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Learning Materials and Resources

The Cardinal Time and Attendance Reports Catalog covers the Time & Attendance (TA) functional
area. Each functional area reports catalog contains queries and reports specific to that area.

Note: Since reports and queries may be used by more than one functional area, if you do not find the
report or query in your functional area reports catalog, please review the other Cardinal HCM Reports
Catalogs and use the Find feature (ctrl F) to search that specific functional area reports catalog.

For additional information or guidance about accessing Cardinal reports and queries, please refer to the
following:

e Cardinal SW NAV225 Cardinal Reporting (HCM): This Web Based Training (WBT) course
provides training and interactive demonstrations that cover the fundamentals of how to run or
access reports and queries. This course is available in Cardinal Learning and on the Cardinal
Website and provides:

- Key concepts in Cardinal HCM reporting

- How to navigate to the Query Viewer, how to search for and run an HCM query and how to
access query results online or by download

- How to run HCM reports and how to navigate to the Report Manager and view reports
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Time and Attendance Queries

<This page is intended to be blank>
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Absence Accumulators Results Query
V_TA_ABS_ACCUM_RESULTS

REVISED: 09/15/2021

DESCRIPTION:

This query provides absence results and details for review and troubleshooting of absences. This
query displays the same data AM Administrators can view on the Results by Calendar Group/Calendar
pages.

This query is primarily used by Absence Management (AM) Administrators.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_ABS_ACCUM_RESULTS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Employee ID Excel

Accumulator (Blank for All)

Date From

Date Thru

MAX/ALL

ADDITIONAL INFORMATION:

The Business Unit, Employee ID, Date From and Date Thru are required fields.

The MAX version of the calendar may be used if the calendar has been calculated more than once
retroactively. The ALL version of the calendar shows all versions of the calendar within the date range
selected.

Screenshot of the Absence Accumulators Results Query

V_TA_ABS_ACCUM_RESULTS - Absence Accum Results

Business Unit 40300 |Q
Employee 1D Q
Accumulator (Blank for all)
Date From [12/10/2019 [
Date Thru |12/24/2019  |[5
MAX/ALL |ALL

View Results

Download results in ©  Excel SpreadSheet CSV Text File XML File (38 kb)

View All First 1-910f 91 Last
Row Business Unit Name Empl ID EmplRcd  Position Calendar ID Calendar Group ID From Date  Through date Element Name Element Description Calc Result Value

1 40300 0 GIF00241 SM120195M123  20195M123 01/10/2019  01/09/2020 ALI ENT ELEM_BAL Annual Leave Incentive 0.000000
2 40300 0 GIF00241 SM12019SM123  20195M123 01/10/2019  01/09/2020 ALI ENT ELEM_ENT Annual Leave Incentive 0.000000
3 40300 0 GIF00241 SM12019SM123  20195M123 12/10/2019  12/2412019 ALI PRD ACUM_ACRL ALI Period Accrual 0.000000
4 40300 0 GIF00241 SM12019SM123  20195M123 01/10/2019  01/09/2020 ALI'YTD ACUM_ACRL ALI Annual Accrual 0.000000
5 40300 0 GIF00241 SM120195M123  20195M123 01/10/2019  01/09/2020 BMO ENT ELEM_BAL Bone Marrow/Organ Donations 0.000000
6 40300 0 GIF00241 SM120195M123  20195M123 01/10/2019  01/09/2020 BMO ENT ELEM_ENT Bone Marrow/Organ Donations 0.000000
7 40300 0 GIF00241 SM120195M123  20195M123 01/10/2019  01/09/2020 CSL ENT ELEM_ADJ Volunteer Service Leave 16.000000
8 40300 0 GIF00241 SM120195M123  20195M123 01/10/2019  01/09/2020 CSL ENT ELEM_BAL Volunteer Service Leave 16.000000
9 40300 0 GIF00241 SM120195M123  20195M123 01/10/2019  01/09/2020 CSL ENT ELEM_ENT Volunteer Service Leave 0.000000
10 40300 0 GIF00241 SM12019SM123  20195M123 01/10/2019  01/09/2020 DLR DON ELEM_BAL DLR Donate Element 0.000000
11 40300 0 GIF00241 SM12019SM123  2019S5M123 01/10/2019  01/09/2020 DLR ENT ELEM_BAL Donated Leave Rec (Lv Share) 0.000000
12 40300 0 GIF00241 SM12019SM123  2019SM123 01/10/2019  01/09/2020 DLR ENT ELEM_ENT Donated Leave Rec (Lv Share) 0.000000
lS_jDBﬂQ PR w S 0 G\FODZ{4,L_‘SH‘291SSMWZ‘§ 2213@{1123\ — 12/1&!2‘0_19',. 12/24f20_1§ "QLE{ BE.D.AQJ‘M: ’C’Ii\;_—_[l\:ﬁ E?:\Ed_ﬁcc’ni‘aL_‘A o~ PR »«DE]UO,,QU..

— e e AT — S -
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Absences Approved by Admins Query
V_TA_ABS_ADMIN_APPROVALS

REVISED: 09/15/2021

DESCRIPTION:
This query lists absences currently in approved status that were touched and/or approved via the
Absence Event page. This query is used for auditing purposes to maintain internal controls.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_ABS_ADMIN_APPROVALS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Blank for all) HTML

Location (Blank for all) Excel

Employee Dept ID (Blank for all)

Approver Empl ID (Blank for all)

Action Date From

Action Date To

ADDITIONAL INFORMATION:
The Action Date From and Action Date To are required fields. It is recommended that the Business
Unit field always be populated, but it is not a required field.

Screenshot of the Absences Approved by Admins Query

V_TA_ABS_ADMIN_APPROVALS - Absences Approved by Admins
Business Unit(Blank for all) Q
Location(Blank for ally Q
Employee DeptlD(Blank for all) Q
Approver EmplID(Blank for all) Q
Action Date From |01/01/2020 |1
Action Date To |04/30/2021  [3)

View Results ‘

Download results in :  Excel SpreadSheet CSV Text File XML File (306 kb)

View Al First 1-100 of 644 (» Last

Business  Approver Employee  Employee - Employee  Employee A Absence  Absence Trans

Row Busine Ippeve Approver USER ID Employee NAME oD, Chewoye | positon | (TPOYes ERPOR ActonDate gubitice pbitnce LeaveType  Comment 1S SeqNum

1 12300 V_AM_ADMINISTRATOR 0DMA0C200 CENTR  FTPICDPW 09M5/2020 11/10/2019 12/14/2019 © amiy and 2194124, 1
L Medical Leave

2 12300 V_AM_ADMINISTRATOR 0 DMA0C200 CENTR  FTPICDPW 09M5/2020 11/10/2019 12/14/2019 © amiy and 2194124 2
Eai Medical Leave

3 12300 V_AM_ADMINISTRATOR 0DMA0C200 GENTR  FTPIGDPW 09/15/2020 11/10/2019 12/14/2019 " 2miy and 2194124 3
- = Medical Leave

4 12300 V_AM_ADMINISTRATOR 0DMA00200 GENTR  FTPIGDPW 09/15/2020 11/10/2019 1214/2019 © 2miy and 2194124 4
et Medical Leave

5 12300 V_AN_ADMINISTRATOR 0DMA00200 GENTR  FTRIGDPW 10/01/2020 11102019 1214/2019 ©amiy and 2194124 5
- Medical Leave

6 12300 V_AM_ADMINISTRATOR 0 DMAQ0200 CENTR  FTPICDPW 10/01/2020 1110/2019 1214/2019 m’gi":af['gave 2194124 6

712300 V_AM_ADMINISTRATOR 0 DMAQ0200 CENTR  FTPICDPW 10/01/2020 1110/2019 12114/2019 ;ae”d‘i"c‘;f['gave 2194124 7

8 12300 V_AM_ADMINISTRATOR 0 DMA00200 CENTR  FTPICDPW 10/01/2020 11/10/2019 12114/2019 m”d‘l"c‘;f‘['gave 2194124 e

9 12300 V_AM_ADMINISTRATOR 0 DWMA00200 CENTR  FTPICDPW 09/15/2020 11/10/2019 11/12/2019 VSDP Sick Leave 2194128 1

10 12300 V_AM_ADMINISTRATOR 0 DMA00200 CENTR  FTPICDPW 09/15/2020 11/10/2019 11/12/2019 VSDP Sick Leave 2194128 2

112300 V_AM_ADMINISTRATOR 0 DMA00200 CENTR  FTPICDPW 09/15/2020 11/10/2019 11/12/2018 VSDP Sick Leave 2194128 3

1212300 V_AM_ADMINISTRATOR 0 DMA00200 CENTR  FTPICDPW 09/15/2020 11/10/2019 11/12/2019 VSDP Sick Leave 2194128 4

A ZR e PN ADMINGIRATAR o ea e mtana ™ man o 0 DMAQ0200 GENTR  FTPICDRW 0915/2020,11(10/2019 117122019 YSDE SickLeave ., 2194128, .5

7 o a — = e, A - N i - A
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Absence Data Upload Error Query
V_TA_ABS_DATA_UPLOAD_ERROR

REVISED: 04/14/2023

DESCRIPTION:

This query displays a list of Absence Upload errors interfacing agencies encountered during the
Absence Data Upload file process. This query includes the errors along with error messages for users

to review and make the necessary corrections.

This same data can also be extracted by running the Absence Data Upload Error Report (RTA674).

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_ABS_DATA_UPLOAD_ERROR

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Dept ID Excel

Empl ID

From Date

Thru Date

ADDITIONAL INFORMATION:
The Business Unit, From Date and Thru Date are required fields.

Screenshot of the Absence Upload Error Query

V_TA_ABS_DATA_UPLOAD_ERROR - Absence Upload Error Query

Rev 12/15/2023 Page 8 of 76



/;/ Cardinal

Active TL Eligibility Query
V_TA ELIGIBILITY_ENROLL_LIST

REVISED: 09/15/2021

DESCRIPTION:

This query displays employees’ shift differential, commuter and overtime leave eligibility, and provides
details to allow Administrators to take the appropriate action to verify and/or correct COVA eligibility
enrollment.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_ELIGIBILITY_ENROLL_LIST

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Dept ID Excel

Empl ID

TL Eligibility Type

As Of Date

ADDITIONAL INFORMATION:
The Business Unit and As Of Date are required fields. The As Of Date is the effective date of the
eligibility data.

Screenshot of the Active TL Eligibility Query

V_TA_ELIGIBILITY_ENROLL_LIST - Active TL Eligibility

Business Unit 6200 |Q

Dept ID Q
Emplid Q
TL Eligibility Type | -
As Of Date [11/30/2020 |[5)
[View Resuls |

Download resultsin:  Excel SpreadSheet CSV Text File XML File (96 kb)

View All First 1-1000f 301/ » ' Last
- Jos 11_ — e Shift  Shift
Employee  Position C Department HR Employee FLSA Employee Job . -~ COVAEligibilty _ Eligibility Include )

Row Employee Name Employee D “pecord  Number ~ BUSiness D Status Type | Status Class  Code E“%E';"V Effective Date  Business Unit 1P RACTPe gyerime 2 3 - Action

1 0 ARS00099 26200 10072 A S N CLS 19013 OTLV 11/09/2019 26200 0 0.000 0.000 VERIFY
2 0 ARS00160 26200 10072 A S N CLS 39111 OTLV 11/09/2019 26200 [} 0.000 0.000 VERIFY
3 0 ARS01094 26200 10072 A s N CLS 19013 OTLV 11/09/2019 26200 0 0.000 0.000 VERIFY
4 0 ARS00772 26200 10072 A S N CLS 39111 OTLV 11/09/2019 26200 0 0.000 0.000 VERIFY
5 0 ARS00126 26200 10072 A S N cLs 39111 OTLV 110912019 26200 0 0.000 0.000 VERIFY
6 0 ARS00706 26200 10072 A S N cLs 39111 OTLV  11/09/2019 26200 0 0.000 0.000 VERIFY
7 0 ARSO0059 26200 10072 A S N cLs 19211 OTLV  11/09/2019 26200 0 0.000 0.000 VERIFY
8 0 ARS00867 26200 10073 A S N CLS 19013 OTLV 11/09/2019 26200 [} 0.000 0.000 VERIFY
9 0 ARS00732 26200 10073 A s N CLS 19013 OTLV 11/09/2019 26200 0 0.000 0.000 VERIFY
10 0 ARS00416 26200 10088 A s N CLS 39073 OTLV 11/09/2019 26200 0 0.000 0.000 VERIFY
11 0 ARS00052 26200 10088 A S N CLS 39073 OTLV 11/09/2019 26200 0 0.000 0.000 VERIFY
12 0 ARS00411 26200 11102 A S N CLS 49053 OTLV  11/09/2019 26200 0 0.000 0.000 VERIFY

) Aossmrmt, T [yt 1 1 e, AN 0000 Mo p— A P N,“,_Q,.D.A‘_,,‘ﬁ—"*ﬂ\_»_»«m_ 26, 0 s eae 0,000, 0,002 MUNEY
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Cancelled/Error Time Entry Upload Query
V_TA_CAN_ERR_TIME_UPLOAD

REVISED: 7/8/2022

DESCRIPTION:

This query provides interfaced time data transactions in error or transactions that were cancelled from
the Time Entry Upload Review page. This query can be run one of two ways. The query can be run
using the Run Control value of “CAN” to view a list of all transactions cancelled from the Time Entry
Upload Review page. The query can also be run using the Run Control value of “ERR” to view all
errors from the Time Entry Upload process.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_CAN_ERR_TIME_UPLOAD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Dept ID (blank for all) Excel

Employee ID (blank for all)

File Name

From Date

To Date

CAN/ERR

ADDITIONAL INFORMATION:
The Business Unit, From/To Date, and CAN/ERR are required fields.

Screenshot of the Cancelled/Error Time Entry Upload Query

V_TA_CAN_ERR_TIME_UPLOAD - Cancelled/Error Time Entry Qry
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Comp Plan Criteria Query
V_TA_COMP_PLAN_CRITERIA

REVISED: 05/15/2023

DESCRIPTION:

This query displays agency criteria used by Cardinal to enroll employees in the appropriate Comp
Plans. This query includes the following fields for each Comp Plan based on the As of Date selected:
Priority, Business Unit, Department ID, HR Status, Employee Type, FLSA Status, Pay Group, Job
Code, Salary Grade, Employee Class, Absence System, OT Leave Eligible, Time Reporter Status,
Comp Plan Enrollment Status.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_COMP_PLAN_CRITERIA

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
As of Date Excel

ADDITIONAL INFORMATION:
The Business Unit and As of Date are required fields.

Screenshot of the Comp Plan Criteria Query

[V_TA_COMP_PLAN_CRITERIA- Comp Plan Criteria Guery

8888

cawoTECT
EARNOTOCS
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Comp Plan Enroliment Audit Query
V_TA_COMP_PLAN_ENROLL_AUDIT

REVISED: 09/15/2021

DESCRIPTION:
This query displays changes to an employee’s enroliment record and shows who and when updates
were made to the employee’s compensation plan enroliment.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_COMP_PLAN_ENROLL_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Department ID Excel

Employee ID

From Date

To Date

ADDITIONAL INFORMATION:
The Business Unit, From Date and To Date are required fields. The date range is related to the audit
date and time stamp. The audit action indicates the type of action, e.g., add, delete, or changes.

Screenshot of the Comp Plan Enroliment Audit Query

V_TA_COMP_PLAN_ENROLL_AUDIT - Comp Plan Enrollment Audit
Business Unit| 50100 |Q
Department ID Q
Employee ID Q
From Date |08/01/2020 |[3]
To Date | 12/31/2020 |[3y
View Results
Download results in:  Excel SpreadSheet CSV TextFile XML File (1125Kb)
View All First 1-100 of 3144 (}» | Las]
Employee Position Department Business HR Comp Plan Effective Comp Plan Effective Usermname Who made the Date and Time Audit
Row  Employee Name Employee D "pocord Number D Uit Status COMP Time Plan Status Date change Stamp Action
, 12/07/2020
1 0 DOTTA023 10000 50100 ! CARDINAL A 11110/2019 ' 300'58PM A
12/08/2020
2 0 DOTTA023 10000 50100 ! CARDINAL A 11/10/2019 ! 3:03:00PM A
, 12/22/2020
3 0 DOTTA023 10000 50100 | CARDINAL A 11/10/2019 ' 1°40-59PM A
, 12/30/2020
4 0 DOTTA023 10000 50100 ! CARDINAL A 11/10/2019 * 619 44PM A
, 12/07/2020
5 0 DOTTA023 10000 50100 ! COMP_LEAVE A 11/10/2019 ! 3:09:50PM A
, 12/08/2020
6 0 DOTTAO23 10000 50100 ! COMP_LEAVE A 11/10/2019 ' 303-00PM A
12/22/2020
7 0 DOTTA023 10000 50100 ! COMP_LEAVE A 11/10/2019 ! 1 40'58PM A
, 12/30/2020
8 0 DOTTA023 10000 50100 I COMP_LEAVE A 11/10/2019 ' 6-19-44PM A
, 12/07/2020
9 0 DOTTA023 10000 50100 ! EARNAM-ECS A 11110/2019 ' 300°58PM A
, 12/08/2020
10 0 DOTTA023 10000 50100 ! EARNAM-ECS A 11/10/2019 ! 3:03:00PM A
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Donated Leave Usage Query
V_TA_DONATED_LEAVE

REVISED: 09/15/2021

DESCRIPTION:

This query lists donated leave hours for employees. This query displays leave donation taken (DLR)
during a specified pay period (or multiple pay periods). The query displays the current balance of
donated leave as of the leave period end date, the donated leave used within the leave period, and all
regular time reported by an employee with a balance of donated leave.

The query can be run by Employee ID or Department ID for a specified beginning and ending date
range. If the dates entered in the prompts do not reflect an actual Leave period, the dates are adjusted
to include the whole Leave period(s) in which the beginning and ending dates fall. For example, using
dates from 4/15/xxxx to 5/01/xxxx displays information relating to Leave Period 4/10/xxxx through
5/9/xxxx. In this example, information from two leave periods will be included in the query results.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_DONATED_LEAVE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Dept ID (blank for all) Excel

Empl ID (blank for all)

From Date

To Date

ADDITIONAL INFORMATION:
The Business Unit, From Date and To Date are required fields.

If regular time is reported, this indicates that an employee has returned to work and may no longer be

eligible to have a balance of donated leave if they worked every day of the pay period. Reported time
displays even if the employee took only partial days during the pay period, e.g., an employee reporting
time at the beginning of the period but still taking leave donations the rest of the period.

Screenshot of the Donated Leave Usage Query

V_TA_DONATED_LEAVE - Donated Leave Usage

Business Unit 50100 |Q_

Dept ID (blank for all) Q
Empl ID (blank for all) Q

From Date |01/01/2020 |[3))

To Date |04/30/2021 |[3{)
| View Resuls |
Download results in :  Excel SpreadSheet CSV Text File XML File (1 kb)

View All First 1-20f2 Last
Row Unit  Department D Name Employee ID Employee Record Position Calendar ID Period Begin Date ~ Period End Date  Absence Date  Absence Hours  Entitlement Bal ~HR Status  Total Reported Hours
1 50100 10000 0 DOTTA024 5102020SM107  04/10/2020 04/24/2020 0.000000 100.000000 A
2 50100 12069 0 DOT02371  $1020208M102  01/25/2020 02/09/2020 01/28/2020 8.000000 17.000000 A
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Emergency Overtime Meals Query
V_TA_OT_MEAL

REVISED: 09/15/2021

DESCRIPTION:

This query displays both scheduled and non-scheduled workdays for which emergency overtime (OT)
and/or emergency comp time is recorded to determine overtime meal eligibility and calculations.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_OT_MEAL

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Sum Cd/Dept ID (Blank for all) Excel

Employee ID (Blank for all)

From Date

To Date

ADDITIONAL INFORMATION:
The Business Unit, From Date and To Date are required fields.

Screenshot of the Emergency Overtime Meals Query

V_TA_OT_MEAL - Emergency OT Meal

Business Unit|50100  |Qy
Sum Cd/DeptlD (Blank for all) Q
Employee ID (Blank for all) Q
From Date |01/01/2020 |[3]
To Date |03/31/2020 |[]

View Results |

Download results in :  Excel SpreadSheet CSV Text File XML File (1 kb)

View All
. Productive/
Business Summary Summary . Dept Work " Work Off Day Empl oo
Raw Unit Code Description Daily Date |Departmant Description Schedule Rotation Description Indicator Empl ID Record Employae Name | Position ng::ﬂve Workg:
vDOT Fairystone  40.00- 2"8 ho;r
1 50100 99999 ) 01/04/2020 12030 Area 7888887~ SASU  G&YE - Y 1 DOT00075 Productive SNRFO7
Statewide OFF
Headquarters 0
together -
Screenshot of the Emergency Overtime Meals Query (scrolled right)
. First 1-10of 1 Last
ductivef Timesheet
Non Workgroup TRC Description Hours  Approver Approval Fund Program Department Cce::;r Task FIPS Agse;:y Agse:;y Project Activity Telecommute
“ductive Status
Emerg OT
“oductive SNRFO71E2 ETSA @ Time 6.00 AP 04100 12021 11160000 72205 063
by 1/2 - Sal
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Employee Absence Adjustments Query
V_TA_ABS_ADJUSTMENTS

REVISED: 09/15/2021

DESCRIPTION:

This query displays absence balance adjustment transaction data including employee identification
information, absence calendar information, absence adjustment type and amount, and date and time of
the update.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_ABS_ADJUSTMENTS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Dept ID (blank for all) Excel

Employee ID (blank for all)
Leave Period End Date

ADDITIONAL INFORMATION:
The Business Unit and Leave Period End Date are required fields.

Screenshot of the Employee Absence Adjustments Query

V_TA_ABS_ADJUSTMENTS - Absence Adjustments

Business Unit 50100 |Q
Dept ID (blank for all) Q
Employee ID (blank for all) Q
Leave Period End Date |01/10/2020 |5

View Results

Download results in :  Excel SpreadSheet CSV Text File XMLFile (2 kb)

View All First 1-2 of 2 Last
Row Unit DEPt Name empLD  EMPl posion  Calendarid  EndDate  Element Descr Asjilsatrr‘::nt Gomments Last Upd By Last Upd DtTm
1 50100 13035 0 DOT20162 §1020208M100 01/10/2020 YACENT  vacaion 20 000000 YDOT Employes jiso0a0.
2 50100 14052 0 DOT00708 §1020208M100 01/10/2020 PDZENT - Predisciplinary 10.000000 | e Galendar Period P
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Employee Comp Plan Details
V_TA_COMP_PLAN_ENROLLMENTS

REVISED: 05/15/2023

DESCRIPTION:

This query displays the Comp Plan information for each employee based on the As of Date selected
and includes the following fields: Name, Employee ID, Employee Record, Position Number, HR Status,
Employee Type, Employee Class, Pay Group, Business Unit, Department ID, Job Code, FLSA Status,
Salary Grade, OT Leave Eligibility, Time Reporter Status, Comp Plan Bypass Indicator, and Comp Plan
Enroliment Status for each Comp Plan assigned to an employee.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_COMP_PLAN_ENROLLMENTS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
As of Date Excel

ADDITIONAL INFORMATION:
The Business Unit and As of Date are required fields.

Screenshot of the Employee Comp Plan Details

V_TA_COMP_FLAN_ENROLLMENTS - Employes Comp Flan Datails.
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Employee Schedule Review Query
V_TA_SCHEDULE_REVIEW

REVISED: 09/15/2021

DESCRIPTION:

This query provides a list of time reporters that require an update to their Work Schedule. The reasons
listed include employees without a schedule and those with a default schedule, salaried employees with
an hourly schedule, and employees with an invalid schedule group.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_SCHEDULE_REVIEW

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Dept ID (blank for all) Excel
Empl ID (blank for all)

ADDITIONAL INFORMATION:
The Business Unit field is a required field.

Screenshot of the Employee Schedule Review Query

V_TA_SCHEDULE_REVIEW - Employee Schedule Review

Business Unit|26200  |Q
Dept ID (blank for all) Q
Emp! ID (blank for all)
[ View Resus |

Download results in . Excel SpreadSheet CSV TextFile XMLFile (6 kb)

View All First 1-7 of 7 Last
Row Name Employee ID  Empl Record Position Location JobCode Unit DeptlD Type FLSA Stat Reports To  Current HR Status Werkgroup Reason

1 0 ARSTAO01 ARS 00151 26200 10000 H Nonexempt Active HNRFO7BP1  Employees with Missing Schedule

2 1 ARS00432 CENTR 49012 26200 11108 S Professional ARS00481  Active SERFO71E1  Employees with Missing Schedule

3 1 ARS00194 CENTR 49013 26200 11332 S Professional ARS00424  Active SERFO71E1  Employees with Missing Schedule

4 0 ARS00535 CENTR 49053 26200 12209 S Nonexempt ARS00950 Active SNRFO71E1  Employees with Missing Schedule

5 0 ARS00696 CENTR 49013 26200 13407 S Professional ARS00556  Active SERFO071E1  Employees with Missing Schedule

6 0 ARSD0340 CENTR 49172 26200 90902 S Professional ARSD0230 Active SERFO71E1  Employees with Missing Schedule

7 0 ARSORPO0 CENTR COVA99 26200 99999 S Nonexempt Active INVALID Employees with Missing Schedule
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Employee Time Reporter Details
V_TA_TIME_REPORTER_ENROLLMENTS

REVISED: 05/15/2023

DESCRIPTION:
This query displays the employee time reporter details for each employee based on the selected
Business Unit and As of Date.

The fields included in this query are Name, Empl ID, Empl Record, Position Number, HR Status,
Employee Type, Pay Grade, Absence System, AM Eligibility Group, Holiday Schedule, Business Unit,
Department ID, Job Code, FLSA Status, Salary Grade, Reports To Position, Schedule ID, Shift
Differential Eligibility, Commuter Imputed Elig, Time Reporter Bypass Indicator, Bypass Effective Date,
Status, Workgroup, Taskgroup, Reporting Template Override, Hourly ACA Yearly Limit, FLSA Period
OT Threshold and Comp Leave OT Leave Limit.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_TIME_REPORTER_ENROLLMENTS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
As of Date Excel

ADDITIONAL INFORMATION:
The Business Unit and As of Date are required fields.

Screenshot of the Employee Time Reporter Details

V_TA_TIME_REPORTER_ENROLLMENTS - Employee Time Reporter Details

B ja

1: Eacel SpreadShens SV TewsFle XML Fie (S388)
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FML Without Concurrent Absence Query
V_TA FML_CONCURRENT_ABS_AUDIT

REVISED: 09/15/2021

DESCRIPTION:

This query identifies when Family Medical Leave (FML) is reported without another absence. This
query also displays employees who have reported FML for a day and the concurrent absence hours are
less than the FML hours entered for the same day.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_FML_CONCURRENT_ABS_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Location (blank for all) Excel
Begin Date

To Date

ADDITIONAL INFORMATION:

The Business Unit, Begin Date and To Date are required fields. While calculating concurrent
absences hours for the day FML hours are reported, the query also adds hours reported under Time
Reporting Codes (TRCs) ‘OTT- Overtime Leave Taken’ and ‘CPT — Compensatory Leave Taken’
because these are considered as absence hours to calculate concurrent hours for FML.

Screenshot of the FML Without Concurrent Absence Query

V_TA_FML_CONCURRENT_ABS_AUDIT - FML without concurrent absence

Business Unit 50100 |\ Q
Location (blank for all) Q
Begin Date |11/01/2019 |3
To Date |04/30/2020 |34
[ View Resuls |

Download results in :  Excel SpreadSheet CSV Text File XML File (43 kb)

View All First 1-82 of 82 Last
Row EmployesName  EmployeetD Gl Position  Business Depaftment  popescription  Location Calendarip  AlSEnce Scheduled  Absence | Abssnce  TotilHours  Houss  Hows | Termination
1 0 DOTTA024 50100 10000 All Central Office Orgs 10 $1020198M121 11/13/2019 8.00 11/13/2019  11/24/2019 8.000000 8.000000 0.000000
2 0 DOTTA024 50100 10000 All Central Office Orgs 10 $1020198M121 11/14/2019 8.00 11/13/2019  11/24/2019 8.000000 8.000000 0.000000
3 0 DOTTA024 50100 10000 All Central Office Orgs 10 51020198M121 11/15/2019 8.00 11/13/2019  11/24/2019 8.000000 8.000000 0.000000
4 0 DOTTAO24 50100 10000 All Central Office Orgs 10 51020198M121 11/18/2019 8.00 11/13/2019  11/24/2019 8.000000 8.000000 0.000000
5 0 DOTTA024 50100 10000 All Central Office Orgs 10 $102019SM121 11/19/2019 8.00 11/13/2019  11/24/2019 8.000000 8.000000 0.000000
] 0 DOTTA024 50100 10000 All Central Office Orgs 10 $1020198M121 11/20/2019 8.00 11/13/2019  11/24/2019 8.000000 8.000000 0.000000
7 0 DOTTA024 50100 10000 All Central Office Orgs 10 §1020198M121 11/21/2019 8.00 11/13/2019  11/24/2019 8.000000 8.000000 0.000000
8 0 DOTTAO24 50100 10000 All Central Office Orgs 10 5102019SM121 11/22/2019 8.00 11/13/2019  11/24/2019 8.000000 8.000000 0.000000
9 0 DOTTAO25 50100 10000 All Central Office Orgs 10 S$102019SM121 11/12/2019 8.00 11/10/2019  11/24/2019 8.000000 8.000000 0.000000
10 0 DOTTA025 50100 10000 All Central Office Orgs 10 $1020198M121 11/13/2019 6.00 11/10/2019  11/24/2019 8.000000 8.000000 0.000000
" 0 DOTTA025 50100 10000 All Central Office Orgs 10 §1020198M121 11/14/2019 8.00 11/10/2019  11/24/2019 8.000000 8.000000 0.000000
12 0 DOTTAO25 50100 10000 All Central Office Orgs 10 §1020198M121 11/15/2019 8.00 11/10/2019  11/24/2019 8.000000 8.000000 0.000000
13 0 DOTTAO025 50100 10000 All Central Office Orgs 10 S$102019SM121 11/18/2019 8.00 11/10/2019  11/24/2019 8.000000 8.000000 0.000000
A 2™ 10 AN A P A M i, b, o P P, N P ek D T T
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Inactive Employee with Leave Balance Query
V_TA_BAL_FOR_INACTIVE_EMP

REVISED: 09/15/2021

DESCRIPTION:

This query lists leave types and balances for employees in an inactive/terminated status. Typically,
these employees have been paid for their remaining balances but the corresponding balance
adjustments in Cardinal have not been made.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_BAL_FOR_INACTIVE_EMP

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Location (Blank for All) Excel

Dept ID (Blank for All)
Empl ID (Blank for All)

ADDITIONAL INFORMATION:

The Business Unit field is a required field. The query displays all users with a JOB.HR_STATUS = ‘I’
which have a balance (<> 0).

Screenshot of the Inactive Employee with Leave Balance Query

V_TA_BAL_FOR_INACTIVE_EMP - Inactive Employee With Balance

Business Unit 24200 |Q
Location (Blank for All) Q
Dept ID (Blank for All) Q
Empl ID (Blank for Ally Q
| View Results ‘

Download results in: Excel SpreadSheet CSV TextFile XMLFile (2 kb)

View All First 1-8 of 8 Last
Row Unit Location Department Name Employee ID Employee Record Position Date Leave Code Leave Balance
1 24200 CENTR 13400 0 CNU00242 2020-01-09 CSLENTEL 32.000
2 24200 CENTR 13400 0 CNU00242 2020-01-09 SCKENTEL 5.000
3 24200 CENTR 13400 0 CNU00242 2020-01-09 SDP ENT EL 40.000
4 24200 CENTR 13400 0 CNU00242 2020-01-09 VAC ENT EL 484500
5 24200 CENTR 24100 0 CNUFA345 2018-12-24 CSLENT EL 16.000
6 24200 CENTR 24100 0 CNUFA345 2018-12-24 PERENTEL 16.000
7 24200 CENTR 24100 0 CNUFA345 2018-12-24 SDP ENT EL 40.000
8 24200 CENTR 24100 0 CNUFA345 2018-12-24 VAG ENT EL 4.000
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V4

Ineligible Forecasted Absence Events Query
V_TA_ABS_EVT_FCST_INELIG

REVISED: 09/15/2021

DESCRIPTION:

This query provides a list of absences with a forecast value of ineligible.

NAVIGATION PATH:

Menu > Reporting Tools > Query > Query Viewer >V_TA_ABS_EVT_FCST_INELIG

INPUT / SEARCH CRITERIA:

Business Unit
Dept ID (Blank for All)
Current Leave Yr End Date

ADDITIONAL INFORMATION:

OUTPUT FORMAT:

HTML
Excel

The Business Unit and Current Leave Yr End Date are required fields.

Screenshot of the ineligible Forecasted Absence Events Query

V_TA_ABS_EVT_FCST_INELIG - Ineligible Forecasted Absence
Business Unit 50100 |Q
Department ID (Blank for All)[10003 a
Current Leave Yr End Date [12/31/2020 |15
View Results |
Download results i Excel SpreadSheet GSV TextFile XML File (21 kb)
View All
Row D;’D”‘ Department B“f,in“if“ Empl ID Ri':ﬂd Position Employee Name
1 10003 Administrative goq0q 0 05153
Services
2 10003 Administrative g514, 0 05153
Services
3 10003 Administrative 5414, 0 05153
Services
4 10003 AdmInsEve g5y 0 DOT20256
Services
5 10003 AdMINSTEE 54400 0 DOT20255
Services
6 10003 AdMINstrative 544, 0 DOT20256
Services
LY At o MRS,

Rev 12/15/2023
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First 1-350f 35 Last

Leave Absence Absence o .\ oo Enty Workflow Manager 59" End AllDays Absence Process  Forecast  Forecast Date
Type Name Reason -°9Dbate EndDate g, ce " Siatus Approved mes HD?L Indicator Duration  Date Value Date Time  Submitted

VAC 0311202014
TAKE Vacation VAC ~ 11/01/2012 11012012 7 A Y 400 000N 4.00 01/15/2014 INELIGIBLE 111092012
ity 120:01PM
YAC, 0311202014
TAKE Vacation VAC 1111612012 111672012 7 A Y 400 000N 400 01/15/2014 INELIGIBLE 1112712012
s 1:20.01PM
NP by 091152014
TAKE P NP 000052014 00052014 7 A Y 100 000Y 1.00 09/30/2014 INELIGIBLE 09/15/2014
IAKE Docking $12-14AM
L Famiy
an 0510622016
TAKE FME 02152012 0212412012 1 A Y 0.00 000N 0.00 0111512014 INELIGIBLE 399
Medical 358:26PM
ELEM
Leave
L Famiy
and 0510622016
TAKE FME 022712012 03022012 1 A Y 0.00 0.00N 0.00 01/15/2014 INELIGIBLE
Medical 358:25PM
ELEM
Leave
FML Family
and 0510612016
TAKE FME 053012014 06/08/2014 1 A Y 0.00 000N 0.00 07/16/2014 INELIGIBLE
TAKE. Medical 358:27PM
Leave
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Invalid ChartField Combination Query
V_TA_INVALID_CHARTFIELDS

REVISED: 09/15/2021

DESCRIPTION:

This query lists invalid ChartField combinations on reported time for review and correction. In Cardinal,
Time Admin generates a TLX00110 exception when the combo code entered on the timesheet does
not exist or is inactive as of the time period in which it is being reported. This query lists all the

employees with TLX00110 exception for the given date range.

NAVIGATION PATH:

Menu > Reporting Tools > Query > Query Viewer > V_TA_INVALID_CHARTFIELDS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

From Date Excel

To Date

ADDITIONAL INFORMATION:
The From Date and To Date are required fields.

Screenshot of the Invalid ChartField Combination Query

V_TA_INVALID_CHARTFIELDS - Invalid ChartField Combination

Business Unit [| Q
From Date |05/25/2016  |[s1]
To Date |06/09/2016  |[31]
View Results

Download results in :  Excel SpreadSheet CSV Text File XMLFile (2 kb)

Business oo Reporting ) oaon MeSSage  acoount Fund Program Department C9S!  Task FIPS Asset
Code Text Center

View All

Row Name Empl 1D Riléﬂd [};[:lfxllloe: Unit

1 0 H2604 50100 05/25/2016 RGH 12 000203486 599999 04720 603006 12010
2 0 H2604 50100 05/31/2016 RGH 12 000221253 599999 04720 603004 10114
3 0 H2604 50100 06/01/2016 RGH 12 000203486 599999 04720 603006 12010

First 1-30f 3 Last
Agency  Agency  PCBus 0 o
Use 1 Use 2 Unit Project  Activity
50100 0000100172 516
00008

50100 0000100172 516

Rev 12/15/2023
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J

Leave Balances by Department ID/Location Query
V_TA LV_BAL_BY_DEPTID_DISTRICT

REVISED: 07/8/2022

DESCRIPTION:
This query lists leave balances and can be run by Department, Reports To, or employee.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_LV_BAL_BY_DEPTID_DISTRICT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Location (blank for all or %) Excel

Dept ID (blank for all)
Reports To (blank for all)
Empl ID (blank for all)

ADDITIONAL INFORMATION:
The Business Unit field is a required field.

Screenshot of the Leave Balances by Department ID/Location Query
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Negative Hours From Prior Period Adjustment Query
V_TA_NEG_HRS

REVISED: 09/15/2021

DESCRIPTION:

This query utilizes the data from the Payable Time Table and generates the list of negative hours for
employees whose pay is affected due to prior period adjustments in Time and Labor for the Current
Pay Period.

Adjustments to the time submitted and paid generate offsets in Time and Labor. The Load Time and
Labor process populates the employee paysheet with negative and positive hours for offsets and
summarizes by date and earning code. Not all the adjustments impact the employee’s pay; in some
instances, adjustments are made to correct the time without impacting pay. This query only lists
employees whose pay is impacted negatively due to prior period adjustments.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_NEG_HRS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Pay Run ID HTML
Business Unit Excel

ADDITIONAL INFORMATION:
The Pay Run ID and Business Unit are required fields.

Screenshot of the Negative Hours From Prior Period Adj Query

V_TA_NEG_HRS - Neg hrs from Prior Period Adj
Pay Run ID |[TABWX1207 Q
Business Unit| 30100 Q
View Results ‘
Download results in - Excel SpreadSheet CSV Text File XML File (13 kb)
View All First 1-41 of 41
Row Empl ID Empl Record Name Position Number Location Business Unit Department TRC Date Hours Pay Group Pay Period End Date
1 0 ACSWO0117 CENTR 30100 35600 COHX3 10/28/2019 -2.000000 BW1 12/07/2019
2 0 ACSWO0117 CENTR 30100 35600 RGHA3 10/28/2019 2.000000 BW1 12/07/2019
3 0 AGSWO117 GENTR 30100 35600 RGHX 10/28/2019 -10.000000 BW1 12/07/2019
4 0 AGSWO117 GENTR 30100 35600 COHX2 10/29/2019 -2.000000 BW1 12/07/2019
5 0 ACSWO117 CENTR 30100 35600 RGHA 10/29/2019 6.000000 BW1 12/07/2019
6 0 ACSWO117 GCENTR 30100 35600 RGHA2 10/29/2019 2.000000 BW1 12/07/2019
7 0 ACSWO117 CENTR 30100 35600 RGHX1 10/29/2019 -10.000000 BW1 12/07/2019
8 0 AGSWO117 CENTR 30100 35600 COHX1 10/30/2019 -2.000000 BW1 12/07/2019
9 0 ACSWO117 CENTR 30100 35600 RGHA 10/30/2019 8000000 BW1 12/07/2019
10 0 ACSWO117 CENTR 30100 35600 RGHA1 10/30/2019 2.000000 BW1 12/07/2019
1 0 ACSWO117 CENTR 30100 35600 RGHX2 10/30/2019 -10.000000 BW1 12/07/2019
12 0 ACSWO117 CENTR 30100 35600 RGHA 10/31/2019 8.000000 BW1 12/07/2019
13 0 ACSWO117 CENTR 30100 — 35600 RGHX: 10/31/2019 -10.000000 BW1 12/07/2019
e a st ™ e PTIN S P ITIRINamn PNN e Mtiona, T P e ™ St N I A A e
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Negative Leave Balances Query
V_TA_LV_BALANCES_NEGATIVE

REVISED: 09/15/2021

DESCRIPTION:

This query displays a list of employees with negative leave balances in the max version of each
calendar. This query should be run periodically to manually re-adjust the balances by the appropriate
amount in the appropriate period so that the balances are zeroed out. Negative balances must be
corrected for active employees before leave year-end processing in order to carry over the appropriate
balance into the new year, and must also be corrected before the leave liability report is run at fiscal
year-end in order to calculate appropriate liability.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_LV_BALANCES_NEGATIVE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Location (blank for all) Excel
Dept ID (blank for all)

ADDITIONAL INFORMATION:
The query can be run by Business Unit, for a specific location or department; or leaving the fields blank
retrieves all results.

Screenshot of the Negative Leave Balances Query

V_TA_LV_BALANCES_NEGATIVE - Negative Leave Balances
Business Unit Q
Location (blank for all) Q
Dept ID (blank for all) Q
‘ View Results ‘
Download results in :  Excel SpreadSheet CSV Text File XMLFile (325 kb)
View All First 1-100 of 819/} ' Last
Row Business Unit Location DepartmentID Employee Name Empl ID Empl Record Position Calendar Group Calendar ID Numeric Value Name Term Date
1 50100 10 10000 0 DOTTAQ26 2020SM100 $1020198M121 -110.000000 ALI ENT ELEM_BAL
2 50100 10 10000 0 DOTTAQ26 20208M100 $1020198M121 -120.000000 FCS ENT ELEM_BAL
3 50100 10 10000 0 DOTTA026 20208M100 $1020198M121 -500.000000 FML ENT ELEM_BAL
4 50100 10 10000 0 DOTTAQ026 2020SM100 $102019SM121 -130.000000 FSK ENT ELEM_BAL
5 50100 10 10000 0 DOTTAQ26  2020SM100 $1020198M121 -140.000000 FVC ENT ELEM_BAL
6 50100 10 10000 0 DOTTAQ26 20208M100 $1020198M122 -110.000000 ALI ENT ELEM_BAL
7 50100 10 10000 0 DOTTA026 20208M100 $1020198M122 -120.000000 FCS ENT ELEM_BAL
8 50100 10 10000 0 DOTTAQ026 2020SM100 $102019SM122 -500.000000 FML ENT ELEM_BAL
9 50100 10 10000 0 DOTTAQ26  2020SM100 $1020198M122 -130.000000 FSK ENT ELEM_BAL
10 50100 10 10000 0 DOTTAQ26 20208M100 $1020198M122 -140.000000 FVC ENT ELEM_BAL
11 50100 10 10000 0 DOTTA026 20208M100 $1020198M123 -110.000000 ALI ENT ELEM_BAL
12 50100 10 10000 0 DOTTAQ026 2020SM100 $102019SM123 -120.000000 FCS ENT ELEM_BAL
13 50100 10 10000 0 DOTTAQ26  2020SM100 $102019SM123 -500.000000 FML ENT ELEM_BAL
A4S0 0 10000 pmarn i i o pme_ po ALDOTADZS, 2P0SMAOR,  SIAGMSSMMZE _, 130000000 BEKENTFLEM BALA e
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Reports To
V_TA_REPORTS_TO_SUPV

REVISED: 05/15/2023

DESCRIPTION:
This query provides a list of employees along with select Job Data who report to a particular Position.
Enter the position number of the Supervisor to see a list of all employees who report to that position.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_REPORTS_TO_SUPV

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Who EE Reports To HTML
Excel

ADDITIONAL INFORMATION:
The Who EE Reports To is a required field.

Screenshot of the Reports To based on Reports To Position Number.
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Saved & Submitted Absences Query
V_TA_ABS SV_AND SB_STATUS

REVISED: 09/15/2021

DESCRIPTION:

This query provides absences currently in saved and submitted status for the date range specified by

the user.

NAVIGATION PATH:

Menu > Reporting Tools > Query > Query Viewer >V_TA_ABS_SV_AND_SB_STATUS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Department ID (Blank for All) Excel

BGN_DT From
BGN_DT Through

ADDITIONAL INFORMATION:

The Business Unit, BGN_DT From and BGN_DT Through are required fields.

Screenshot of the Saved & Submitted Absences Query

V_TA_ABS_SV_AND_SB_STATUS - Saved and Submitted Absences

Business Unit 50100 |Q
Department ID (Blank for All) Q
BGN_DT From | 01/01/2021  |[5]
BGN_DT Through |01/30/2021 |[3)
| View Results |

Download results in :  Excel SpreadSheet CSV TextFile XML File (1 kb)

View All
Business . Department Employee Position
Row Unit Location D Descr Name Employee ID Record Number Reports To Employee ID Name
1 50100 CENTR 13004  APpPomaliox 0 DOT22525 DOT22939
Residency
2 50100 CENTR 13004  Appomatiox 0 DOT22525 DOT22939
Residency

First 1-2 of 2 Last

Absence

. Forecast WF
Duration
Type

Begin Date End Date Value  Status

01/06/2021 01/06/2021 ADM 8.00 S

01/07/2021 01/07/2021 ADM 8.00 s

Rev 12/15/2023
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TA Self-Approval Audit Query

V_TA_SELF_APPROVAL_AUDIT
REVISED: 12/15/2022

DESCRIPTION:

This query provides a list of time and absence transactions that were approved in Cardinal by
the employee themselves while approval authority was delegated to them by or on behalf of

their Reports To supervisor.

NAVIGATION PATH:

Menu > Reporting Tools > Query > Query Viewer >V_TA_SELF_APPROVAL_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit XML
Department Excel
From Date
To Date
ADDITIONAL INFORMATION:
The Business Unit field is a required field.
Screenshot of the TA Self-Approval Audit Query
V_TA_SELF_APPROVAL_AUDIT - TA Self Approve Audit Report
Business Unit 50100 '}
Depart t
View Results
Download results in : Excel SpreadSheet CSV Text File XML File (3 kb)
First f 16
Row Business Unit Department Employee Name Employee ID Employee Record Reports To Start Date TRC Status
1 0100 10015 - s 3 3
0100 1002 RGSA PD
50100 10024 RGSA PD
4 50100 1002 RGSA PD
50100 1002 RGSA PD
6 50100 10024 SDP A
100 1305 REG AP
8 50100 1305 0 REG AP
0100 1305 REC AP
10 0100 140. ovs AP
1 50100 1 1 RG: PD
1 50100 18031 RGSA PD
1 50100 1 1 RGSA PD
14 50100 18031 RGSA PD
15 50100 1 1 RGSA PD
1 50100 18031 RGSA PD

Rev 12/15/2023
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Time and Labor to Paysheet Error Query
V_TA TL_PAYSHEET_REJECTED

REVISED: 09/15/2021

DESCRIPTION:

This query lists errors from the Time and Labor to Paysheet Integration process. This query list
hours rejected by payroll. Payable time is created through the Time Administration process and is the
end product of Time and Labor.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_TL_PAYSHEET_REJECTED

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Dept ID Excel
Employee ID

ADDITIONAL INFORMATION:
The Business Unit field is a required field.

Screenshot of the Time and Labor to PaySheet Error Query

V_TA_TL_PAYSHEET_REJECTED - Time & Labor to Paysheet Error
Business Unit 15100 |Q
Dept ID Q
Employee ID
View Results ‘
Download results in :  Excel SpreadSheet CSV Text File XMLFile (14 kb)
View All First 1-53 of 53 Last
Row Empl ID Empl Record Name DeptID Business Unit Date Pay Sheet Posted Hours Pay End Date Payable Status
1 0 10001 15100 05/07/2012 0.000000 05/09/2012 RP
2 0 10001 15100 05/08/2012 0.000000 05/09/2012 RP
3 0 10001 15100 11/11/2013 8.000000 11/24/2013 RP
4 0 10001 15100 11/27/2013 4.000000 12/09/2013 RP
5 0 10001 15100 11/28/2013 8.000000 12/09/2013 RP
[} 0 10001 15100 11/29/2013 8.000000 12/09/2013 RP
7 0 10001 15100 12/18/2013 8.000000 12/24/2013 RP
8 0 10001 15100 12/19/2013 8.000000 12/24/2013 RP
9 0 10001 15100 12/20/2013 8.000000 12/24/2013 RP
10 0 10001 15100 05/16/2014 0.000000 05/24/2014 RP
" 0 10001 15100 05/16/2014 0.000000 06/09/2014 RP
12 0 S 10001 15100 05/17/2014 0.000000 06/09/2014 RP
T R P T e ¥ o U7 E  e  y vs  TII o N P e Yoy W ppv
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Time and Labor to Paysheet Posted Query
V_TA TL_PAYSHEET _POSTED

REVISED: 09/15/2021

DESCRIPTION:
This query lists hours posted to PaySheets from Time and Labor, where the payable status is Taken by
Payroll, Closed, Reversed Payable Status (check reversal), or Distributed.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_TL_PAYSHEET_POSTED

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Dept ID Excel
Empl ID

Pay End Date

Empl Type

ADDITIONAL INFORMATION:
The Business Unit and Pay End Date are required fields.

Screenshot of the Time and Labor to PaySheet Posted Query

V_TA_TL_PAYSHEET_POSTED - Time & Labor To Pay Sheet Post

Business Unit 50100 |\ Q

Dept ID Q
Empl ID Q
Pay End Date |02/09/2020  |[3{]
Empl Type | v
“View Resuls |

Download results in - Excel SpreadSheet CSV Text File XML File (26 kb)

View All First 1-72 of 72 Last
Row Name EMPLID REeZ‘:rld E&T’n“l‘aoe]; DIEDpl Bulst:;ss Date TRC Deser Pay Sheet Posted Fsat);?slse Payal:cl:zs:ason G}::xp PayEPnzriod

1 0DOTO3688 11068 50100 111272019 GOMx Domrmuter imputed 1.000000 TP s10 02/09/2020

2 0DOTO3688 11068 50100 111372019 GOMx Jommuter imputed 1.000000 TP s10 02/09/2020

3 0DOT03638 11068 50100 111472019 COMx Pommuterimputed 1.000000 TP s10 02/09/2020

4 0DOTO3688 11068 50100 11152019 comx Commuter imputed 1.000000 TP $10 02/0912020

5 0DOT03688 11068 50100 111192019 conx Commuterimputed 1.000000 TP S10 02/0812020

6 0DOTO3688 11068 50100 1171912019 conx Commuter imputed 1.000000 TP S10 0240012020

7 0DOTO3688 11068 50100 1172012019 conx Commuterimputed 1.000000 TP S10 020012020

8 0DOT03688 11068 50100 11121/2019 COMX ﬁ‘é?‘::‘e”mp“ed 1.000000 TP s10 02/09/2020

9 0DOT03688 11068 50100 11122/2019 oM Jormmuter imputed 1.000000 TP s10 02/09/2020
b iy o™ ORATAZEE 11068 50100 4112520190y SO LIRSS | 4000000 TPAL | e sm | aSTOe02092020
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Time Approval Audit Query
V_TA_TIME_APPROVAL_AUDIT

REVISED: 12/15/2022

DESCRIPTION:
This query provides information related to the approval of Timesheets within a given date range. This
query is useful in determining who approved time including the date and time of the approval.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_TIME_APPROVAL_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Empl ID Excel

Date From

Date To

ADDITIONAL INFORMATION:
The Business Unit, Date From and Date To are required fields.

Screenshot of the Time Approval Audit Query

V_TA_TIME_APPROVAL_AUDIT - Time Approval Audit Query

Business Unit 15100 |Q
Empl ID Q
Date From | 01/01/2020 |[3y
Date To 04/30/2021 |31

View Results

Download results in .  Excel SpreadSheet CSV Text File XMLFile (5kb)

View All
Last Timesheet -
Row Name Employee ID REET::d DIT:?' Position Unit  Daily Date Approver Oprid Apg;:eval Updated Approved TRC Hours Unit A‘éz%";
Date Status
] 01/18/2021
1 1 10000 DOATA100 15100 01/13/2020 8-57-16AM 01/18/2020 TP RGHA 8.000000 15100
. 01/18/2021
2 1 10000 DOATA100 15100 01/14/2020 8-57-16AM 01/18/2020 TP RGHA 8.000000 15100
: 01/18/2021
3 110000 DOATA100 15100 01/15/2020 857 16AM 01/18/2020 TP RGHA 8.000000 15100
: 01/18/2021
4 1 10000 DOATA100 15100 01/16/2020 8-57-16AM 01/18/2020 TP RGHA 8.000000 15100
: 01/18/2021
5 110000 DOATA100 15100 01/17/2020 8-57-16AM 01/18/2020 TP RGHA 8.000000 15100 p
Screenshot of the Time Approval Audit Query (scrolled right)
oy PC . A User User User User Pay . Initial
Q;ZUEM Account Fund Program Department Cc;::::r Task FIPS Asset Agse::y Agse:;y Sust pr?é,eﬂ Acllglty Telecommute Equipment F1?[d Field F]g[d Fi:[d Sequence Number I;iqr SEC?I:IEHCE NTJ?
440249786000001 65234 0 0
* 440249786000002 65234 0 0
440249786000003 65234 0 0
3 440249786000004 65234 0 0
440249786000005 65234 0 0
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Time Entry Audit Query
V_TA_TIME_ENTRY_AUDIT

REVISED: 12/15/2022

DESCRIPTION:
This query lists all reported time for an employee within a given date range. Run this query to

determine who entered time and when. This query provides an audit of all reported time with Audit
Actions of:

A: Added Hours

C: Changed

D: Deleted Hours

X: Current Row from Reported Time (Reported Status of “SV” for saved or “SB” for submitted)

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA _TIME_ENTRY_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Empl ID Excel

Date From

Date To

ADDITIONAL INFORMATION:
The Business Unit, Date From and Date To are required fields.

Screenshot of the Time Entry Audit Query

V_TA_TIME_ENTRY_AUDIT - Time Entry Audit Query

Business Unit 15100 |Q
Empl ID | %
Date From |01/01/2020 [y
Date To | 04/30/2021 |[3
| View Results |

Download results in :  Excel SpreadSheet CSV Text File XML File (4 kb)

View All First 1-10 of 10 Last
Row Name Employee ID  Empl Record  Unit Daily Date  Audit Action Audit Time Audit Oprid Reported Status TRC Hours Account Code Last Modified Time
1 115100 01/13/2020 A 01/14/2021 6:55:47PM SB REG 8.000000 01/14/2021 6:55:47PM
2 115100 01/13/2020 X 01/14/2021 6:55:47PM SB REG 8.000000 01/14/2021 6:55:47PM
3 1 15100 01/14/2020 A 01/14/2021 6:55:47PM SB REG 8.000000 01/14/2021 6:55:47PM
4 115100 01/14/2020 X 01/14/2021 6:55:47PM SB REG 8.000000 01/14/2021 6:55:47PM
5 115100 01/15/2020 A 01/14/2021 6:55:47PM SB REG 8.000000 01/14/2021 6:55:47PM
6 115100 01/15/2020 X 01/14/2021 6:55:47PM SB REG 8.000000 01/14/2021 6:55:47PM
7 115100 01/16/2020 A 01/14/2021 6:55:47PM SB REG 8.000000 01/14/2021 6:55:47PM
8 115100 01/16/2020 X 01/14/2021 6:55:47PM sB REG  8.000000 01/14/2021 6:55:47PM
9 115100 01/17/2020 A 01/14/2021 6:55:47PM sB REG  8.000000 01/14/2021 6:55:47PM
10 115100 01/17/2020 X 01/14/2021 6:55:47PM sB REG  8.000000 01/14/2021 6:55:47PM
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Time Reporter (Auto Enroliment) Exceptions Query
V_TA AUTO_ENROLL_EXC

REVISED: 04/05/2021

DESCRIPTION:

This query displays auto enrollment exceptions for review and correction. This query lists employees
with inappropriate time reporter data by comparing time reporter data with job data. The report lists all
employees who may need updates or maintenance to time reporter data.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_AUTO_ENROLL_EXC

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Dept ID Excel

Location

ADDITIONAL INFORMATION:
The Business Unit is a required field.

Reason codes:

A: Active Employee in INACTIVE workgroup.

Active Employee in INVALID workgroup.

Active Employee Not in the valid Task group.

Active Employee not in a Valid workgroup.

Active Employee with inactive Time Reporter Status.
Rule Element 3 is missing for Active Hourly Employee.

Rule Element 4 is missing for Active Employee.

T 0T mMmoDoOow

Rule Element 5 is missing for Active Salaried Employee.

Inactive Employee not in INACTIVE workgroup.

(.

Inactive Employee with Active Time Reporter status for more than 60 days after termination.

Screenshot of the Time Reporter Exceptions Query

V_TA_AUTO_ENROLL_EXC - Time Reporter Exceptions Query

Business Unit #0300 | Q
Dept ID Q
Q

Location

View Results ‘

Download results in - Excel SpreadSheet CSV Text File XML File (1 kb)

View All First 1-3 of 3 Last
Row NAME D EmplRecord Position Type Unit Location DeptID Descr Group Status  Workgroup Taskgroup  FLSA Stat HR Status REASON
1 0 GIFOO1T S 40300 PF140 11000  Administration SM1 | SERF071P2  40300CCOP N A D

2 0 GIFOO3T S 40300 PF140 11000  Administration SM1 A SERFO71P2  40300CCOP N A D

3 0 GIF16T & 40300 CENTR 55007 Wytheville Trout Hatchery SM1 | INACTIVE VANONE N A A
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Time Reporter Changes Query
V_TA TIME_REPORTER

REVISED: 09/15/2021

DESCRIPTION:

This query includes new time reporter enrollments and changes to existing employees on the Time

Reporter pages.

NAVIGATION PATH:

Menu > Reporting Tools > Query > Query Viewer >V_TA_TIME_REPORTER

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Dept ID Excel
Employee ID

From Date

To Date

ADDITIONAL INFORMATION:

The Business Unit, From Date and To Date are required fields.

Screenshot of the Time Reporter Changes Query

V_TA_TIME_REPORTER - Time Reporter Changes

Business Unit [[15100 |Q
Dept ID Q
Employee ID Q
From Date |01/01/2021 [
To Date |04/30/2021 [
| View Results

Download results in ©  Excel SpreadSheet CSV Text File XML File (294 kb)

View All
Row Name Employes ID  Empl Record Position Number Business Unit DeptID HR Status Changed On Changed By
1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

2 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

3 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

4 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

5 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

6 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

7 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

8 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

9 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

10 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

1 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

12 1 DOATA100 15100 10000 A 01/06/2021 1:23:23PM

13 1 DOATA100 15100 10000 A 02/02/2021 9:48-13AM
i IR M o oo i e 5w e SR

Rev 12/15/2023

Changed Field

First 1-100 of 398 (» ' Last

Qld Value New Value Change Effective Date

EMPLID 00209293100  2020-01-13
EMPL_RCD 1 2020-01-13
EFFDT 2020-01-13 2020-01-13
TIME_RPTG_STATUS A 2020-01-13
TIME_RPTR_IND E 2020-01-13
WORKGROUP HNRFO7BP1 2020-01-13
TASKGROUP 15100BA 2020-01-13
TL_TIME_TO_PAY Y 2020-01-13
RULE_ELEMENT_3 1400 2020-01-13
RULE_ELEMENT_4 07:40 2020-01-13
TIMEZONE EST 2020-01-13
PROCESS_INSTANCE 0 2020-01-13
RULE_ELEMENT_3 1400 1200 2020-01-13

EMPLID
A,

S e s N L U
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Time Reporter Criteria Query
V_TA_TIME_REPORTER_CRITERIA

REVISED: 05/15/2023

DESCRIPTION:

This query displays the Time Reporter criteria used by TL Auto Enroll for a Business Unit based on the
selected As of Date.

The fields included in this query are Priority, Business Unit, Department ID, HR Status, Employee Type,
FLSA Status, Pay Group, Job Code, Salary Grade, Employee Class, Shift Differential Eligible, Time
Reporter Status, Reporting Template, Workgroup, Allowed Workgroup List, Taskgroup, Rule Element 3,
Rule Element 3 Override, Rule Element 4, Rule Element 4 Override, Rule Element 5 and Rule Element
5 Override.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA _TIME_REPORTER_CRITERIA

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
As of Date Excel

ADDITIONAL INFORMATION:
The Business Unit and As of Date are required fields.

Screenshot of the Time Reporter Criteria Query

V_TA_TIME_REPORTER_CRITERIA - Time Reporter Criteria Query
Business Unit 30100 |Q
As Of Date [05/152023_|[5j
| View Results |
Download results in:  Excel SpreadSheet  CSV Text File XML File (7 kb)
View Al First 1-10 0f 10 Last
Business Department HR  Employee  FLSA  Pay  Job | Salay | Employee  ShiftDifferential Time Reporter  Reporting Allowed Workgroup Rule  RuleElement3 = Rule  RuleElements _ Rule Rule Element 5
Row Priority "yt ] Status  Type Siatus  Group Code  Grade Class Eligible Status Template  Workaroup List TaSKGrouP | gremen 3 Override Element4 Override Element 5 Override
1 150 STATE 99999 Active  Salaried MNP RTO Active SEAFO71P1 VANONE None 07:40 None None
2 50030100 00000 Acive  Salaried  Nonexempt SM1 Yes Active VAEBASIC+1  SNRFOT1P1 30100CCOP None 07:40 None 000:240  None
3 50030100 99999 Active Salaried  Nonevempt NS1 Yes Active VAEBASIC+1  SNRFOT1P1 30100CCOP None 07:40 None 000:240  MNone
4 50030100 99999 Active  Hourly Nonexempt BV Yes Active VAEBASIC+l  HNRFO7BP1 30100CCOP 1400 Required 07:40 None None
5 650 30100 99999 Active  Hourly Nonexempt BV Active HNRFO7BP1 30100CCOP 1400 Required 07:40 None None
[ 65030100 99999 Active Salaried  Nonevempt NS1 Active SNRFOT1P1 30100CCOP None 07:40 None 000:240  MNone
7 65030100 99999 Acive  Salaried  Nonexempt SM1 Active SNRFO71P1 30100CCOP None 07:40 Nene 000:240  MNone
3 660 30100 99999 Active  Hourly B Active HERFO7EP1 30100CCOP 1400 Required 07:40 Nane None
9 560 30100 99099 Active  Salaried EY Active SERPOTE1 V746SEROT1O1  30100CCOP None 07:40 None 000:240  None
10 669 30100 00809 Active  Salaried NS Active SERPOTIE1 V746SEROTIO1  30100CCOR None 07:40 None 000:240  None
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Time Reporting Exceptions Query
V_TA_TIME_REPORTING_EXCEPTIONS

REVISED: 04/05/2022

DESCRIPTION:

This query displays time and labor exceptions for a specified date range for groups of employees, and
is used to review and resolve or allow exceptions as needed. This query has parameters so the worker
may select the Employee Type of Hourly or Salaried.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_TIME_REPORTING_EXCEPTIONS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Location (blank for all) Excel

Dept ID (blank for all)

Exception From Date

Exception Through Date

Employee Type (blank for all)

(U) Unresolved / (A) Allowed

ADDITIONAL INFORMATION:
The Business Unit, Exception From Date, Exception To Date and Unresolved/Allowed are
required fields.

Screenshot of the Time Reporting Exceptions Query

V_TA_TIME_REPORTING_EXCEPTIONS - Time Reporting Exceptions

Business Unit Q
Location (blank for all) Q
Dept ID (blank for all) Q
Exception From Date | 01/10/2023 E}J
Exception Through Date |( @

Employee Type (blank for all) Q

(U) Unresolved / (A) Allowed (U |Q

View Results

Download results in:  Excel SpreadSheet CSV Text File XML File (703 kb)

View Al First 1-100 of 481 (b Last
Row Name Empl 1D Riré‘opr'd Position  Unit Location DfDm Workgroup Date  Severity Status  ExceptionID  Description D“;fa% [:!:?z Msg Data3  Msg Datad D";fgé Action DateTime
c 1 a7 99 y . p ~c Emergency OT Schedule 01/27/2023
1 0 DOT13911 BROOT 11016 SNRFO71P2 01232023 M Unresolved VOTEMGS nerd®ief OT 5 g ponedule por /Al
- = 015 . . . ~o Emergency OT _ Schedule 01/30/2023
2 0 DOT13911 BRO01 11016 SNRFOT1P2 (/2512023 M Unresolved VOTEMGS S odone! OF 75 g Poue por QLR
3 0 DOT13911 BRO0T 11016 SNRFOT1P2 (/2612023 M Unresalved VOTEMGS CMergency OT 5 4 Schedule  pop 011302023
Sched not met Hours 6:37.00PM
. o ae ) Ferreal e .~ OVS priorto o 01232023 01/30/2023
4 0 DOT00136 BROOT 11028 SE2FOT1P2 012472023 M Unresolved VOSLTLMT Do I boT S
. ; 01 a1 R iy . OVS exists 01232023, 01/30/2023
5 0 DOT00186 BRODT 11028 SE2FOT1P2 0172472023 M Unresoived vosUOs USSR 05 DRI 4 poT S
201 |11 R . L OVS prior to 01/23/2023- 0210312023
5 0 DOT05592 BRO01 11085 SERIOTIP2 (1/27/2023 M Unresolved VOSLTLMT Ovs 2 4w 2 TIF S
. . . i . 02T o . | ~o Emergency OT _ Schedule 03/02/2023
7 0 DOT13067 BROOT 11085 SNRIOTIP2 021172023 M Unresolved VOTEMGS Siodonet OF 7 8 HonellE Dot
8 0 DOT09066 BROO1 11095 SNRIOTIP2 021172023 M Unresolved VOTEMGS CMergencyor .- 5 SEENR Gy (EUHEED
Sched not met Hours 1:59.44AM
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Timesheet (Prior Period) Adjustments by DeptID/Date Query
V_TA_ADJUSTMENTS_PAYABLE_TIME

REVISED: 09/15/2021

DESCRIPTION:

This query lists prior period adjustments after a pay period has been completed and allocated for
review. This query displays negative offset adjustment rows and corresponding payable time rows on
the same duration.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_ADJUSTMENTS_PAYABLE_TIME

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Dept ID (blank for all) Excel

Location (blank for all)
Employee ID (blank for all)
From Date

To Date

Frozen Date (blank for all)

ADDITIONAL INFORMATION:
The Business Unit, From Date and To Date are required fields.

Screenshot of the Timesheet Adjustments by DeptID/Date Query

V_TA_ADJUSTMENTS_PAYABLE_TIME - TS Adjustments by Deptid/Date
Business Unit| 15100 | Q
Dept ID (blank for all) Q
Location (blank for all) Q .
Employee ID (blank for all) Q R4
From Date [01/01/2020 |3
To Date [04/30/2020 |5
Frozen Date (blank for all) 5
View Results |
Download results in ©  Excel SpreadSheet CSV Text File XML File (38 kb) ,
View All
Empl Business Dept Pay o
Row Empl ID Re:c;:rd Position Unit Name ":f' Location Daily Date  TRC Hours  LbrDistAmt Status Req Last User Approvel
Nbr
1 0 DOADDO1E 15100 97500 CENTR 01/13/2020 RGSA | 5000000 0.000000 TP 65253 V_TA_BATCH_PROCESSOR 9204202
2 0 DOA00016 15100 97500 CENTR 01/13/2020 RGSA1 -5.000000 0.000000 CL 65253 V_TA BATCH_PROCESSOR J2/04/202¢
3 0 DOAQ0D16 15100 97500 CENTR 01/13/2020 RGSAT 5000000 0.000000 CL 65253 V_TA BATCH PROCESSOR 204208
4 0 DOADDD16 15100 97500 CENTR 01/14/2020 RGSA  5.000000 0.000000 TP 65253 V_TA_BATCH_PROCESSOR ?gg‘z‘fggij
5 0 DOA00016 15100 97500 CENTR 01/14/2020 RGSA1 5000000 0.000000 CL 65253 V_TA_BATCH_PROCESSOR Jaoe0r
6 0 DOAQDD1S 15100 97500 CENTR 01/14/2020 RGSA1 5.000000 0.000000 CL 65253 V_TA BATCH PROCESSOR {20207
7 0 DOADDD16 15100 97500 GENTR 01/15/2020 RGSA | 5.000000 0.000000 TP 65253 V_TA_BATCH_PROCESSOR ?gggfégi:
8 0 DOAQ0D16 15100 97500 CENTR 01/15/2020 RGSA1 5000000 0.000000 CL 65253 V_TA BATCH_PROCESSOR 02021
9 0 DOAODO1E 15100 97500 CENTR 01/15/2020 RGSA1 -5.000000 0000000 CL 65253 V_TA_BATCH_PROCESSOR J2/042027
02/04/2025
WL _ D DOADDOTE 15100 Com_memsimen, o 7500.CENTR.QU1G2020 RCOA, 1000000, 0.00000 TP, 55231 A:_E.A._u-;.TCH*PRQGE@qus}
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Screenshot of the Time Prior Period Adjustments Query (scrolled right)

- First 1-40 of 40 Last
X LastUser Approved at  Orig Sequence  User_1 User_2 User_3 User_4 Chag.t\?eld A‘é'::;"t Account Fund Program Department Ci?::r Task FIPS AS::‘;V A&::? LE?:CIS‘ Fr?é“t Achi;iw Telecommute A\?:]C:y
‘

_TA_BATCH_PROCESSOR (2032021 0
_TA_BATCH_PROCESSOR (/05 2001 440249846000001
“IA_BATGH_PROGESSOR 82’?_41’ égﬂ 440249846000001
iAﬁBATCHiPROCESSOR ?gg;’ggﬂd 0
TA_BATCH_PROCESSOR 3%’?41%%]1 440240846000002
“TA_BATCH_PROCESSOR ?%’gg’ggﬂl 440249846000002

-/\;TA?BATCH?PROCESSOR rase 0

TA_BATCH_PROCESSOR 20°20%" 440249845000003
“TA_BATCH_PROCESSOR ?gggggﬂd 440249846000003
'TA_BATCH_PROCESSOR ?%_’8;_’22%1{1 0

e - SRy R A R e R TIPS N PN ST Iy S SN S
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TL Eligibility Audit Query
V_TA_ELIGIBILITY_ENROLL_AUDIT

REVISED: 09/15/2021

DESCRIPTION:
This query lists changes to the Time and Labor (TL) Eligibility page based on audit results.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_ELIGIBILITY_ENROLL_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Dept ID (Blank for all) Excel

Employee ID (Blank for all)

From Date

To Date

ADDITIONAL INFORMATION:
The Business Unit, From Date and To Date are required fields.

Screenshot of the TL Eligibility Audit Query

V_TA_ELIGIBILITY_ENROLL_AUDIT - TL Eligibility Audit

Business Unit 50100 |Q
Dept ID (Blank for all) Q
Employee ID (Blank for all) Q
From Date |08/01/2020 [{
To date | 12/31/2020 3]
[ Viaw Rosuts |

Download results in :  Excel SpreadSheet CSV Text File XMLFile (1 kb)

View All First 1-4 of 4 Last

Employee Position Department Business HR Custom TA Eligibility Eligibility Effective Username who made the Date and Time Audit Action-
Row  EmployeeName  EmployeelD = “po oy Number D Unit  Status  Eligibility Type  Effective Date Status Step change Add, Delete,Change

1 0 DOT02245 11048 50100 0 08/24/2020

A coml 11/24/2019 A OB2A2020 adg
2 0 DOT02535 18030 50100 A oTLY 11/06/2011 A 0 Tofg;f%?i(r)w Add
3 0 DOT02535 18030 50100 A oTLY 11/10/2019 A 0 lyggfggﬁ] Add
4 0 DOTTA154 99999 50100 A oTLY 1172472020 A 0 ; 1241/?,0;'\? Add
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Traditional Sick Used 6 Months Query
V_TA TRADSCK_06MONTHS

REVISED: 09/15/2021

DESCRIPTION:
This query is used to track employees in the Traditional Sick leave program having used sick leave
continuously for a six month period for potential FICA exemption.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_TRADSCK_06MONTHS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Department Excel

Employee ID

Date

ADDITIONAL INFORMATION:

The Business Unit and Date are required fields. The Date field is used to create a date range, which is
used to retrieve payable time days between the Date field value minus 180 days and the Date field
value.

Screenshot of the Traditional Sick Used 6 Months Query

V_TA_TRADSCK_06MONTHS - Traditional Sick Used 6 Months

Business Unit[50100 |

Department Q
Employee Id Q
Date | 04/30/2020 |[3]

View Results

Download results in :  Excel SpreadSheet CSV Text File XMLFile (14 kb)
View All First 1-54 of 54 Last

Row Empl ID Empl Record Name Position Location DeptID Unit Sum Quantity

1 0 DOT23023 CENTR 12026 50100 68.000000
2 0 89411 14 14023 50100 10.000000
3 0 DOT09384 CENTR 15028 50100 8.000000
4 0 11339 13 13045 50100 5.500000
5 0 DOT10687 CENTR 13037 50100 8.000000
6 0 06481 18 18045 50100 8.000000
7 0 03662 19 19087 50100 9.000000
8 0 DOT03662 CENTR 19087 50100 8.000000
9 0 DOT22087 CENTR 17034 50100 8.000000
10 0 DOT18016 CENTR 18046 50100 8.000000
1 0 DOT13147 CENTR 10017 50100 8.000000
12 L 0 02872 19 19013 50100 " 8.000000
120" T agehaT g np - A mon it AN 0N | PTG, prmttumania, o _ o, ) KT A GRNN S TT A it Ay e A ™A asnonna.
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Vacation Leave Lost Query
V_TA FORFEITED_VAC_HRS

REVISED: 09/15/2021

DESCRIPTION:

This query is used to list the vacation leave lost at the beginning of the new leave year (during carry
forward 01/10). In Cardinal at the beginning of a new leave year, vacation accruals in excess of the
maximum allowable carry over amount are automatically forfeited and those hours are lost. The
maximum vacation carry over amount varies from employee to employee based on the years of

service.

NAVIGATION PATH:

Menu > Reporting Tools > Query > Query Viewer >V_TA_FORFEITED_VAC_HRS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Department ID Excel
Employee ID

Leave Year Start Date

ADDITIONAL INFORMATION:
The Business Unit and Leave Year Start Date are required fields.

Screenshot of the Vacation Leave Lost Query

V_TA_FORFEITED_VAC_HRS - Vacation Leave Lost Report
Business Unit 75300 |G
Department ID Q
Employee ID Q
Leave Year Start Date |01/10/2020 |[5]
View Results
Download results in - Excel SpreadSheet CSV Text File XML File (33 kb)
View All
Row  BusinessUnit  Location  DepartmentID Name Employee ID Employee Record Position Number Calendar Group
1 75300 CENTR 100 0 DFCEDO01 2020SM100
2 75300 CENTR 100 0 DFC00899 2020SM100
3 75300 CENTR 100 0 DFCO00089 2020SM100
4 75300 CENTR 100 0 DFCO00025 2020SM100
5 75300 CENTR 100 0 DFC00299 2020SM100
6 75300 CENTR 100 0 DFC00598 20208M100
7 75300 CENTR 100 0 DFC00530 2020SN100
8 75300 CENTR 100 0 DFC00004 20208100
9 75300 CENTR 100 0 DFC00549 20208100
10 75300 CENTR 100 0 DFC00714 2020SK100
" 75300 CENTR 100 0 DFCO00056 2020SM100
12 75300 CENTR 100 0 DFCO00769 2020SM100
1;,_‘ 75300 N CENTR 190 b - . N }__RDFCOD;EE N ZDZOSE'EEQ‘&‘
PN Py S e R LS N A A —— A
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SM12020SM100
L s,

First 1-100 of 100 Last

Calendar ID Forfeited Vacation Hours

SM120208M100
SL12020SM100
SL12020SM100
SM12020SM100
SL12020SM100
S5L120205M100
S5L120205M100
31M120208M100
8L120205M100
SL120205M100
SM12020SM100
SM12020SM100

75.100000
38.700000
11.700000
33.500000
13.100000
28.500000
45.700000
65.000000
8.600000
36.900000
29 500000
42.000000
19.100000

P T Ta T T
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Weekly Submitted Hours Query
V_TA_TLAM_WKLY_HRS

REVISED: 09/15/2021

DESCRIPTION:

This query is used to display hours from Payable Time within a Start/End Date range for review. The

query displays all Salaried Regular and all Non-Productive Time except Docking and Donated Leave
Taken.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer >V_TA_TLAM_WKLY_HRS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Location (Leave Blank for all) Excel

Dept ID (Leave Blank for all)
Empl ID (Leave Blank for all)
Period Start Date
Period End Date

ADDITIONAL INFORMATION:

The Business Unit, Period Start Date and Period End Date are required fields. The Period Start

Date is the first day of the employee’s FLSA period and the Period End Date is the last day of the
employee’s FLSA period.

Screenshot of the Weekly Submitted Hours Query

V_TA_TLAM_WKLY_HRS - Weekly Submitted Hours

Business Unit 6200 |Qq
Location (Leave Blank for all) Q
Dept ID ( Leave Blank for all) Q
Empl ID (Leave Blank for all) Q
Period Start Date |01/01/2020 |5
Period End Date |04/30/2020 [
| View Results

Download results in -  Excel SpreadSheet CSV Text File XMLFile (1kb)
View All First 1-2 of 2 Last
Row Employee Name Employee ID Empl Record Position Business Unit Location Department ID Supervisor Name Supervisor ID Workgroup Standard Hours Submitted Hrs.

1 1 ARS00432 26200 CENTR 11109 SERFO71E1 40.00 2.000000
2 e SN 1 ARS00194 26200 CENTR 11332 g — SERFO71E1 40.00 4.000000
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Workflow Setup Issues Query
V_TA WORKFLOW_SETUP_ISSUES

REVISED: 09/15/2021

DESCRIPTION:

This query is used to display employees and managers who may require corrective action due to time
and labor enrollment data, job data, and/or time and labor security set up that may result in incorrect
workflow routing. This query displays various setup issues that may cause workflow problems,
including employees reporting to vacant positions, employees missing reports to positions, approvers
missing the approver role, employees with EMPLIDs not assigned to User IDs, approvers with
EMPLIDs not assigned to User IDs, and multiple active approvers sharing positions.

NAVIGATION PATH:
Menu > Reporting Tools > Query > Query Viewer > V_TA_WORKFLOW_SETUP_ISSUES

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Location Excel

Department

ADDITIONAL INFORMATION:
The Business Unit field is a required field.

Screenshot of the Workflow Setup Issues Query

V_TA_WORKFLOW_SETUP_ISSUES - Workflow Setup Issues
Business Unit 40300 |Q
Location Q
Department Q
View Resuits ‘
Download results in :  Excel SpreadSheet CSV Text File XMLFile (267 kb)
View All First 1-100 of 528 ' » ' Last
R Employee's M s N Manager's Manager's M: s ID Manager's  Manager's Employee’'s Employee's Empl 's N: Empl 's 1D EE"'PI?VEEIS Employee's I D ipti
oW Business Unit anager's Name Location Department 1397 ID Epojovee Red  Position  Location  Department mployee's Name mployee's mg:g“ Position ssue Description
EMPLOYEE
1 40300 HQ100 10000 0 GIFTAQ02 POSITION MISSING
REPORTS TO
EMPLOYEE
2 40300 HQ100 11000 0 GIFTAQ07 POSITION MISSING
REPORTS TO
EMPLOYEE
3 40300 CENTR 11000 0 GIFTAQ12 POSITION MISSING
REPORTS TO
EMPLOYEE
4 40300 CENTR 20100 0 GIF00534 REPORTS TO
VACANT POSITION
EMPLOYEE
5 40300 CENTR 28100 0 GIF00433 REPORTS TO
VACANT POSITION
EMPLOYEE
6 40300 CENTR 28100 0 GIF00147 REPORTS TO
VACANT POSITION
EMPLOYEE
7 40300 CENTR 31100 0 GIF00109 REPORTS TO
VACANT POSITION
EMPLOYEE
.8 40300 o A CENTR 31100 ” j_ 0 GIFQP211 REPORTS TO
PGP NI PO Aty 0 P A e, R e Y Poay A AT 8 e e nian s P S PSS N

Rev 12/15/2023 Page 43 of 76




/p) Cardinal

Time and Attendance Reports

<This page is intended to be blank>
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Absence Data Upload Error Report (RTA674)
REVISED: 04/14/2023

DESCRIPTION:

This report displays a list of Absence Upload errors interfacing agencies encountered during the
Absence Data Upload file process. This report includes all the errors along with error messages for
users to review and make the necessary corrections.

This same data can also be extracted through the V_TA ABS DATA UPLOAD ERROR guery.

NAVIGATION PATH:

Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > Absence
Upload Error Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
From Date PDF
To Date CSv

Output to File Server (checkbox)
Business Unit

Screenshot of the Absence Data Upload Error Report Run Control Page

Absence Upload Error Report

[ Absence Upload Error Report ‘
Run Contrel ID  Absence_Upload_Eror_Report Report Manager Process Monitor Run
Date Range File Parameters
“Erom Date *To Date Qutput to File Server
Business Unit Selection
“Tree How Specified | Select Detail Values v
Name
Tree Node Selector Select Values/Nodes
+Business Unit Description
Q + -
| Add | ‘ Update/Display

ADDITIONAL INFORMATION:
The From Date, To Date, Tree Name and Business Unit are required fields. In order to review
results, the user must click on Report Manager after running the report and refreshing to success.
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Screenshot of the Absence Data Upload Error Report

Report ID: RTA674

ABS]

Commonwealth of Virginia

ENCE DATA UPLOAD ERROR REPORT

Interfacing Business Un

Uploaded Date Range: 01/01/2019 To 03/31/2021

File Name: 19400_TA758_IN_07302020_0842_001.DAT

Upload Run Date: 07/30/2020
Absence
Business Take Absence
Emplovee ID Unit Element Reascn
19400 VAC TAKE ELEM VAC
19400 SCK TAKE ELEM FME
19400 SCK TAKE ELEM FME
19400 SCK TAKE ELEM FME
VAC TAKE ELEM VAC
STD TAKE ELEM STD

Total number of rows submitted
Total number of rows with Errors
Total number of rows successfully Processed

19400 Department of General Services

Absence  Absence Error
Begin End Absence Field
Date Date Duration Name Error Descriotion
11/25/2019 11/25/2019 8 BGN_DT Employee has an absence prior to 90 days from current Date
11/25/2019 11/25/2019 8 ABSENCE_REASON Absence Reason is invalid
11/25/2019 11/25/2019 8 BGN_DT Employee has an absence prior to 90 days from current Date
11/25/2019 11/25/2019 8 PIN_NM Absence Take is not valid for the Employee Eligibility Group
11/25/2019 11/25/2019 8 BGN_DT Employee has an absence prior to 90 days from cur Date
11/25/2019 11/25/2019 8 BGN_DT Employee has an absence prior to 90 days from current Date
4 Absence hours submitted 32
4 Absence hours h errors 32
[ Absence hours loaded successfully 0
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DOA Leave Liability Report (RTA013)
REVISED: 04/14/2023

DESCRIPTION:

This report contains leave liability data for reporting to Department of Accounts (DOA) at Fiscal Year
End for employees in Traditional, Virginia Sickness & Disability Program (VSDP) and Hybrid leave
programs and does not include At-Will or Faculty leave programs.

Agencies with employees in the Flex Regular and Flex VSDP Eligibility Groups can run the Flex Leave
Liability Data Report (RTA803).

NAVIGATION PATH:
Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports >
DOA Leave Liability Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Excel

FICA Amount

Thru Date

Screenshot of the DOA Leave Liability Report Run Control Page

DOA Leave Liability Report A Q : @
New Window | Help | Personalize Page
DOA Leave Liability Report
Run Control ID  ppoA LV LIABILITY RPT Report Manager  Process Monitor L"_._B,gp_ ,,,,,, J‘
Report Request Parameters
Business Unit Q ) All Business Units
*Thru Date ()
FICA Amount
Save Notify | Add Update/Display

Note: The FICA Amount will display after the Business Unit and Thru Date is entered.

ADDITIONAL INFORMATION:
The Business Unit and Thru Date are required fields.
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Screenshot of the Leave Liability Report

LEAVE LIABILITY REPORT

RUN CONTROL PARAMETERS:
BUSINESS_UNIT: 15100
THRU DATE: 04/30/2020

FICA Amount:137700

Run Date-Time:051220211132

Sectionl1-EEMPLOYEE DETAILS SECTION

Rev 12/15/2023

Sectionl-E

Section1-EEMPLID NAME LOCATION DEPTID
Section1-E CENTR 97200
Sectionl1-E CENTR 97200
Sectionl-E CENTR 95200
Sectionl1-E CENTR 95200
Sectionl1-E CENTR 91100 E
Sectionl1-E CENTR 92100
Sectionl-E CENTR 92100
Sectionl1-E CENTR 92100
Sectionl1-E CENTR 97200
Sectionl1-E CENTR 97200
Sectionl-E CENTR 95900
Sectionl-E CENTR 95700 T
Sectionl1-E CENTR 95700 T
Sectionl1-E CENTR 95700 T

ELIG_GRP

GP_PAYGRPRD_END_DT |LEAVE_ELIG_DATE

SM1
SM1
SM1
sSM1
SM1
SM1
SM1
sSM1
SM1
SM1
SM1
sSM1
SM1
SM1

AN MNaa0a01 37 o e peesasies g TN W T

24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20
24-Mar-20

8/25/1975
8/25/1975
12/25/1983
12/25/1983
7/10/1978.
12/10/1978
3/25/1978
3/25/1978
12/10/1986.
12/10/1986.
10/10/2007
6/25/1980
6/25/1380°
6/25/1380°

YRS_OF_S'HOURLY_FLEAVE TYP END_BAL BAL_LIAI

44.58065
44.58065
36.24731
36.24731

41.7043
41.28763
41.99731
41.99731
33.28763
33.28763

12.4543
39.74731
39.74731
39.74731

33.58125
33.58125

ERL
VAC

36.46298 ERL
36.46298 VAC
85.24664 VAC
22.97837 VAC

27.29135
27.29135

64.5399

64.5399
35.70289
57.87019
57.87019
57.87019

ERL
VAC
ERL
VAC
VAC
ERL
SCK
VAC

0

©oooooooooooo

B_ACCRUED

o oo oooo oo ooo|

0

2
480.5
1.8
289.3

935
524.5

o

cloeocoooooeoece

236
o

0
216
0
216
0
216
0
216
0
216
144
0
120
216

) TAKEN_TC PROJECTEI PROJECTED SCK/VAC AMT

0
7253.55
o

7876

o
4963.33
o
5894.93
o
13940.62
5141.22
0
1736.11
12499.96

o 20| /NI g e GRG0 AP e ST b
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Docking Unpaid Absences Report (VTAR655)
REVISED: 11/30/2021

DESCRIPTION:

This report displays a list of employees with processed unpaid absences in order to review and dock
pay for appropriate salaried employees in Cardinal. Unpaid absences can either be from Absence
Management (for example, LNP — Pay Docking) or from Payable Time (for example, HNP - Holiday Pay
Docking) where Cardinal is the leave system of record or all from Payable Time (for example, LNPX -
Pay Docking or STLX - Short Term Disability-Pay Dock) where the Agency has an external leave
system of record.

This report is run by Payroll Administrators after each pay period closes for the purpose of docking the
employees the appropriate number of hours in Cardinal payroll. This report is also run by Absence
Management Administrators in order to inform employees of unpaid leave or make absence corrections
as needed before the period closes.

NAVIGATION PATH:
Menu > Time and Labor > Reports > Docking Unpaid Absences Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:

Business Unit Excel
Department

Employee ID

From Date

To Date

Screenshot of the Docking Unpaid Absences Report Run Control Page (for Agency using an
external leave system)

Docking Unpaid Absences Report

Docking Unpaid Absences

Run Control ID pOCKING UNPAID_ABSENCES Report Manager Process Monitor Run

Docking Unpaid Absences Report

*Business Unit |\7 70-‘
Department (Leave Blank for All) Q
Employee ID (Leave Blank for All) Q
From Date
To Date

Notify Refresh Add Update/Display
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ADDITIONAL INFORMATION:
The Business Unit, From Date and To Date are required fields; however, for a BU using Cardinal AM,
the From/To Date field prompts are instead combined to a single Calendar Group ID field prompt.

Screenshot of the Docking Unpaid Absences Report Run Control Page (for BU using Cardinal
Absence Management)

Docking Unpaid Absences Report

Docking Unpaid Absences |

Run Control ID  pockKING Report Manager Process Monitor Run

Docking Unpaid Absences Report

*Business Unit Q
Department (Leave Blank for All) Q
Employee ID (Leave Blank for All) Q
Calendar Group ID Q
Save Notify Refresh Add Update/Display

Screenshot of the Docking Unpaid Absences Report

Docking Unpaid Absences Report '}P
1

Business Unit: 18200

Department:

Emplid:

Calendar Group: 20215M118

{Ii

Name Emplid EMPL_RCD POS_NUM |BUSINESS_UNIT DEPTID PAYGROUP PAY BEGIN DT PAY END DT DUR i

0 VEC00645 |18200 936100 SM1 2021-09-25 2021-10-09 2021-10-01 }
| 1] VEC00645 (18200 936100 SM1 2021-09-25 2021-10-09 2021-10-06 <
| 0 VECD0645 (18200 936100 SM1 2021-09-25 2021-10-09 2021-10-07 /
| 0 VEC00645 (18200 936100 SM1 2021-09-25 2021-10-09 2021-10-08 ‘\;
I 0 VECR3703 [18200 928500 SM1 2021-09-25 2021-10-09 2021-10-04 /
: 0 VECO3066 (18200 936272 SM1 2021-09-25 2021-10-09 2021-09-28 (’

4] VECO3066 (18200 936272 SM1 2021-09-25 2021-10-09 2021-10-01 \
| 1] VEC03066 (18200 936272 SM1 2021-09-25 2021-10-09 2021-10-08 /
: ] VEC03624 [18200 936271 SM1 2021-09-25 2021-10-09 2021-10-08 '\r,

0
T e e e T

VEC03756 |18200 936261 SM1 202k09-25 2021-10-09 2021-09-30
R W e S Ty _peemts_ph, 20
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Screenshot of the Docking Unpaid Absences Report (scrolled right)

yd J K L M N o P Q R S
%
<
>
5
y
b
\{\IR TRC DESCRIPTION QUANTITY  [STATUS FROZEN DATE FROZEN FLAG FORECAST VALUE WORKGROUP
r4‘21-1*}{!1 SDP VSDP Sick Leave 8 ELIGIBLE SNRFO71E2
}21710706 SDP VSDP Sick Leave 8 ELIGIBLE SNRFO71E2
G‘QZ:l-:l{]-O? SDP VSDP Sick Leave 8 ELIGIBLE SNRFO71E2
‘)1-1{]-{]8 SDP VSDP Sick Leave 8 ELIGIBLE SNRFO71E2
}21-10-04 VAC  |Vacation 3 ELIGIBLE SNRFO71E2
;‘ﬁZI-D‘B-ZB VAC  |Vacation 3 ELIGIBLE SERFO71E2
i021-10-01 VAC Vacation 8 ELIGIBLE SERFO71E2
#121-10-08 VAC  |Vacation 8 ELIGIBLE SERFO71E2
é021-10-08 PER VSDP Personal Leave 8 ELIGIBLE SNRFO71E2
09-30 SDP VSDP Sick Leave 3.5 " — ELIGIBLE_ SNRFO71E2
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Employee Leave Report (RTA010)
REVISED: 9/15/2021

DESCRIPTION:

This report provides summary and detailed leave balance information (absences accrued/taken by an
employee) and related detail transactions (if selected) for individual employees, a designated
organization unit, or designated group of organization units such as District-wide or Residency-wide.
The report can be used by employees to monitor leave balances as well as supervisors in managing
employee leave activity.

NAVIGATION PATH:
Menu > Global Payroll & Absence Management > Absence and Payroll Processing > Reports >
Employee Leave Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF
Department CsVv

Node Only [checkbox]

Empl ID (blank for all)

Summary [radio button]

Detail Transactions [radio button]

Summary and Detail Transactions [radio button]

Screenshot of the Employee Leave Report Run Control Page

< COVA Error Listing Report Employee Leave Report

Employee Leave Report

Run Control ID  £yployee Leave Report Report Manager Process Monitor | Run

Report Request Parameters

“Business Unit Q
Department Q J Node Only
Empl ID Q
Process Parameters
® Summary O Summary and Detail Transactions

C Detail Transactions

*Pay Period End Date Q

|' Add | | Update/Display |
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ADDITIONAL INFORMATION:
The Business Unit and Pay Period End Date are required fields. Either the Department or Empl ID
field is a required field. Pay Period End Date (required - can only run for a finalized pay period end

Cardinal

date — either most recent finalized or past period)

Screenshot of the Employee Leave Report

iJ;é;éééiivéin
AR AL

Report ID: VTARO010

Commonwealth of Virginia

EMPLOYEE LEAVE REPORT

Business Unit ;50100
Department Id ;10055
Employse Id :

Employse Record : 0

Position Number : DOT17860
Pay Period End Date :  12/31/201%
Leave Leave

Type Descr

csL Volunteer Service Leave
DSK Converted Disability Credits
FER VSDP Personal Leave

SDP VSDP Sick Leave

VAC Vacation

WA Dept of Transportation

Construction Division

Current Vacation Accrual Rate : 9

Leave Eligibility Date : DEJ
Taken ADJ Donated
Y-T-D ¥-T-D ¥-T-D

0.0 0.00 0.0
0.0 0,00 0.0
28.0 Q.00 0.0
33.0 0.00 0.0
170.0 477,00 0.0

Rev 12/15/2023

Run Date: 05/19/2021
Run Time: 05:46 00

mMo o oo
cococoo
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Flex Leave Liability Data Report (RTA803)
REVISED: 01/24/2023

DESCRIPTION:

This report provides agencies with the data needed to compute leave liability for employees using
Cardinal as their leave system of record in the faculty/flex eligibility groups. Agencies with employees in
the Flex Regular and Flex VSDP Eligibility Groups (e.g., faculty employees) can use this report to retrieve
data related to outstanding leave that may be eligible for payout upon separation, along with information
related to fund distributions, to manually calculate the current liability and project future liability as
appropriate for the agency and employees.

Run the DOA Leave Liability Report (RTA013) for employees in the Traditional, Virginia Sickness &
Disability Program (VSDP) and Hybrid leave programs.

NAVIGATION PATH:
Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > Flex Leave
Liability Data Rpt

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Excel
Thru Date

Screenshot of the Flex Leave Liability Data Rpt Control Page

< Cardinal Homepage Flex Leave Liability Data Rpt

New Window | Help | Personalize Page

Run Control ID Flex Ly Liability Rpt Report Manager Process Monitor

Run Control Parameters

“Business Unit Q
Department Q
*Thru Date
‘ Save ‘ Notify Add Update/Display

ADDITIONAL INFORMATION:
The Business Unit and Thru Date are required fields.

Rev 12/15/2023 Page 54 of 76



/ﬂj Cardinal

Screenshot of the Flex Leave Liability Data Report

Flex Leave Liability Data Report

RUN CONTROL PARAMETERS:
Business Unit: 24100
Department:

Thru Date: 02/09/2023

Run Date Time: 04/06/2023 08:37

NOTE: The funding distribution percentage splits by Fund and Program ChartField values are applied to Leave Balances.

Employee ID Employee Name Position N Location Departme Leave Eligibilit Years of S$iGP Pay Gr AM Eligibi VPA E Terminati Hourly_Rz YTD Earnir Period EniLeave Typ Leave Bal: Fund Program Percent

0 RBCWM 4005 25-Apr-04 18 sM1 FACVSDP(N 50.48077 21615.4 9-Feb-23 PER 40 3000 105050 100
o RBCWM 4005 25-Apr-04 18 sM1 FACVSDPCN 50.48077 21615.4 9-Feb-23 SDP 80 3000 105050 100
o RBCWM 6000 10-Oct-16 65L2 FACVSDPCN 40.6875 16627.75 9-Feb-23 PER 32 3000 106040 100
o RBCWM 6000 10-Oct-16 6512 FACVSDP(N 40.6875 16627.75 S-Feb-23 SDP 72 3000 106040 100
0 RBCWM 3000 1-Jun-19 3 SM1 FACVSDP(N 27.76442 11266.05 9-Feb-23 PER 32 3060 809085 100
0 RBCWM 9000 1-Jun-19 3 SM1 FACVSDPCN 27.76442 11266.05 9-Feb-23 SDP 64 3060 809095 100

***End of File®**

Rev 12/15/2023 Page 55 of 76



/}) Cardinal

Hourly Employee Tracking Report (RTA005)
REVISED: 09/15/2021

DESCRIPTION:

This report lists hourly employee data for tracking hours worked in a defined 365 day period. The
report can be used to monitor employees approaching their hourly year limitation so they do not exceed
the Affordable Care Act (ACA) limits, per DHRM 1500 hour limit. The report is typically run for an ACA
year or beginning of current ACA year through the current period.

NAVIGATION PATH:
Menu > Time and Labor > Reports > Hourly Employee Tracking

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

As Of Date Ccsv

Department

Note: Parent agencies can run this report for multiple business units in one instance by selecting the
Run for multiple Business Units checkbox. When the checkbox is selected the Business Unit and
Department fields will be disabled and the Business Unit Selection section displays.

Screenshot of the Hourly Employee Tracking Report Run Control Page

£ Cardinal Homepage Hourly Employee Tracking ) Q

Mew Window Help Personalize Page

Hourly Employee Tracking

Run Control ID Hourly_Empl_Tracking Report Manager  Process Monitor Run

Business Unit [+ Run for multiple Business Units
*As Of Date a
Department Q,

Add || Update/Display

ADDITIONAL INFORMATION:
The Business Unit, As of Date and Department are required fields when running the report for a
single business unit.
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Screenshot of the Hourly Employee Tracking Report Run Control Page with the Run for multiple
Business Units checkbox selected

£ Cardinal Homepage Hourly Employee Tracking

New Window | Help | Personalize Page

Hourly Employee Tracking

Run Control 1D pgpoc Report Manager Process Monitor Run

Business Unit E£Run for multiple Business Units
*As Of Date

Department

Business Unit Selection
‘EEHQ‘ 1-10f1 v
Business Unit Agency Description
[ q] +] [-]

m| Notify | | Add || Update/Display

Screenshot of the Hourly Employee Tracking Report

Commonwealth of Virginia

-
CARDINAL HOURLY EMPLOYEE TRACKING Run Date: 09/05/2023
Report ID: RTA00S Run Time: 08:45 00
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Invalid Holiday Report (RTA720)
REVISED: 09/15/2021

DESCRIPTION:
This report provides an audit of invalid holidays for review and correction.

NAVIGATION PATH:
Menu > Time and Labor > Reports > Invalid Holiday Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Period Start Date PDF

Period End Date Ccsv

Business Unit

Location

Dept ID

Empl ID

Screenshot of the Invalid Holiday Report Run Control Page

< List Invalid Holiday Report
‘ Invalid Holiday Report \
Run Control ID  Invalid_Holiday Report Report Manager  Process Monitor Run
Run Control Parameters
*Period Start Date *Period End Date | ‘
Parameters (Leave Blank for All)
Business Unit Q
Location Q
Dept ID Q
Empl ID Q
[ Save ’ ‘ Return to Search ‘ ‘ Notify | ‘ Add ‘ Update/Display

ADDITIONAL INFORMATION:

The Period Start Date and Period End Date are required fields. Also, the Period Start Date and
Period End Date fields default to the current day, but may be updated. In order to review results, the
user must click on Report Manager after running the report and refreshing to success. Next click on
the V_TA720_RPT link.
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Screenshot of the Invalid Holiday Report

//j Cardinal

Invalid Holiday Report
Report ID:RTA720

Commonwealth of Virginia

Employee ID  Empl Holiday Holiday LNP/DLR Adjacent Invalid LNP/DLR
Red Date LNP/DLR TRC

o

o
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OSHA Report (RTA508)

REVISED: 09/15/2021

DESCRIPTION:

This Occupational Safety and Health Administration (OSHA) report summarizes productive hours by

Time Reporting Code by various criteria and organization level.

NAVIGATION PATH:
Menu > Time and Labor > Reports > OSHA Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Excel

Reporting Month

Year

Screenshot of the OSHA Report Run Control Page

| OSHA Report |
OSHA Report

Run Control ID  qgya Report Report Manager Process Monitor Run ‘

Report Run Parameters

*Business Unit: Q |
*Reporting Month: | | *Year:
[ Save H Notify ‘ [ Add H Update/Dis play

ADDITIONAL INFORMATION:
The Business Unit, Reporting Month and Year are required fields.
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Screenshot of the OSHA Report

Number & Number of Wage Employees

RGF RGH RGS SCH uos Total

0TS

ocp ocs. ocT OSH oss

OCcH

lcoe CoH CON COR ECS ECT ERG ESS.

DEPTID.

480

1003

640

640

160
160
400

160
160
200

1005

80
960
560

80
960
560
240

1360

12

240
1360

17

0

400

200

640

0

5003

640

640

640

5005,

320

430

220

430

320
400

220
200

80

80

2000

0

2000

0

480

480

320
240
240
160

320
240
240
160

80
720
13840

20
720
13840

40900

Total

173

0

0

25-0CT-2019 — 24-NOV-2019 for PayGroups: SM1

Date Ranges for Selection art
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Payable Status Report (TL001)
REVISED: 09/01/2023

DESCRIPTION:

This report generates a list of Payable Time for a date range to review the payable statuses. The report
can be used to review Payable Time that will be paid in the current period, including time adjusted in a
prior period that will be paid in the current pay period.

NAVIGATION PATH:
Menu > Time and Labor > Reports > Payable Status

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Description PDF
From Date

Through Date
Select Payable Status
Select Employees to Process

< Cardinal Homepage Payable Status @ O\ : @
New Window Help | Personalize Page
Payable Status
Run Control ID Payable_Status Report Manager Process Monitor

Run Control Parameters

*Description |

*From Date | |

*Through Date | |

Select Payable Status

[ Estimated [ Sent to Payroll [ Distributed
[ Needs Approval [ Taken by Payroll [ Diluted

[ Pushed Back [ Rejected by Payroll

[ Approved [ Check Reversed O Closed

[ Denied [ No Pay Clgnore

Employees To Process

|E;| |H| 110f1 v I View Al
Empl ID Name R eirgﬁzll Group ID *Include or Exclude
| Q | 0Q | | Q | ‘ Include V| ‘T‘ ‘T‘
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Payable Time to GL Reconciliation Report (RTA739)

REVISED: 03/14/2022

DESCRIPTION:

This report is used for reconciliation of Payable Time Data with General Ledger. This report extracts
payable time (reported time and absences) associated with a specified Pay Run ID or a range of pay
period end dates and either Company/Paygroup or by individual employee to help agencies reconcile
Time and Labor data with GL data. Both Interfacing agencies and agencies that enter their time online

into Cardinal may use this Bl Publisher report

NAVIGATION PATH:
Menu > Time and Labor > Reports > Payable

INPUT / SEARCH CRITERIA:
Pay Run ID

Company

Pay Group

for reconciliation purposes.

Time to GL Recon Rpt

OUTPUT FORMAT:
Excel

Screenshot of the Payable Time to GL Reconciliation Report Run Control Page

£ Payable Status Report

I Payable Time to GL Recon Rpt l

Payable Time to GL Recon Rpt

New Window

a Q i @

Help | Personalize Page

Run Control D payphle GL Recon Rpt

Select Pay Run ID, Pay Period End Date, Or
From/To Date

Report Manager

Employees to Process

Process Monitor

Pay Run ID: | Q Company: | Q
OR
From Pay End Date: | Q Pay Group: | Q
OR
To Pay End Date: | Q Empl ID: | Q
Time Repeorting Code (Optional)
‘ =] | | Q | v | View Al
Time Reporting Code
il a 1+ (=)
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ADDITIONAL INFORMATION:

# Cardinal

The Pay Run ID, Company and Pay Group are required fields.

Screenshot of the Payable Time to GL Reconciliation Report (page 1)

[EMPLID | - [EMPL_RCD| - |POSITION_NBR | - | DUR
0 VEC03552 9/29/2021
0 VEC03552 9/29/2021
0 veco34s2 9/30/2021
0 VEC03482 10/1/2021
0 VEC03482 10/1/2021
0 VEC03482 10/1/2021
0 VEC03482 10/1/2021
0 VECO3482 10/1/2021
0 VEC03482 10/1/2021
0 VEC03482 10/4/2021
0 VEC03482 10/4/2021
0 VEC03482 10/4/2021

3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ
3E+14 18200CCRQ

~ |[SEQ_NBR ~ TASKGROUP - |ERNCD - TRC - LBR_DIST_AMT -~ TL_QUANTITY - PAYABLE_STATUS | - FROZEN_DATE - |PUBLISH_SW -~ nﬂl?‘l’U.nL<(’J

RGS RGSA 146.97 7 rD 10/9/2021 | .
RGS RGSA 21 1pPD 10/9/2021 |

RGS RGSA 27.69 1PD 10/9/2021 1 ;
RGS RGSA 55.38 2pD 10/9/2021 | '\\
RGS RGSA 27.69 1PD 10/9/2021 | Y
RGS RGSA 27.69 1pD 10/9/2021 |

RGS RGSA 55.38 2P0 10/9/2021 | %
RGS RGSA 27.69 1PD 10/9/2021 | b
RGS RGSA 27.69 1PD 10/9/2021 | ;
RGS RGSA 55.38 2D 10/9/2021 |

RGS RGSA 27.69 1PD 10/9/2021 |

RGS RGSA 55.38 2P0 10/9/2021 | H

Screenshot of the Payable Time to GL Reconciliation Report (page 2) scrolled right

F_SW ~ /ACTUAL_PUB_DATE - SOURCE_IND - ORIG_SEQ_NBR - BUSINESS_UNIT - /ACCT_CD - ACCOUNT - FUND_CODE - CHARTFIELD2 - DEPTID_CF| - CHARTFIELD1 - PRODUCT - CLASS_FLD - OPERATING_UNIT - CHA.}

1/1/1900 § 4.40252E+14 18200 ’000556441 5011230 07010 "a70002 "028550 "07601000 230000

{ 1/1/1900 § 4,40252E+14 18200 ‘000552827 ‘5011230 07010 "470002 "a28550 "07601000 "a30000 \\

7 1/1/1900 $ 4,40252E+14 18200 "000s57001 5011230 07010 "470001 "936281 "530007 &
1/1/1900 § 4.40252E+14 18200 ‘ooossss22 s011230 07010 "470001 "o36281 "s00000 <
1/1/1900 § 4.40252E+14 18200 ‘oooss7o08 so11230 ‘07010 "a70002 "936281 210000 \}
1/1/1900 § 4.40252E+14 18200 ‘ooosseess 's011230 07010 470001 "a36281 "530010 (
1/1/1900 § 4.40252E+14 18200 000557001 5011230 07010 "470001 "936281 "530007 3
1/1/1900 5 4.40252E+14 18200 000557047 5011230 07010 "470002 936281 '08309000 210000 Id
1/1/1900 § 4.40252E+14 18200 000557074 5011230 07010 "a70002 "936281 "210000 \F
1/1/1900 § 4.40252E+14 18200 000556822 5011230 07010 "a70001 "936281 "500000 Y
1/1/1900 § 4.40252E+14 18200 000556989 5011230 07010 470001 "536281 "530010 P

by 1/1/1900 § 4.40252E+14 18200 ‘000557001 5011230 ‘07010 7470001 "936281 530007 3

Screenshot of the Payable Time to GL Reconciliation Report (page 3) scrolled right

UNIT -~ CHARTFIELD3 - BUDGET_REF - BUSINESS_UNIT_PC - PROJECT_ID - ACTIVITY_ID - RESOURCE_TYPE - RESOURCE_CATEGORY - RESOURCE_SUB_CAT ~ PROGRAM_CODE ~ TASK - USER_FIELD_S hal 111

"18200

"18200
"18200

’1820{]
r.
18200

18200

VEC9210000  STATE

VECB205000  STATE
VEC9210000  STATE

VEC9234000 STATE
VEC8205000  STATE

VECO210000 _ STATE

A e W VY

Screenshot of the Payable Time to GL Reconciliation Report (page 4) scrolled right

g - |TL_RULE_ID - |RT_SOURCE - TL_PYBL_REASON_CD - INITIAL_SEQ_MBR - |USER_FIELD_4 - |OVERRIDE_RATE| - COMPANY - |PAYGROUP - PAY_END_DT - |OFF_CYCLE| - |SEPCHK - [RUN_ID |-
4.40252E+14 0 VEC SM1 10/9/2021 N 0 SM1100921
4.40252E+14 0 VEC SM1 10/9/2021 N 0 5M1100921
4.40252E+14 0 VEC SM1 10/9/2021 N 0 5M1100921

2 4.40252E+14 0 VEC SM1 10/9/2021 N 0 sM1100921
4.40252E+14 0 VEC SM1 10/9/2021 N 0 5M1100921
4.40252E+14 0 VEC SM1 10/9/2021 N 0 sM1100921
4.40252E+14 Q VEC S5M1 10/9/2021 N 0 5M1100921
4.40252E+14 0 VEC SM1 10/9/2021 N 0 5M1100921
4.40252E+14 0 VEC 5M1 10/9/2021 N 0 5M1100921

{ 4.40252E+14 0 VEC SM1 10/9/2021 N 0 5M1100921
4.40252E+14 0 VEC SM1 10/9/2021 N 0 SM1100921

g 4.40252E+14 0 VEC SM1 10/9/2021 N 0 5M1100921
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Potential Vacation Leave Forfeiture Report (RTA012)
REVISED: 09/15/2021

DESCRIPTION:

This report provides projected vacation leave information within a predefined time frame, including
projected accruals and potential loss. The report can be requested for individual employees, designated
organization unit, or designated group of organization units such as District-wide or Residency-wide.
The report can be used by employees, supervisors, and timekeepers to help determine if individual
employees might forfeit hours at leave year-end if the projected balances are in excess of the carryover
maximum.

NAVIGATION PATH:
Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > Potential
Leave Forfeiture Rpt

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

Department Csv

Node Only [checkbox]

Employee ID

Pay Period End Date

ADDITIONAL INFORMATION:
The Business Unit and Pay Period End Date are required fields.

The report must be run for a future pay period end date to project the vacation balance. Typically, this
is the leave year end date and should not be a date beyond the current leave year end date.

Screenshot of the Potential Vacation Leave Forfeiture Report Run Control Page

Potential Leave Forfeiture Rpt

| Potential Leave Forfeiture |

Potential Leave Forfeiture Rpt

Run Control ID Potential Leave Forfeiture Rpt Report Manager ~ Process Monitor | __Run

Report Request Paramters

*Business Unit \ Q
Department I - O Node only
Employee ID [
*Pay Period End Date el
[F] save | =] Notify | |Ek Add || 7] Update/Display |
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Screenshot of the Potential Vacation Leave Forfeiture Report

el
oL
Report ID: RTAO12

Commonwealth of Virginia

POTENTIAL VACATION LEAVE FORFEITURE REPORT

Run Date: 05/12/2021
Run Time: 11:41 00

Business Unit:
Department ID:
Employee ID:

Pay Feriod End Date:
Node only:

10000
10000
10000
10000
10000
10000
10000
10000
10000
10000
91100
92100
92100
92100
52100
92100
92100
92100
892100
92100
92100
92100
92100
92100
92100
93100
93100
93100
93100
93100
95100
95100
95100

Department Emplovee Name

15100 : Department of Accounts

10000 : DOA - All Non-GA Departments
05/31/2020

N

Emploves ID Empl Record Position Nbr

DOAPY003
DOAPY003
DOAPY003
DOAPY003
DOAPY003
DOAPY003
DOAPY003
DOAPY003
DOAPY003
DOAPY003
DOAO0DOL
DOAO0D32
DOAOOOT0
DOAOQDTO
DOAOO118
DOAOQDL2
DOAO0D32
DOAOQOT0
DOAO0136
DOAOO258
DOAOO303
DOAOOO32
DOA00291
DOATAOO2
DOAOO233
DSPTA202
DOAOO244
DOAO0343
DOAOLLT

DOAQL3T

DOAOO332
DOAOC126
DOA00322

NOOH-OCOOCODOOCCCOOO00C00O000O00000CR00

Current Balance Future Accruals

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
123.00

Page No. 1 of5

Hrs in cess
Future Accrual Maximum of Maximum
Balan Carrv Forward Carry Forward
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 Q.00 0.00 0.00
0.00 Q.00 0.00 0.00
0.00 Q.00 0.00 0.00
0.00 Q.00 0.00 0.00
0.00 Q.00 0.00 0.00
0.00 Q.00 0.00 0.00
0.00 Q.00 0.00 0.00
0.00 0.00 441.00 0.00
0.00 0.00 196.00 0.00
0.00 0.00 196.00 0.00
0.00 Q.00 0.00 0.00
32.00 155.00 392,00 0.00
36.00 44€.00 441.00 5.00
32.00 275.20 332,00 0.00
20.00 136.70 245.00 0.00
36.00 513.00 441,00 72.00
36.00 513.00 441.00 72.00
28.00 156.50 343.00 0.00
16.00 44.00 196.00 0.00
21.60 90.70 284.00 0.00
16.00 36.00 0.00 36.00
24.00 140.60 2984.00 0.00
0.00 0.00 0.00 0.00
28.00 324.20 343.00 0.00
32.00 397.20 392.00 5.20
0.00 a.00 0.00 .00
0.00 Q.00 0.00 0.00
0.00 Q.00 0.00 0.00
36.00 463.50 441.00 22.50
28.00 348.00 343.00 5.00
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Scheduled Hours Report (TL004)
REVISED: 09/15/2021

DESCRIPTION:
This delivered report provides information about a time reporter’s scheduled time, including details such
as duration of work hours for employees.

NAVIGATION PATH:
Menu > Time and Labor > Reports > Scheduled Hours

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Start Date Ccsv
End Date

Empl ID

Employee Reocrd

Group ID

Include or Exclude

Screenshot of the Scheduled Hours Report Run Control Page

Scheduled Hours

Scheduled Hours

Run Control ID  Scheduled_Hours Report Manager  Process Monitor ‘ Run ‘

Language  English V|
Run Control Parameters

*Start Date ‘
*End Date =)

Employees To Process

H Q 1-10f1 v | View All
Empl ID Name Empl Record Group ID *Include or Exclude

Q ‘ 0Q Q Include v| + | - |

‘ Notify | ‘ Add H Update/Display |

ADDITIONAL INFORMATION:
The Start Date and End Date are required fields.

Note: The Employee Schedule Review Query (RTA717) is another report with employee schedule
information.
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Screenshot of the Scheduled Hours Report

Report ID: TLOOZ Scheduled Hours Report Page Mo. 1
Run Date 02/06/2020
Sekedulea Frem 12/01/2019 ehreugh 12/31/2019 Run Time 16:24:03
/ 0 DOE, JOHN Transport Operaticns Mgr IIT
Elapsed Schedule -- Punch Schedule -- —mcmcmcmmmememmmmeman Flex Schedule ---------ocmmmmmmmmemmmomeem
Date Work Hours Punch Type Time Echedule In Schedule CQut Core Start Cors End ¥Work Hours
12/01/2019 OFFDAY
12/02/2019 8.000000
12/03/2018 8.000000
12/04/2019 a.000000
12/05/2019 8.000000
1zf06/2019 &.000000
12/07/2019 OFFDAY
12/08/2019 OFFDAY
1z2f09/2019 8.000000
1z/10/2019 8.000000
1z2f11/2019 8.000000
1z/12/2019 8.000000
1zf13/2019 8.000000
12/14/2019 OFFDAY
12/15/2019 OFFDAY
12/16/2019 8.000000
12/17/2019 8.000000
12/18/2019 8.000000
12/18/2019 8.000000
12/20/2018 8. 000000
12/21/2019 OFFDRY
12/22/2019 OFFDAY
12[23/2019 8.000000
12/24/2019 8.000000
12/258/2019 8.000000
12f26/2019 8.000000
1z/27/2019 8.000000
12f28/2019 OFFDAY
1z2fz29/2019 QOFFDAY

]2,’30;’.20)9\ o~ e y"ﬂ.gesp—-—.—-\ A VM Mwﬁwﬂ“ﬁﬂ_ﬁ‘-
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Summary of Productive Hours Report (RTA030)
REVISED: 09/15/2021

DESCRIPTION:
This report provides a summary of productive hours by Time Reporting Code (TRC) and Department.
The report can be used to analyze the use of TRCs by Department and/or Employees.

NAVIGATION PATH:
Menu > Time and Labor > Reports > Summary of Prod. Hours Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit CSV
Department

Node Only [checkbox]

Empl ID

Employee Detail [checkbox]

From Date

Thru Date

Employee Type

Screenshot of the Summary of Productive Hours Report Run Control Page

Summary of Prod. Hours Report

‘ Summary of Productive Hours ‘

Run Control ID  Summary_of Productive Hours Report Manager  Process Monitor

“Business Unit Q |

Department 7Q| O Node Only

Empl ID —Q| O Employee Detail

*From Date ‘ Note: These dates are for selecting pay end dates within this date range
*Thru Date ‘

*Employee Type A ‘

[ Save

‘ Notify ‘ ‘ Add H Update/Display

ADDITIONAL INFORMATION:
The Business Unit, From Date, Thru Date and Employee Type are required fields.
The Employee Types are Excep Hrly, Hourly, Not Appl., and Salaried.
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Screenshot of the Summary of Productive Hours Report

Commonvfealth of Virginia
SUMMARY Run Date: 05/19/2021
Report ID: Run Time: 05:28 00

Page No. 1 of 3

Business U 50100 VA Dept of Transportation
Departmel 10000 All Central Office Orgs
Node Only N

Employee ID:

From Date 11/1/2019
Thru Date: 12/31/2019
Employee S
Employee N

10000 - All Central Office Orgs

10074 - Tolling Division

10154 - Powhite Parkway Extension
10155 - Coleman Bridge

10198 - I-64ExpressLanes Toll Facility
10076 - Federal Programs Mgmt Division
10001 - Commissioner's Office

10020 - Assurance and Compliance Offic
10004 - Structure & Bridges

10006 - Ofc Intermodal Plang & Invest
10007 - Communications

87.5

10009 - Business Trans & Spec Projects
10010 - BusPerfor &StrategicPlanOffice

oo oo oooo oo eoo

cococoocecococscooccoe
poococococoooo oo
dooeolecoesoesoe

tocccmcoccccc

0
—— ™

AW Edronmantal i | a e e P s

,
{
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Time Entry Upload Error Report (RTA757)

REVISED: 09/15/2021

DESCRIPTION:

This report displays errors encountered during the Time Entry Data Upload file processing for users to

review and correct.

NAVIGATION PATH:
Menu > Time and Labor > Reports > Time Entry Upload Error Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date Excel
To Date

Output to File Server (checkbox)

Business Unit

Employee Type (Salary or Hourly)

Reports to Position Number OR Empl ID OR
Department OR Project OR Cost Center
Department CF

Pay Period End Date OR

Show All Statuses OR Action Required Only
Time Reporting Code

Screenshot of the Time Entry Upload Error Report Run Control Page

< List Time Entry Upload Error Report
’ Time Entry Upload Error Report }
Run Control ID  Time_Entry_Upload_Error_Report Report Manager Process Monitor T Run |
Date Range File Parameters
*From Date | *To | Qutput to File Server
- Date
Business Unit Selection
Tree Name BU_TA756_INTIN “How Specified Selecied Detailed Values ~
Tree Node Selector Select Values/Nodes
5 Q 1-10f1 v
Business Unit Description
___ 8] +| =]
Notify | I Add ‘ I Update/Display
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ADDITIONAL INFORMATION:
The Output to File Server checkbox to only be used by a Batch user. The From Date and To Date

are required fields. In order to review results, the user must click on Report Manager after running the
report and refreshing to success. Next click on the VTAROQ757 link.

Screenshot of the Time Entry Upload Error Report

Commonwealth of Virginia
TIME ENTRY UPLOAD ERROR REPORT

el
LA AL
Report ID: RTA757

Run Date: 05/19/2021
Run Time: 05:41 00

BUSINESS UNIT: 70700 - Central VA Training Center

Page No. 1 of 1
FROM DATE 1 22-AUG-2020 FILE NAME: 70 f:ﬂ_TQFﬁE_:}]_US21202:_lELE_DOL,EAT
TO DATE 1 22-AUG-2020
EMPLID EMP NAME BUS POSITION POSITION TITLE CREATE DATE TRC TL LINE ERROR MESSAGE
RCD UNIT NUMBER DATE QUANTITY ID
70700 CVTTAO0E Gen Admin Manager I 08/21/2020 07/03/2019 REG 8 1 Prior Period exceeds allowed date
2019-08-10
********** END OF ERRORS FOR 70700 _TA756_IN 08212020 1613 _001.DAT =##sssssss

NOTE: SUMMARY TOTALS ARE ONLY DISPLAYED WHEN THE REPORT IS RUN FOR A SUBMITTING BUSINESS UNIT
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Timesheet Report (RTA026)
REVISED: 10/20/2021

DESCRIPTION:

This report contains details of reported time including a summary of the number of hours by ChartField
distribution by day and shows productive and non-productive hours pending approval on the
timesheets.

NAVIGATION PATH:
Menu > Time and Labor > Reports > Timesheet Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Excel
Employee Type (Salary or Hourly)

Reports to Position Number OR Empl ID OR

Department OR Project OR Cost Center

Department CF

Pay Period End Date OR

From Date

Thru Date

Show All Statuses OR Action Required Only

Time Reporting Code

Screenshot of the Timesheet Report Run Control Page
Note: Parent agencies can run this report for multiple business units in one instance by selecting the
Run for multiple Business Units checkbox. When the checkbox is selected the Business Unit field and

the Employee Selection Section will be disabled and the Business Unit Selection section displays.

Note: By default the Timesheet Report will run without Comments but the checkbox can be selected to
include them. The report will take longer to run when comments are included.

< Payable Time to GL Recon Rpt Timesheet Report

Run Control D Timesheet Rot ReportManager  Process Monitor [ am ]

Business Unit Run for muitiple Business Units

Employee Type Employees to process

® Salaried * Hourly

Reports To Position [ a
oR

Select Pay Period End or From/To Date Empl D ‘ Q ‘

OR

Pay Period End Date | Q
OR Department

o

From Date [ a - Node Only
a]

Thru Date

)

Project
OR

o

Additional Optional Parameters Cost Center

Action Required Only Department CF ‘ Q

Include Comments?

Time Reporting Code (Optional)
| 5 ‘ ‘ Q ‘ View All

7
g
3
2

Time Reporting Code

(Y +]
m‘ Retumto Searcn | [ Previousinbist | [ NextinList HE| ‘;ﬂl UpdateiDispia
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ADDITIONAL INFORMATION:

The Business Unit field is a required field. Select one option from the Employees to Process section
and one option from the Select Pay Period End Date or From/To Date section, as required.

AJ and DL are displayed as Reported Time statuses on the Timesheet Report in the following cases:

° AJ (Adjusted): System generated offsets due to timesheet adjustments (where quantity is less

than 0)

o DL (Deleted): Time that was deleted from reported time

Screenshot of the Timesheet Report

Commonwealth of Virginia

Run Date: 08/25 TIMESHEET REPORT

Report ID: RTAQ: Run Time: 05:0700

Page No. 1 of 3
Business Unit: 21300 : Norfolk State University
Pay Period From Date: 03-JUL-2023

Pay Period To Date: 09-JUL-2023

Reports to Position: NSUF0100 ; DOSWELL,FELICIA R
salaried

Al statuses

Include Camments

[TRC -

Business Unit  Pay Period End Date Daily Date Retro Flag Department Dept Description  Reports To Pasition #
21300

9-Jul-23 26-Jun-23 4005 Cmptr Science M.5. NSUF0100
21300 9-Jul-23 26-Jun-23 4005 Cmptr Science M.S. NSUF0100
21300 9-Jul-23 26-Jun-23 4005 Cmptr Science M.S. NSUF0100
21300 9-Jul-23 27-Jun-23 4005 Cmptr Science M.S. NSUF0100
21300 9Jul-23  5-Jul-23 4021 Cormputer Science  NSUF0100
21300 9-Jul-z3  5-ul-23 4021 Computer Science  NSUF0100
21300 9Jul-23  5-Jul-23R 4021 Computer Science  NSUF0100
21300 9-Jul-23  6-ul-23 4021 Computer Science  NSUF0100
21300 9Jul-23  6-Jul-23 4021 Computer Science  NSUF0100
21300 9Jul-23  6-Jul-23R 4021 Computer Science  NSUF0100
21300 9-Jul-z3  7-ul-23 4021 Computer Science  NSUF0100
Pay Begin Date Pay End Date EMPLTYPE Paygroup
25-Jun-23 9-Jul-23 5 s12
25-Jun-23 9-Jul-23 5 sM1L

Notes:

(spansinto future periods) or s triggered for reprocessing but has not yet been reprocessed.

Calculated hours will be reflected once the request is processed.

Reports To Emplid Reports to Name

00355398100
00355998100
00355998100
00355398100
00355998100
00355998100
00355998100
00355998100
00355998100
00355998100
00355398100

1)if the Daily Date is displayed as a date range, it indicates that the absence is not processed or is only partially processed

2)Absence requests that ¢ross pay periods may result in overlapping transactions appearing as both processed and unprocessed in the report.
3)Hours for absence requests created/modified by Admin may not reflect the appropriate duration for unprocessed absences.

Emplid

0 NSU00441
0 NSU00441
0 NSU0D441
0 NSU00441
0 NSU0D423

0 NSU00423
0 NSU00423
0 NSU0D423
0 NSU0D423

Empl Red Employee Position Number Employee Name

Workgroup
SNRPO7IEL
SNRPOTIEL
SNRPO71EL
SNRPOTIEL
SNRPO7IEL

SNRPO71EL
SNRPO7IEL
SNRPO71EL
SNRPO71EL

Schedule Work Schedule

9
E

STATE
STATE
STATE
STATE

STATE

40.00-288838Z-0
40.00-2828887-0
40.00-2828882-0
40.00-2888882-0
40.00-2828882-0
40.00-288888Z-0
40.00-2828887-0
40.00-288888Z-0
40.00-2828887-0
40.00-2828882-0
40.00-2888882-0

Rotation | Shift ID
SASU
SASU
SASU
SASU
SASU
SASU
SASU
SASU
SASU
SASU
SASU

Paygro
SML

Screenshot of the Timesheet Report (scrolled right)

online

v
Online

Online

v
Online
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Timesheet Schedule Exception and Overtime Review Report (RTA024)
REVISED: 09/15/2021

DESCRIPTION:
This report lists overtime entered in the pay period and compares the employee’s Work Schedule to the
time entered on the timesheet to identify variances.

NAVIGATION PATH:
Menu > Time and Labor > Reports > Timesheet Exception Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave Blank for All) PDF
Pay Period End Date OR

From Date

Thru Date

Reports to Position Number

Empl ID

Department

Node Only (checkbox)

Show All Employees Variance Only (checkbox)
Employee Type (Salaried or Hourly)

Show Submitted Time Approved only (checkbox)

Screenshot of the Timesheet Schedule Exception and Overtime Review Report Run Control
Page

< Timesheet Report Timesheet Schedule Exception and Overtime Review
[ Timesheet Exception Report |
Timesheet Schedule Exception and Overtime Review
Run Control ID  Timesheet_Exception_Report Report Manager Process Monitor RGN
Repert Request Parameters
*Business Unit Q
Date Parameters
From Date
Pay Period End Date
~OR- Thru Date
NOTE: These dates are to select Pay End Dates within
this date range.
Report Parameters
P Show All Employees
Employee Type
Reports To Position Number Q O Variance Only
® Salaried
Empl ID Q
P! O Hourly
Department Q| O Node Only Show Submitted Time
O Approved Only
| notiry | | ada || updatemispiay
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ADDITIONAL INFORMATION:
The Business Unit field is a required field and the user must select one option from the Report
Parameters section and one option from the Date Parameters section, as applicable.

Screenshot of the Timesheet Schedule Exception and Overtime Review Report
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