/;/Cardinal Employee Self-Service Job Aid
V4 ESS Managing Direct Deposits

Managing Direct Deposits Overview

This Job Aid provides the step by step instructions that you can utilize to manage your Direct Deposit
Accounts using the Employee Self-Service portal (ESS).

Below are some important points to remember about direct deposits in Cardinal for self-service users:

o There is only one Direct Deposit record for each employee in Cardinal. If you have multiple jobs
within the same Agency or at different Agencies, all deposits will be distributed the same way

¢ You can have up to 10 Direct Deposit Accounts on your Direct Deposit record

e If you remove all your Direct Deposit Accounts, you will not be able to make updates until the next
day, so it is recommended to make edits instead of removing an account

o Direct Deposits are effective dated with the date that the entry and/or update is made in Cardinal.
Employees cannot future date Direct Deposits in Cardinal. Future dated entries can only be made
by your agency Payroll Administrator

¢ You must have one Remaining Balance Account set up on your Direct Deposit Account(s)

e You can view the full Account Number information for any Direct Deposit Account(s) on the Direct
Deposit page

Email Notification of Changes to Direct Deposit

When changes are made to an employee’s direct deposit by the employee or the agency Payroll
Administrator, an email notification is sent to the employee indicating an update was made and the date
it was made.

If you receive a notification, please do the following:

¢ View your employee Direct Deposit information via the Employee Self-Service portal (ESS)

¢ |If you did not authorize a change, contact your agency Payroll Office immediately

¢ If the agency Payroll Office cannot confirm the changes, the Payroll Administrator will submit a
Help Desk ticket to vecc@vita.virginia.gov with the following in the subject line “Cardinal Direct
Deposit Change Not Authorized” and include your contact information.

Note: The Print Option section at the bottom of the Direct Deposit page is not used in Cardinal. For
details on printing your pay statements, see the Job Aid titled ESS_How to View and Print a
Paycheck/W-2. This Job Aid is located on the Cardinal Website in Job Aids under Learning.
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Entering an Initial Direct Deposit Account

If you are setting up multiple accounts, you must set up your Remaining Balance account first.

Step | Action

1. Log into Cardinal (my.cardinal.virginia.gov).

Quick Start Guide. This Job Aid is located on the Cardinal website in Job Aids under
Learning.

0 For more information about Cardinal registration, see the Job Aid titled Cardinal Registration

The Cardinal log in page displays.
. ]

/fj Cardinal

Notice and Warning
This system is the property of the Commonwealth of Virginia. By
accessi i you a ing to

‘ Cardinal Username ‘

‘ Password ‘

Forgot Usename Forgot Password

User istrati Sign-on Help

2. Enter your Cardinal Username and Password.

Cardinal Username

Password

3. Click the Sign In button.

Sign In
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Step | Action

The Portal Welcome page displays.

}}Cal’di nal Welcome! Your Cardinal User 1D is
4
2 Help
Cardinal Applications Cardinal Messages
Finance (FIN) Begin Date Message

Human Capital Management (HCM)

Cardinal Website

VITA Customer Care Center
Manage Your Account

CAPP Manual

4. Click the Human Capital Management (HCM) link.

Cardinal Applications
Finance (FIN)

Human Capital Management (HCM)

The Cardinal Homepage displays.

Search in Menu

s S

Cardinal Homepage v

Cardinal Message Board ‘Cardinal Portal Personal Details

0 [
Message(s) published today

0

Total active message(s) Last Pay Date 07/25/2025

Total Rewards

o

No Statement Available

Tile availability and placement on the Cardinal Homepage for each user is dependent upon
0 individual user and security settings.
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Step | Action

5. Click the Payroll tile.

Payroll

T

Last Pay Date 07/25/2025

The Payroll page displays with the Paychecks menu item selected by default.

‘ Q Searchin Menu

Payroll
B Paychecks Paychecks
[ Paycheck Reversals '
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
e . J d Cabacoy Veterans Ctr QEI282025 $848.18 66347309
07/25/2025 Jones and Cabacoy Veterans Ctr 07122025 >
E3 Direct Deposit
07/11/2025 J d Cabs Veterans Cr 0611512025 $744 .84 66265920
Jones and Cabacoy Veterans Ctr
4 06/28/2025 4
J d Cabacoy Veterans Ctr DEI012025 $623.97 66177676
06/27/2025 Jones and Cabacoy Veterans Ctr 06/1412025 >
6. Click the Direct Deposit menu item.

E Direct Deposit

The Direct Deposit page displays.

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

[J 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
W-2iW-2¢ - 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
— A 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 toe my employer by my financial institution.

v 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.

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

‘You have not added any direct deposit account information.
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Step | Action

7. Click the Add Account button.

m Add Account I

0 If you are setting up multiple accounts, you must set up your Remaining Balance account first.

The Add Account page displays in a pop-up window.

Add Account

*Nickname l

*Payment Method | Direct Deposit ~

_Bank

Routing Number l l o

Bank Name

Account Number [ l

Retype Account Number l l

Pay Distribution

*Account Type [ VI

“Deposit Type l Remaining Balance Vl

Amount or Percent [ l

8. Enter a name for the Direct Deposit account in the Nickname field.

*Nickname

0 The Payment Method field defaults to “Direct Deposit” and cannot be changed.

*Payment Methed | Direct Deposit

Rev 11/18/2025 Page 7 of 36



/’)Cardinal Employee Self-Service Job Aid
v

ESS Managing Direct Deposits

Step

Action

9.

Enter your Bank’s Routing Number in the Routing Number field and press the Tab key.

Routing Number i ]

Routing Numbers are validated to the Bank Table in Cardinal to verify the Bank Name. If you
enter a valid Routing Number and the Bank does not display, notify your Agency Payroll
Administrator and they will work with State Payroll Operations (SPO) to have it added.

10.

Click the Information icon next to the Routing Number field to view where the Bank Routing
Numbers are displayed on the check.

If you do not need to review this information, proceed to Step 12.

[o]

The Check Example page displays in a pop-up window.

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.

9909

11999959599 1§99 995 995, 9§49

1 2

1 - Routing Number
2 - Account Mumber

This information can be utilized as needed to view where Bank Routing Numbers are
displayed on a check.

Bank Routing Numbers are public information and can also be found by performing a search in
any internet browser.

11.

Click the “X” to close the pop-up window.

Check Example I?“
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Step | Action

The Add Account page refreshes with the name of the Bank displayed in the Bank Name field.

Add Account

*Nickname [ IMain Checking l

*Payment Method | Direct Deposit w

Bank

Routing Number [061000104 l i ]

Bank Name Sun Trust

Account Number [ ]

Retype Account Number [ l

Pay Distribution

*Account Type [ VI

*Deposit Type l Remaining Balance Vl

Amount or Percent [ l

0 Once a valid Routing number is entered, the Bank’s name will display in the Bank Name field.

12. Review the Bank Name field to verify it is accurate.

If the Bank Name is not correct, verify the correct routing number was entered and update the
o information as applicable.

13. Enter your Bank account number in the Account Number field.

Account Number

14. Reenter the account number in the Retype Account Number field.

Retype Account Number
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Step | Action

15. Select the applicable account type using the Account Type dropdown button.

*Account Type v

Options for the Account Type field include the following:

¢ COVA Paycard
e Checking

o e Savings

A COVA Paycard can only be entered by the Agency Payroll Administrator. Once the Payroll
Administrator adds the COVA Paycard account, you will be able to view it on your Direct
Deposit page.

You can also set up a Commonwealth Savers account using the “Savings” Account Type.

16. Do not change the Deposit Type.

This field defaults to “Remaining Balance” and should be the first account you set up. You
must enter the Remaining Balance account first.

“Deposit Type | Remaining Balance vI

There are three options for Deposit Type which include the following:

¢ Remaining Balance: This is the default value. Use this selection to deposit the remaining
balance of your Net Pay (after all other applicable accounts have been distributed)
0 Note: All employees must have one “Remaining Balance” Direct Deposit account.
¢ Amount: Use this selection to deposit a specified flat dollar amount to this Direct Deposit
account
e Percentage: Use this selection to deposit a specified percentage of Net Pay to this Direct
Deposit account

17. Do not enter a value in the Amount or Percent field when the Deposit Type is “Remaining
Balance”.
"Deposit Type | Remaining Balance V"]
Amount or Percent Leave this field blank

If you enter a value in the Amount or Percent field and the Deposit Type is “Remaining
Balance”, once you click the Save button, Cardinal will not retain the Amount or Percent
information since the Deposit Type is “Remaining Balance”.
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Step | Action

18. Click the Save button.

Add Account

Payroll
B Paychects Direct Deposit
- Disclaimer: | auihorize my employer to deposit my net pay andier fravel afied direly fo my acoouni(s) as indicated. | am respansible for ensuring the accuracy of the account information provided and | agree to noffy my employer immediaiely of any changes fn
i Paycheck Reversals The informetion so that my pay may be progerty distribuied. | undersiand that if] i fhan one job with it ll payments receved wil bz deposited to the same account. | undersiand at in the event my empioyer nofiies my financialinsSufion hat | am not enflied to the
i acoount, my benk s authorized i debit my accountfor he amount of he adjustment. | understand thatin the event my fiancial insRihution s not able to depsit any elecronic ransier into my account due 0 any acSion | take; that | am responsible fo any resuling bank fees ncumed, and et
my employer cannat issue i ‘me urtil the funds are refumed to my employer by my fnancial instihution.
H W v
the Federal Office of Foreig in support of U..C. Tille 50, War and National Defense, | affest that the full amount of my direct deposit i nof being forwarded io a bank in anothes country and that if at any point | order for my fo direct
depesitio a bank in anoiner country, | wilnfarm my empioying agency immediately.
2 Direct Deposit i i i
Plgasa note tha, due to timing differences, new or changed direct deposits may resultin one paper check after the change has Please do not close your fis) qgiving your payroll offics two weeks prior natice.
Accounts
B
Order Nickname Payment Methed Routing Number Account Type Amount Percent
Last Main Checking Cirect Deposit 061000104 HOOCOXETEY Checking Remaining Balance ¥
Print Option
Send a paper copy of e direct deposit py satement omy hoe. [

You can view your full account number on the Direct Deposit page. If you notice something
is incorrect, you can edit any of the information you entered. See the Updating an Existing
Direct Deposit Account section of this Job Aid.

To add an additional account(s) see the Adding a New Direct Deposit Account section of this
Job Aid.
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Adding a New Direct Deposit Account

Step | Action

1. Log into Cardinal (my.cardinal.virginia.gov).

For more information about Cardinal registration, see the Job Aid titled Cardinal Registration
0 Quick Start Guide. This Job Aid is located on the Cardinal website in Job Aids under
Learning.

The Cardinal log in page displays.

/fj Cardinal

Notice and Warnin

‘ Cardinal Usemname ‘

= |

Forgot Username Forgot Password

User Registration Sign-on Help

2. Enter your Cardinal Username and Password.

Cardinal Usermame

Password

3. Click the Sign In button.
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Step | Action

The Portal Welcome page displays.

f) Cardinal weicome! Your Cardinal User ID is
17’
? Hep|
Cardinal Applications Cardinal Messages
Finance (FIN) Begin Date Message

Human Capital Management (HCM)

Cardinal Website

VITA Customer Care Center
Manage Your Account
CAPP Manual

4. Click the Human Capital Management (HCM) link.

Cardinal Applications

Finance (FIN)
Human Capital Management (HCM)

The Cardinal Homepage displays.

[l Search in Menu
- e e pmac

Cardinal Homepage v

Cardinal Message Board Cardinal Portal Payroll Personal Details

’ y —
Message(s) published today m )
0

Total active message(s)

Last Pay Date 07/25/2025

Benefit Details Total Rewards Job Summary

< D P
n »

No Statement Available

Tile availability and placement on the Cardinal Homepage for each user is dependent upon
individual user and security settings.
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Step | Action

5. Click the Payroll tile.

Payroll

Last Pay Date 07/25/2025

The Payroll page displays with the Paychecks menu item selected by default.

Payroll

EQ Paychecks

[} Paycheck Reversals

B2 W2W-2¢

&3 Direct Deposit

Paychecks N
v
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
- J d Cabacoy Veterans Ct UGr2512025 5848.18 66347309
07/2512025 Jones and Cabacoy Veterans Ctr 722025 >
07/11/2025 J d Cab Vete Ctr UG/1512025 §744.84 66265920
lones and Cabacoy Veterans Ctr
Y 06/28/2025 ’
J d Cabacoy Veterans Ct 0610112025 $623.97 66177876
06/27/2025 Jones and Cabacoy Veterans Ctr 06/142025 >

Click the Direct Deposit menu item.

E Direct Deposit

The Direct Deposit page displays.

Payroll

EQ Paychecks

[} Paycheck Reversals

[ W-2m-2c

Direct Deposit

v issue the payroll funds to me until the funds are returned to my employer by my financial institution.

9 Direct Deposit

prior notice.
Accounts

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 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 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 I take; that | am respansible for any resulting bank fees incurred, and that my employer cannot

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.

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

Nickname Payment Method Routing Number

Account Number

Account Type

Amount/ Percent

Main Checking Direct Deposit 061000104

Checking

Remaining Balance >

Print Option

Send a paper copy of the direct deposit pay statement to my home. \D ‘
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Step | Action

7. Click the Add a New Row icon (+).

Accounts

+ ¥

The Add Account page displays.

Cancel Add Account

*Nickname | |

*Payment Method | Direct Deposit v

Bank

Routing Number | | o

Bank Name

Account Number | |

Retype Account Number | |

Pay Distribution

*Account Type | V|

*Deposit Type ‘ Remaining Balance V‘

Amount or Percent | |

8. Enter a name for the Direct Deposit account in the Nickname field.

*Nickname

0 The Payment Method field defaults to “Direct Deposit” and cannot be changed.

*Payment Methed | Direct Deposit
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Step | Action
9. Enter your Bank’s routing number in the Routing Number field and press the Tab key.
Routing Number i ]

Routing Numbers are validated to the Bank Table in Cardinal to pull up the Bank Name. If you
enter a valid Routing Number and the Bank does not display, notify your Agency Payroll
Administrator and they will work with State Payroll Operations (SPO) to have the Bank added.

10. Click the Information icon next to the Routing Number field to view where the Bank Routing
Numbers are displayed on the check.

If you do not need to review this information, proceed to Step 12.

[o]

The Check Example page displays in a pop-up window.

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.

9959

11999999599 999 595 939, 9§99

1 2

1 - Routing Number
2 - Account Number

This information can be utilized as needed to view where Bank Routing Numbers are
displayed on a check.

Bank Routing Numbers are public information and can also be found by performing a search in
any internet browser.

11. Click the “X” to close the pop-up window.

Check Example X
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Step | Action

The Add Account page refreshes with the name of the Bank displayed in the Bank Name field.

Add Account

*Nickname | Savings Account |

*Payment Method | Direct Deposit ~

Bank

Routing Number (061000104 | @

Bank Name Sun Trust

Account Number | |

Retype Account Number | |

Pay Distribution

*Account Type | V|

*Deposit Type | Remaining Balance V|

Amount or Percent | |

o Once a valid Routing number is entered, the Bank’s name will display in the Bank Name field.

12. Review the Bank Name field to verify it is accurate.

If the Bank Name is not correct, verify the correct routing number was entered and update the
0 information as applicable.

13. Enter your Bank Account Number in the Account Number field.

Account Number

14. Reenter the Account Number in the Retype Account Number field.

Retype Account Number
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Step | Action

15. Select the applicable account type using the Account Type dropdown button.

*Account Type v

Options for the Account Type field include the following:

¢ COVA Paycard
e Checking

o e Savings

A COVA Paycard can only be entered by the Agency Payroll Administrator. Once the Payroll
Administrator adds the COVA Paycard account, you will be able to view it on your Direct
Deposit page.

You can also set up a Commonwealth Savers account using the “Savings” Account Type.

16. Select the applicable Deposit Type using the Deposit Type dropdown button.

This field defaults to “Remaining Balance” and should be the first account you set up. You
must enter the Remaining Balance account first.

“Deposit Type | Remaining Balance vI

Options for Deposit Type include the following:

¢ Remaining Balance: This is the default value. Use this selection to deposit the remaining
balance of Net Pay (after all other applicable accounts have been distributed to this Direct

Deposit account)
Note: All employees must have one “Remaining Balance” Direct Deposit account.
¢ Amount: Use this selection to deposit a specified flat dollar amount to this Direct Deposit
account

o Percentage: Use this selection to deposit a specified percentage of Net Pay to this Direct
Deposit account

o After selecting the Deposit Type, an additional field may display as noted below:

¢ When “Amount” is selected, an Amount field displays
e When “Percentage” is selected, a Percent field displays

17. If “Amount” or “Percentage” is selected, proceed to the next Step.

If the default value of “Remaining Balance” is not updated, proceed to Step 19.

Rev 11/18/2025 Page 18 of 36



y Cardinal Employee Self-Service Job Aid
V4 ESS Managing Direct Deposits

Step | Action

18. Enter the applicable amount or percentage in the Amount or Percent field.
Proceed to Step 19.

*Deposit Type l Amount vl “Deposit Type | Percent w

Amount Percent

19. Do not enter a value in the Amount or Percent field when the Deposit Type is “Remaining

Balance”.
*Deposit Type | Remaining Balance |
Amount or Percent Leave this field blank |1-

If you enter a value in the Amount or Percent field and the Deposit Type is “Remaining
0 Balance”, once you click the Save button, Cardinal will not retain the Amount or Percent
information since the Deposit Type is Remaining Balance. It will display “Remaining Balance”
in the Amount/ Percent field on the Direct Deposit page.

Add Account ﬁ

The Direct Deposit page displays with the new Direct Deposit Account in the Accounts section.

20. Click the Save button.

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 responsible for ensuring the accuracy of the account information

] Paycheck Reversals provided and | agree to netify 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 nofifies 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 | am responsible for any resulting bank fees incurred, and that my employer cannot

i wam2c ~ issue the payroll funds to me until the funds are returned 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 |
;[3 Direct Deposit establish a standing order for my receiving bank to forward the full direct deposit to a bank in another country, 1 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
31
Order Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent
1 Savings Account Direct Deposit 061000104 Savings $200.00 >
Last Main Checking Direct Deposit 061000104 Checking Remaining Balance >
Print Option

Send a paper copy of the direct deposit pay statement to my home. D \
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Updating an Existing Direct Deposit Account

ESS Managing Direct Deposits

Step | Action

1. Log into Cardinal (my.cardinal.virginia.gov).

Learning.

For more information about Cardinal registration, see the Job Aid titled Cardinal Registration
0 Quick Start Guide. This Job Aid is located on the Cardinal website in Job Aids under

The Cardinal log in page displays.

/f) Cardinal

Notice and Warnin

a ials for ion
and criminal prosecution. You will also be subject to all criminal
and civil penalties allowed by the lavi.

‘ Cardinal Username ‘

‘ Password ‘

Forgot Username Forgot Password

User Registration Sign-on Help

2. Enter your Cardinal Username and Password.

Cardinal Usermame

Password

3. Click the Sign In button.

Sign In

Rev 11/18/2025
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Step | Action

The Portal Welcome page displays.

;j Cardinal weicomer Your Cardinal User ID is
4
? Hel
Cardinal Applications Cardinal Messages
Finance (FIN) Begin Date Message

Human Gapital Management (HGM)

Cardinal Website

VITA Customer Care Center
Manage Your Account
CAPP Manual

4. Click the Human Capital Management (HCM) link.

Cardinal Applications

Finance (FIN)
Human Capital Management (HCM)

The Cardinal Homepage displays.

Search in Menu
i T,

Cardinal Homepage ~

Cardinal Message Board ‘Cardinal Portal Personal Details

0

Message(s) published today

0

Total active message(s)

Last Pay Date 07/25/2025

Benefit Details. Total Rewards

o

No Statement Available

Tile availability and placement on the Cardinal Homepage for each user is dependent upon
individual user and security settings.
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Step

Action

5.

Click the Payroll tile.

Payroll

r_,—'1

Last Pay Date 07/25/2025

The Payroll page displays with the Paychecks menu item selected by default.

‘ Q_ Searchin Menu

Payroll
B Paychecks Paychecks
[ Paycheck Reversals
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
2wz i 0612012025
07/25/2025 Jones and Cabacoy Veterans Ctr 07H212025 $848.18 66347309 b
E3 Direct Deposit
07/11/2025 J d Cab Veterans Cr O6/152025 $744.84 66265920
Jones and Cabacoy Veterans Ctr
4 06/28/2025 4
J d Cabacoy Veterans Ct DEI012025 $623.97 66177876
06/27/2025 Jones and Cabacoy Veterans Ctr 06/1412025 >

Click the Direct Deposit menu item.

E Direct Deposit

Payroll

The Direct Deposit page displays.

R Paycheds
= Paycheck Reversals

L w2mi2e

E2 Direct Deposit

Direct Deposit

Disclaimer: | authorize my employer to deposit my net pay and! andior a fixed payday directly to my account(s) as incicated. | am responsible for ensuring the accuracy of the account information provided and | agres to notify my employer immediately of any changes to
the information so that my pay may be properly distributed. | ndasiond o o employed in more than one Job with the Commonwaalth, that all payments received will be deposttad to the same account | understand that in the event my employer nofifies my financial institution that | am not enitied to the.
funds deposited fo my account, my bank is authorized o debit my account for the amount of the adjustment, | understand that in the event my financial institution is not able fo 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 depositis 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 bankin another country, | will inform rmy 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 accountfs) without giving your payroll office two weeks prior notice.
Accounts

Order Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent
1 Savings Direct Deposit 061000104 Savings $40000 >
Last Main Checking Direct Deposit 061000104 Checking Remaining Balance >
Print Option

Send a paper copy ofthe direct deposit pay statement tomy home. [

Any current Direct Deposit Accounts display in the Accounts section.
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|Cardinal Employee Self-Service Job Aid
ESS Managing Direct Deposits

Step | Action
7. Click the corresponding row for the Direct Deposit Account that you want to view and/or
update.

If you have a COVA Paycard, once it has been added by the Payroll Administrator, updates
o can be made to the amount.

The Edit Account page for the applicable Direct Deposit Account displays in a pop-up window.

Edit Account  Save

*Nickname |Saving5 |

*Payment Method

Bank

Routing Number | 061000104 | @

Bank Name Sun Trust

Account Number

Retype Account Number

Pay Distribution

*Account Type | Savings A |

*Deposit Type | Amount A |

Amount |400.00 |

o Any of the fields on this page can be updated except for the Payment Method field.

8. Enter or select the applicable field(s) that need to be updated.

9. Click the Edit button to update the Account Number information.

If the Account Number is updated, you must reenter the Account Number in the Retype
0 Account Number field.
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ESS Managing Direct Deposits

Step | Action

10. Click the Save button once all updates have been completed.

Cancel

Edit Account E

The Direct Deposit page redisplays.

B Paychedks Direct Deposit
- | Disclaimer: | authorize my employer to deposit my net pay and/or 1 andiora payday directly to my indicated. | for 1agree to nofify my empioyer rmmedater/ of any changes to
I Paycheck Reversals the information so that my pay may be properly disiributed. | Iam X that al pay e 1) Iummammammeevemmyuuplwen nofiies my
funds deposited to my account, my bank is authorized to debit my account for the amount of the admman I inthe event my financial insfitution any into my account due to any acBon | take; hat | am mspmsibh forany ms.tlmg ba»(fees incurred, and that
- ‘my employer cannot issue the payrol funds to me unti the: Y employer by my i
2 W2 v
As required by the Federal Office of Foreign Asset Control in support of U.S.C. Tile 50, War and National Defense, | attest that the full amount of my direct deposit is not being forwarded to a bank in anoiher country and that if at any point | establish a standing order for my receiving bank to forward the full direct
deposit fo 2 bank in another country, | will inform my employing agency immediately.
£ Direct Deposit A ) ) ) ) I -
Please note that, new or changed direct resulf 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 nofice.
Accounts
[+ ¥
Order Nickname Payment Method Routing Number Account Number Account Type Amount Percent
: | Savings Direct Depost Savings $600.00 )
Last Main Checking Direct Depost Checking Remaining Balance )
Print Option

Send a paper copy of the direct deposit pay statement to my home. ,17

0 If you have made any changes to your banking information, confirm the updates display.
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ESS Managing Direct Deposits

Reordering (Prioritizing) Direct Deposit Accounts

You must have three (3) or more Direct Deposit Accounts for the Reorder option to be available.
Reordering the accounts impacts the order (priority) of how funds are distributed to the various
accounts.

Step | Action

1. Log into Cardinal (my.cardinal.virginia.gov).

Quick Start Guide. This Job Aid is located on the Cardinal website in Job Aids under
Learning.

0 For more information about Cardinal registration, see the Job Aid titled Cardinal Registration

The Cardinal log in page displays.

/}) Cardinal

Notice and Warning

‘ Cardinal Username ‘

‘ Password ‘

Forgot Username Forgot Password

User Registration Sign-on Help

2. Enter your Cardinal Username and Password.

Cardinal Usermame

Password
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V4 ESS Managing Direct Deposits

Step | Action

3. Click the Sign In button.

The Portal Welcome page displays.

}) Cardinal weicomer Your Cardinal User ID is
4
? Hel
Cardinal Applications Cardinal Messages
Finance (FIN) Begin Date Message

Human Gapital Management (HGM)

Cardinal Website

VITA Customer Care Center
Manage Your Account
CAPP Manual

4. Click the Human Capital Management (HCM) link.

Cardinal Applications

Finance (FIN)
Human Capital Management (HCM)

The Cardinal Homepage displays.

v Search in Menu
e aravw

Cardinal Homepage ~

Cardinal Message Board ‘Cardinal Portal Personal Details

0

Message(s) published today . . w‘

Total active message(s)

Last Pay Date 07/25/2025

Benefit Details Total Rewards

o
L 0 | 2

No Statement Available

Tile availability and placement on the Cardinal Homepage for each user is dependent upon
individual user and security settings.
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Step | Action

5. Click the Payroll tile.

Payroll

e(De

Last Pay Date 07/25/2025

The Payroll page displays with the Paychecks menu item selected by default.

‘ Q_ Searchin Menu

Payroll
B Paychecks Paychecks
[ Paycheck Reversals
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
2wz i 0612012025
07/25/2025 Jones and Cabacoy Veterans Ctr 07H212025 $848.18 66347309 b
E3 Direct Deposit
07/11/2025 J d Cab Veterans Cr O6/152025 $744.84 66265920
Jones and Cabacoy Veterans Ctr
4 06/28/2025 4
J d Cabacoy Veterans Ct DEI012025 $623.97 66177876
06/27/2025 Jones and Cabacoy Veterans Ctr 06/1412025 >

6. Click the Direct Deposit menu item.

E Direct Deposit
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Step | Action

The Direct Deposit page displays.

Payroll

ER Paychecks Direct Deposit

Disclaimer: | authorize my employer to deposit my net pay and/or travel reimbursements andfor a fixed amount(s) each payday directly to my account(s) as indicated. | am responsible for ensuring the accuracy of the account information
] Paycheck Reversals provided and | agree to notify my employer immediately of any changes to the information so that my pay may be properly distributed. I 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 | am not entitied to the funds depasited 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
2 W2rw-2c v cannot issue the payroll funds to me until the funds are returned to my employer by my financial institution

As required by the Federal Office of Foreign Asset Gontrol in support of U.S.GC. Title 50, War and National Defense, | attest that the full amount of my direct depositis not being forwarded to a bank in another country and that if at any point |
EB Direct Deposit 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.

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
Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent
1 Savings 1 Direct Deposit 061000104 Savings $500.00 >
2 Vacation Savings Direct Deposit 061000104 Savings $200.00 >
3 Checking 2 Direct Deposit 251082615 Checking $500.00 >
Last Main Checking Direct Deposit 061000104 Checking Remaining Balance >

Print Option

Send a paper copy of the direct deposit pay statement to my home. | |

All current Direct Deposit Accounts displays in the Accounts section.

7. Click the Reorder button under the Accounts section of the page.

Reorder

The Reorder Accounts page displays in a pop-up window.

Reorder Accounts Save

Accounts o

gll:':;;erm ;':::: Nickname Account Number Amount/ Percent

1 \ 1 \ Savings 1 $500.00
2 ‘ 2 ‘ Vacation Savings $200.00
3 | 3| Checking 2 $500.00

Last IMain Checking Remaining Balance
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Step | Action
The Direct Deposit Accounts are listed in their current order (priority). The Remaining Balance
0 Account does not have a priority order as it will always be the last account that funds are
routed to.
8. Update the value in the New Order field to reorder (prioritize) the Direct Deposit Accounts.

Accounts

Current
Order

*New
Order

1

Last

R

Nickname

Savings 1

Vacation Savings

Checking 2

Iviain Checking

Account Number

Amount! Percent

$500.00

$200.00

$500.00

Remaining Balance

The “Remaining Balance” field will always display as “Last” and cannot for be reordered.

Click the Save button.

Accounts

Current
Order

*New
Order

Reorder Accounts

Nickname

Savings 1

Vacation Savings

Checking 2

Main Checking

Account Number

Amount/ Percent

$500.00

$200.00

$500.00

Remaining Balance
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jCardinal Employee Self-Service Job Aid
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Step | Action

The Direct Deposit page redisplays and the Direct Deposit Accounts are now reordered within the
Accounts section.

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 responsible for ensuring the accuracy of the account information
provided and | agree to notify my employer immedately 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 nofifies 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 electranic transfer into my account due to any action | take; that | am responsible for any resulting bank fees incurred, and that my employer

7] Paycheck Reversals

5 wam-2c v 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 |
9 Direct Deposit 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.

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
Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent
1 Checking 2 Direct Deposit 251082615 Checking $500.00 >
2 Savings 1 Direct Deposit 061000104 Savings $500.00 ¥
3 Vacation Savings Direct Deposit 061000104 Savings $200.00 >
Last Main Checking Direct Deposit 061000104 Checking Remaining Balance >

Print Option

Send a paper copy of the direct deposit pay statement to my home. )
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Removing a Direct Deposit Account

You can remove any of your Direct Deposit Accounts (including the COVA Paycard). If you have one
(1) Direct Deposit Account, it is not recommended to remove that account. If your intention is to remove
the account and then add a new Direct Deposit Account, simply update the existing account. If you do
remove your last Direct Deposit Account, you will be locked from adding a new account until the next
day as a security precaution.

Step | Action

1. Log into Cardinal (my.cardinal.virginia.gov).

For more information about Cardinal registration, see the Job Aid titled Cardinal Registration
0 Quick Start Guide. This Job Aid is located on the Cardinal website in Job Aids under

Learning.

The Cardinal log in page displays.
‘ |‘ =

/f} Cardinal

Notice and Warning

and civil penalties allowed by the lavi.

‘ Cardinal Username

‘ Password ‘

Forgot Username Forgot Password

User Registration Sign-on Help

2. Enter your Cardinal Username and Password.

Cardinal Username

Password
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Step | Action

3. Click the Sign In button.

The Portal Welcome page displays.

Your Cardinal User ID is

,}]Cardinal Welcome!

2 Help

Cardinal Applications Cardinal Messages
Begin Date Message

Finance (FIN}
Human Gapital Management (HGM)

Cardinal Website
VITA Customer Care Center
Manage Your Account

CAPP Manual

4. Click the Human Capital Management (HCM) link.

Cardinal Applications
Finance (FIN)
Human Capital Management (HCM)

The Cardinal Homepage displays.

(2l Search in Menu

o ST s e T ) e

Cardinal Homepage v

Personal Details.

0 )
© [0 o

Message(s) published today

0

Total active message(s)

Cardinal Message Board Payroll

Last Pay Date 07/25/2025

Benefit Details. Total Rewards Job Summary

V|

No Statement Available

Tile availability and placement on the Cardinal Homepage for each user is dependent upon
0 individual user and security settings.
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Step | Action

5. Click the Payroll tile.

Payroll

e(De

Last Pay Date 07/25/2025

The Payroll page displays with the Paychecks menu item selected by default.

‘ Q_ Searchin Menu

Payroll
B Paychecks Paychecks
[ Paycheck Reversals
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
2wz i 0612012025
07/25/2025 Jones and Cabacoy Veterans Ctr 07H212025 $848.18 66347309 b
E3 Direct Deposit
07/11/2025 J d Cab Veterans Cr O6/152025 $744.84 66265920
Jones and Cabacoy Veterans Ctr
4 06/28/2025 4
J d Cabacoy Veterans Ct DEI012025 $623.97 66177876
06/27/2025 Jones and Cabacoy Veterans Ctr 06/1412025 >

6. Click the Direct Deposit menu item.

E Direct Deposit
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Step | Action

The Direct Deposit page displays.

[Q search inMenu

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 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. I understand that i | 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 elecironic transfer into my account due to any action | take; that | am responsible for any resulting bank fees incurred, and that my employer
5 we2mw-2c v | cannotissue the payroll funds to me untl the funds are retumed to my employer by my financial institution.

] Paycheck Reversals

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 bark in another country and that if at any point |
B3 Direct Deposit 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.

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
Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent
2 Savings 1 Direct Deposit 061000104 Savings $500.00 >
3 Vacation Savings Direct Deposit 061000104 Savings $200.00 >
4 Checking 2 Direct Deposit 251082615 Checking $300.00 >
Last Main Checking Direct Deposit 061000104 Checking Remaining Balance >

Print Option

Send a paper copy of the direct deposit pay statement to my home. |(] |

All current Direct Deposit Accounts display in the Accounts section.

7. Click the corresponding row for the Direct Deposit Account to be removed.

4 Checking2 Direct Deposit 251082615 Checking $300.00 y
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Step | Action

The Edit Account page for the applicable Direct Deposit Account displays in a pop-up window.

Edit Account

*Nickname [Checking 2 l

*Payment Method | Direct Deposit ~

Bank

Routing Number |251082615 I (i ]

Bank Name VIRGINIA CREDIT UNION INC.

Account Number B

Retype Account Number

Pay Distribution

*Account Type [ Checking VI

“Deposit Type [ Amount vl

Amount [300.00 |

Remave

8. Click the Remove button.

Remove I

A confirmation message displays in a pop-up window.

Are you sure you want to remove the account?

If the account being removed is the only account, a message displays indicating you will not
be able to add a new account until the next day.

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

e )

If the account is removed, only the Payroll Administrator can add an account on the same day.
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Step | Action

9. Click the Yes button to remove the selected account.

Yes Mo

The Direct Deposit page returns with the applicable account removed.

Payroll
B 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 ensuring the accuracy of the account information
] Paycheck Reversals 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 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 | am responsible for any resuiting bank fees incurred, and that my employer
= wamw-2c v 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 |
2 Direct Deposit 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
Nickname Payment Method Routing Number Account Number Account Type Amount/ Percent
2 Savings 1 Direct Deposit 061000104 Savings $500.00 >
3 Vacation Savings Direct Deposit 061000104 Savings $200.00 >
Last Main Checking Direct Deposit 061000104 Checking Remaining Balance >

Print Option

Send a paper copy of the direct deposit pay statement to my home. |(_J |

If you remove all your Direct Deposit Accounts the following message will display on the
Direct Deposit page.

Payroll
B Paycheds Direct Deposit
= Disclaimer: | authorize my employer to deposit my net pay andior travel reimbursements and/or a fixed amount(s) each payday directly to my account(s) as indicated. | am responsible for ensuring the accuracy of the account information
i Paycheck Reversals 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 Commomwealth, that all payments received
will be deposited to the same account. | understand that in the event my employer nofifies my financial insfitution that | am not enfitled 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 resulfing bank fees incurred, and that my employer cannot
B waw v issue the payroll funds to me unil the funds are returned fo my empioyer by my financial instifution.
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 |
9 Direct Deposit establish a standing order for my receiving bank to forward the full direct deposit to a bank in another country, | willinform 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.
I You are not allowed to add any direct deposit entries foday. You will be able to add direct deposit data tomorrow. I

You are not allowed to add any direct deposit entries today. You will be able to add direct deposit data tomorrow.

Note: Only your agency Payroll Administrator can enter accounts when this message displays
or you must wait until the next day to make your own updates.

Rev 11/18/2025 Page 36 of 36



