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é) ESS Direct Deposit: Back in Action!
V4

Employees will be able to enter and update Direct Deposit information using Employee Self-
Service (ESS) starting November 25, 2025.

« Payroll Administrators will continue to be able to enter and update Direct Deposits as they do today

 HR Administrators now have access to view employee Direct Deposits to validate existing Direct
Deposit setup for hires, rehires, and transfers.

* Prenote waiting period is being changed from 3 days to 5 days to provide time for the bank to notify
State Payroll Operations (SPO) of invalid accounts.




Demo

ESS Direct Deposit




4y Access Employee Self-Service Direct Deposit

Search in Menu

Users can self-manage their Direct
Deposit via Employee Self-Service.

0
/)

Message(s) published today

1. Click the Payroll Tile S
Start from the Cardinal HCM Homepage.

Last Pay Date 07/25/2025

Benefit Details Total Rewards Job Summary

No Statement Available

2. Select Direct Deposit
Find Direct Deposit in the menu on the Payrol
Paer” page &5 Paychecks Direct Deposit

Disclaimer: | authorize my employer to deposit my net pay and/or travel reimbursements and/or a fixed amount(s) each payday directly to my account(s) as indicated. | am responsible for
Paycheck Reversals ensuring the accuracy of the account information provided and | agree to notify my employer immediately of any changes to the information so that my pay may be properly distributed. |
understand that if | am employed in more than one job with the Commonwealth, that all payments received will be deposited to the same account. I understand that in the event my employer
notifies my financial institution that | am not entitled to the funds deposited to my account, my bank is authorized to debit my account for the amount of the adjustment. | understand that in the
event my financial institution is not able to deposit any electronic transfer into my account due to any action | take; that I am responsible for any resulting bank fees incurred, and that my
employer cannot issue the payroll funds to me until the funds are retumned to my employer by my financial institution.

[ wW-2/W-26 v

= o .
1 Direct Deposit As required by the Federal Office of Foreign Asset Control in support of U.S.C. Title 50, War and National Defense, | attest that the full amount of my direct deposit is not being forwarded to a

bank in another country and that if at any point | establish a standing order for my receiving bank to forward the full direct deposit to a bank in another country, | will inform my employing
agency immediately.

3. View or Manage Accounts P ot s s s 3y o s 55 St
Current accounts are listed under the i
Accounts section of the page.
 Employees can add and manage their
account(s) in this section. T

‘ Order Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent ‘

‘ Last Checking999 Direct Deposit 051501299 — Checking Remaining Balance > ‘




Adding a New Direct Deposit Account

Payroll

ER Paychecks Direct Deposit

Disclaimer: | authorize my employer to deposit my net pay and/or travel reimbursements and/or a fixed amount(s) each payday directly to my account(s) as indicated. | am
Paycheck Reversals responsible for ensuring the accuracy of the account information provided and | agree to notify my employer immediately of any changes to the information so that my pay may be
properly distributed. | understand that if | am employed in more than one job with the Commonwealth, that all payments received will be deposited to the same account. | understand
s . that in the event my employer notifies my financial institution that I am not entitled to the funds deposited to my account, my bank is authorized to debit my account for the amount of
e the adjustment. | understand that in the event my financial institution is not able to deposit any electronic transfer into my account due to any action | take; that | am responsible for
any resulting bank fees incurred, and that my employer cannot issue the payroll funds to me until the funds are returned to my employer by my financial institution.

5 o .
sbirectDeposit As required by the Federal Office of Foreign Asset Control in support of U.S.C. Title 50, War and National Defense, | attest that the full amount of my direct deposit is not being
forwarded to a bank in another country and that if at any point | establish a standing order for my receiving bank to forward the full direct deposit to a bank in another country, | will

L] L] inform my employing agency immediately.
» a ew o r I I o n a c c o u n Please note that, due to timing differences, new or changed direct deposits may result in one paper check after the change has been submitted. Please do not close

your account(s) without giving your payroll office two weeks prior notice.
Accounts

Click the Add Account button (initial setup) or the +

button on the Direct Deposit page.

Accounts
The Add Account box will open automatically. o |
Lt Checkng®9s  DiectDepost 051507259 - Checking Remaiing Balance >‘
Add Account Save
kname
*Payment Method | Direct Deposit v
Bank
Routing Number[ ] (i
Bank Name

Account Number

Retype Account Number

Pay Distribution

*Account Type [ VI
“Deposit Type [ Remaining Balance Vl
Amount or Percent [ l




Input Bank Information

2. Name the Account

Enter a Nickname for this account (e.g., “Savings”,
“Joint Checking”). This helps you quickly identify it
later.

3. Enter the 9-Digit bank Routing Number

The system validates the routing number against
existing banks.

 If the number is not recognized, the agency
Payroll Administrator must work with SPO to
have the financial institution added to the
system.

4. Enter Account Number

Input the full Account Number. Retype the Account
Number in the second field.

« Both entries must match exactly for the system
to validate and save the account.

y Adding a New Direct Deposit Account

Cancel

Add Account

*Nickname

*Payment Method | Direct Deposit

Bank

Save

Click the Information

Routing Number l

Bank Name

Account Number l

\ Numbers.

Retype Account Number l

Pay Distribution

icon (D) to view a Check

]l o] Example that highlights
the location of the

Routing and Account

*Account Type
*Deposit Type | Remaining
Amount or Percent

Check Example

The Routing Number and Account Number can be obtained from your check

In the check there are three groups of numbers. The first group contains the
nine digit routing number, the second provides the account number, and the

third is the check number.

5950

#999999999 1999 999 999, 9999

1 2

1 - Routing Number
2 - Account Number




Set Pay Distribution

5. Choose the Account Type
Select Checking or Savings.

« COVA Pay Card can only be entered by a Payroll
Administrator.

6. Choose the Deposit Type
Select Remaining Balance for the initial account.

 Additional accounts can be set to Amount or
Percentage.

7. Set Deposit Amount/Percent
Indicate how much pay to deposit to this account.
« Remaining Balance Account: Leave this field blank.

» Deposit Type Amount: Enter a specific dollar value
(e.g., $100.00).

» Deposit Type Percentage: Enter a specific percentage
(e.g., 50%).

/) Adding a New Direct Deposit Account

Add Account

*Nickname |

*Payment Method | Direct Deposit

Bank

Routing Number |

Bank Name

Account Number |

Retype Account Number |

Pay Distribution

*Accoun t Type |

*Deposit Type | Remaining Balance

Amount or Percent |




/

e

» Adding Additional Direct Deposit Accounts

Use the (+) button under the Accounts section to add a new account and repeat the entry
process.

Payroll

‘ Q, Search in Menu

T e i

EQ Paychecks
Paycheck Reversals

[ W-2W-2¢

I3 Direct Deposit

Direct Deposit

Disclaimer: | authorize my employer to deposit my net pay and/or travel reimbursements and/or a fixed amouni(s) each payday directly to my account(s) as indicated. | am responsible for
ensuring the accuracy of the account information provided and I agree to notify my employer immediately of any changes to the information so that my pay may be properly distributed. |
understand that if | am employed in more than one job with the Commonwealth, that all payments received will be deposited to the same account. | understand that in the event my employer
notifies my financial institution that I am not entitled to the funds deposited to my account, my bank is authorized to debit my account for the amount of the adjustment. | understand that in the
event my financial institution is not able to deposit any electronic transfer into my account due to any action | take; that | am responsible for any resulting bank fees incurred, and that my
employer cannot issue the payroll funds to me until the funds are retumed to my employer by my financial institution.

As required by the Federal Office of Foreign Asset Control in support of U.S.C. Title 50, War and National Defense, | attest that the full amount of my direct deposit is not being forwarded to a
bank in another country and that if at any point | establish a standing order for my receiving bank to forward the full direct deposit to a bank in another country, I will inform my employing
agency immediately.

Please note that, due to timing differences, new or changed direct deposits may result in one paper check after the change has been submitted. Please do not close your
account(s) without giving your payroll office two weeks prior notice.

Accounts

L] =] |

‘ Order Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent ‘
Last Checking999 Direct Deposit 051501299 | Checking Remaining Balance > ‘

Rules for Multiple Accounts

 Remaining Balance: Use the
Remaining Balance deposit
type for the final account that
should receive the remainder of
pay after all set amounts or
percentages have been
deposited into other accounts.

 Percentage Limit: When

distributing pay by percentage,
the total percentage across all
accounts cannot exceed 100%.

10



&) Updating an Existing Direct Deposit Account
d

. )
[o update, click the specific account row.
. ‘employer cannol issue the payroll funds to me until the funds are returned fo my employer by my financial Insttution.
I n th e E d It / \CCO u n t b OX y u S e rS Ca n u pd ate th e £ Direct Deposit As required by the Federal Office of Foreign Asset Control in support of U.S.C. Title 50, War and National Defense, | attest that the full amount of my direct deposit is not being forwarded to a

bank in another country and that if at any peint | establish a standing order for my receiving bank to forward the full direct deposit to a bank in another country, | will inform my employing

following:

Please note that, due to timing differences, new or changed direct deposits may result in one paper check after the change has been submitted. Please do hot close your
account(s) without giving your payroll office two weeks prior notice.

« Account Nickname Bls

Order Nickname Payment Method Routing Number Accoun t Number Account Type Amount/ Percent

e Routin g Number and Account Number [o cwsmom oot p— - —

« Amount or Percentage of pay to be deposited.

Edit Account ER

*Nickname | Savings |

Payment Method | Direct Depost - Use the Edit icon #* to change the account number.

Account Number Updates

Bank

Reminder: Changes to the routing or account number
require pre-noting.

Routing Number | 061000104 | Li]

Bank Name Sun Trust

Account Number ‘ s |

Retype Account Number Pay DiStI’ibution Updates

Pay Distribution

hccount Type [ Sars - Users can instantly update the Deposit Type (Amount,
wDepostType | Amom 8 Percentage, or Remaining Balance) and the specific
Amount [40000 | Amount or Percentage.

Changes take effect immediately and do not require
pre-noting.




fy Setting Direct Deposit Account Priority
d

Cardinal allows users with more than two accounts to specify which accounts receive funds
first, second, etc.

Accounts

Ealkd

.
TO C h a n g e th e d e p O S It O rd e r, u S e th e Order Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent
Reorder button, located under the list of s . >
ACCO u n tS 2 Checking Direct Deposit 051501299 - Checking $100.00 N
.
Last Joint Checking Direct Deposit 051501299 - Checking Remaining Balance >
Reorder

« Use the New Order column to Reorder Accounts
assign the deposit priority (e.g., 1 for

Accounts o

fi rSt’ 2 for Second) g‘r’g‘;er"t O';'::;' Nickname Account Number Amount/ Percent
- The Remaining Balance account is : B savings ) 520000
always automatically set as last and , ‘:25‘ onecking 0 eroo
cannot be reordered. — o -

Last Joint Checking - Remaining Balance




ﬁ/ Employee Guidance: Editing vs. Removing
d

Direct Deposits are effective dated. Understanding the difference between editing and
removing an account is key to preventing payment interruptions.

When to EDIT an Account

Employees who are changing to a new bank or updating their existing banking information (e.g.,
routing or account number changes) should Edit their existing account(s).

« This triggers the prenote process but allows the employee to make all necessary updates in the
same day, reducing the risk of interruptions to pay.

When to REMOVE an Account

Removing an account should only be done if the employee is permanently stopping deposits to that
specific account and will not be replacing it immediately.

« If an employee only has one account set up and removes it, their Direct Deposit is inactivated.
The employee will receive a paper check until a new Direct Deposit account is added and pre-
noted.

 If there is only one Direct Deposit account, once an account is removed, a new entry cannot be
added until the next day.



&) Removing a Direct Deposit Account
v

1. On the Direct Deposit page, click the
account to be removed. The Edit Account
box opens.

2. Click the Remove button to delete the
account.

If you are removing the only available account,
the following warning message will appear:

If you remove this account, you can't add a new account(s) until tomarrow.
Are you sure you want to remove this account?

{ves Il N-::J

This will inactivate the employee’s Direct Deposit
account effective today.

Edit Account

*Nickname |Savings

*Payment Method | Direct Deposit

Bank

Routing Number | 061000104

Bank Name 3Sun Trust
Account Number
Retype Account Number

Pay Distribution

*Account Type | Savings

*Deposit Type | Amount

Amount |4m}_nn

Remove

14




» Direct Deposit Confirmation Email
/7

Cardinal sends an email notification to the employee for all Direct Deposit changes.

An immediate confirmation email is sent to the employee’s email address on file in Cardinal each
time a Direct Deposit record is updated.

This applies to updates made by the employee (via Self-Service) or the Payroll Administrator and is
intended to help prevent or flag unauthorized changes.

ALERT: Your Payroll Direct Deposit information has been changed in Cardinal

This is an automated email fram Cardinal HCM. Your payroll direct deposit information was changed on 2025-11-12. This could be because: Pay rol I Ad m i n istrato r Actio n

You updated your direct deposit information using Cardinal Employee Self-Service (ES5).

* Your direct deposit was set up for voufo'r the first t'ilme. o Employees are directed to their agency
. You asked your agency to change your direct deposit details with a farm.

The bank told us your account is closed ar not working. An adjustment has been made, and your Payroll Office will contact you if this applies. pay rol I offi ce fo r u nexpected d i re ct
deposit changes, which may signal an

error or potential fraud.

If you were NOT expecting this change:

1. Contact your agency Payroll Office immediately. If you don't know who that is, ask HR to point you in the right direction.

2. If your agency Payroll Office cannot explain the changes, they should open a VCCC ticket (vccc@vita.virginia.gov) with the subject “Cardinal Direct Pay rOI I Ad m i n istrato rs ca n q u ic kly
Deposit Change Mot Authorized,” and include as much information as possible, including your contact information. -

verify the change and open a VCCC
ticket if it was not authorized.

If you were expecting this change, no action is needed.

Please do not reply to this automated email.

15



Questions?




Direct Deposit for

Administrators




/,’/ Direct Deposit: Administrator Permissions
V4

Roles with View/Read-Only Access
These roles can view an employee’s Direct Deposit setup:

* HR Administrator (V_HR_ADMINISTRATOR)
* (New Access!) HR Administrators now have view-only access to employee Direct Deposit

« Payroll Read-Only (V_PY_RO)

Roles with Edit/Entry Permissions
« Payroll Administrator (V_PY_ADMINISTRATOR)

* Only Payroll Administrators with the V_PY_ADMINISTRATOR security role are authorized to enter
or edit Direct Deposit information on behalf of an employee.



Demo

Admin View of Direct Deposit




&) Viewing Employee Direct Deposit
v

Navigation: Menu > Payroll for North America > Employee Pay Data USA > Request Direct Deposit

The Request Direct Deposit page displays the full details of the employee’s Direct Deposit information,
including all rows and entries.

Effective Date is the
date when updates
were made.

Notates who

made the update.

Request Direct Deposit

I

Deposit Information &

*Effective Date |{l0/27/2025
E Suppress DDP Advice Print

Distribution Information

*Your Bank Information &

Country Code [USA Q United States
Bank ID (051501289 Q

Bank Name 15T COMMUNITY BANK
Address

[international ACH Bank Accoun t

Distribution (3

Net Pay Percent

Account Number | 1234567590

This data was last updated by Employee Self Service User

Person ID

I

@ I 101 v/
[+

Prenotification Required

@ I I Viewal

[+

Add New Bank

*Deposit Type | Amount 4 |

Net Pay Amount | 300 00|

Prenote Date

Prenote Status Mot Submid
]

Data last updated on  10/27/2025

Direct Deposit status.
_~ Removed accounts will
be Inactive.

20



» Viewing Employee Direct Deposit — Prenoting
e

Prenotification requirement and status can be viewed on the Request Direct Deposit page.

* Prenoting is required by default for all new accounts or changes to banking information (e.g., account
numbers, routing numbers).

« Updates to existing accounts that change the deposit type or amount do not require prenoting.

Example: Prenoting required

Example: No prenoting required

Request Direct Deposit Request Direct Deposit
J— Person ID I — ] —
Deposit Information (%) IE\ I 1of1 v | View All Deposit Information & Q v | Viey
. . .
etscve st (FomTEE _— ][] If Prenotification is “Etectve Date (10272025 suts [pawe v [+][=]
@ suppress DDP Advice Print . d bl Suppress DDP Advice Print
— ; required, a biue - ,
Distribution Information IEl 1 10i3 W ' 1 View Al q Distribution Information Qi |l <1203 w || > ] 21 View All
[rata v [>][>1] heck K will (a1 [ [zaa v] [ ][>1]
checKkmark will appear.
Your Bank Information & Your Bank Information &
) =)
Country Code [USA Q United States Add Mew Bank . .
oo [smors If not, it will be greyed
not, it wi r
Bank Name 15T COMMUNITY BANK
Address Out
.
Clinternational ACH Bank Account I B Prenotification Required
Distribution (3 Distribution &
*hecount Type Deposit Type “Account Type | Checking v Depositype [Amount ]
Net Pay Percent \:I Net Pay Amount 300.00 The Prenote Status iS Net Pay Percent | Net Pay Amount \ 100.00
oty | 00 1 K L0 K 0 - 5 T Ema iR A mem—a= 0 cpror ty | 2| Prenote Date 041042022
riority Prenote Date S
. . .
p— Prenote Statu leted
indicated in the e ot st o
H
. . . .
Distribution section.
This data was last updated by Employee Self Service User Data lastupdated on  10/27/2025 This data was last updated by Employee Self Service User Data last updated on 1072772025

21




Prenoting




}/ Direct Deposit Prenote Process
e

The Prenote (Prenotification) process is an essential security step for validating new or
changed Direct Deposit bank accounts.

What it is: A verification process where the When it is triggered:

routing number and account number are sent to * New direct deposit accounts

the bank to confirm they correspond to a valid, « Changes to existing bank accounts (e.g.,
existing bank account. routing number, account number).

What it is not: It does not verify the account When it is NOT triggered:

owner; it only confirms the account is active at Changes to the amount or percentage deposited
the specified bank. into an existing account.

Employees with a new or modified direct deposit account may receive a paper check until the
bank successfully validates the account.

Invalid Accounts
« The bank notifies State Payroll Operations (SPO) if the account is invalid.

 SPO notifies the agency, Payroll Administrators must then work with the employee to
correct the account information.



}) What is the Prenote Timing?
y 4

Employee Enters

Account Activated
and is available for
use.

When next Payroll

New/Changed
Account

confirms, ACH file
sent to bank

Status: Not Submitted
Prenote: Blank

Status: Submitted
Prenote: Date Sent

Status: Complete

« Mandatory 5-Day Waiting Period: The bank requires a full 5-day window to process the prenote
and notify SPO of any invalid accounts.

« Employee Payment: The employee receives a paper check for any payment that falls within this 5-
day verification window.

« Timing: The 0-3 day window between employee entry and the payroll system sending the file
means an employee is most likely to receive a paper check if they submit their change close to the
pay confirmation date.

24



Direct Deposit Queries for

Payroll Administrators




P,

/) Direct Deposit Audit Query
7~ V_PY DIR DEP AUDIT

Navigation: Menu > Reporting Tools > Query > Query Viewer > V_PY_DIR_DEP_AUDIT
Provides a clear history of all changes made to Direct Deposit distributions for a specified date range.
* Includes all updates made by Payroll Administrators or the employee.

» Use this report to verify updates and distribution accuracy, or to troubleshoot potential errors or
discrepancies.

Last
Dir Dep ) Updated Last Last
Employee Pay - ... Amount Amount | Account Deposit | Prenote | Last Updated
Row | Employee ID Company Effective | Priority Bank ID h By Updated | Updated
Name Group Date $ " Type Type | Required By Business Date Action
Unit
, 1012712025
1 DMV SM1 | 10/27/2025 999 000  0.00 Checking 051501299 B Y 15400 | coshiony A
2 DMV SM1 | 101272025 2| 10000|  0.00 Checking| 051501299 | A % 15400 | 102772025 |,
5:58:24PM
3 DMV SM1 |10/2772025| 999 0.00  0.00 Checking | 051501299 |B Y 15400 | 102772025 |,
5:58:24PM
) 1012712025
4 DMV SM1 | 10/27/2025 1| 30000 0.00 Savings | 051501299 |A % 15400 | S2TSRY A
5 DMV SM1 | 10/27/2025| 999 000  0.00 Checking 051501299 B Y 15400 ;‘;’gg’ggﬁf A

26



/‘y Employees with No Net Balance Direct Deposit Query
V_PY EMPL NO NET DD

Navigation: Menu > Reporting Tools > Query > Query Viewer >V_PY_EMPL_NO_NET_DD
|dentifies employees who receive a paper check for all or part of their pay.

No Direct Deposit Defined
* No Direct Deposit information entered

« Employee receives paper check for full pay Gompany (ceavebenk for ) =S¥

Wiz All | Rerun Query | Download to Excel | Download to XML First 1-13 of 13 Last

Row | Company MName Employee ID EmpIuDJy:e Hire Date Employee LastCheck

Type Paygroup Date Reason
Mo Met Balance Defined (Dep

No Net Balance Defined (Dep Type = :
Amount/Percent) ?

 No Remaining Balance account; employee only o o o T
has account(s) setup with an amount or percent e T P g e

JOV Active 07725/2025 | Salary SM1 081572025 Type = Percen t)

JCV Active 07725/2025  Salary SM1 087152025 Mo Direct Deposit Defined

JCV Active 07725/2025  Salary SM1 087152025 Mo Direct Deposit Defined

. . . Jov Active 07/25/2025 | Houry BW1 Mo Direct Deposit Defined
d I Strl b u t I 0 n JCV Active 07725/2025 | Hourly BWA1 Mo Direct Deposit Defined
. JCV Active 10/25/2024 | Hourly BW1 07/25/2025 Inactive Direct Deposit
L d E m ployee recelves pa per Ch eCk for balance Of ] JCV Active 07725/2025 | Salary S 08152025 Mo Direct Deposit Defined
. . 10 JCV Active 0725/2025 | Salary SM1 08/15/2025 Mo Direct Deposit Defined
n et pay n Ot d I St rl b u ted to a n a CCO u nt " JCV Active 02725/2025 | Hourly BW1 07252025 Inactive Direct Deposit
12 JCv Acfive 0725/2025 | Salary SM1 08/15/2025 Mo Direct Deposit Defined
13 |JCV Active 07725/2025 | Hourly BW1 Mo Direct Deposit Defined

Inactive Direct Deposit
» Direct Deposit status is “Inactive”
« Employee receives paper check for full pay



Security




e

/) Email Address Integrity

Direct Deposit Security & Confirmation

A Valid Email Address is Required: A correct and valid primary email address ensures
employees can securely access their accounts and receive critical confirmation of their

sensitive direct deposit and benefits updates.

Guidance for HR Administrators

Routinely review and verify employee email addresses.
« Ensure email addresses are current and correct during onboarding and employee status changes.
« Use the Missing Email Query (V_HR_MISSING_EMAIL) to identify employees without a valid

email address.

Guidance for Payroll Administrators

Warning Notification: If you update Direct Deposit for an employee without a valid email address,

you will receive a warning.

« Updates can still be saved, but the employee
will not receive a confirmation email for the
change.

Action Required: Notify the HR Administrator
immediately to update the primary email address.

Warmning — Employee primary email address missing. (25200,138)

To ensure the employee receives important nofifications, please ask the HR administrator to add a primary email address to the employes's record.

e ]

29




/,) ESS Direct Deposit — Keep it Secure!
v

Users accessing Cardinal outside of the COV Network must utilize Okta Multi-Factor Authentication
(MFA) to securely log in. This includes:

* Non-COV Agency Employees or anyone using a personal email address
« COV Users who log in to Cardinal off-network or on a personal device

* Retirees and Terminated Employees

Virginia IT Agency (VITA) Retirement of SMS/Phone Call MFA Methods
* VITA s retiring the use of SMS (text) and Phone Call as methods of authentication

« All users relying on SMS or Phone Call should update their MFA method no later than
November 30.



31



é) Cardinal Direct Deposit Support Materials
v

Employee Self-Service (ESS)
« ESS Managing Direct Deposits

« Managing Direct Deposits (Video)

Payroll Administrators
« PY381 Entering and Updating Direct Deposits

HR Administrators

« HR351 Completing a New Hire

« HR351 Completing a Rehire

« HR351 Managing an Inter-Agency Transfer



https://cardinalproject.virginia.gov/sites/default/files/2025-11/ESS_Managing%20Direct%20Deposits.pdf
https://cardinalproject.virginia.gov/sites/default/files/2025-11/ESS_Managing%20Direct%20Deposits.pdf
https://www.youtube.com/watch?v=yP19pirHkBo
https://www.youtube.com/watch?v=yP19pirHkBo
https://cardinalproject.virginia.gov/sites/default/files/2021-07/PY381%20Entering%20and%20Updating%20Direct%20Deposits.pdf
https://cardinalproject.virginia.gov/sites/default/files/2021-07/PY381%20Entering%20and%20Updating%20Direct%20Deposits.pdf
https://cardinalproject.virginia.gov/sites/default/files/2024-11/HR351_Completing%20a%20New%20Hire_2.pdf
https://cardinalproject.virginia.gov/sites/default/files/2024-11/HR351_Completing%20a%20New%20Hire_2.pdf
https://cardinalproject.virginia.gov/sites/default/files/2022-09/HR351_Completing%20a%20Rehire.pdf
https://cardinalproject.virginia.gov/sites/default/files/2022-09/HR351_Completing%20a%20Rehire.pdf
https://cardinalproject.virginia.gov/sites/default/files/2022-09/HR351_Managing%20an%20Inter-Agency%20Transfer.pdf
https://cardinalproject.virginia.gov/sites/default/files/2022-09/HR351_Managing%20an%20Inter-Agency%20Transfer.pdf
https://cardinalproject.virginia.gov/sites/default/files/2022-09/HR351_Managing%20an%20Inter-Agency%20Transfer.pdf
https://cardinalproject.virginia.gov/sites/default/files/2022-09/HR351_Managing%20an%20Inter-Agency%20Transfer.pdf

}) Cardinal Support
V4

Technical

Is a page not questions
working? about

Cardinal?

Contact
Cardinal

Need support
Login issues? with Cardinal
functions?

//'
Submit a help desk

Aﬂ ticket to Cardinal

Email
vccec@yvita.virginia.gov

* |nclude “Cardinal’ in the

subject line

33


mailto:vccc@vita.virginia.gov?subject=Cardinal%20-%20

/,) SPO Support
V4

Need to add a
new financial
institution to 1 Email

Questions about
payroll

g SR _
confirmation? Cardinal?

X ° payroll@doa.virginia.gov

Contact
SPO

- Payroll Bulletins

.+ Latest updates and
- messages from SPO

Questions about
stopping Questions about
payment on Prenoting?
paper checks?

34


mailto:payroll@doa.virginia.gov
mailto:payroll@doa.virginia.gov
https://www.doa.virginia.gov/reference/payroll/bulletins.shtml
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