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Navigation Tips in Cardinal HCM Overview

This Job Aid provides overview information pertaining to some general navigation tips in Cardinal
HCM and some of the common buttons users will encounter in Cardinal HCM. In addition, the
following functional processes are detailed in this Job Aid with step-by-step instructions:

¢ Navigating to HCM Pages using Navigation Tiles
e Navigating to HCM Pages using the NavBar Menu
e Using the Cardinal HCM Search Pages

e Adding a Favorite

e Managing and Deleting Favorites
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System and Data Entry Features Overview
This section provides an overview of the some of the common system and data entry features available

within Cardinal HCM.
System Feature:

Feature

System Timeouts

Description

For security purposes, Cardinal times out (terminates) any
session that is inactive for 30 minutes. If timed out, any
unsaved work will be lost. Therefore, it is recommended to

save work as often as possible.

A Warning message will display indicating that the session is
about to time out 2 minutes prior (28 minutes of inactivity).

Note: If multiple Cardinal windows are open, the user will be

timed out of all windows.

For information about the specific features available on the Cardinal HCM Homepage, refer to the Job
Aid titled NAV205 Overview of the Cardinal Homepage (HCM). This Job Aid is located on the Cardinal

Website in Job Aids under Learning.

Data Entry Features:

Feature

Search Operators

Description

e |In

When performing advanced searches, the
following search operators are available for
use which will help define and narrow the
search results:

Begins With

Contains

= (equal to)

Not = (not equal to)

< (less than)

<= (less than or equal t0)

> (greater than)

>= (greater than or equal to)
Between

Note: The search operators available for
selection will vary based on the actual
search criteria field (value).

Additional information is provided in the
Cardinal HCM Search Pages Overview

section of this Job Aid.
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Feature Description ‘

Cardinal uses the % (percent) symbol as a
wildcard. When performing searches,
wildcard symbols are used to denote one
or more unknown characters in a data
value.

If searching for an Employee based on
their Employee ID:

e |If the first few digits of the

Wildcard Symbols (%) Employee ID are known, select the
“Begins With” search operator and
enter “0011%” in the Employee ID
search field

o If specific digits within the
Employee ID but not the entire
Employee ID are known, select the
“Contains” search operator and
enter “%3256% in the Employee
ID search field

o If the last few digits of the
Employee ID are known, select the
“Contains” search operator and
enter “%1256” in the Employee ID
search field

The following features are used when viewing or entering data on Cardinal HCM pages with

multiple rows of effective dated transactions.

Include History checkbox option

¥ Search Criteria

EmplID | begins with v | ‘

Empl Record | = ~| ‘

Name | begins with v | |

When performing searches, click the
Include History checkbox option if you will
want the ability to view any historical rows
of effective dated transactions.

Last Name | begins with v | ‘Dne

Second Last Name | begins with v | ‘

Altsrrate Character Name | begins with | |

Middle Name [ bagins with v |

Dlinclude History | 0 Case Sensitive
Limi the number of resuts to (up to 300): [300 |

View Rows dropdown button and navigation Use the View Rows dropdown button or
arrows navigation arrows to navigate to a specific
effective dated row of data.

[1or2 v » |[ 1] Note: Only one row of data will display on

the page when this feature is utilized.
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Feature Description ‘
Click the View All link to display all of the
View All link effective dated rows of data on one page

for easier review.

View Al Note: This feature can also be used to
view all of the search results when a large
volume of search results are returned
when performing a search.

Add a New Row icon Click the Add a New Row icon to add a
— row when you are completing a new
‘ + ‘ effective dated transaction.

Click the Delete Row icon to delete a row
of data that is no longer required.

Note: For Agency users, this is typically
used to delete a future effective dated row
of data that is no longer required.
Historical and current effective dated rows
of data can only be deleted in Correction
Mode which is not available to Agency
users.

Delete Row icon

Click the Go to Row button to navigate to

Go to Row button a specific row of data.

Note: To utilize this feature, either the
effective date (as of date) for the row of
data or the Row # will be needed.

Go To Row

The following features are used when viewing information in a Data Grid or Data table.

Show all columns icon Click the Show all columns icon to view
of all the Grid columns (multiple tabs) on a
g |~ ] - single tab.

Fodaral MEDEE

Fodaral —
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Feature Description ‘

Show tabs icon

« Taxes

B

m Click the Show tabs icon to return to the
tabbed view of the Data Grid.

Tax Entity State Resident

US Federal

Click the Grid Action Menu icon to display
the Grid Action Menu. The following

Grid Action Menu icon . .
options display:

B Q o Personalize: This feature is not
- utilized in Cardinal HCM

Personalize e Zoom: Select this menu option to
detach the Data Grid. The Data

Zoom Pay Components ' Grid will display in a separate pop-

i up window. Click the Return

Download Pay Components Table to Excel button when review is complete to

close the pop-up window.

¢ Download: Select this menu
option to download the Data Grid
to a Microsoft Excel document

The following features are used when performing data entry.

Click the Help icon to display a Help page
in a pop-up window. Use this page to
review some specific information about the

Help icons corresponding page, section, or field.
. - 5 Note: This information is not specific to
€]
Work Location Detalls how the Commonwealth of Virginia is using

the software. The Cardinal Job Aids and
Commonwealth of Virginia Policies are
always the best resource for getting help.

Tabs Some Cardinal HCM transaction pages
e contain multiple tabs (pages) of information
AR available for review or data entry. When

applicable, click the tab to display the
corresponding page.

I Paycheck Earnings

Paycheck Taxes

I Paycheck Deductions

1/12/2024 Page 5 of 31



@Cardinal Navigation Job Aid
V4 NAV205_Navigation Tips in Cardinal HCM

Feature Description ‘

Some Cardinal HCM transaction pages

Links contain multiple pages of information
available for review or data entry. When

| Additional Data | applicable, click the link provided to display

the corresponding page.

Required fields Required fields in Cardinal HCM are
marked with an asterisk.
“Effective Date |01/10/2024 |
Calendar icons Date fields in Cardinal HCM have a
—— Calendar icon that should be used to
“Effective Date \01”0&024 select the applicable date. This eliminates

the need for manual data entry and
minimizes the chance for data entry errors.

Some data fields in Cardinal HCM have a
predefined list of acceptable values
associated with the field. Use of these
predefined lists eliminates the need for
manual data entry and minimizes the
chance for data entry errors.

Position Number | B580000R Q Look Up icons are typically used when the
predefined list of values is long and they
normally also include an ability to perform
a search within the pre-defined list. Once
you locate the applicable data value,
simply click the corresponding link to
populate the field.

Look Up icons

Some data fields in Cardinal HCM have a
predefined list of acceptable values
associated with the field. Use of these
predefined lists eliminates the need for
manual data entry and minimizes the

Dropdown buttons chance for data entry errors.

‘Actioy | Data Change IT” Dropdown buttons are typically provided
when there is a relatively short list of pre-
defined values. Simply select the
applicable value by clicking on the
corresponding list item to complete the
field.
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Feature Description ‘
Slider Bars Slider Bars are provided to simply toggle
between two answers that are typically
Alternate Work Schedule m ‘ either “Yes” or “No”. All the user has to do

is click the Slider Bar to the appropriate
answer to complete the data entry for fields
of this nature.

Radio Button select options

Radio Button select options are used

ERISED when the user is limited to making only one
| got married selection. When multiple options can be
| have a newborn selected, Cardinal HCM uses Checkbox

] select options.
| adopted a child

| got divorced

Checkbox select options

Process Request Parameter(s)

Company (Leave Blank for All) Alcnhcucaeveragecmrm Checkbox select Options are used When
pendent Waling Approvst the user is able to make multiple
etired, Tricare and TLC Employees Approaching 65 .
selections.
Jependent of RetireesiTricare, TLC employees Approaching 65
Dependent Child Approaching 26
Disabled Over-Age Dependent Child
Free Form Data Entry Fields Some fields in Cardinal HCM are free form
—— data entry fields. In fields like this, simply
STD Claim Number | | type the applicable data to populate the
field with.
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Navigating to Cardinal HCM Pages using Navigation Tiles

Navigation Tiles are a grouping of similar HCM pages or menus. The Navigation Tiles display directly
on the Cardinal Homepage and the Navigation Tiles available are based the user’s assigned
responsibilities in Cardinal HCM.

Navigation Tiles can be used to access some of the Cardinal HCM pages that the user’s assigned
responsibilities grant them access to but not all of them.

The steps included in this section of the Job Aid are based on the following example scenario:

Scenario: You are a Benefits Administrator. A new hire salaried employee has onboarded at your
Agency and an HR Administrator has completed the new hire transaction for the new employee. This
HR transaction automatically triggered an “HIR” Benefit Event that you must complete in order to enroll
the employee in their selected Benefit plans. This process is completed on the On-Demand Event
Maintenance page. The employee has provided the required supporting documentation and their
elections. You are now ready to navigate to the On-Demand Event Maintenance page and process
this Benefit Event for the employee.

Note: Generally speaking, the overview steps provided in this section can be used to navigate to any
Cardinal HCM page that is available from within a Navigation Tile. Refer to the process specific Job
Aid for exact Navigation Paths and additional information pertaining to completing specific transactions
in Cardinal HCM.

These instructions begin at the Cardinal Homepage.

Cardinal Message Board Cardinal Portal

0
Messagais) published today

0
Total active message(s)

Benefits Administrator

& T

&t

Note: The specific Navigation Tiles available on the Cardinal Homepage are based on the user’'s
assigned responsibilities in Cardinal HCM.

1. Click the Benefits Administrator Navigation Tile.
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The Benefits Administrator page displays.

' Carchnal Homepogs. Benefits Administrator R 9

& Employee/Dependent N
Information Update Dependent/Beneficiary

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

Update DependentBeneliciary

Find an Existing Valus

Maintain Certifications

~ Search Criteria
% Enrollin Benefits v

Empl1D [‘begina wih v

"5 Review Employes Benefits v
Name | begins with v | | |
4 Benefts Management v -
Last Name | begins with v| | |
Second Last Name | begins with | [ "
Alternate Character Name | begins with v | | ‘

Widdie Name [ begins wih /|

Note: Some Navigation Tiles will open a specific HCM Page where others, such as this example,
will open a menu of similar HCM Pages. In this example, the Benefits Administrator menu
displays in the left-hand panel of the Benefits Administrator page.

2.  Click the Benefits Management menu list item.

The Benefits Management menu expands.

 Cardinal Homepage Benefits Administrator

&, Employee/Dependent "
¥4 information

Update Dependent/Beneficiary

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

Update DependentBeneficiary

Find an Existing Value
Maintain Certfications. -

| = Search Criteria

% Envollin Beneflts
Empl 1D | begins with v \
"9 Revew Employee Benefits - I

$3 Bonefits Management ~

Atarmate Characte Name [Bogns i <]

On-Damand Event Maintenance ) =
Middle Name | begins with v \

Update Event Status Dincludo Hi istory (Case Sensitive

0 (upt0 300} {300 |

| Limit tha number

3. Click the On-Demand Event Maintenance menu list item.
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The On-Demand Event Maintenance Search page displays in the central region of the page.

< Cardinal Homepage

¢ EmployesiDependent -
Information ©On-Demand Event Maintenance

Enter any information you have and click Search. Leave fislds blank for a fist of al values.

% Enrollin Benefits -

Find an Existing Value

5 Review Empioyes Benefis

¥ Search Criteria

3 Benefits Management
I Empl1D [ begins vin ] |
Online Confirmation Statements.

Empl Record | = v
Review BAS Activity :
Name [ begins with v |

On-Demand Event

LastName [ogins v ] |

Update Event Status )
Second Last Name | begins with v | |

r Name | begins wih | |

o (up 10 300) [300

earch F Save Search Criterla

Benefits Administrator

Note: The following steps demonstrate the process for searching for the applicable employee
using the default advanced search functionality. Additional information about using the Cardinal

Search pages is provided in the Cardinal HCM Search Pages Overview section of this Job Aid.

ing the employee’s name. However, it is recommended

4.  Enter the employee’s Employee ID in the Empl ID field.

Note: Searches can also be performed us

to use the Employee ID as every employee will have a unique Employee ID.
5.  Click the Search button.

The On-Demand Event Maintenance page dis

plays for the applicable employee.

Benefits Administrator o (%)
New Window | Help | Personaiizs Page
On-Demand Event Maintenance
i Emollin Benefits v | Monday Night Porson 1D 00860046300 BenRecord 0
B o By Bl 5 Acivity Dat Source EmplRocord 0
L Pending Activities 2 it Action
34 Benefits Management ~
. D 7 1 Status Update
e s B Event 1D 0 EventDate Stat Cla
Propara O Event Status
Review BAS Activily
Run Date Fraquency
Deduction Frequency ~~ Annusl Frequency
Entered  pof o
Finalize/Apply Defaults

Emors 0

Run Dat

Process Indi N

Normal Procassing
Roum s | (o |

Note: This Job Aid is intended to provide overview information and navigational tips. It does not
include step-by-step instructions for completing specific transactions in Cardinal HCM.
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Navigating to Cardinal HCM Pages using the NavBar Menu

The NavBar Menu contains individual list items that are organized within a structured menu of similar
HCM functional areas and pages. The specific menu items available are based the user’s assigned
responsibilities in Cardinal HCM.

The NavBar Menu can be used to access all of the Cardinal HCM pages that the user’s assigned
responsibilities grant them access to.

The steps included in this section of the Job Aid are based on the following example scenario:

Scenario: You are an HR Administrator. One of the Agency’s employees is transferring to another
Agency. You are now ready to navigate to the Job Data page and complete the “Transfer Out”
transaction for the employee.

Note: Generally speaking, the overview steps provided in this section can be used to navigate to any
Cardinal HCM page that is available from within the NavBar Menu. Refer to the process specific Job
Aid for exact Navigation Paths and additional information pertaining to completing specific transactions
in Cardinal HCM.

These instructions begin at the Cardinal Homepage.

Cardinsl Message Bosrd

0

Massagais) published taday

0

Total active messageds)

1. Click the NavBar icon.
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The NavBar displays.

2. Click the Menu tile.
The NavBar Menu displays.

NavBar: Menu &

myCardinal HCM >

Recesty Visnes Cardinal Convarsion

Sdisowlu

>

Manager Self Serviee >

Workdorce Administration >
|

Banefits >

Compensation >

g

Payroll for North America
Worklorce Development
Organizational Development >
a Workforce Monitoring >

SetUpHCM >

Enterprise Components

Tree Manager

Reporting Toois >

PeopleTools

. )| Carcinal Interfaces >

Note: The specific menu list items available in the NavBar Menu are based on the user’'s
assigned responsibilities in Cardinal HCM. The following steps use the Navigation Path used to
navigate to the Job Data page for a specific employee. Refer to the process specific Job Aid for
exact Navigation Paths and additional information pertaining to completing specific transactions in
Cardinal HCM.

3. Click the Workforce Administration menu list item.
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The Workforce Administration menu displays.

4. Click the Job Information menu list item.

The Job Information menu displays.

Logitaie SalaryInrease

Raview Job Information >
Reports >
= [—

B o

[ [ T—

B rsmesnse

= Maintain Teleworkers.

5. Click the Job Data menu list item.
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Gardinal Homepage. Job Data

Job Data

Enter any infor have and click Search, Leave felds blank for a list of all vakies
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~ Search Criteria

Empl 1D | begns with +

Empl Record | = ~
Mame | begins with +
Lasthomo [bognswin v| [ |
Second Last Hame | begins with
Alternate Character Name | begins with v
Middle Name [ bages win v |

Includs History [ Case Sensitive

Limit the number of resuls to (up to 300% | 300

Note: The following steps demonstrate the process for searching for the applicable employee
using the default advanced search functionality. Additional information about using the Cardinal
Search pages is provided in the Cardinal HCM Search Pages Overview section of this Job Aid.

Enter the employee’s Employee ID in the Empl ID field.

Note: Searches can also be performed using the employee’s name. However, it is recommended

to use the Employee ID as every employee will have a unique Employee ID.
7.  Click the Search button.

The Job Data page displays for the applicable employee.

@

pe— Job Data o

) . Naw Window | Help | Parsonaizs Page -
Work Location H Job Information H Payroll H Salary Plan H Compansation

Monday Night Empl 1D DO3E0045300

Employss Empl Record 0

Work Location Details (2

*Effactive Date | 0171072024 = I Go To Rowr I| =
Effactive Sequance 1| - —
HR Status  Active >
Payroll Status  Active “Job Indicator | Primary Job 7
Current n}
Fosition Numbar |ABCTRNO1 a Admin and Ofice Spec Il
Override Posiian Data

ot
osition Entry Date (oo
Fosition Managsment Record

Regulatary Region

usa
Company ABC

Business Unit 99900

nent 190705

Unired States.
Alcahalic Beversge Control
Alcoholic Beverage Control

Propety Mgt Senvicss

Location 10885 Fairfax Co. 120
Establishmant 1D |ABC a Vit Aleoholic Bav Conrol Auth Date Created 0110372024
Last Start Date  01/10/2024
CIRecall Eligibility Fleg
Tumn Off Auto Pay
Y N
Jab D Employment D s Distl Benefiis Program Participation

Note: This Job Aid is intended to provide overview information and navigational tips. It does not

include step-by-step instructions for completing specific transactions in Cardinal HCM.
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Cardinal HCM Search Pages Overview

Many of the functional processes and transactions in Cardinal HCM are performed for a specific record
(Employee, Position Number, etc.). Therefore, many of these functional processes and transactions
will begin with a “Search” page. These pages are used to:

Search for a specific employee. Example: If a Timekeeper needs to enter time for an
employee, they will navigate to the Timesheet page. Before getting to the Timesheet page,
they will get to a Search page which they will use to search fro the specific employee for whom
they need to enter time

Search for a specific record. Example: If an HR Administrator needs to updae a Position
Number for their company, they will navigate to the Position Details page. Before getting to
the Position Details page, they will get to a Search page which they will use to search for the
specific Position Number that they need to update

Search for a specific Query. Example: If a user needs to perform a Query, they will navigate to
a Search page which they will use to search for and select the specific Query that they need to
perform

Most the of the Cardinal HCM Search pages provide the following two levels of searches that can be
performed:

Advanced Search: Used to perform a search based on a combination of one or more search
criteria fields and search operators (begins with, contains, etc.). This can help to further
refine/tailor the search results. The Advanced Search functionality displays by default on the
Cardinal HCM Search pages

Basic Search: Used to perform a search based on one search criteria field and one search
operator (begins with, contains, etc.). The specific search criteria field can be changed but the
search operator cannot be changed
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Using the Cardinal HCM Search Pages (Advanced Search)
The steps included in this section of the Job Aid are based on the following example scenario:

Scenario: You are a Payroll Administrator. You need to review the Federal, State, and Local Tax
information for one of your Agency’s employees to verify accuracy. You are ready to navigate to the
Update Employee Tax Data page for this employee and review the information.

Note: Generally speaking, the overview steps provided in this section can be used to perform an
advanced search on any of the Cardinal HCM Search pages. Please note that the specific search
criteria fields and their corresponding search operators will vary based on the specific HCM page being
navigated to.

These instructions begin at the Cardinal Homepage.

Cardinal Message Board

0
Messaga(s) publshad today

]

Total active massage(s)

1. Click the NavBar icon.

The NavBar displays.

2. Click the Menu tile.
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The NavBar Menu displays.

NavBar: Menu (o)

myCardinal HCM

Recerty viuted ([l Cardinal Conversion >

O E Manager Self Service >

Favertes Workforce Adminisration >

= Bonsfis >
o

>

>

Compensation

Time and Labor
Payrollfor Nosth America >
Glabal Payrall & Absence Mmt >

Organizational Development >
Workforce Monioring

Set Up HOM >
Enterprise Components

Worklist >
Tree Manager >

E Reporting Tools.

PeopleTools.

Note: The specific menu list items available in the NavBar Menu are based on the user’s
assigned responsibilities in Cardinal HCM. The following steps use the Navigation Path used to
navigate to the Update Employee Tax Data page for a specific employee. Refer to the process
specific Job Aid for exact Navigation Paths and additional information pertaining to completing
specific transactions in Cardinal HCM.

3.  Click the Payroll for North America menu list item.

The Payroll for North America menu displays.

Menu
Payroll for North America
= Pyrol Processing USA >
PayrallDistrbution >
Pay Period Tax Repots USA >
Periodic Payrol Events USA >
U'S Quarterty Processing >

US. Annual Processing >

4. Click the Employee Pay Data USA menu list item.
The Employee Pay Data USA menu displays.

/7 Cardinal
N

Deductions >
= Create Additonal Pay
= Request Direct Deposit
= Update Payrol Options

H Search by Naional ID
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5. Click the Tax Information menu list item.

The Tax Information menu displays.

NavBar: Menu o)

Menu > Payiol far Nofth America > Employee

Tax Information
Catina Mosage Bowd CarinatPora prem— Q
0 Faertes .
== & T - Bl Updato Tax Distiution
Messageds) publshed today

5 & 1t

= Eo—

i)l

Total acive messages)

6. Click the Update Employee Tax Data menu list item.
The Update Employee Tax Data Search page displays.

Gardinal Homepage

Update Employee Tax Data

New Window | Help
Update Employee Tax Data

Enler any information you have and dlick Search. Leave fields blank for a kst of all values.
= Search Criteria
Empl ID [ begins with ~ [ ]
Mama [ begins with v [ ]
LastMame | begins with ~
Second LastHams [beginswin ~| [ |
Alternate Character Name | bagins with |
Bl e i -

7
Linit the numbes of results to {up 1o 300) | 300

Basic Search EF Save Search Criteria

7.  Enter the applicable information in one or more of the search criteria fields. The default search
operator of “begins with” can be updated for specific search criteria fields as needed.

Sample Update Employee Tax Data Search page with search criteria entered.

Gardinal Homepage Update Employee Tax Data

New Window | Help
Update Employee Tax Data

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

Find an Existing Value

¥ Search Criteria

EmplID [contains v [%463%
Company | bagins with v | [ Q
Name [ begins with v [ ]
Last Name [ begins with ] [Night

Second Last Name | begins with | [

Alternate Character Name | begins with v | |

Dlinclude History (O Correct History [JCase Sensitive
Limit the number of results to (up to 300y [300 |

Search Basic Search EF Save Search Criteria

8. Click the Search button.
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The Update Employee Tax Data page displays for the applicable employee.

Cardinal Homepage

Update Employee Tax Data

[ Federai Tox Data [ state Tox Dt || Locat Tax Data

New Window | Help | Personalzs Par
Monday Night 1D 00860046300
Tax Data (& Q
Company ABC Alcohalic Beverage Contro
*Effective Date (01102024 [
Updated By  System Date Last Updated  01/03/2024
Federal Form Version &

*Form Version | V-4 - 2020 or Later

Federal Withholding Elements &

*Spacial Withholding Tax Status | Nons

“Tax Status | Single ‘ Single

Note: This Job Aid is intended to provide overview information and navigational tips. It does not
include step-by-step instructions for completing specific transactions in Cardinal HCM.
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Using the Cardinal HCM Search Pages (Basic Search)
The steps included in this section of the Job Aid are based on the following example scenario:

Scenario: You are a Time and Labor Administrator. Your Agency recently onboarded a new Salaried
Employee. You need to navigate to the Eligibility page for the employee and verify that the Auto
Enroll Process established the appropriate Overtime Leave eligibility for the employee.

Note: Generally speaking, the overview steps provided in this section can be used to perform a basic
search on any of the Cardinal HCM Search pages. Please note that the specific search criteria fields
available for selection will vary based on the specific HCM page being navigated to.

These instructions begin at the Cardinal Homepage.

1. Click the NavBar icon.

The NavBar displays.

2. Click the Menu tile.
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The NavBar Menu displays.

ramnTar
UCTION

NavBar: Menu o

myCardinal HCM
Racerty vistea  [{Ml} Cardinal Conversion >

o Self Servics >
Favartes

Manager Seff Sarvice

‘Wiorkforce Administration

Benefits >

W] Payrod for North America
m Global Payroll & Absence Mgmt >

Organizational Development >

Note: The specific menu list items available in the NavBar Menu are based on the user’s
assigned responsibilities in Cardinal HCM. The following steps use the Navigation Path used to
navigate to the Eligibility page for a specific employee. Refer to the process specific Job Aid for

exact Navigation Paths and additional information pertaining to completing specific transactions in
Cardinal HCM.

3. Click the Time and Labor menu list item.

The Time and Labor menu displays.

4.  Click the Enroll Time Reporters menu list item.

The Enroll Time Reporters menu displays.

NavBar: Menu @

Menu > Time and Lasor

fo

g ENVONl Time Reporters

E Create Time Reporter Data

ig

= Maintain Time Reporter Data
= Assign Work Schedule
= Assign Schedule 1o Group
= Comp Plan Enroliment

= Comp Plan History

= TL Bypass Auto Enroll

TL Auto Enroll
Elgibitty

g R [fu

5.  Click the Eligibility menu list item.
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The Eligibility Search page displays.

Gardinal Homepage

Eligibility
Eligibility

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

s |

Business Unit | beginswinr | [ |

NAV205_Navigation Tips in Cardinal HCM

@ %]

Window | Help

Empl 1D | begins with «

EmpiRscord [= v| |

Find an Existing Value | Add  New Vakie

Note: The Advanced Search functionality displays by default.

6. Click the Basic Search link.

The page refreshes with the Basic Search functionality.

Gardinal Homepage

Eligibility
Eligibility

Enter any Information you have and dick Search. Leave flelds blank for a it of oll vahies

Find an Existing Volue || Add a New Value

earch by: | Empl ID ~|  bogins with ‘I

Limi the numbrer of results to (ua to 300} 300 |

Find an Existing Valua | Add a Mew Value

Hew Window | Help

provided.
8.

Sample Eligibility Search page with search criteria entered.

Gandinal Homepage

Eligibility
Eligibility

Entor any infarmation you have and lick Search. Laave fisks blank for a kst of all values.

Find an Existing Value ‘ 2dd a New Value
= Search Criteria

Ssarch by | EmplID ~ negnsmu.lnuszzssssan

L the b of resuls o fup o 3001 [300 |

dvanced Ssarch

Find an Existing Value | Add o New Vaiue

Update the Search By field (Search Criteria field) as needed using the dropdown button

The corresponding search operator defaults to “begins with” and cannot be changed.

Click the Search button.
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The Eligibility page displays for the applicable employee.

NAV205_Navigation Tips in Cardinal HCM

Gardinal Homepage

Eligibifity

Eligibility

Eligibility
Business Unit 14000
Eligibility Type
“Eligibilty

Eligibility Information

“Effective Date (097242022 [

“Staws | Adive v

Bl v |

1 of Criminal Justice Swes

1D 00522558900 Empl Record 0

al Tal1 v View All

u OE
a Tof1 ~ View Al
Effoctive Sequence | 0] ’E‘E

[Taa ] [ inclide istry

Note: This Job Aid is intended to provide overview information and navigational tips. It does not

include step-by-step instructions for completing specific transactions in Cardinal HCM.
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Adding a Favorite

The Favorites feature allows users to define specific HCM pages as their Favorites. This allows them
to quickly access the HCM pages that they use frequently.

The Favorites menu can be accessed from the NavBar or directly from the Cardinal Homepage.
The steps included in this section of the Job Aid are based on the following example scenario:

Scenario: You are a Benefits Administrator. You have already added the Benefit Event page and the
On-Demand Event Maintenance page to your Favorites. You now want to add the Current Benefits
Summary page to your Favorites as you frequently review this page for enroliment accuracy.

Note: Generally speaking, the overview steps provided in this section can be used to add any HCM
page as a Favorite. Please note that the Navigation Path used to initially navigate to the page being
added will be unique to that specific page.

These instructions begin at the Cardinal Homepage.

2. Click the Menu tile.
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The NavBar Menu displays.

NavBar: Menu @

myCardinal HCM
Rncacty Vissed Cardinal Conversion >

Self Sarvics >

V)
Faves Worklorca Adminisration
e

Compensation
Payrollfor North America
(Organizational Development >
SetUp HCM
Tree Manager
Reportng Tools

PeopleToots

>
1

Benefits >
'

>

Note: The specific menu list items available in the NavBar Menu are based on the user’s

assigned responsibilities in Cardinal HCM. The following steps use the Navigation Path used to
navigate to the Current Benefits Summary Search page. Refer to the process specific Job Aid

for exact Navigation Paths and additional information pertaining to completing specific
transactions in Cardinal HCM.

3. Click the Benefits menu list item.

The Benefits menu displays.

Envoll In Benefts

Maintain Primary Jobs

[ P

wm-umemMm

Administer COBRA Benits
ACA Annual Processing
Employer Information
B vansge L Event instance

= Clane TLC Data Sheet

Manage Automated Enrollment >

Monitor Savings Pin Extensions >

>
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The Review Employee Benefits menu displays.

ﬁ Cardinal
'NON-PRODUCTION NavBar: Menu o

Men > Bonafits

Review Employee Benefits.

Q

& = Natifcation Letiers

= Current Benefits Summary

Mena

4.  Click the Current Benefits Summary menu list item.

The Current Benefits Summary Search page displays.

Gardinal Homepage Current Benefits Summary

Current Benefits Summary

Enter any infarmation you have and click Saarch. Leave fields blank for a list of all valias.

Find an Existing Value

~ Search Criteria
EmplID | bagins vith ~
BeneficRecorabumber [= v [ |
e E—
Last Name | begins with +
Business Unit |:
Pe— (E—
Dapartment | begins vith a

Qrganizational Relationship | = ~ ~|
Alternate Character Name | begins with +
DCase Sensitive

Limit the numbar of results to (up to 300}
‘ B S Seneh i

5. Next, add the page as a Favorite. Click the Actions icon.

The Actions menu displays.

Current Benefits Summary

Gardinal Homepage

Current Benefits Summary A0 To Homepage

Enter any information you have and click Search. Leave felds blank for a list of all vakues A To NavBar
Find an Existing Value Add To Faventes
~ Search Critaria My Preferences

BenefiRacoraNumbar (= ] [ |
- —
e x m—
Businass Unit | begins with | |:|
S— [E—
F— [—
Omganizstional Relaionship (= v [ ]

Altarnats Charactar Hame | begins with

(CiCase Sensitive
Limit the nuerber of results 1o (up 10 300y 300

Basic Search & Save Search Crtwria

6. Click the Add To Favorites menu list item.
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The Add To Favorites page displays in a pop-up window.

7.  Edit the name in the Favorite Label field as desired or accept the default page name as the
Favorite Label.

Note: The Favorite Label is how the item will display in the Favorites menu.
8.  Click the Add link.

A Confirmation message displays in a pop-up window.

Added Current Benefits Sumamary 1o Favorites

9. Click the OK button.
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The Current Benefits Summary Search page refreshes.

Current Benefits Summary

Current Benefits Summary
Enter any Informatian you have and click Search. Leav fleids blank for a list of all values.

Find an Existing Value
= Search Criteria
BenefitRecordhumber (= v| [ ]
g —
p— [—
f— —
Organizatianal Relationship | = v

CCase Sensitive.

Limit the number of results o {up 1o 300)
BN o | sesieseaen & smvesemenciiana

10. Next, verify that the Favorite has been added. Click the Home icon.

The Cardinal Homepage redisplays.

Benefits Administrator

&
&

11. Click the Favorites icon.

The Favorites menu displays.

& EditFavortes

Favorites.

[

Cusrent Benefts Summary

On-Demand Event Maintenance

12. Validate that the desired page now displays in the Favorites menu.

Note: Once added as a Favorite, HCM pages can be quickly accessed by simply opening the
Favorites menu and clicking the corresponding menu list item.

1/12/2024 Page 28 of 31



;) Cardinal Navigation Job Aid
7

NAV205_Navigation Tips in Cardinal HCM

Managing and Deleting Favorites

The Favorites feature allows users to define specific HCM pages as their Favorites. This allows them
to quickly access the HCM pages that they use frequently.

The Favorites menu can be accessed from the NavBar or directly from the Cardinal Homepage.
Once added, Favorites can be deleted or re-ordered as needed.
The steps included in this section of the Job Aid are based on the following example scenario:

Scenario: You are a Benefits Administrator. You have already added the Benefit Event page, the
On-Demand Event Maintenance page, and the Current Benefits Summary page to your Favorites.
You now want to re-order them to display in a specific order.

These instructions begin at the Cardinal Homepage.

Cardinal Message Board Cardinol Portal
0 ==
Message(s) pubihed today
0
Total activa massage(s)
Benefits Administrator
- T

1. Click the Favorites icon.

The Favorites menu displays.

Favorites.

a Benefit Event

Current Benefts Summary

a On-Demand Event Maintenance

2. Click the Edit Favorites link.
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The Edit Favorites page displays.

< Cardinal Homepage

3. If a Favorite needs to be deleted, click the corresponding Select checkbox option and then click
the Delete Selected button.

4. To re-order the Favorites, enter sequential numbers as desired in each of the Sequence number
fields (e.g., if a “1” is entered in the Sequence number field, that page will display first in the list
and so on).

Sample Edit Favorites page with Sequence numbers entered.

< Cardnal Homepage Edit Favorites

5. Click the Save button.

The Edit Favorites page refreshes.

Edit Favorites

Note: The Favorites menu list items now display in the defined sequence.
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Common Buttons Overview

When completing Cardinal HCM pages that require data entry, the below row of buttons displays at the
bottom of the page. These buttons are used to perform the available actions.

This is not a comprehensive list of every button in Cardinal HCM. These are just some of the most
commonly encountered buttons.

Save Return to Search Previous in List Next in List Notify | Refresh

Save: Saves the information or field values updated
Return to Search: Returns the user to the pages corresponding Search page

Previous in List: If a search was conducted that resulted in multiple search results, this button can be
used to quickly navigate to the previous record in the search results list

Next in List: If a search was conducted that resulted in multiple search results, this button can be
used to quickly navigate to the next record in the search results list

Notify: This functionality is currently not utilized in Cardinal HCM

Refresh: Click this button to refresh the page. This refresh will often update data in certain fields
based on data values that have already been entered in related fields
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