c I £
&

Information As Of 06/01/2026

Vacation
01/10/2026 - 01/00r2027

8400

0 Follow steps 15 — 16 to view

taken and the forecasted paid and unpaid hours taken in this Absence Request.

the details of the Absence Type balance after the absence is

[ Check Eligibility IIView Eligibility Details|

32. Click the Submit button.

The Submit Confirmation message

displays.

Are you sure you want to Submit this Absence
Request?

Submit Confirmation
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Step | Action
33. | Click the Yes button.
Yes
The Submitted Successfully message displays.
Submitted Successfully
34. | Click the OK button.
OK
35. | Click the “x” to close the Request Absence page.
Request Absence X
The Enter Time page displays.

Time
Enter Time
Employee ID Time Reporting Type Positive Workgroup SERPO71PT
Empl Record 0 Earliest Change Date 01/10/2026
Hearing Legal Serves Offer Il
‘ ‘ May 30, 2026 - June 5, 2026 wiewBy [Wes <
Scheduled 168.00 |  Reported 16.00 Hours
° G
“Time Reporting Code 08t © 3sin © 1Mon  © 2Tee © 3Wed  © 4T © 5Fi ©
Row Totals Taskgroup BL
b 0of 24 Oof24 16 of 24 0Oof 24 0of24 00f 24 0Oof 24
@
VAC - Vacation v 8.00 | ‘ ‘ ‘ | 300‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ 18100CCOP 18100
FML - Family Medical Leave -~ 8.00 | ‘ ‘ ‘ | soo‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ 18100CCOP 18100

Complete the Timesheet grid for all applicable hours worked during that week.

37. Click the Submit button.
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Step | Action

A message displays at the top of the Enter Time page indicating the time has been submitted.

Time

Timesheet is Submitted for the period 2026-05-30 - 2026-06-05

Enter Time

Time Summary

Fxceptions

Empl Record 0

Hearing Legal Serves Ofter Il

Earliest Change Date 01/10/2026

“& Enter Time by Day

‘% Payable Time

# Leave / Comp Iime

Manage Absence

L} Cancel Absences

‘E‘ May 30, 2026 - June 5, 2026

Reported 48.00 Hours

Scheduled 168.00 |

®

“ViewBy | Weekly v

[ |8

% View Requests

s Absence Balances

. Comprehensive Absence Summary

*Time: Reporting Code

Row Totals

REG - Reqular Hours v 32.00
_Vacation

v 8.00

Medical Leave v 8.00

+ [

30sat  © s © 1Mon  © 2Tue @ 3IWed @ 4Thu @ 5

0of 24 Oof24 16 of 24 8of 24 gof24 8of24

800] [ 8.00] |

s00] | J | J | J

l J J J
\
\

200] | J | J | J

39.

Review the Time Summary tab at the bottom of the Enter Time page to verify the Timesheet
was submitted correctly.

Time Summary  Leave/Compensatory Time ~ Absences  Exceptions  Payable Time
[«
Category 1t Total 1t Sat3o 1 Sun3t 1L Mon1 11 Tue2 1t Wed3 1L Thud Frisn
Regular TRCs 3200 800 800 800 800
Non Productive TRCs 16.00 16.00
Total Reported Hours 48.00 16.00 800 800 800 800
Total Scheduled Hours 168.00 24.00 2400 2400 2400 24.00 24.00 24.00
Schedule Deviation -120.00 -24.00 2400 800 -16.00 -16.00 16.00 -16.00
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Using Compensatory (Comp) Leave

In this scenario, compensatory time that was previously earned will be taken. The employee will take
four hours of compensatory leave which will be entered on the Timesheet. The employee will also enter
the four regular hours for the same day.

Note: This scenario only applies to Agencies using Cardinal Absence Management.

Step | Action

1. Navigate to the Enter Time page by clicking the Time tile on the Cardinal HCM Homepage.

Time

2
=

The Enter Time page displays by default.

Time
. Timesheet v Enter Time
Employee ID Time Reporting Type Positive Workgroup SNLFO71P1
© Enter Time by Day Empl Record 0 Earliest Change Date 01/19/2026
% Payable Time
Law Enforcement Officer Il
# Leave | Comp Time = [<][>] sune 21,2026 - dume 27, 2026 ViewBy [Weekly v
Manage Absence Scheduled 168.00 | Reported 0.00 Hours
|4 Cancel Absences —
° =3
= View Requests
*Time Reporting Code 215  © 22Mon O 2T © 24Wed © BT © BFi O
& Absence Balances Row Totals v
0of24 0of24 0of24 0of 24 0of 24 00f 24 0
| = Comprehensive Absence Summary
\ v =+ = I I /1 /1 /1 /1
« »
Time Summary  Leave/Gompensatory Time ~ Absences  Exceptions  Payable Time
2. Click the Leave/Comp Time menu list item to verify the balance.

4 Leave / Comp Time
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The Leave/Comp Time page displays.

Time

% Timesheet v
Law Enforcement Officer [l

© Enter Time by Day COMP_LEAVE

‘7. Payable Time Plan Type Comp Time

Recorded Balance 69.00

s Leave | Comp Time As of Date 12/31/2025

Expiration Period Years 1
Manage Absence

% Cancel Absences

_+ View Requests

:» Absence Balances

_ i+ Comprehensive Absence Summary D

OT_LEAVE

Plan Type Comp Time
Recorded Balance 45.50
As of Date 09/24/2022

Expiration Period Never
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Step | Action

This section displays compensatory and overtime leave balances based on the employee’s
0 eligibility.
Employees can also go to the Leave/Compensatory Time tab below the Timesheet grid to

view their compensatory and overtime leave balances. Select the Plan Type to view either
COMP_LEAVE or OT_LEAVE balances.

Time Surnmary Leave/Compensatory Time Absences Exceptions
Start Date | 09/01/2025 |
End Date |01/10/2026 |

Plan Type \ COMP_LEAVE v\
Apply

COMP_LEAVE Balance Minimum Balance

Leave Balance

69.00 0

Leave Balance Details

Accrual Date Expiration Date  Carry Over Starting Balance Earned

12/31/2025 77.000000 0.00
12/26/2025 12/26/2026 69.000000 8.00
12/25/2025 121252026 69.000000 8.00
12/25/2025 12/25/2026 61.000000 8.00
1212472025 12/24/2026 61.000000 8.00
1212472025 12/24/2026 57.000000 4.00
11/26/2025 11/26/2026 57.000000 4.00

Payable Time

Maximum Balance

Taken Balance

8.00

0.00

0.00

0.00

0.00

0.00

0.00

69.00

77.00

69.00

69.00

61.00

61.00

57.00

1000

Accrual Date

12/31/2025

1212612025

12/25/2025

12/25/2025

12/24/2025

12/24/2025

11/26/2025

3. Click on the COMP_LEAVE tile.

COMP_LEAVE

Plan Type Comp Time
Recorded Balance 69.00
As of Date 12/31/2025

Expiration Pericd Years 1
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Step

Action

The COMP_LEAVE page displays.

Time

“m Enter Time by Day

‘%, Payable Time

. Timesheet v

& Leave / Comp Time

Manage Absence

& Cancel Absences

= View Requests

Retumn to Leave Balances

Law Enforcement Officer [l

Start Date |12/01/2024 |

End Date [12/31/2025 |

Leave Balance

COMP_LEAVE Balance

Leave Balance Details

69.00

Minimum Balance

0

Accrual Date Expiration Date  Carry Over Starting Balance Earned

Maximum Balance

Taken Balance

1000

Accrual Date

# Absence Balances 12/31/2025 77.000000 0.00 8.00 69.00 12/31/2025
. Comprehensive Absence Summary D 12/26/2025  12/26/2026 69.000000 800 000  77.00 12/26/2025
1212512025 12/25/2026 69.000000 8.00 0.00 69.00 12/25/2025
12/25/2025 12/25/2026 61.000000 8.00 0.00 69.00 12/25/2025
1212412025 1212412026 61.000000 4.00 0.00 61.00 12/24/2025
1212412025 1212412026 57.000000 8.00 0.00 61.00 12/24/2025
11/26/2025 11/26/2026 57.000000 4.00 0.00 57.00 11/26/2025
11/26/2025 11/26/2026 53.000000 4.00 0.00 57.00 11/26/2025
111252025 55.000000 0.00 200 53.00 11/25/2025
11/11/2025 11/11/2026 55.000000 8.00 0.00 55.00 11/11/2025
11/11/2025 11/11/2026 47.000000 8.00 0.00 55.00 11/11/2025
In this scenario, the employee has 69 hours of Compensatory Leave that can be taken. After
verifying the hours, they must be entered on the Timesheet grid.
4. Click the dropdown button under the Timesheet menu list item and select the Enter Time
menu list item to return to the Enter Time page.
Timesheet -~
Enter Time
Time Summary
Exceptions
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Step | Action

Click the Navigation Area tab to hide the Transaction Panel section to view more of the
0 Timesheet.

5. Verify the correct week displays.

‘THT June 14, 2026 - June 20, 2026

If it is not the correct week, use the Calendar icon or the Previous (<) and Next (>) icons to
0 access the correct week.

6. Click the Time Reporting Code dropdown button and select “CCL — Compensatory Leave
Taken”.

*Time Reporting Code

CCL - Compensatory Leave Taken

7. Enter 4 hours on Mon for this scenario.
*Time Reporting Code Row Total 143un  © 15 Mon @
ow Totals LA PP AP LA I
0of 24 Sof 24
| CCL - Compensatory Leave Taken v| 4.00 ‘ -~ ‘ ‘ — ‘ | 4.00

8. Click the Add a New Row (+) button.

+ 1=
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9. Click the Time Reporting Code dropdown button and select “REG — Regular Hours” on the
new row.
*Time Reporting Code
‘ CCL - Compensatory Leave Taken V‘
I REG - Regular Hours VI
10. | Enter 4 hours on this row for Mon (same day as the Comp time).
*Time Reporting Code 14Sun @ 15 Mon @
Row Totals s, I
0 of 24 8of24
| CCL - Compensatory Leave Taken ‘ 4.00 ‘T‘ ‘t‘ | | ‘ 4_OO|
| REG - Regular Hours ~ ‘ 4.00 ‘T‘ ‘t‘ | | 4.00]
11.

Complete the Timesheet grid for all applicable hours worked during that week.

12. Click the Submit button.

A message displays at the top of the Enter Time page indicating the time has been submitted

Timesheet is Submitted for the period 2026-06-14 - 2026-06-20

& Enter Time by Day Empl Record 0 Earliest Change Date 01/19/2026

% Payable Time
Law Enforcement Officer Il

% Leave / Comp Time

“ June 14, 2026 - June 20, 2026

Scheduled 168.00 | Reported 8.00 Hours

Manage Absence

“ViewBy | Weeky
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Step | Action
13. | Review the Time Summary tab at the bottom of the Enter Time page to verify the Timesheet
was submitted correctly.
Time Summary Leave/C y Time Payable Time
EY
Category 1L Total 11 Sun14 1 Mon 15 1L Tue 16 1L Wed 17 11 Thu 18 1L Fri19 1y sat20 1L
Non Productive TRCs 12.00 4.00 8.00
Regular TRCs 28.00 4.00 8.00 8.00 8.00
Total Reported Hours 40.00 8.00 8.00 8.00 8.00 8.00
Total Scheduled Hours 168.00 24.00 24.00 24.00 24.00 24.00 24.00 24.00
Schedule Deviation -128.00 -24.00 -16.00 -16.00 -16.00 -16.00 -16.00 -24.00
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Creating a New Absence Request (No Partial Days)

In this scenario, a new Absence Request will be created. For this scenario, two full days of vacation will
be taken.

Note: This scenario only applies to Agencies using Cardinal Absence Management.

Step | Action

1. Navigate to the Enter Time page by clicking the Time tile on the Cardinal HCM Homepage.

Time

The Enter Time page displays by default.

Time

¥ Timesheet - Enter Time

D Time Reporting Type Positive Workgroup SNLFO71P1
© Enter Time by Day Empl Record 0 Earliest Change Date  01/19/2026

% Payable Time
Law Enforcement Officer Il

& Leave / Comp Time =] June 21, 2026 - June 27, 2026 “ViewBy [ Weeky
Manage Absence Scheduled 168.00 | Reported 0.00 Hours
|4 Cancel Absences
° - |6
- View Requests.
*Time Reporting Code 21Sun  © 22 Mon © 23 Tue (=] 24Wed © 25Thu (@] 26 Fri @ 21
% Absence Balances Row Totals o
0of24 0of24 0of 24 Oof 24 0of24 0of 24 0
|| = Comprehensive Absence Summary
=] J J il J I 1
« »

Time Summary  Leave/Compensatory Time  Absences. Exceptions  Payable Time

Click the Navigation Area tab to hide the Transaction Panel section to view more of the
0 Timesheet.

2. Verify the correct week displays.

[ <] ‘T|| June 21, 2026 - June 27, 2026

If it is not the correct week, use the Calendar icon or the Previous (<) and Next (>) icons to
0 access the correct week.
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3. Click the Related Actions icon next to the Submit button to enter the Absence Request.
The Related Actions menu displays in a pop-up window.
Save for Later
Request Absence
4. Click the Request Absence option.
Request Absence
The Request Absence page displays in a pop-up window.
Request Absence X
*Start Date |05/29/2028 End Date |05/29/2026 H +1 Day l
*Absence Name l Select Absence Name v] [ Apply Absence

5. Update the Start Date and End Date fields with the applicable dates of the absence.

*StartDate |06/22/2026 End Date |06/23/2026 I[ +1 Day ]

“Absence Name | Select Absence Name v| Apply Absence
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Step | Action

6. Click the Absence Name dropdown button and select the applicable absence.
For this scenario, “Vacation” is selected.

*Absence Name I Vacation W

7. Click the Apply Absence button.

Apply Absence

The Request Absence page refreshes and additional fields display.

Request Absence X
Law Enforcement Officer Il
‘startDate 06222026  [H]] End Date [06/2312026 || +1Day ]
“Absence Name ‘ Vacation v‘ [ Apply Absence l *Reason ‘ Select Absence Reason v‘
Partial Days None >
Duration ‘48,00 Hours

Ci ‘

&2
Balance Information As Of 05/29/2026

Vacation

51850
011062026 - 01/0972027

8. Click the Reason dropdown button and select the applicable Absence Reason.
For this scenario, “Vacation” is selected.

*Reason | Vacation W
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The Partial Days option defaults to “None”.

Partial Days None

This selection denotes that the absence is made up of full days only. If any of the absence days
are partial hours, click the Partial Days dropdown button and select from the following:

For employees on a Variable Work Schedule, always select “All Days” and then enter the

All Days — All days are partial days

Start Day Only — Only the start day is partial

End Day Only — Only the end day is partial

None — Default value. None of the days are partial days

Start and End Days — Both the start day and the end day are partial days

number of hours for the absence.

9. Click the Partial Days dropdown button and select “All Days” for this scenario since the
employee is on a Variable Work Schedule.
Cancel Partial Days m
Partial Days | None ~
End Day Cnly
None
Start Day Only
Start and End Days
10. | Enter the number of hours in the applicable Duration Hours field.
In this scenario, because the employee is on a Variable Work Schedule, enter the hours that
are being taken for each day of the requested absence.
Partial Days | All Days v
Duration | 8.00 Hours
11. | Click the Done button to close the Partial Days page.
Done
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The Request Absence page redisplays.

Request Absence

Law Enforcement Officer Il

*Start Date |06/2212026 |

End Date |06/23/2026 H +1 Day ]

“Absence Name | Vacation v‘ [ Apply Absence “Reason ‘ Vacation v|

Partial Days All Days

~

Duration | 16.00 Hours

Check Eligibility

E
Balance Information As Of 05/29/2026

Vacation
518.50
01/10/2026 - 01/0872027

12. | Add comments in the Comments field if applicable. These comments are visible to others so

personal information should not be entered.
For this scenario, no comments are entered.
Note: This is not a required field.

Comments

A

The Balance Information As Of [Date] section displays at the bottom of the page for the
0 Absence Type selected and provides the current hours available for the absence selected.

Balance Information As Of 05/29/2026

Vacation
513.50
01/10/2026 - 01/08/2027
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13.

Click the Check Eligibility button to verify the hours for the request.

Check Eligibility

The Forecast Successful message displays.

Forecast Successful:
You are eligible to take the requested absence and you may submit your request.
Date Time: May 29,2026 at 18:18

If the employee does not have a sufficient balance for the dates or duration requested, a
Forecast Error message displays. The employee will not be able to submit the request if a
Forecast Error message occurs.

Forecast Error.
You o not have sufficient leave balance for the date(s) or duration requested. Your forecasted balance includes current balance and projected accrual, less any approved, submitted, or saved absence requests for this leave type, up through the begin date of this request

In order to submit this request, you can do one of the following
1) Modify this request {change the dates, duration, or leave type)
2) Cancel or modify approved, subnitted, pushed back, or saved requests for this | (0,

Note: If the employee believes they should have a sufficient balance, they should contact their
supervisor or Agency Absence Management Administrator.

14.

Click the OK button on the Forecast Successful message.

OK
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The Request Absence page refreshes.
Request Absence X

“Start Date |06/22/2026

End Date [06/23/2026

H +1 Day I

“Absence Name [ Vacation

v] I Apply Absence

*Reason | Vacation v

Partial Days All Days

Duratien |16.00 Hours

Check Eligibility | View Eligibility Details

Comments

54
Balance Information As Of 056/29/2026

Vacation
0110/2026 - 01/09/2027

518.50

15. | Click the View Eligibility Details button to view the details of the Absence Type balance after
the absence is taken and the forecasted paid and unpaid hours taken in this Absence Request.

Check Eligibility

View Eligibility Details

The Eligibility Details page displays.

Eligibility Details

Vacation
011072026 - 01/09/2027

VAC FORECAST PAID
06/22/2026 -

VAC FORECAST UNPD
06/22/2026 -
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The Eligibility Details page will show “INELIGIBLE” for any future approved Absence
0 Requests that are no longer eligible Absence Requests. Reviewing this information can assist
in avoiding pay docking for ineligible Absence Requests.

If the Absence Name is blank this means an Absence Request is “Canceled” or in “Cancel in
Process”.

16. | Click the “x” at the top of the Eligibility Details page to close it.

Eligibility Details x|

17. Click the Submit button.

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

Submit Confirmation

Are you sure you want to Submit this Absence
Request?

18. Click the Yes button.

A Submitted Successfully message displays in a pop-up window.

Submitted Successfully

19. Click the OK button.

OK

Rev 9/1/2026 Page 58 of 95



/,W Cardinal

ESS Time & Attendance Job Aid

ESS392 Time Entry Scenarios — Positive Time

Reporters

Step

Action

20.

Click the “x” at the top of the Request Absence page to close it.

Request Absence

The Enter Time page redisplays.

Time Summary

Exceptions

“& Enter Time by Day

i Payable Time

% Leave / Comp Time:

Manage Absence

_i Cancel Absences

- View Requests

. Absence Balances

Law Enforcement Officer IIl

Time
. Timesheet ~ Enter Time
D Time Reporting Type Positive Workgroup SNLFO71P1
Enter Time Empl Record 0 Earliest Change Date 01/19/2026

June 21, 2026 - June 27, 2026

Scheduled 168.00 |

@

Reported 16.00 Hours

“ViewBy | Weeky

B3

“Time Reporting Code

VAC - Vacation

Row Totals

~ 16.00

218 © 22Mon © 28T © 24Wed © 25T © MF0 O 27 sat
00f24 gof24 8of24 00f24 0of24 0of24 0of24
] i
\ /| 800] | 800] | J | | J |

21.

Verify the requested Vacation days display on the Timesheet grid.

Note: A Submitted Absence (suitcase) icon appears on each day of the requested absence.

*Time Reporting Code

I VAC - Vacation

|

21Sun & 22Mon & 23Tue &
Row Totals
0of24 8of 24 8 of 24
Lo o_|
1600 |+ ] | 8.00 800

22.

Complete the Timesheet grid for all applicable hours worked during that week.

23.

Click the Submit button.

A message displays at the top of the Enter Time page indicating the time has been submitted.

Timesheet is Submitted for the period 2026-06-21 - 2026-06-27

Enter Time

Empl Record 0

Time Summary

Exceptions

nt Officer Il

Earliest Change Date 01/19/2026

& Enter Time by Day

Scheduled 168.00 |

Reported 16.00 Hours

June 21, 2026 - June 27, 2026

ViewBy | Weeky v
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24. | Review the Time Summary tab at the bottom of the Enter Time page to verify the Timesheet
was submitted correctly.

Time Summary Leave/Compensatory Time Absences Exceptions Payable Time

4]
Category 14 Total 14 Sun21 1l Mon 22 1} Tue 23 14 Wed 24 1) Thu25 1 Fri26 1 Sat27 1
Regular TRCs 24.00 8.00 8.00 8.00
Non Productive TRCs 16.00 8.00 8.00
Total Reported Hours 40.00 8.00 8.00 8.00 8.00 8.00
Total Scheduled Hours 168.00 24.00 24.00 24.00 24.00 24.00 24.00 24.00
Schedule Deviation -128.00 -24.00 -16.00 -16.00 -16.00 -16.00 -16.00 -24.00
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Creating a New Absence Request (With Partial Days)

In this scenario, a new Absence Request will be created. For this scenario, 1.5 days of vacation will be

taken.

Note: This scenario only applies to Agencies using Cardinal Absence Management.

Step | Action

1. Navigate to the Enter Time page by clicking the Time tile on the Cardinal HCM Homepage.

The Enter Time page d

isplays by default.

Time

7. Timesheet ~

Enter Time

Time Summary

Exceptions

& Enter Time by Day

% Payable Time

% Leave / Comp Time

Manage Absence

4 Cancel Absences.

View Requests

% Absence Balances

Enter Time

Employee ID Time Reporting Type Positive Workgroup SNLFO71P1

Empl Record 0 Earliest Change Date 01/19/2026

erlll

Law Enforcement O
@[ < | >] June2s,2026-July4,2026

“ViewBy | Weekly v
rrmmm—————————n
Scheduled 168.00 |  Reported 0.00 Hours
° =3
*Time Reporting Code 285 29 M WTe © 1Wed  © 2Thu 3Fi > 4
Row Totals P
0of24 00f24 0of24 0of24 0of24 0of24 [
2 + = ) J J J J
« g

Timesheet.

Click the Navigation Area tab to hide the Transaction Panel section to view more of the

2. Verify the correct week displays.

“IRE

‘ June 28, 2026 - July 4, 2026

@

If it is not the correct week, use the Calendar icon or the Previous (<) and Next (>) icons to
access the correct week.
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3. Click the Related Actions icon next to the Submit button to enter the Absence Request.
The Related Actions menu displays in a pop-up window.
Save for Later
Request Absence
4. Click the Request Absence option.
Request Absence
The Request Absence page displays in a pop-up window.
Request Absence X
~Start Date End Date |05/28/2026 H +1Day l
*Absence Name ISe\ectAbsence Name vl [ Apply Absence

5. Update the Start Date and End Date fields with the applicable dates of the absence.

*Start Date | 06/29/2026 End Date I\ 06/30/2028 \ +1 Day I

*Absence Name ‘ Select Absence Name v| [ Apply Absence l
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6. Click the Absence Name dropdown button and select the applicable absence.
For this scenario, “Vacation” is selected.
*Absence Name | Vacation w
7. Click the Apply Absence button.
Apply Absence
The Request Absence page refreshes and additional fields display.
Request Absence X
Law Enforcement Officer lll
“Start Date End Date [06/3012026 ll +1 Day l
“Absence Name [Vacalion v] [ Apply Absence *Reason
Partial Days None >
Duration Hours
Comments 4
E

Information As Of 06/29/2026

Vacation
0110/2026 - 010972027

518.50

8. Click the Reason dropdown button and select the applicable Absence Reason.
For this scenario, “Vacation” is selected.

*Reason | Vacation W

9. Click the Partial Day option.

Partial Days None
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The Partial Days page displays in a pop-up window.

Partial Days [ Done |

Partial Days | None v |

This selection denotes that the absence is made up of full days only. If any of the absence days
0 are partial hours, click the Partial Days dropdown button and select from the following:

e All Days — All days are partial days

e End Day Only — Only the end day is partial

o Start Day Only — Only the start day is partial

¢ None — Default value. None of the days are partial days

e Start and End Days — Both the start day and the end day are partial days

10. | Click the Partial Days dropdown button and select the applicable Partial Days option.

For this scenario, select “Start and End Days” since this employee is on a Variable Work
Schedule hours will have to be entered for both days.

Partial Days | Start and End Days |+

Start Date | All Days

End Day Onl
Duration y Y

MNone

End Date
Start Day Only

WVEVl  Start and End Days
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11. | Enter the partial day hours in the Duration Hours field for both days.

In this scenario, because the employee is on a Variable Work Schedule, enter 8 hours on the
Start Date and 4 hours for the End Date of the requested absence.

Partial Days ‘ Start and End Days «

Start Date 06/29/2026

Duration ‘ 8.00 | Hours

End Date 06/30/2026

Duration ‘ 4 | Hours

12. Click the Done button.

Partial Days m

The Request Absence page displays with the Duration Hours updated as applicable.

Request Absence X
Law Enforcement Officer I1
“Start Date |06/20/2026 End Date |06/30/2026 H +1 Day I
“Absence Name l\lacal[on v] [ Apply Absence *Reason
Partial Days Start and End Days >
Duration Hours
Comments 4
B

Balance Information As Of 05/29/2026

Vacation
0110/2026 - 01/092027

518.50
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13.

Verify the Duration Hours that display are accurate.

This field populates the number of hours for the requested absence based on the employee’s
Work Schedule and if any partial days are selected.

Duration | 12.00 Hours
14. | Add comments in the Comments field if applicable. These comments are visible to others so
personal information should not be entered.
For this scenario, no comments are entered.
Note: This is not a required field.
Comments s
15. | The Balance Information As Of [Date] section displays at the bottom of the page for the
absence type selected and provides the current hours available for the absence selected.
Balance Information As Of 05/29/2026
Vacation
518.50
0112026 - 0170972027
16. | Click the Check Eligibility button to forecast the hours for the request.

Check Eligibility

The Forecast Successful message displays.

Forecast Successful:
ou are eligible to take the requested absence and you may submit your request.
Date Time: May 29,2026 at 18:33
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If the employee does not have a sufficient balance for the dates or duration requested, a
Forecast Error message displays. The employee will not be able to submit the request if a
Forecast Error message is received.

Forecast Error
You do not have sufficient leave balance for the datefs) or duration requested. Your forecasted balance includes current balance and projected accrual, less any approved, submitted, or saved absence requests for this leave type, up through the begin date of this request

In order to submit this request, you can do one of the following

Modify this request (change the dates, duration, or leave type
2) Gancel or modify approved, submitted, pushed back, or saved requests for this 1 (0,

If the employee believes they should have a sufficient balance, they should contact their
supervisor or Agency Absence Management Administrator.

17.

Click the OK button on the Forecast Successful message.

OK

The Request Absence page refreshes.

Request Absence X

Law Enforcement Officer Ill

“Start Date | 06/20/2026 End Date [06130.'2026 ] [ +1Day l
“Absence Name l Vacation v] [ Apply Absence *Reason
Partial Days Start and End Days >
Duratien |12.00 Hours Check Eligibility | View Eligibility Details
Comments 2
E

Balance Information As Of 05/29/2026

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

51850

18.

Click the View Eligibility Details button to view the details of the Absence Type balance after
the absence is taken and the forecasted paid and unpaid hours taken in this Absence Request.

Check Eligibility  ||JView Eligibility Details

Rev 9/1/2026 Page 67 of 95



/ﬂ) Cardinal

ESS Time & Attendance Job Aid

ESS392 Time Entry Scenarios — Positive Time

Reporters

Step

Action

The Eligibility Details page displays.

Eligibility Details

Vacation
0171072026 - 01/0972027

VAC FORECAST PAID
06/29/2026 -

VAC FORECAST UNPD
06/29/2026 -

The Eligibility Details page will show “INELIGIBLE” for any future approved Absence
Requests that are no longer eligible Absence Requests. Reviewing this information can assist

in avoiding pay docking for ineligible Absence Requests.

If the Absence Name is blank this means an Absence Request is “Canceled” or in “Cancel in

Process”.
19. | Click the “x” at the top of the Eligibility Details page to close it.
Eligibility Details x|
20. | Click the Submit button.

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

Submit Confirmation

Are you sure you want to Submit this Absence
Request?
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21. Click the Yes button.

A Submitted Successfully message displays in a pop-up window.

Submitted Successfully

22. Click the OK button.

OK

23. | Click the “x” at the top of the Request Absence page to close it.

Request Absence

The Enter Time page redisplays.

Time Summary

Exceptions

& Enter Time by Day

% Payable Time

Leave / Comp Time

Manage Absence

~s Cancel Absences

View Requests

Absence Balances

Law Enforcement Officer IIl

Time
Timesheet ~ Enter Time
D Time Reporting Type Positive Workgroup SNLFO71P1
Enter Time Empl Record 0 Earliest Change Date 01/19/2026

‘T‘ ‘T‘ June 28, 2026 - July 4, 2026

Scheduled 168.00 | Reported 12.00 Hours
®

“Time Reporting Code
Row Totals

1200 [ 4]

“View By ‘ Weekly ~

- 8

28Sun @ 29Mon & 0Tue @ TWed © 2Thu Q 3Fr (€] 4 Sat
0of24 8of24 40f24 0of24 0of 24 0of 24 0of 24
] il k)
8.00 0
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24. | Verify the requested Vacation days display on the Timesheet grid.
Note: A Submitted Absence (suitcase) icon appears on each day of the requested absence.
fﬁme Reponing COde ROW Totals -jf/jj/:’////;; il\:l/f/’l'///;}; -33’/125////////
0of24 8of24 4o0f24
@ @

| I 12.00 |E| 8.00 400
25. | Complete the Timesheet grid for all applicable hours worked during that week.
26. | Click the Submit button.

A message displays at the top of the Enter Time page indicating the time has been submitted.

Tomeshectis Subited fo the perod 2026028 - 2025.0704
T Summary e
Exceplions B < || 5| June 28, 2026 - July 4, 2026 “ViewBy | Weekly
ks Etes Tine by Dey | Scheduled 16200 |  Repored 12.00 Hours
27. | Review the Time Summary tab at the bottom of the Enter Time page to verify the Timesheet

was submitted correctly.

Time Summary  Leave/Compensatory Time ~ Absences ~ Exceptions  Payable Time
E
Category TL Total 1L Sun28 1L Mon 29 1 Tue 30 1L Wed 1 1L Thu2 1 Fri3 Sat4 1
Regular TRCs 28.00 4.00 8.00 8.00 8.00
Non Productive TRCs 1200 800 400
Total Reported Hours 40.00 8.00 8.00 8.00 8.00 8.00
Total Scheduled Hours 168.00 24.00 24.00 24.00 24.00 2400 2400 24.00
Schedule Deviation -128.00 -24.00 -16.00 -16.00 -16.00 -16.00 -16.00 -24.00
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Canceling an Absence Request

In this scenario, an absence request will be canceled. Absences can be canceled at any time.
Approved absence requests can be canceled; however, they will route to the approver to approve the
cancelation before the absence balances are updated.

Note: An Absence Request cannot be edited. It must be canceled and a new request submitted.

Step | Action

1. Navigate to the Cancel Absences page by clicking the Time tile on the Cardinal HCM
Homepage.

Time

[

The Enter Time page displays by default.

Time
Enter Time
[[ipcshoct Employee ID Time Reporting Type Positive Workgroup SNLFO71P1
Empl Record 0 Earliest Change Date 011192026
Enter Time
Time Summary Law Enforcement Offcer
Exceptions B < ‘ > | June 21, 2026 - June 27, 2026 “ViewBy | Weekly v
& Enter Time by Day Scheduled 168.00 | Reported 40.00 Hours
2 Payable Time ® =3
. Leave / Comp Time
“Time Reporting Code 21sm © 2Mon © 2BTe © 2Wed © 2T © %Fi O 2
[ Row Totals o
S D 0of24 8of24 Bof24 Bof24 Bof24 Bof24 0
L4 Cancel Absences @ @
View Requests REG - Regular Hours. v 2400 + — ‘ ‘ | ‘ ‘ ‘ ‘ auo‘ ( auo‘ ‘ auo‘
O VAC - Vacation v 16.00 B 300 200] ‘
* % Comprehensive Absence Summary
Time Summary 1 eaverry . ™

|‘ = Cancel Absences
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Step | Action

The Cancel Absences page displays with all Absence Requests displayed.

Time

7+ Timesheet

“© Enter Time by Day

i Payable Time

Cancel Absences

Law Enforcement Officer Il

View Requests

2 rows
=] 5
4 Leave / Comp Time Vacation
0B/29/2026 - 06/30/2026
Manage Absence
Submitted 12 Hours >
Not Processed
_ & Cancel Absences
X Vacation
i View Requests D 06/22/2026 - D6/23/2026
- 16 Hours >
# Absence Balances Submitted
Not Processed
_i: Comprehensive Absence Summary

page.

3. Select the absence to be canceled by clicking the applicable row on the Cancel Absences

Vacation

Submitted

06/22/2026 - 06/23/2026
16 Hours b3

Mot Processed

The Cancel Absence page refreshes and the Absence Details display.

Time

Cancel Absence

Law Enforcement Officer Ill
Retum to Cancel Absences

Absence Details

Start Date 06/22/2026
Absence Name Vacation

Duration 16.00

D Comments

Hours

EndDate 06/23/2026
Reason Vacation

Status Submitted

c ts

23
Processing Details

Status Not Process

ed

Request History

@

For this scenario, the absence has not been approved.
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Step | Action

Click the Cancel Absence button.

Cancel Absence

A confirmation message displays in a pop-up window.

Are you sure you want to Cancel this Absence

Request?

Click the Yes button to cancel the absence.

The Cancel Absence page refreshes.

Time

Cancel Absence

Law Enforcement Officer Ill
Return to Cancel Absences

Absence Details
Start Date 06/22/2026
Absence Name Vacation

Duration 16.00 Hours

Comments

Comments

Processing Details

End Date 06/23/2026
Reason_Vacation

Status Cancelled

Status Not Processed

Request History

The Status field updates from “Submitted” to “Canceled”.
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Editing an Absence Request (After Cancelation)

An Absence Request can only be edited after it has been canceled. See the Cancelling an Absence
section of this Job Aid for the steps to cancel an absence. Once the Absence Request is canceled, it

can be updated from the Manage Absence page.

In this scenario, the employee has canceled an Absence Request and is now editing the Absence
Request to change the hours of the request from two full days to one full day. The employee has
canceled the Absence Request and will now edit it.

Step | Action

1. Navigate to the Manage Absence page by clicking the Time tile.

The Enter Time page displays by default.

Time
¥ Timesheet v Enter Time
Employee ID Time Reporting Type Positive Workgroup SNLFO71P1
" Enter Time by Day Empl Record 0 Earliest Change Date 01/19/2026
. Payable Time
Law Enforcement Officer Il
Leave / Comp Time g | [ <|[>] May24,2026 - May 30, 2026 “ViewBy [Weeky v
"
Manage Absence Scheduled 168.00 | Reported 16.00 Hours
4 Cancel Absences
° -
View Requests
*Time Reporting Code 248 © 25Mon & %Tee © 27Wed © 28Ty © 29Fi  © 30sat
Absence Balances Row Totals
00f24 00f24 00f24 0of24 8of24 8of24 00f 24
L Comprehensive Absence Summary EY [} [}
Service Leave v 16.00 [ 8.00 8.00

. Manage Absence
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Step | Action

The Manage Absences page displays.

Time
2 Timesheet “ Manage Absences Related Information
3
& Enter Time by Day Law Enforcement Officer IIl
View all requests
£ Payable Time Volunteer Service Leave Vacation Vacation
05/28/2026 06/29/2026 06/22/2026
% Leave / Comp Time 16.00 Hours 12.00 Hours 16.00 Hours.
Law Enforcement Officer Il
Manage Absence R Submitted H R Submitted © Cancelled
Donated Leave Rec (Lv Share
L4 Cancel Absences Create a new Request 4 > N
aE——
- View Requests

4 Absence Balances *Start Date |05/30/2026 End Date |05/30/2026

- Gomprehensive Absence Summary *Absence Name | Select Absence Name | [ Apply Absence

3. Click the View all requests link.

View all requests

The View Requests page displays.

Time
* Timesheet v View Requests
“& Enter Time by Day Law Enforcement Officer Il
i Payable Time View Requests 3 rows
5
% Leave / Comp Time Vacation
06/20/2026 - 06/30/2026
Manage Absence Submitted 12 Hours. >
ELIGIBLE Not Processed
L4 Cancel Absences
Vacation 08/2212026 - 0672312026
~ View Requests Canceled 16 Hours N
D ELIGIBLE Not Processed
4 Absence Balances
Volunteer Service Leave R —
_{: Comprehensive Absence Summary Submitted o R
ELIGIBLE Not Processed
Vacation
08/22/2026 - 06/23/2026
Canceled 16 Hours >
ELIGIBLE Not Processed
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Step | Action

The Request Details page displays for the canceled absence.

Time

Request Details

Enforcement Offcer Il

Return to View Requests

*Absence Name | Vacation

*start Date (0612212026 =] End Date (06232026

1] [Cow ]

~| [ Apply Absence “Reason | Vacation

Balance 428.50 Hours™

Partial Days Al Days >

Processing Details

Status Canceled

Check Eligibility

Duration |16.00 Hours

Comment ts i /.‘
e

Status Not Processed

Request History

For this scenario, the absence is being updated from 16 hours to 8 hours.

5. Update the Start Date and End Date fields with the applicable dates of the absence.

I *Start Date |06/22/2026

\ End Date |06/222026

I‘ +1 Day I

“Absence Name ‘ Vacation

v‘ l Apply Absence ] *Reason ‘ Vacation v‘

Balance 428 50 Hours™

If any of the absence days are partial hours, click the Partial Days dropdown button and select
from the following:

All Days — All days are partial days

End Day Only — Only the end day is partial

Start Day Only — Only the start day is partial

None — Default value. None of the days are partial days

Start and End Days — Both the start day and the end day are partial days

Partial Days All Days >

For employees on a Variable Work Schedule, always select “All Days” and then enter the
number of hours for the absence.
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Step | Action

6. Enter the number of hours in the applicable Duration Hours field.

being updated for the day of the requested absence.

Partial Days | All Days v

Duration | 8.00 Hours

In this scenario, because the employee is on a Variable Work Schedule enter the hours that are

7. Click the Done button to close the Partial Days page.

Done

The Request Details page redisplays with the updated hours for the absence.

Time

Request Details

Law Enforcement Offcer IIl
Return to View Requests

“Start Date |06/22/2026 End Date |06/22/2026 +1 Day

*Absence Name | Vacation v [ Apply Absence “Reason | Vacation -

Balance 428.50 Hours™

D ‘ Partial Days All Days >

Duration (800 Hours Status Canceled
Check Elgibity

Comments l /.‘

e

Processing Details

Status Not Processed

‘ Request History

0 The Duration field updates from 16 hours to 8 hours.

8. Click the Check Eligibility button to forecast the hours for the request.

Check Eligibility
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Step | Action
The Forecast Successful message displays.
Forecast Successful:
You are eligible to take the requested absence and you may submit your request.
Date Time: May 30,2026 at 17:17
9. Click the OK button.
The Request Details page redisplays.
Time
Request Details

“Start Date |06/22/2026

End Date |06/22/2026 +1Day

*Absence Name | Vacation

-] l ‘Apply Absence “Reason | Vacation

Balance 428.50

D ‘ Partial Days Al Days

Duration (8.00 Hours

Status Canceled

Check Eligibility | View Eligibility Details

Processing Details

Status Not Processed

Request History

10. Click the View Eligibility Details button to view the details of the Absence Type balance after
the absence is taken and the forecasted paid and unpaid hours taken in this Absence

Request.

Check Eligibility

View Eligibility Details
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Step | Action
The Eligibility Details page displays.
Eligibility Details
. Volunteer Service Leave
400
0111072026 - 01/0262027
GCS5L FORECAST PAID 200
05/29/2026 -
C5L FORECAST UNFD 0.00
0512912026 - )
Eligibility for the following Absences has changed due to latest eligibility check. Please go to View Reguests to
see more details.
Absence Requests 1 row
Absence Name Begin Date End Date Eligibility Value
1 Volunteer Service Leave 06/08/2026 06/09/2026 INELIGIBLE
11. Click the “x” at the top of the Eligibility Details page to close it.
Eligibility Details ><|]

12. Click the Submit button.

The Submit confirmation message displays.

Are you sure you want to Submit this Absence
Request?

13. Click the Yes button.

Yes
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Step

Action

The Manage Absences page redisplays.

Time

¥ Timesheet
“g Enter Time by Day
£ Payable Time

% Leave / Comp Time

Manage Absence

Manage Absences

Law Enforcement Officer Ill

View all requests

Volunteer Service Leave Vacation
05/28/2026 06120/2026

16.00 Hours 12.00 Hours
& Submitted R Submitted

L3 Cancel Absences

View Requests

% Absence Balances

& Comprehensive Abs

sence Summary

Create a new Request

Vacation
06/22/2026
8.00 Hours

& Submitted

D e —1

"Absence Name | Select Absence Name

| [ Apply Absence

& [ ow ]

End Date |05/30/2026

14.

Vacation

06/22/2026

7 Submitted

The updated absence now displays as 8 hours and displays “Submitted”.
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Ineligible Future Absence Requests

When an Absence Event is entered and forecasted, Cardinal includes any future dated absences with
the same Absence Name in the forecasting processing. When the current Absence Request is entered
and forecasted, and there is an impact to a future Absence Request, Cardinal will display a message to

notify the employee.

In this scenario, the employee has entered an Absence Request for eight hours of Volunteer Service

Leave that will impact the eligibility of an approved future Absence Request.

Step | Action

1. Enter the Absence Request in Cardinal. See the applicable section in this Job Aid for details on
entering absences Creating a New Absence Event (No Partial Days) or Creating a New

Absence Event (With Partial Days).

The Request Absence page has been completed.

Request Absence

Law Enforcement Officer Il

*Start Date |05/29/2026

End Date l05129/2026

H +1Day ]

*Reason | Other Community Service v

*Absence Name lVo\un(eer Service Leave vl [ Apply Absence ]

Partial Days All Days >

Duration Hours

Check Eligibility

o

(53
Balance Information As Of 06/12/2026

Volunteer Service Leave
01/10/2026 - 01/09/2027

2. Click the Check Eligibility button to forecast the hours for the request.

Check Eligibility
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Step

Action

The Forecast Successful message displays.

Forecast Successful:
You are eligible to take the requested absence and you may submit your request.
Date Time: June 12,2026 at 12:10

Click the OK button.

OK

A message displays indicating Eligibility has changed.

Eligibility has changed for one or more existing Absence Requests. Please select View Eligibility Details to display the status of the requests.

Click the OK button.

OK
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Step | Action

The Request Absence page redisplays.

Request Absence

Law Enforcement Officer lll

*Start Date |05/29/2026

*Absence Name l Volunteer Service Leave

v” Apply Absence ]

End Date i05129/2026

l [ +1Day ]
*Reason | Other Gommunity Service v

Partial Days All Days >
Duration Hours Check Eligibility | View Eligibility Details
Comments 4
[
Bal Information As Of 06/12/2026

Volunteer Service Leave
01/10/2026 - 01/09/2027

5. Click the View Eligibility Details link.

Check Eligibility || View Eligibility Details

The Eligibility Details page displays in a pop-up window.

Eligibility Details
. alunteer Service Leave
1110V2026 - 010052027

CS5L FORECAST PAID
06/29/2026 -

' GSL FORECAST UNPD
052972026 -

8.00

0.00

see more details.

Eligibility for the following Absences has changed due to latest eligibility check. Please go to View Reguests to

Absence Requests 1 row
Absence Name Begin Date End Date Eligibility Value
1 Volunteer Service Leave 06/08/2026 06/09/2026 INELIGIBLE

@

The Eligibility Details page will show “INELIGIBLE” for any future approved Absence
Requests that are no longer eligible Absence Requests. Reviewing this information can assist
in avoiding pay docking for ineligible Absence Requests.
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Step | Action
6. Click the “x” to close the page.
Eligibility Details X
The Request Absence page redisplays.
Request Absence X
[ subrt |
*Start Date End Date l05i29/2026 l +1 Day ]

*Absence Name l Volunteer Service Leave vl [ Apply Absence ]

Partial Days All Days >

Duration Hours

Comments

(=
Balance Information As Of 06/12/2026

*Reason | Other Community Service v

Check Eligibility | View Eligibility Details

Volunteer Service Leave
01/10/2026 - 01/09/2027

Click the Submit button.

The Submitted Successfully message displays.

Submitted Successfully

Click the OK button.

OK
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Step | Action

The Request Absence page redisplays with the Status of “Submitted”.

Request Absence

Comments

Balance Information As Of 06/12/2026

X
Law Enforcement Officer Il
Start Date 05/29/2026 End Date 05/29/2026
Absence Name Volunteer Service Leave Reason Other Community Service
Partial Days All Days >
Duration 8.00 Hours Status Submitted

Volunteer Service Leave
01/10/2026 - 01/09/2027

9. Click the “x” to close the Request Absence page.

Request Absence

The Enter Time page displays.

Time
¥ Timesheet ~ Enter Time
Employee ID Time Reporting Type Positive Workgroup SNLFO71P1
Enter Time Empl Record 0 Earliest Change Date 01/19/2026

Time Summary

Exceptions

May 24, 2026 - May 30, 2026

s

Z
Reported 8.00 Hours

& Enter Time by Day

£ Payable Time

. Leave / Comp Time

- 18

248m  © 25Mon  © 26T © 2TWed © 28T © 2 © 08t ©
Manage Absence Row Totals
0of24 00f24 00f24 0of24 00f24 8of24 00f24
& Cancel Absences - &
© View Requests r— - 800 ) am)
«
. Absence Balances
Time Summary  Leave/Compensatory Time  Absences  Exceptions  Payable Time

10. | Click the View Requests menu list item.

View Requests
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Step

Action

The

View Requests page displays.

Time

¥ Timesheet v View Requests

g © Enter Time by Day Law Enforcement Officer [l

‘7 Payable Time YIEW Requests

2 rows
=] 5
& Leave / Comp Time Volunteer Service Leave
06/08/2026 - 06/09/2026
Manage Absence Approved 18 Hours >
INELIGIBLE Not Processed
_ 4 Cancel Absences
Volunteer Service Leave 0512902026
T View Requests Submitted 8 Hours >
ELIGIBLE Not Processed
"4 Absence Balances

@

The ineligible Absence Request should be reviewed, cancelled, and a new requested absence
completed, if applicable, with a different absence to avoid pay docking.

11.

Click the Absence Request that is noted as being “Ineligible”.

Volunteer Service Leave
Approved

INELIGIBLE

06/08/2026 - 06/09/2026
16 Hours

Not Processed

The selected Absence Requests page displays.

Time

Law Enforcement Officer Il
Return to View Requests

Start Date 06/08/2026
Absence Name \Volunteer Service Leave

Balance 16.00 Hours

End Date 06/09/2026

Reason  Other Community Service

‘ Partial Days All Days

D Duration 16.00 Hours

Eligibility Results INELIGIBLE

Comments

Processing Details

Status Approved
View Eligibility Details

Cancel Absence

Status Not Processed

Request History

**Disclaimer The current balance does not reflect absences that have not been processed

12.

Cancel Absence

Click the Cancel Absence button.
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Step | Action

The Cancel Absence page displays in a pop-up window.

Cancel Absence X

Cancel Absence

Comments g

B

13. | The user can enter comments regarding the cancelation in the Comments field. This is not

required.
For this scenario a comment is entered “cancel to use different absence type to avoid pay
docking”.

Comments &

14. Click the Cancel Absence button to cancel the absence.

Cancel Absence

A confirmation message displays.

Are you sure you want to Cancel this Absence
Request?

15. Click the Yes button.

Yes |
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Step | Action

The Canceled Successfully message displays.

Abzence Request Canceled Successiully.

16. Click the OK button.

OK

The Cancel Absence page redisplays.

Cancel Absence

Cancel Status Submitted

Comments cancel to use different absence type to
avoid pay docking.

Approval Chain

17. | Click the “x” to close the Cancel Absence page.

Cancel Absence X

Update the future absence as applicable using an absence that has a sufficient balance. See
0 the applicable section in this Job Aid for details on entering absences Creating a New Absence
Event (No Partial Days) or Creating a New Absence Event (With Partial Days).
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Viewing Approval Status

After the Time Administration process runs, the approval status for Reported Time and Payable Time
can be reviewed on the Approval Monitor page. If the user's Agency uses Cardinal Absence
Management, the approval status for Absences and Canceled Absences can also be reviewed on this
page.

Users can track and filter time and absence requests by Approval Type, Approval Status, and a
specified Date range.

Step | Action

1. Navigate to the Approval Monitor page by clicking the My Team Time tile.
My Team Time
)

2. Use the following navigation path: My Team Time > Approval Monitor

My Team Time

rrrrrrrrr
ate

0 The fields in the Search Criteria section are required fields. Complete all fields to view results.
Users can only review one Approval Type and Approval Status at a time.

The Employee Record field defaults to “0” but can be updated as needed.

Search Criteria

“Employee [D ‘ Q ‘ Employee Record ‘ 0 Q‘ “From Date ‘ | “To Date ‘ ‘

“Approval Type A “Approval Status M
| | | |

[ cer | [ seaen |

3. Enter the Employee ID in the Empl ID field.

*Employee ID Q
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Step | Action
4. Click the Calendar icon to enter the dates in the From Date and To Date fields.
*From Date *To Date

5. Click the Approval Type dropdown button and select the applicable Approval Type.

In this scenario, select “TLPayableTime” to view Payable Time.

*Approval Type

AbsenceCancelation

] AbsenceManagement
TLPayableTime I

arch Results TLReportedTime

6. Click the Approval Status dropdown button and select the applicable Approval Status.

In this scenario, select “Needs Approval’ to view Payable Time in Needs Approval status.

*Approval Status | iF

Approved
Closed
Distributed
Estimated

| Needs Approval I

' No Pay

Overtime Hold
Rejected by Payroll

Employee Nan

Reversed Check
Salary Hold
Sent to Payroll

Taken by Payroll

For more information about Reported Time and Payable Time Statuses and a brief description
for each one, see the section Reported Time, Payable Time, Denied, Cancel in Progress, and
Cancelled Statuses below.

7. Click the Search button to view results.

| Clear Search
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Step | Action

The Approval Monitor page displays all matching records based on the search criteria entered.

My Team Time

Hew Window | Help | Personalize Pagd
View Approval Stafus

Search Criteria

—— — Employes Record From Date [9101225 ] “ToDate [17512026 [

approv Type [TParssTme 3] approve sttus [Hocds Topoval ]

cl Search

search Results

1304w > O | Viewan

Approver B Approver Cell
Fhone Number | Phane Number

Employee
Loy Employee Name

Absence Name | TRC
Approval Type Descriptio

Approval Status Approver 1D ‘ Approver Name | Approver Email Address

55515559555

0 TLPayableTime.

‘ o | earaserme o7 @me 12- ‘m/ﬂfzwzs ‘
| |
| |

‘ Needs pproval | ‘

OT @Time 1/2 - Hry 01/07/2026 555/555-5555 |

‘
[
:

o The following details are displayed on this page:
* Request Details: Absence Name/TRC Description and Transaction Date
* Approver Details: Name, Email Address, and Phone Number
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Reported Time, Payable Time, Denied, Cancel in Progress, and Cancelled
Statuses

Reported Time, Payable Time, Denied, Cancel in Progress, and Cancelled can be reviewed online or
Supervisors and TL Administrators can run the Timesheet Report to review time and absences.
Reported Time Status Descriptions

The tables below show Reported Time Status descriptions and the actions available based on grace
periods and roles.

Reported Time Statuses

Status Code Next

Status

Status Type Description

Reported Time | Saved SV SB Time that has been entered but not | Online
submitted for processing

Reported Time | Saved SV NA Absence that has been entered but | AM

/ Absence not submitted for approval

Request

Reported Time | Saved SV NA Time for interfacing employee that | Interfacing
has been saved online but not
submitted for approval

Reported Time | Submitted | SB Time that has been reported and Online
submitted for processing

Reported Time | Needs NA AP Absence that has been submitted AM

| Absence Approval and is pending approval

Request

Reported Time | Needs NA AP, CL | Time for interfacing employee that | Interfacing

Approval has been submitted online and is

pending approval

Reported Time | Approved AP Absence that has been approved AM

| Absence

Request

Reported Time | Approved AP Time for interfacing employee that | Interfacing
has been interfaced as approved
or submitted and approved online

Reported Time | Closed CL Time closed by the TA Expired Online +
Grace Approver Interfacing

* Agencies using Cardinal online for TA will only see a status of either Saved or Submitted for time
entered on the Timesheet Grid.

**Agencies using Cardinal Absence Management will see Denied, Cancel in Progress, Cancelled,
Needs Approval, or Approved for absences. Interfacing Agencies will generally only see Approved
when the time is successfully interfaced into Cardinal.
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Status Code Agency <90 days >90 <365 >365
Type Type
Reported | SV Online *Employee/ *TL Admin Submit or | *TA Expired Grace
Time Supervisor/ Delete Approver Close or
Timekeeper/ TL *TA Expired Grace Delete
Admin Submit or Approver Close or
Delete Delete
Reported | SV AM *Employee/ *TL Admin Submit or | *AM Admin Approve
Time / Supervisor/ Cancel or Void or Delete
Absence Timekeeper/ TL *AM Admin Approve | (must request PPS to
Request Admin Submit or or Void or Delete override 1 year retro
Cancel limit for processing)
Reported | SV Interfacing | *TL Admin Submit | *TL Admin Submit or | *TA Expired Grace
Time or Delete/Cancel Delete/Cancel Approver Close or
*TA Expired Grace Delete
Approver Close or
Delete
Reported | SB Online No action needed No action needed No action needed
Time
Reported | NA AM *Employee/ *TL Admin Cancel *AM Admin Approve
Time / Supervisor/ *Supervisor Approve | or Void or Delete
Absence Timekeeper/TL *AM Admin Approve | (must request PPS to
Request Admin Cancel or Void or Delete override 1 year retro
*Supervisor limit for processing)
Approve
Reported | NA Interfacing | *Supervisor *Supervisor Approve | *TA Expired Grace
Time Approve (Must be done same | Approver Close or
*TL Admin Delete day as Submit) Delete
*TL Admin Delete
*TA Expired Grace
Approver Close or
Delete
Reported | AP AM No action needed No action needed No action needed
Time /
Absence
Request
Reported | AP Interfacing | No action needed No action needed No action needed
Time
Reported | CL Online + No action needed No action needed No action needed
Time Interfacing
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Payable Time Status Descriptions

Reporters

The tables below show the Payable Time Status descriptions and actions available based on grace

periods and roles.

Status Status

Code

Payable Time Statuses

Next

Description

Type Status
Payable | Needs NA AP, VS, Time that has been processed by Time | Online
Time Approval VH, CH, Administration and is pending approval
CL, NP

Payable | Approved AP SP then Time that has been approved and ready | Online
Time TP for payroll/distribution
Payable | Estimated ES SP then Time that does not require approval and | Online +
Time TP is ready for payroll/distribution Interfacing
Payable | Overtime VH AP Time for salaried employees subjectto | Online
Time Hold overtime lag that has not yet been

released for load to payroll
Payable | Salary Hold | VS PD Time for salaried employees included in | Online
Time base pay pending distribution
Payable | No Pay NP Time does not require pay or Online +
Time distribution Interfacing
Payable | Rejected by | RP SP then Time rejected by load to payroll process | Online +
Time Payroll TP or CL Interfacing
Payable | Reversed RV Time reversed by payroll Online +
Time Interfacing
Payable | Sentto SP TP or RP | Time is in process of being loaded to Online +
Time Payroll payroll Interfacing
Payable | Taken by TP PD Time loaded to payroll pending payroll Online +
Time Payroll processing Interfacing
Payable | Distributed | PD Time paid and/or distributed to General | Online +
Time Ledger Interfacing
Payable | Closed CL Time closed by distribution process, Online +
Time time rejected by payroll closed by TL Interfacing

Admin, or time closed by the TA

Expired Grace Approver
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Reporters
Payable Time Status actions available based on grace periods and roles.
Status Code Agency <90 days >90 <365 >365
Type Type
Payable | NA Online *Supervisor Approve | *TA Expired Grace *TA Expired Grace
Time Approver Approve Approver Close or
*TL Admin Delete Delete
Reported Time
*TA Expired Grace
Approver Close or
Delete
Payable | AP Online No action needed No action needed No action needed
Time
Payable | ES Online + No action needed No action needed No action needed
Time Interfacing
Payable | VH Online No action needed No action needed No action needed
Time
Payable | VS Online No action needed No action needed No action needed
Time
Payable | NP Online + No action needed No action needed No action needed
Time Interfacing
Payable | RP Online + *Payroll Admin/TL *Payroll Admin/TL *Nightly job will Close
Time Interfacing | Admin/SPO fix Admin/SPO fix
problem and reload problem and reload
time time
*TL Admin Close *TL Admin Close
Payable | RV Online + No action needed No action needed No action needed
Time Interfacing
Payable | SP Online + No action needed No action needed No action needed
Time Interfacing
Payable | TP Online + | No action needed No action needed No action needed
Time Interfacing
Payable | PD Online + No action needed No action needed No action needed
Time Interfacing
Payable | CL Online + No action needed No action needed No action needed
Time Interfacing
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