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Completing a Rehire Overview

Before starting the rehire process, validate that all data related to the position is as expected. This
includes verifying whether the position is eligible for telework. For more information on reviewing
Position Data, see the Job Aids titted HR351 Managing Position Data and HR351 Managing
Employee Teleworker Data. These Job Aids can be found on the Cardinal website in Job Aids
under Learning.

The Rehire Employee business process is applicable to both salaried and wage employees.

Employee Records are used to manage the history of the different jobs an employee may have. An
employee’s initial hire is assigned to Employee Record “0”. All new Employee Records are
incremented by one (“17).

The Organizational Relationship page provides summarized information related to all current or
previous jobs an employee has at the Commonwealth of Virginia. This page may also return results
for people with no job information in Cardinal. When this is the case, only the employee’s name and
employee ID display. A review of the information on this page is necessary to determine how to
process the rehire.

The Create Job Action process is used if the employee is being rehired back into the same Agency
and back into the same employee type (e.g., Wage to Wage or Salary to Salary). This will hire the
employee back into the same Employee Record they previously held.

The Add Employee Relationship process is used if the employee is being rehired into a different
Agency or back into the same Agency but into a different employee type (e.g., Wage to Salary or
Salary to Wage). This creates a new Employee Record into which the employee is hired. See the
Job Aid titled HR351 Completing a New Hire for this process. This Job Aid can be found on the
Cardinal website in Job Aids under Learning.

The Add Employee Relationship process is also used when transferring an employee from one
Agency to another. For further information on transferring employees from one Agency to another
Agency, refer to the Job Aid titted HR351 Managing an Inter-Agency Transfer located on the
Cardinal website in Job Aids under Learning.

Note: Personal Data for the person being rehired will not be available to view or modify in Cardinal
until the rehire is processed. Once fully rehired, go to the Modify Person page to make updates, if
applicable.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the processes within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes

9/1/2026 Updated to reflect the Cardinal system upgrades.

11/14/2025 Note added to Rehiring an Employee section regarding Alternate Leave Plan.
Information regarding Direct Deposit added, including references to the Request
Direct Deposit page.

4/29/2025 Updated the screenshot of the Benefit Program Participation page, updated the
screenshot of the Benefits Administration Eligibility section, and added additional
information regarding the Eligibility Fields.

3/1/2025 Updated the screenshots of the Search pages. Added reference information to
the Overview of the Cardinal HCM Search Pages Job Aid.
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Rehiring an Employee

To begin the rehire process, review the Organizational Relationship page to get information about
the employee’s previous employment at the Commonwealth of Virginia. The link to the Organizational
Relationship page is located on the Create Employee page if the National ID is found.

Step | Action

1. Navigate to the Create Employee page by clicking the Manage Human Resources tile on
the Cardinal HCM Homepage.

Manage Human Resources

foyicel

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

=@

Return From Leave

Empl ID

2. Click the Create Employee tile.

Create Employee

>
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Step | Action

The Create Employee Search page displays.

Create Employee

Personal Details

3. Enter the employee’s SSN in the National ID field.

*National ID | |

4. Click the Search button.

Search I

The Create Employee page displays potential duplicates.

Create Employee

Personal Details

T

‘ @ Potential duplicates found. Modify the duplicate person or create a new Employee record.

Create Employee

Potential duplicates 1 row
Person ID Date of Birth National ID Country National 1D Type Naticnal 1D First Name Last Name
08/22/1885 United States Social Security Number JOMATHAN DOE Organizational Relationship

5. Click the Organizational Relationship link.

——————
Potential duplicates 1 row
Person ID Date of Birth National ID Country National ID Type National ID First Name Last Name

09/22/1935 United States Social Security Number JOMATHAN DOE Organizational Relationship
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Step | Action

The Organizational Relationship page displays.

Note: This page provides a summary of the employment an employee currently holds or has previously
held with the Commonwealth of Virginia. This information should be used in conjunction with official
personnel records, as some historical Job Data may not have been converted into Cardinal during data
migration. Reviewing this information can help determine the appropriate processing actions for the

employee within the system.

QOrganizational Relationship

JONATHAN DOE

Add Employee Relationship

-~ Relationship - Employee
Instance Nbr 0
HR Status Inaclive

Last Hire Date 06/25/2022

Assignments

E Record [ Job Effective Date  Business Unit
o 18100
Home 08/23/2025
Primary Job Dept of Laber and Industry

Department

18100

DEPT CF LABOR AMD INDUSTRY

Payroll Status Terminated

Termination Date 08/22/2025

HR Status / Payroll Status Start Date / Termination Date

Inactive 06/25/2022
Manage Job

Terminated 08/22/2025

@

If there is no Job Data in Cardinal to manage, the Add Employee Relationship option is
used and the Action field defaults to “Hire”.

Organizational Relationship

Banana Split

noemail{@virginia.gov

I Add Employee Relationship I

Organizational Relationship

Banana Split is currently saved with default Person of Interest Type of 'Unknown'
Empl ID
*Effective Date |0?{23.I2026 |
Action Hire
Action Reason | v|
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Step | Action

6. Scenario 1:

Click the Add Employee Relationship link if the employee is being rehired into a different
Agency or back into the same Agency but into a different employee type (e.g., Wage to

QOrganizational Relationship
JONATHAN DOE
I ‘Add Employee Relationship I
~ Relationship - Employee
Instance Nbr ©
HR Status Inactive Payroll Status Terminated
Last Hire Date 06/25/72022 Termination Date 08/22/2025
Assignments
Employment Record / Job Indicator HomeiHost Effective Date  Business Unit Department HR Status / Payroll Status Start Date / Termination Date
o 18100 18100 Inactive 06/25/2022
Home 08/23/2025 Manage Job
Primary Job Dept of Labor and Industry DEPT OF LABOR AND INDUSTRY Terminated 08/22/2025

The Add Employee Relationship page displays in a pop-up window. Use the Add

Employee Relationship page to create a new Employee Record (EMPL_RCD) to hire the
employee into the Agency.

Add Employee Relationship m

Empl 1D

“Effective Date | 07/26/12026 |

Action Hire

Action Reason | L4 |

Refer to Page 43 of the Job Aid titled HR351 Completing a New Hire to complete this
rehire. This Job Aid can be found on the Cardinal website in Job Aids under Learning.
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Step | Action

7. Scenario 2:

Click the Manage Job link if the employee is being rehired back into the same Agency and
back into the same employee type (e.g., salary to salary). This hires the employee back into
the same employee record they previously held within the Agency.

Organizational Relationship

JONATHAN DOE

Add Employee Relationship

+ Relationship - Employee

Instance Nbr ©
HR Status Inaclive

Last Hire Date 06/25/2022

Assignments

Payroll Status Terminated

Termination Date 08/2212025

Employment Record { Job Indicator

Home/Host Effective Date  Business Unit

Department HR Status / Payroll Status Start Date / Termination Date ‘

o
Home
Primary Job

08/23/2025

18100

Depl of Labor and Induslry

15100 Inactive 08/25/2022

DEPT OF LABOR AND INDUSTRY Terminated 0812212025

P
Manage Job
,:

right corner of the page.

The Job Actions Summary page displays with the current effective dated row and Job
Record for the employee. To see historical rows, click the Include History button in the top

Job Actions Summary

JONATHAN DOE
10| Health Campliance OF Senior
12100 | DEPT OF LAEOR AND INDUSTRY | Terminated

i
L
Update/Display l Include History I

Job Actions Summary

To view all rows, access this page in Include History mode and fo correct the current or history data, access this page in Correct History mode.

Create Job Action

HRJ
Fieciive g Payroll Actions L2t o Reports R Business . i Pay
Date!  Shuss QD Updaled  Staus  JobCode Position 5o PR D Location Company PayGroup  GoF
Indicator
Inactive DLIO0072 18100 18100 pul smi sM1
08/23/2025 Terminalion JOHMN Doe 63034 usA Deptof  DEPTOF pol
Terminated Completed Health _ Depl of Semimonthly Semi-
0 Resignation 0871412025 g%mphfaceﬁafew Cz?npliance é.l?l:ed Lagur m%on DegllugLalbor L:Ig]uruand C;rglsmon ’ rnenrll:tlh\y
Primary Jab oer Off Senior ales Ianndustry INDUSTRY andinduslty  jngustry  (SATFRIOT)  Classifie
8. Click the Create Job Action button to continue the process of hiring the employee back to

the same Agency as the same employee type.

Rev 9/1/2026

Page 8 of 31



/7

4/ Cardinal

Human Resources Job Aid

HR351 Completing a Rehire

Step

Action

The Create Job Action page displays in a pop-up window.

Create Job Action Continue

Note. If 8 Payroill is currently in process for this employes, data will not be processed unbl next payrall.
Fizase review the transaction specific defails and vpdate the sffective date correcily on this pags.

*Effective Date |D?F2&.|‘2EI2B |

Effective Sequence ‘D ‘

*Action | Q, |

*Reason ‘ Q, |

9. Enter or select the applicable effective date of the rehire in the Effective Date field.
Note: The Effective Sequence field will auto-populate.
*Effective Date I]u?rza.rzuza
Effective Sequence |D |
10. Click the Action dropdown button and select “REH” (“Rehire”).

*Action lF'.EH QI Rehire

*Reason | Q |

The action of “Rehire” is only available if the employee has an historical Job Record
(Employee Record) within the same Agency in Cardinal. When Cardinal was established, all
employee Personal Data from the legacy system was converted into Cardinal, but not all
inactive employment history (Job Data) was converted. Therefore, the action of “Hire” and
reason of “New Hire” must be used if no Cardinal employment history (Job Record) exists for
the current Agency. The Employment Data page is used to address prior service using the
applicable fields.

11. Click the Reason dropdown button and select the applicable reason for the rehire (“REH” in
this example).
*Action |F'.EH q| Rehire
*Reazon IIF'.EH Q| Rehire
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Step | Action

Aid titted HR351 Action Reason Codes located on the Cardinal website in Job Aids under
Learning.

0 For further information pertaining to valid Action and Reason code combinations, see the Job

12. Click the Continue button.

The Work Location page displays.

Rehire - Rehire
JONATHAN DOE
| 0 | Health Compliance Off Senior
18100 | DEPT OF LABOR AND INDUSTRY | Terminated
Next »
B . L
Wark Location Work Location
@ Visited
Effective Date 07/28/2026 Effective Sequence 0
Job Information N N
O Mot Started HR Status Active Payroll Status Aclive
arp—
Salary and C
O Mot Started
Payroll
O Mot Started N
Position Entry Date | 06/25/2022 Pasition Managed Record Mo
Employment Data
© Mot Started Regulatory Region |USA Company (DU
United States Dept of Labor and Industry
Benefit Program ;
© Mot Started Business Unit | 18100
Dept of Labor and Industry
Validate
O Mot Started Department | 13100 Department Entry Date |07/23/2028
DEFT OF LABOR AND INDUSTRY
Summary
VERQOMNA FIELD OFFICE Dept of Labor and Industry
Date Created 07/28/2026
Last Start Date 07/28/2026 Termination Date
L]
Position Number Q

The Work Location page refreshes and the remaining Position Data populates based upon
0 the selected Position Number. Review the information. If the position details are not correct,
cancel the transaction and make corrections to the position before assigning the employee to
the position. For further information pertaining to updating Position Data, see the Job Aid
titted HR351 Managing Position Data located on the Cardinal website in Job Aids under
Learning.
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Step

Action

14.

If the Position Data is correct, click the Job Information tab.

Work Location
@ Visited

Job Information
@ Visited

Salary and Compensation
O Mot Started

Payroll
O Mot Started

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
O Mot Started

Summary

© Mot Started

The Job Information page displays.

Job Information

Supervisor

50CCD 29-8011

Effective Date (07/28/2028
Job Code |69034
Compliance/Safety Officer IV

Supervisor Level |E
Employee

Reports To |DLIOO100

Regional Safety Director
Wiew Current Incumbents

RegularTemporary | Hegular v

Employee Class | Classified o

Regular Shift | Not Applicable w
Classified Ind | Classified ¥

_Standa rd Hours

Supervizor Name DOE, JOHN

Supervisor Posn DLI00513

Effective Seguence 0

Job Entry Date |07/23/2028

Repeorts To Manager JOHN DOE

FulliPart | Full-Time
*Officer Code

15.

Click the Employee Class dropdown button and select the applicable employee

classification.

Employee Class

Classified

@

For further information on selecting the appropriate employee class, see the Job Aid titled
HR351 Employee Class Overview located on the Cardinal website in Job Aids under

Learning.
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Step | Action

16. Click the Salary and Compensation tab.

‘Work Location
& \isited

Job Information
@ Visited

Salary and Compensation
@ \isited

Payroll
O Not Started

Employment Data
© Mot Started

Benefit Program
© Mot Started

Validate
© Mot Started

Summary
© Mot Started

The Salary and Compensation page displays.

Salary and Compensation
Effective Date 07/28/2026 Effective Sequence 0

Salary Plan

Salary Admin Plan | SW/ |
Statewide

Grade |5 | Grade Entry Date |07/28/2026 |
Statewide Salary Grade 5

Step | | Step Entry Date | |
Includes Wage [ |
Progression Rule |C|—‘
Compensation

Compensation Rate 2,083.3333335 *Frequency | Semimonthly ~ ﬂ

» Comparative Information
> Pay Rates

Default Pay Componenis

Pay Components

1 row
[=][=a][»]

Amount Contrals Changes ‘Conversion Show All

*Rate Code 11 Seq 1 Compensation Rate 1. Cumrency 1 Frequency T, Percent 11 |

STATE Q@ E stooo00onnfm  [usp al  [a Q ‘
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Step | Action

17. Review the Salary Plan section. If the salary plan information is incorrect, cancel the
transaction, confirm job code accuracy, and make corrections on the position record before
assigning the employee to the position.

Salary and Compensaticn

Effective Date 07/28/2026 Effective Sequence 0

Salary Plan
Salary Admin Plan | SW
Statewide

Grade |5 Grade Entry Date |07/28/2026

Statewide Salary Grade 5

Step

Includes Wage [ |
Progression Rule |C|—|

Step Entry Date

For further information on updating Position Data, see the Job Aid titted HR351 Managing
o Position Data located on the Cardinal website in Job Aids under Learning.

18. Scroll down to the Compensation section.
_Compensation
Compensation Rate 2,083.333333% “Frequency | Semimonthly v
_» Comparative Information
R Pay Rates
Pay Components
1 row
[a]
Amount Controls Changes Conversion Show All
*Rate Code T Seq Tl Compensgation Rate . Currency TL Frequency 71 Percent TL
‘STATE Q| | 0| sn‘noo_oooonu|3 ‘USD 0.| |A Q
19. Click the Frequency dropdown button and select the applicable pay frequency.
*Frequency | Semimonthly W

20. Click the Default Pay Components button.

I Default Pay Components I
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Step | Action

21. In the Pay Components section, click the Rate Code Look up icon and select the
applicable rate code.

Pay Components

1 row
[a]
Amount Controls Changes Conversion Show All
*Rate Code TL Seq Tl Compensation Rate 7. Cumrency 7L Frequency T Percent Tl

ISTATE O‘I ) | sn‘nnn,nnmnn|3 |USD 0.| ‘A Q|

22. Enter the applicable compensation amount in the Compensation Rate field as either an
annual or hourly compensation amount.

Pay Components

1 row
2]
Amount Controls Changes Conversion Show All
*Rate Code Tl Seq 1L Compensation Rate 1. Currency 1L Frequency Tl Percent Tl

[ q| [ 9 | sooonoooono = [usp @] [A a]

The Currency will always be “USD” and the Frequency field defaults based on the Rate
0 Code selected. Do not update these fields.

23. Click the Calculate Compensation button.

Calculate Compensation

The Pay Components section refreshes, and the applicable compensation fields above populate.

Compensation

Compensation Rate 2,500.000000%

*Frequency | Semimonthly w

_» Comparative Information
> Pay Rates

Default Pay Components

Pay Components

1row

EIIEYEY

Percent Tl

STATE Q \j\ sn‘nuu_oooonn|: |USD Q.‘ |A Q
Calculate Compensation

Amount Controls Changes Conversion Show All

*Rate Code T Seq Tl Compengation Rate 1. Currency T Frequency T.
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Step | Action

24, Click the Payroll tab.

‘Work Location
@ Visited

Job Information
@ \isited

Salary and Compensation
@ Visited

Payroll
@ Visited

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
O Not Started

Summary
O Mot Started

The Payroll page displays.

Payroll

Effective Date 07/28/2026 Effective Sequence 0

*Payroll System | Payroll for Morth America » Absence System | Absence Management w

Payroll for North America

Pay Group | 3M1 aQ, |
Semimonthly Class (SATFRIOT)

Employee Type |s 0,| Holiday Schedule |HOLSAL Q
Salaried SalHolSch
Tax Location Code |D15 0,|
Augusta
GL Pay Type | | FICA Status | Subject v
Edit ChariFields Combination Code

Absence Management System

Pay Group | SM1 Q | Eligibility Group |V5DPE LGGRP Q |
Semi-monthly Classified WSDP Eligibility Group

Exchange Rate Type | Q| Use Rate As Of

Setting
Use Pay Group Eligibility | | Uze Pay Group Rate Type
Use Pay Group As Of Date

0 The Payroll System defaults to “Payroll for North America”. Do not change.

*Payroll System || Payroll for Morth America
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Step | Action

25. Confirm the accuracy of the Absence System field. If the employee is a wage employee or
the Agency does not use Cardinal Absence Management, the Absence System field should
display “Other”. If the employee is a salaried employee and the Agency uses Cardinal
Absence Management, the field should display “Absence Management”.

Absence System I Other VI Absence System I Absence Management ||

26. Click the Pay Group Look up icon and select the applicable Pay Group within the Payroll
for North America section.

_Payroll for North America
Pay Group|| SM1 QI
1ly Class (SATFRIOT)
Employee Type |s 0.| Holiday Schedule |HOLSAL Q
Salaried SalHolSch
Tax Location Code |D15 Q|
Augusia
GL Pay Type | | FICA Status | Subject v
Edit ChariFields Combination Code

0 The Employee Type and Holiday Schedule fields default based on the Pay Group

selection.
27. Click the Tax Location Code Look up icon and select the applicable tax location code.
_Payroll for North America
Pay Group |SM1 Q|
1ly Class (SATFRIOT)
Employes Type |S 0,| Holiday Schedule |HOLSAL Q
Salaried Sal.Hol3ch
Tax Location Codel| 015 QI
Augusia
GL Pay Type | | FICA Status
Edit ChariFields Combination Code

Updates made to the Tax Location Code field will update the Tax Data pages in the Payroll
0 module. Please notify the Agency Payroll Administrator that a change was made.
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Step

Action

28.

The FICA Status field defaults to “Subject” for regular Social Security and Medicare tax
withholdings. Update this value to “Exempt” if the employee is exempt from both Social

Security and Medicare tax withholdings or “Medicare only” if the employee is only subject to

Medicare tax withholdings.

Payroll for North America
Pay Group |SM1 Q
Semimonthly Class (SATFRIOT)
Employes Type |S 0.| Holiday Schedule |HOLSAL Q

Salaried Sal HolSch

Tax Location Code |D15 Q|
Augusia

GL Pay Type | | FICA Status || Subject |
Edit ChariFields Combination Code

The Absence Management System section only displays if “Absence Management” is
selected in the Absence System field above.

Absence Management System
Pay Group | S Q, | Eligibility Group |V5DPE LGGRP Q, |
Semi-monthly Classifisd VEDP Eligibility Group
Exchange Rate Type | Q | Use Rate As OF
Setting
Use Pay Group Eligibility | | | Use Pay Group Rate Type
Use Pay Group As Of Date

29. Select the same Pay Group in the Pay Group field within the Absence Management
System section as was selected in the Pay Group field within the Payroll for North
America section if the Pay Group is not auto-populated.

Absence Management System

Pay Group Isn.-n 0.|| Eligibility Group |V5DPELGGRP Q|
Semi-monthly Classifisd VSDP Eligibility Group
Exchange Rate Type | Q| Use Rate As Of
Setting
Use Pay Group Eligibility [[] | Use Pay Group Rate Type
Use Pay Group As Of Date
Rev 9/1/2026
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Step | Action

30. Click the Eligibility Group Look up icon and select the applicable eligibility group.

Absence Management System
Pay Group | SM1 qQ | Eligibility Group IJVSDPE LGGRP qQ I
Semi-monthly Classifisd VSDP Eligibility Group
Exchange Rate Type | Q, | Use Rate As OF
Setting
Use Pay Group Eligibility | | | Use Pay Group Rate Type
Usze Pay Group As Of Date

For further information on selecting the correct eligibility group, see the Job Aid titled TA374
Absence Management Leave Types and Eligibility located on the Cardinal website in Job
Aids under Learning.

31. De-select the Use Pay Group Eligibility field toggle.

Absence Management System

Eligibility Group |VSDPELGGRP Q|
VSDP Eligibility Group

Pay Group | SM1 Q |
Semi-monthly Classified

Exchange Rate Type | Q |
Setting
Use Pay Group Eligibility@ Use Pay Group Rate Type
Use Pay Group As Of Date

32. Click the Employment Data tab.

Work Location
@ Visited

Job Information
@& Visited

Salary and Compensation
@ Visited

Payroll
® Visited

Employment Data
@ \isited

Benefit Program
O Mot Started

Validate
© Not Started

Summary
© Not Started
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Step | Action

The Employment Data page displays.

Employment Data
Organizational Instance
Instance Record 0 Original Start Date | 06/25/2022 O override
First Start Date 06/25(2022 Last Start Date 06/25(2022
Termination Date
Org Instance Service Date |06/25/2022 O override
4Years 1Months 3 Days
Organizational Assignment Data
Instance Record
LastAssignment Start 07/28/2026 First Assignment Start 0672512022
Assignment End Date
Company Seniority Date | 127252014 Override Benefits Service Date | 06/25/2022 O Override
11 Years 7 Months 3 Days 4Years 1Months 3 Days
probaton ate
VSDP SICKPER Leave EM (oce o0
Contnuaus e Serie i previons s soviecthonts 1]
Total Service Credit Months 80
“Employee Eligible for Tenure Status/Contract Type
elework?
Alternate Leave Plan I:I Alternate Work Schedule || |
vsop Envt et
P T N

For a detailed description of the date fields on the Employment Data page, refer to the Job
o Aid titted HR351 Managing Service Dates and Breaks in Service located on the Cardinal
website in the Job Aids under Learning.

33. Select the date probation ends for the employee using the Probation Date Calendar icon in
the Instance Record section under Organizational Assignment Data if applicable.
Probation Date I
34. Review the Continuous State Service Date field and update as needed.

Note: This field is shared across all employee records, and is used to determine eligibility for
legislative pay increases for all salaried employees, as well as severance and benefits at
layoff for VPA covered employees, if applicable.

Continuous State Service Date I] 0G/25/2022

35. Review the Annual Leave Eligibility Date field and update as needed.

Note: This field must be populated for all VPA covered employees and salaried employees
for Agencies that use Cardinal’s Absence Management. The Company Seniority Date field
auto-populates from the Annual Leave Eligibility Date field.

Annual Leave Eligibility Date I12Ir25|,-2014 I Company Seniority Datel 1202572014 I QOverride
11 Years 7 Months 3 Days
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Step | Action

36. Select the applicable value for the Employee Eligible for Telework? field using the
dropdown button provided.

*Employee Eligible for

Telework? I Employes Eligible for Telework VI

For further information on selecting telework options, see the Job Aid titled HR351
o Managing Employee Teleworker Data located on the Cardinal website in Job Aids under
Learning.

If the Agency does not use Cardinal Absence Management, the Alternate Leave Plan field
0 must be completed based on the employee's leave plan (e.g., VSDP Elig Group) in order for
the employee to have a complete Total Compensation statement in Cardinal Employee Self-
Service (ESS).

If the Agency does not use Cardinal Absence Management or ESS/Total Compensation
Statement, the COV system of record (Cardinal) must still incorporate the employee’s leave
plan. Therefore, this field must be completed.

Alternate Leave Plan ” Q

37. Enter the enrollment date in the VSDP Enroll Date field. This field is provided to VNAV and
is used by the VSDP vendor to determine the original program enroliment date. A rehire will
have a one-year waiting period for VSDP enrollment. After the waiting period, the original
VSDP enrollment date will apply with their program eligibility. HR Analysts should refer to
program rules and confer with DHRM and/or VRS if this effective date is not clear.

VSDP Enroll Date |07/28/2027

38. The Previous State Service Months field is used when there is a break in service. Enter the
Previous State Service Months using the Managing Service Dates Calculator. If this
information is not available at the time of rehire, this information can be entered later.

Note: To download the calculator, and for more information on managing service dates and
breaks in service, see the Job Aids titted HR351 Managing Service Dates Calculator and
HR351 Managing Service Dates and Breaks in Service, located on the Cardinal website in
Job Aids under Learning.

Previous 5tate Service IE| I
Months

Veteran's Service Credit

Months |9D |

Total Service Credit Months 90
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Step | Action
39. Enter the months of veteran’s service in the Veterans Service Credit Months field, if
applicable.

Previous State Service
Months

Veteran's Service Credit
Months

Total Service Credit Months

=

80

50

The annual leave accrual is determined by using state service and veteran’s service in the
0 military, National Guard, or Reserves. The Total Service Credit Months field is a read-only
field. It is auto-populated as the sum of the veteran’s service credit months and the previous
state service months. It is used to determine the annual leave eligibility date when there is a
break in service or veteran’s service applies.

40.

Work Location
@ Visited

Job Information
@ \isited

Salary and Compensation
@ \isited

Payroll
® Visited

Employment Data
® Visited

Benefit Program
@ Visited

Validate
O Mot Started

Summary
O Mot Started

Click the Benefit Program tab.
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The Benefit Program page displays.

Benefit Program

Benefit Record Number 0

Effective Date 07/28/2026 Effective Sequence 0

*Benefits System | Benefits Administration Vl Benefits Employee Status  Aclive

Annual Benefits Base Rate |

= USD

Enter or update the ACA Eligibility details from the related actions in Job Actions Summary.

Benefits Administration Eligibility

BAS Group ID |OEC Q|
QE State
Eligible Field 1 |HBYE|050 | Eligible Field 2 |‘[8100100l} Q |
Eligible Field 3 |Y Q | Eligible Field 4 | Q | 0
Eligible Field & | Q | Eligible Field & |301a1 |
Eligible Field 7 | Q | Eligible Field & |12-24 Q |
Eligible Field 9 |SF-GE Q |
Benefit Program Participation Details 1 row
[a][x]
| Effective Date Tl Benefit Program T} Currency Code T4 Description T |
06/25/2022 SAL uso Salaried Employee Benefit Pgm ‘
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41. Review the Benefits Administration Eligibility section. The eligibility fields will default from
the previous row of Job Data. Update Eligibility Fields 2, 3, 8, and 9 as needed using the
following information:

e Eligible Field 2 — update to the applicable Healthcare Group ID (Department value).
These values are provided to the health benefit vendors and reflect the group in
which the employee is enrolled (DHRM provided 9-digit number).

e Eligible Field 3 — this field is required for PY/TA Agencies:

» Select “Y” if the employee enters their own time (gives employee edit access
to their timesheet)

» Select “N” or leave blank if time is entered by a Timekeeper or loaded through
an interface (gives employee read-only access to their timesheet)

o Eligible Field 8 — update as needed: select the applicable pay frequency (e.g.,
salaried is “12-24” and hourly is “12-26").

o Eligible Field 9 — update as needed: select the applicable value. These values
represent the nature of the employee and how the employee health premiums are
paid. Select the breakdown of how the benefits payment will be split between the
employee (EE) and the employer (ER).

Benefits Administration Eligibility
BAS Group ID |OEC 0.|

OE State
Eligible Field 1 |HEY0030 Eligible Field 2 |181001UU-EI QI
Eligible Field 3 || ¥ al Eligible Field 4 | Q|
Eligible Field 5 | Q.| Eligible Field 6 | 301581
Eligible Field 7 | Q| Eligible Field & |12-24 QI
Eligible Field 9 ISF-GB QI
42. Review the Benefits Program Participation Details section and validate it for accuracy.

Benefit Program Participation Details 1 row
4]
Effective Date L Benefit Program T Currency Code L Description 11
06/25/2022 SAL usD Salaried Employee Benefit Pgm

For further information on the Eligibility Configuration valid values, refer to the Job Aid titled

BN361

Job Aids under Learning.

Overview of the Eligibility Configuration Fields located on the Cardinal website in
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43.

Click the Validate tab.

Work Location
® Visited

Job Information
@ Visited

Salary and Compensation
@ Visited

Payroll
@ \isited

Employment Data
@ \isited

Benefit Program
® Visited

Validate
@ \isited

Summary
O Mot Started

The Validate page displays.

Validate

Effective Date 07/28/2026

Validation

Effective Sequence 0

Validate

Use the Validate button to verfy the entered data. This is an optional step but it iz recommended fo validate details and review waming and emor messages

Messages

Currently there are no exceplions fo be displayed.

44,

| Validate

Click the Validate button.

The Validation page refreshes with a Messages section.

Messages

Messapge Severity TL

1 Warning

Validation Successful with warnings

Message Text TL

\Warning -- You have updated job infermation that is relevant fo compensation defaulling on jobr row 1. (1000,910)

1 row

=] [)+]
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45, Review the Messages section.
Note: Users should validate every transaction to review and address any warnings and/or
errors that may have occurred. Warnings can be bypassed, but errors must be addressed
before submitting (the Messages section will display an Error message and the validation
will fail). Select the Proceed with warning checkbox option if applicable.

46. Click the Summary tab.

Work Location
@ Visited

Job Information
@ Visited

Salary and Compensation
@ Visited

Payroll
@ Visited

Employment Data
@ Visited

Benefit Program
@ Visited

Validate
@ Visited

Summary
@ Visited

The Summary page displays.

g )

Summary

Effective Date 07/28/2026 Effective Sequence 0

Summary of Changes

Field Label Proposed Information Current Information
Position Number @ DLI0009S DLIDDOTZ
HR Status @ Active Inactive
Payroll Status @ Active Teminated
Reports To @ DLI00100-Regional Safety Director g}éoc?g: 3-Regional Health

Reports To Manager @

Compensation Rate @ 2,500.000000 2,083.333333 u
Rate Code STATE STATE
Rate Code / Compensation Rate @ STATE / 60,000.000000 STATE f50,000.000000
Termination Date ® Mot Available 0812212025
Last Date Worked @ Mot Available 0&/22/2025

Changes Made @
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47. Review the Summary of Changes section, and then click the Submit button.

The Submit Confirmation page displays.

Submit Cenfirmation

./T he Rehire for JONATHAN DOE has been successfully created.

[JONATHAN DOE
| 0 | Safety Compliance Officer Se
12100 | DEPT OF LABOR AND INDUSTRY | Active

For entering or updating ACA related details go to Job Actions Summary and select the related action ACA Eligibility Details.

Job Acfions Summary Go To Search Results

48. Navigate to the Modify Person page to update the employee’s personal information which
includes name, address, phone and email address. For further information on updating
personal information, refer to the Job Aid titted HR351 Viewing and Modifying Personal
Data located on the Cardinal website in Job Aids under Learning.

49, Navigate to the Additional Pay page using the following path:

NavBar > Menu > Payroll for North America > Employee Pay Data USA > Create
Additional Pay

The Create Additional Pay Find an Existing Value Search page displays.

Scenario: The employee was rehired with an effective date of 07/28/2026. Ensure that there are no
additional pay transactions with an end date later than 07/28/2026 or with no end date.

| 4 Cardinal HCM | Create Additional Pay

Mew Window | Help
Find an Existing Value

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

) Recent Searches | Choose from recent searches v| & [ Saved Searches | Ghoose from saved searches v| Z
EmplID | begins with v | | | Empl Record | = v| | |
Name | begins with v | | | Last Name | begins with v | | |
Second Last Name | begins with v | | | Alternate Character Name | begins vilh | | |

Middle Name | begins with v| | |

# Show fewer options

[ Case Sensitive Include History

Search Clear
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Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

0 For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled

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

Note: Users can also search for the applicable employee using the various fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with ~

51. Select the Include History checkbox option.

Include History

l Clear ] l Save Search

52. Click the Search button.
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The Create Additional Pay page displays.

Create Additional Pay

JONATHAN DOE Employee

Additional Pay

Effective Date

Effective Date |07/01/2025

Payment Details

*Addl Seq Nbr E
Rate Code E

cumis

Goal Amount :

Sep Check Nbr :

B 0K to Pay

Applies To Pay Periods
First Second Third

> Job Information

> Tax Information

I Retum to Search ” Motify ” Refresh ]

VRS Contribution Base

Empl ID Empl Record 0

@ | 10f1 w I View All
(+I[=]
Al e
[+][=]

@ | 1of1 w I View all
End Date |o&'31f2025 | E
Reason | Mot Specified V|

[l Disable Direct Deposit
[ Prorate Additional Pay

Fourth Fifth

Update/Display Include History

53. Verify that there are no active additional pay transactions that will be in effect after the rehire
effective date for the employee. In this example, the end date of “08/31/2025” is prior to the
rehire effective date. Therefore, no action is needed. If there was no end date or an end date
after the rehire effective date, a transaction should be entered to stop the Additional Pay.

To stop an Additional Pay transaction, refer to the Job Aid titted HR351 Processing
0 Additional Pays located on the Cardinal website in Job Aids under Learning.

following path:

Direct Deposit

54. For Agencies using Cardinal Payroll, navigate to the Request Direct Deposit page using the

NavBar > Menu > Payroll for North America > Employee Pay Data USA > Request
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The Request Direct Deposit Find an Existing Value Search page displays.

< Cardinal HCM

Request Direct Deposit

0o a o : 6
Mew Window | Help
Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
@ Recent Searches Choose from recent searches v| f [ Saved Searches | Choose from saved searches v| /
EmplID | begins with Name | begins with
LastName | begins with v Second Last Name | begins with w
Alternate Character Name | begins with V| ‘ |
-~ Show fewer options
[l Case Sensitive [ Include History [ Correct History
The Request Direct Deposit page is a Read Only page available under the HR
Administrator role.
For more information pertaining to viewing the Direct Deposit page, see the Viewing the
Direct Deposit Page section of the Job Aid titled PY382 Reviewing the Payroll Read Only
Pages located on the Cardinal website in Job Aids under Learning.
55. Enter the rehired employee’s Employee ID in the Empl ID field.
EmplID' | begins with w
56. Select the Include History checkbox option.
Inn:'.lude History
57. Click the Search button.
Bl -
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The Request Direct Deposit page displays for the employee.
Request Direct Deposit

Mew Window | Help | Personalize Page

JONATHAN DOE Person ID 00347238500
Deposit Infermation & @ I 10f1 v | Visw Al
Effective Date  09/25/2022 Status  Active

Suppress DDP Advice Print

Distribution Information @ | 1of1 v I View All

Your Bank Information &

Country Code USA United States Add New Bank
Bank 1D
Bank Name
Address
VA
International ACH Bank Account Prenotification Required

Distribution ®

Account Type Checking Deposit Type  Balance of Net Pay
Net Pay Percent Met Pay Amount
Priority 999 Prenote Date  10/05/2022
Account Number Prenote Status Completed
This data was last updated by System Data last updated on  08/25/2022

Save i Retum to Search ” Motify ” Refrash I Update/Dizplay Include History Correct History

58. Review the previous Direct Deposit information and verify it matches the rehire paperwork.

59. If the Direct Deposit information differs from the Direct Deposit form provided by the
employee during onboarding, the HR Administrator must reach out to the Agency Payroll
Administrator promptly to have the Direct Deposit information updated in Cardinal prior to
Payroll certification.

60. Continue to the Agency Next Steps After Entering the Rehire section of this Job Aid.
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Agency Next Steps After Entering the Rehire

Be sure to enter/review the employee’s citizenship, update the employee’s Personal Data, and add a
telework agreement if one has been established/approved.

o For further information on entering citizenship information, updating Personal Data and
telework agreement, see the Job Aids titled HR351 Viewing and Modifying Personal Data
and HR351 Managing Employee Teleworker Data. These Job Aids can be found on the
Cardinal website in Job Aids under Learning.

If the Agency requires the Employee Activity Report to be placed in the personnel file, be sure to run
the Employee Activity Report. This report can be found in the Cardinal HCM Human Resources
Reports Catalog located on the Cardinal website in Reports Catalogs under Resources.

Communicate with the employee to update state and federal withholding forms, direct deposit
elections, etc. per established business practices. If the tax withholding paper is not collected and
entered prior to the first payroll period, withholdings will default to single and zero. State taxes default
to Virginia. Please coordinate with the Agency Payroll Administrator.

Coordinate with Agency Benefits Administrators to ensure that eligible employees complete their
benefit elections (within 30 days per OHB policy).

o For further information on completing benefit elections, see the Job Aid titled BN361
Completing a New Hire Enrollment located on the Cardinal website in Job Aids under
Learning.

Coordinate with an Agency Time and Labor (TL) Administrator to ensure that all employees are
assigned the applicable Work Schedule (can be assigned by either a TL Administrator or the
employee’s supervisor) and review their TA eligibilities (e.g., overtime, comp leave, etc.).

o For further information pertaining to assigning work schedules, see the Job Aid titled TA
Maintaining Employee Work Schedules located on the Cardinal website in Job Aids under
Learning.
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