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Managing Employee Teleworker Data Overview

The Maintain Teleworkers page is used to track the number of telework days and dates approved on
employee telework agreements. This page is used by DHRM to report required teleworking statistics.
Only VPA covered (classified) employees with an approved telework agreement are required to be
entered on the Maintain Teleworkers page. However, Agencies can enter agreement details for other
employees including hourly/wage, as optional. If an employee’s telework eligibility is not indicated on the
Maintain Teleworkers page, it is assumed they are not teleworking or are teleworking less than one
day per week. The report that DHRM runs for "official" reporting only pulls VPA covered employees.

Before recording the employee’s telework status and agreement details, the Agency HR administrator
should verify and/or update the following if the employee will be teleworking:

o The Available for Telework field = “Yes” on the employee’s position
e The Employee Eligible for Telework? field = “Employee Eligible for Telework” on the
employee’s job record (this field is located on the Employment Information page)
Note: These values are required on the position and in job data in order to save the record on the
Maintain Teleworkers page.

When adding the employee’s telework agreement details to the Maintain Teleworkers page, the
Approved Telework Day per Week field and both the Start Date and End Date fields are required. If a
new telework agreement is authorized before the previous one ended, the previous end date will need
to be adjusted so that the agreements are not overlapping before adding the new agreement dates.
Adjustments can be made without entering a new row and does not require submitting a helpdesk
(VCCC) ticket.

Note: A position can be available for telework, but the employee may be ineligible for telework (e.g., low
performance evaluation or a written notice). In cases where the employee was eligible for telework and
later deemed ineligible, update the agreement on the Maintain Teleworkers page first for the
employee, then update the employee as ineligible for telework on their job record on the Employment
Information page.

Note: Employees who have been approved to work remotely during emergency situations or for stand-
by situations will not be tracked on the Maintain Teleworkers page.

Navigation Note: Please note that you may see 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.
3/1/2025 Updated the screenshots of the Search pages (Section 2, after Step 1; Section 3,
after Step 1; Section 4, after Step 1; Section 5, after Steps 1 and 7). Added
reference information to the Overview of the Cardinal HCM Search Pages Job Aid.
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Verifying that the Position is Available for Telework

Prior to adding a Telework Agreement, first verify that the applicable employee’s position is available
for telework.

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

Manage Human Resources

foyigel

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

=®

Return From Leave

2. Click the Manage Position tile.

Manage Position

2

858
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Step | Action

The Manage/Create Position Manage Position Search page displays.

Manage/Create Position

Manage Position (® Add New

~ Search Criteria

My Saved Searches | " |

Position Number |beginswith V| | |

Description |beginswith v| | |

Business Unit | beginzs with v| | Q‘
Department | beginzs with v| | Q|
Position Status | begins with v| | v|

Reports To Position

Number |beginswith v| | |

O Include History

0 Users can also navigate to the Manage Position page using the following path:

NavBar > Menu > Organizational Development > Position Management > Maintain
Positions/Budgets > Manage Position

3. Enter the applicable employee’s Position Number in the Position Number field.

Position Number | begins with

4. Select the Include History checkbox option.

Include History

l Clear ] l Save Search

5. Click the Search button.
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The Position Details page displays.

Position Details

Position Number DLI00022
Headcount Status Filled
Current Head Count 1 of 1

Add Row

5rows
Effective Date 1} Effective Sequence 1, Reason fl Business Unit 1} Department 1, Job Code 11 Location 11 Status 1, Approval Chain 1|
060112025 0 Pasition Data Update Dept of Labor and Industry DEFT OF LABOR AND INDUSTRY Compliance/Safety Officer [V NORFOLK REGIONAL OFFICE Approved  Approval Chain
0911712024 0 Position Data Update Dept of Labor and Industry DEPT OF LABOR AND INDUSTRY Gompliance/Safety Officer IV NORFOLK REGIONAL OFFICE Approved  Approval Chain
01/01/2024 [ Pasition Data Update Dept of Labor and Industry DEFT OF LABOR AND INDUSTRY Compliance/Safety Officer |V NORFOLK REGIONAL OFFICE Approved  Approval Chain
0512512023 0 Job Reclass Upward Dept of Labor and Industry DEPT OF LABOR AND INDUSTRY Compliance/Safety Officer IV NORFOLK REGIONAL OFFICE Approved  Approval Chain
010111901 0 New Position Dept of Labor and Industry DEPT OF LABOR AND INDUSTRY Compliance/Safety Officer |1l NORFOLK REGIONAL OFFICE Approved  Approval Chain

display.

If the Include History checkbox option was not selected, only the current row of data will

6. Click the View Detail icon (>) at the end of the current effective dated row.

5rows
Effective Date 1. Effective Sequence 1, Reason i Business Unit 1} Department 1. Job Code 1 Location f§ Status i Approval Chain 14

06/01/2025 0 Position Data Updale  Dept of Laber and Industry DEPT OF LABOR AND INDUSTRY Compliance/Safety Officer IV MORFOLK REGIONAL OFFIGE Approved  Approval Chain

0911712024 0 Position Data Update  Dept of Laber and Industry DEPT OF LABOR AND INDUSTRY Compliance/Safety Officer IV NORFOLK REGIONAL OFFICE Approved  Approval Chain

01/01/2024 0 Position Data Update  Dept of Labor and Industry DEPT OF LABOR AND INDUSTRY Compliance/Safety Officer IV MORFOLK REGIONAL OFFIGE Approved  Approval Chain

05/25/2023 ] Job Reclass Upward Dept of Labor and Industry DEPT OF LABOR AND INDUSTRY Compliance/Safety Officer IV NORFOLK REGIONAL OFFICE Approved  Approval Chain

0170111901 0 New Position Dept of Laber and Industry DEPT OF LABOR AND INDUSTRY Compliance/Safety Officer IIl NORFOLK REGIONAL OFFICE Approved  Approval Chain

The View Position page displays.

View Position

Pasition Number DLI00022
Headcount Status Filled
Current Head Count 1af1

Effective Date
Effective Sequence
Reason

Approval Status

Position

0810172025
0
UPD Posilion Data Update

Approved

Next >

Position Status

Budgeted Position

Confidential Position

Job Information

Approved

Yes

Ho

Max Head Count 1

Status Active Status Date 08121/2022
Action Date 07/02/2025
Key Position No Job Sharing Permitted No

Available for Telework Yes

Business Unit 18100 Dept of Labor and Indusiry Full/Part Time  Full-Time
Job Code 69034 Compliance/Safety Officer IV Union Code
RegularTemporary Regular Short Title 69034

Regular Shift Mot Applicable . Complizncersarety Offcer IV
Description
Title Health Compliance Off Senior v
Work Location
Reg Region USA United States Company DLI Dept of Labor and Industry
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Step | Action

7. Verify that the Available for Telework field displays a value of “Yes”, within the Position
Information section.

Note: If this field displays a value of “No” and the position has been approved for telework,
return to the Position Details page to add a new effective dated row and update the field to
“Yesl"

The effective date of the update should equal the date the position was approved for
telework. For more information on updating position data, please see the Job Aid titled
HR351 Managing Position Data located on the Cardinal website in Job Aids under
Learning.

Position Information
Position Status Approved Max Head Count 1

Status Aclive Status Date 08/21/2022
Action Date 07/02/2025

Key Position Mo Job Sharing Permitted Mo

Budgeted Position Yes I Available for Telework Yes I

Confidential Position Mo
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Verifying that the Employee is Available for Telework

After verifying that the applicable employee’s position is available for Telework, next verify that the
employee is eligible for Telework.

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

Manage Human Resources

fosicel

The Manage Human Resources page displays.

Manage Human Resources

Create Employee Modify Person Manage Job Add Jobs and Assignments Manage Pesition

@ ty % “® s

Name Changes Return From Leave

Name

2. Click the Manage Job tile.

Manage Job

—&
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Action

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | Vl
Empl ID | begins with Vl | | Empl Record | = v| | |
Name | beging with Vl | | Last Name | beging with V| | |
HR Status | beginz with Vl | Vl Business Unit | begins with V| | Q |
Department | beging with Vl | 0.| Business Title | beging with V| | |

O Include History

l Clear ] l Save Search l

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages located on the Cardinal website in Job Aids
under Learning.

3. Enter the 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 ~
4, Select the Include History checkbox option.
Include History
[ Clear I [ Save Search
5. Click the Search button.
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Step | Action

The Job Actions Summary page displays for the selected employee.

Job Actions Summary
Apple Pie
Create Job Action
UpdatemDisplay | Include History
Job Actions Summary
[ef
Effective  Payroll Tax Salary
Action Regulatory Business. Establishment pay Employee  Employee Standard FullPart Admin  FLS:
Datel  Siauel ol LastupaudByiDae  Siaws lobCode Position Reports To Remiono™¥ [Weiness: Dopartment Location |1~ Company PayGroup ¢, Locaton GO, TRRYS ONT FE T T
indicator
Adive Pay Rate sw
061102025 Change usa cts s
, Acti 26 Completed unted Chssiod qmneg 40.00 1000000 FullTime Statewide None
Primary Job pioewite States Satary 5
At Pay Rate sw
061012025 Change 4 UsA cLs s
. Active 26 Completed unted Chssiod gmaneg 40.00 1000000 FulkTime Statewide Profe
Primary Job a2iide States Salary 5
Active Position sw
061012025 Change UsA oLs s
. Active Fosiion Completed unted Chsted  gpeg 40.00 1.000000 FullTime Statewide None
Dafa States Salary
Frimary Job Dot 5
A Position sw
oonznoe Change usa cs s
. Active poston Completed unted Clssted  gatarog 40.00 1000000 FulkTime Statewide Profc
Primary Job (o et States Salary 5 L
4 >

0 If the Include History checkbox option was not selected, only the current row of data will
display.

6. Scroll to the right side of the page and click the View Job Details icon (>) for the highest row
in the Job Actions Summary section.

Actions
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The Job Details page displays.

Job Details

Apple Pie

Effective Date 06102025

Action Pay Rate Change

Sequence 1 Reason FY26 Statewide Increase
~ Work Location
Job Indicator Primary Job Status Completed
Position Number DLI00022 Health Compliance Off Senior Override Details No
Position Entry Date 10/10/2017 Position Managed Record No
Regulatory Region USA United States Company DLI Dept of Labor and Industry
Business Unit
Department Department Entry Date  10/10/2017
Location .._... - - = Establishment ID DOLI Dept of Labor and Industry
Last Start Date 10/10/2017
STD Claim Number Layoff Notice Date Recall Eligibility Flag No
Turn Off Auto Pay Leave With Pay Working
Yes Yes
No No

> Job Information
> Salary and Compensation

> Payroll

> Employment Data

> Benefit Program

Data
Instance

Instance Record 0
First Start Date 1011012017
Termination Date

Org Instance Service Date 101102017 & Years 7 Months 10 Days

Assignment Data

Original Start Date 1011072017 Override No

Last Start Date 1011072017

Override No

Instance Record

Last Assignment Start 101012017
Assignment End Date
Company Seniority Date 09/10/1997 28 Years 8 Months 10 Days
Benefits Service Date 1011012017 8 Years 7 Months 10 Days
Probation Date
VSDP Sick/PER Leave Efit Date 10/1012017

Continuous State Service Date 10/1012017

Annual Leave Eligibility Date 09/1011997

Employee Eligible for Telework? Employee Eligible for Telework

First Assignment Start 101022017

Override Yes

Override No

Previous State Service Months 0

Veteran's Service Credit Months 241

Total Service Credit Months 241

Tenure Status/Contract Type

8. Within the Organizational Assignment Data section, verify that the Employee Eligible for

Employee Eligible for Telework?

Employee Eligible for Telewark

Telework? field displays a value of “Employee Eligible for Telework”. If this is correct, this
process is complete. If it is not correct, proceed the next step.
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Step | Action

9. Click the Back arrow button to go back to the previous page.

<« O © ®

The Job Actions Summary page redisplays.

Job Actions Summary
Apple Pie
Create Job Action
. 4
Job Actions Summary
(2
HR/
Effoctive  Pavroll  action s Regulatory Business. Establishment Pa ax ion Employee  Employee Standard Fulpart A FLS
Date ! Status/  olO0|  LastUpdatedBy/Date  Status  Job Code Position Reports To Rogion " bt Department Location 3 Company Pay Group o | Location g, TEBlovee BENAM pre el el) s
Sequence Job Code
Indicator
Active Pay Rate sw
061012025 Change UsA cLs s
) Adive 26 Completed United Clossfed  gures 40.00 1000000 Full-Time Statewide None
Statewide States Salary Al 5
Primary Job e
Active Pay Rate sw
061022025 Change ! UsA cLs s
Act Completed United Classifed 40.00 1000000 FullTime Statewide Profe
’ Primary Jop Siatewide States Salary Salaried \
0D jacrease
A Position sw
0610112025 Change usa cLs s
. ive Position Completed Unted Classted  guag 40.00 1000000 Full-Time Statewide None
Data States Salary alare
Primary Job (ot 5
Active Position sw
081702024 Ghange usA cLs s
. Adive Fostin Completed Unitsd Clseied  sueg 40.00 1000000 FullTime Statewide Profe
Primary Job Dot States Salary 5 9
hs >

10. Click the Create Job Action button to add a new effective dated row.

Create Job Action

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

Create Job Action

Note: If a Payroll is currently in process for this employee, data will not be processed until next payrall.
Please review the fransaction specific details and update the effective date correctly on this page.

“Effective Date [05121/2026 |

Effective Sequence |1] |

*Action | Q |

“Reason | Q |
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Step | Action

11. Click the Effective Date Calendar icon and select the applicable effective date. The effective
date of the new row should equal the date the employee became eligible for telework.

*Effective Date |0:3/21/2026

The Effective Sequence field will auto-populate based on the effective date and does not
o need to be updated.

Effective Sequence |0

12. Click the Action dropdown button and select “Data Change”.

*Action |DTA Q| Data Change
13. Click the Reason dropdown button and select “Data Change”.
*Action |DTA C, | Data Change
*Reason |DTA | Data Change

14. Click the Continue button.
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Step | Action

The Work Location page displays.

Data Changle - Data Change

Apple Pie

Work Location Work Location
® Visited

Effective Date 05/21/2026

Job Information HR Status Active

Related Information

Effective Sequence 0

Payroll Status Active
' Reference Links

Position Entry Date [10/1022017 |

Employment Data B
Regulatory Region |USA |

© Mot Started USA
United Slales
Benefit Program (o
© ol Started Business Unit 18100 |
Dept of Labor and Industry
Validate |
© Not Staried Department [1g100 |
DEPT OF LABOR AND INDUSTRY
Summary Location |
© Mot Started L

Date Created 0521/2026

© Mot Started
~Job Indicator | Primary Job v
Salary and C
© Not Started
Position Number |DLIOD022 Q Override Details () |
Payroll Health Compliance Off Senior
© ot Started

Maintain Teleworkers

View Job Details
Position Managed Record Ne

Company [DLI
Dept of Laber and Industry
Department Entry Date [10/10/2017 |

Establishment ID |DOLI Q
Dept of Laber and Industry,

Last Start Date 10/102017

STD Claim
Number

Turn Off Auto Pay

Recall Eligibility
e ()

Leave With Pay Working

O Yes

® No

Yes

No

15. Click the Employment Data tab.

Work Location
@ Visited

Job Information
O Mot Started

Salary and Compensation
O Mot Started

Payroll
O Mot Started

Employment Data
@ \isited

Benefit Program
O Mot Started

Validate
O Mot Started

Summary
O Mot Started
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Step | Action

The Employment Data page displays.

Work Location
® Visited

Employment Data

(s} izatis Instance

Job Information Instance Record 0

VSDP SICKiPER Leave Efft Date |10/1022017

Continuous State Service Date | 10/10/2017

Annual Leave Eligibility Date |09/10/1997

Alternate Leave Plan |

VSDP Enroll Date | 10/10/2017

© Mot Staried Original Start Date | 10/10/2017 O override
First Start Date 1011012017 Last Start Date 10102017
Salary and Compensation
© Not Started Termination Date
Org Instance Serviee Date |10/102017 O Override
Payroll Rl —
© Not Started &Years 7 Months 11 Days
Organizati Data
Employment Data
Qiieiiad Instance Record
Benefit Program Last Assignment Start 10/10/2017 First Assignment Start 101102017
© Not Started
End Date
Validate Company Seniority Date ‘094‘10“1997 | Ovemide Benefits Service Date | 10102017 O Override
© Not Started - -
ot stare 28 Years &Months 11 Days &Vears 7 Months 11 Days
Summary Probation Date
© Not Started

“Employee ENGIDIE OF [ Employee Inelg for Telewark v

Previous State Service Months

Veteran's Service Credit Months |241

I

Total Service Credit Months 241

Tenure StatusiContract Type

I_II
¢

‘ Alternate Work Schedule

for Telework”.

16. Click the Employee Eligible for Telework? dropdown button and select “Employee Eligible

*Employee Eligible for Telework?

| Employee Eligivle for Telework v |

17. Click the Validate tab.

Work Location
@ Visited

Job Information
O Mot Started

Salary and Compensation
O Mot Started

Payroll
O Mot Started

Employment Data
® Visited

Benefit Program
O Mot Started

Validate
& \isited

Summary
O Mot Started
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Step | Action

The Validate page displays.

Validate

Validate

Effective Date 05/21/2028 Effective Sequence 0
Validation
Use the Validate button to verify the entered data. This is an optional step but it is recommended to validate details and review waming and emor messages

Messages

Currently there are no exceptions to be displayed.

18. Review the Validate page and click the Validate button.

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.

Validate

19. After validation, click the Summary page.

Work Location
® Visited

Job Information
O Mot Started

Salary and Compensation
O Mot Started

Payroll
O Mot Started

Employment Data
® Visited

Benefit Program
O Mot Started

Validate
® Visited

Summary
@ \isited
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Step | Action

The Summary page displays.

Note: Not all changes will be captured on this page.

Data Change - Data Change

Aclive
=N
‘Work Location Summary Related Information
® Visited
@
Job Information Effective Date 05/21/2026 Effective Sequence 0
© Not Started
Summary of Changes - Reference Links i)
Salary and Compensation Mo Summary to display.
© Mot Started Maintain Telewarkers
View Job Details
Payroll
© Not Started

Employment Data
@ Visited

Benefit Program
O Not Started

Validate
@ Visited

Summary
@ Visited

20. Review the Summary of Changes if applicable and click the Submit button.
e

The Submit Confirmation page displays confirming the change.

Submit Confirmation

& The Data Change for Apple Pie has been successfully created.

Apple Pie

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

Job Actions Summary Go To Search Results
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Adding a New Telework Agreement

Utilize the instructions in this section to add a Telework Agreement when one has not existed
previously for the employee.

Step | Action

1. Navigate to the Maintain Teleworkers page using the following path:
NavBar > Menu > Workforce Administration > Job Information > Maintain Teleworkers

The Maintain Teleworkers Find an Existing Value Search page displays.

< Cardinal HCM Maintain Teleworkers
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 ~ | f [ Saved Searches | Choose from saved searches ~ | f
EmplID | begins with | Q| Empl Record | = - | Q|
Name | begins with v| | | Last Name | begins with v| | |
Second Last Name | begins with « Alternate Character Name | begins with
Middle Name | begins with »
~ Show fewer options
[ Case Sensitive [ Include History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 Overview of the Cardinal HCM Search Pages located on the Cardinal website in Job Aids
under Learning.

2. Click the Add a New Value button.

(P Add a New Value
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Step | Action

The Maintain Teleworkers Add a New Value page displays.

Maintain Teleworkers

Add a New Value Q,Find an Existing Value

3. Enter the applicable employee’s Employee ID in the Empl ID field.
Empl ID Q

4. Enter the Employee Record number in the Empl Record field.
*Employee Record Q

5. Click the Add button.

Add
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The Teleworker Status page displays for the selected employee.

Telework Status

Job Information

Full/lPart Time  Full-Time
RegularTemporary  Regular

Telework Details

Apple Pie Employee

Job Title  Compliance/Safety Officer IV

Position Title  Health Compliance CGff Senior

Empl D Empl Record [¥]

Position Eligible for Telework

Employee Eligible

for Telework? Employes Eligible for Telework

@ | Tof1 w | View Al

Eligible for Telework”.

record or employee job data.

+][=]
*Approved Telework Days per Week \:I Ol Qut of State

[ Add l l Update/Display l l Include History l

6. Validate that the Position Eligible for Telework checkbox option is selected.
I Position Eligible for Telework I

Employee Eligible

for Telework? Employee Eligible for Telework
7. Validate that the Employee Eligible for Telework? field displays a value of “Employee

Note: If either of the fields above are ineligible, do not proceed with adding the agreement
details. Return to the applicable section in this Job Aid to verify and update the position

Employee Eligible

Position Eligible for Telework

for Telework?

Employee Eligible for Telework
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Step | Action

8. Click the Start Date Calendar icon and select the date that the employee is approved to
begin teleworking as indicated on the telework agreement.

Note: This field must be completed to save the agreement.

Telework Details | Q | I 10f1

*Start Date “End Date |

“Approved Telework Days per Week | |

JOut of State

9. Click the End Date Calendar icon and select the date the telework agreement will end.

Note: This field must be completed to save the agreement.

Telework Details |§| | 10f1 »
“Approved Telework Days per Week | | Out of State
10. Enter the number of days the employee will be teleworking per week in the Approved

Telework Days per Week field as indicated in the agreement.

Note: The field only allows values of “1” through “5” and must be completed to save the

agreement.
Telework Details |§| | Tof1 v
“Start Date “End Date |
“Approved Telework Days per Week D Out of State
11. If the employee has out of state residency and requires a telework agreement, select the Out
of State checkbox option. Otherwise, do not select this checkbox option.
Telework Details |§| | Tof1 v
*Start Date “End Date | |
“Approved Telework Days per Week | | m

12. Click the Save button.
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Updating an Active Telework Agreement

Step

Action

1.

Navigate to the Maintain Teleworkers page using the following path:
NavBar > Menu > Workforce Administration > Job Information > Maintain Teleworkers

The Maintain Teleworkers Find an Existing Value Search page displays.

< Cardinal HCM Maintain Teleworkers
Find an Existing Value

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

D) Recent Searches | Choose from recent searches ~ | / [] Saved Searches | Choose from saved searches ~ | /

[ Case Sensitive [ Include History

Empl ID | begins with | Q| Empl Record | = - | Q|

MName |begins with v| | | Last Name | begins with v| | |

Second Last Name | begins with v| | | Alternate Character Name | begins with v| | |

Middle Name | begins with ~

~ Show fewer options

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
Overview of the Cardinal HCM Search Pages located on the Cardinal website in Job Aids
under Learning.

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

Note: Users can also search for the applicable employee using the various Name 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 V| I Cl‘I

Select the Include History checkbox option.

Include History
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4. Click the Search button.

= -

The Telework Status page displays the selected employee’s existing telework record.

Telework Status

Employee Empl ID Empl Record 0

Job Information

Job Title  Human Resource Analyst Il
Position Title  Human Resources Generalist Position Eligible for Telework
Full/Part Time Full-Time

Regular/Temporary Regular Employee Eligible

for Telework? Employee Eligible for Telework

Telework Details @ | I View Al

“Start Date |07/01/2025 “End Date |06/30/2026
*Approved Telework Days per Week [J Out of State

l Return to Search H Motify l l Add l l Update/Display l Include History
5. Confirm that the number in the Empl Record field matches the Employee Record to which

the agreement is being added.

Telework Status |
|

Employee Empl ID Empl Record 0 |
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6. Click the End Date Calendar icon and select the applicable date.

Note: This date should be one day prior to the new agreement start date (“03/31/2026” for
this example).

Telework Details @ | I View Al

“Start Date |07/01/2025 “End Date | 03/31/2026 ‘
*Approved Telework Days per Week [ Qut of State

Telework agreement dates cannot overlap. Therefore, users must update the existing
agreement End Date to the day before the new agreement start date.

7. Click the Save button.

E| Retum to Search || Motify |
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The Telework Status page refreshes with the updated end date.

Telework Status

Employee

Job Information

Job Title Human Resource Analyst I
Human Resources Generalist

Full-Time

Paosition Title
FulliPart Time

RegulariTemporary Regular

Telework Details

*Start Date |07/01/2025
*Approved Telework Days per Week

l Return to Search H Notify l

for Telework?

[a]

Empl Record

Position Eligible for Telework

Employee Eligible

Employee Eligible for Telework

*End Date |03/31/2026

[J Out of State

l Add H Update/Display

I View Al

Include History

8. Click the Add a New Row icon (+) within the Telework Details section.
Telework Details @ | I ViewAl
*Start Date “End Date | 03/31/2026 + - ‘
*Approved Telework Days per Week C0ut of State
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The Telework Status page refreshes, and a new row displays in the Telework Details section.

Telework Status

Job Infermation

Job Title

Paosition Title
FulliPart Time
Regular/Temporary

Employee Empl ID Empl Record 0

Human Resource Analyst I

Human Resources Generalist Position Eligible for Telework

Full-Time

Regular Employee Eligible

for Telework? Employee Eligible for Telework

Telework Details @ I | ViewAll
*Approved Telework Days per Week E 0 Out of State
l Return to Search l l Notify l l Add l l Update/Display Include History

When the new row displays, the row count increments by 1.

Telework Details

*Approved Telework Days per Week E 0 Out of State

[ (<] v

9. Click the Start Date Calendar icon and select the date the employee is approved to begin
teleworking as indicated on the new telework agreement.
Note: This is required to update the telework agreement.
Telework Details @ | | View All
“Start Date “End Date
“Approved Telework Days per Week E 0 Out of State
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10. Click the End Date Calendar icon and select the date the telework agreement will end as
indicated on the new telework agreement.
Note: This is required to update the telework agreement.
Telework Details @ ! I View Al
“Stare Date “Ena Dare [oanvzozr )]
“Approved Telework Days per Week E ) Out of State
11. Enter the number of days the employee will be teleworking per week in the Approved
Telework Days per Week field as indicated on the agreement.
Note: The field only allows values of “1” through “5” and must be completed to save the
agreement.
Telework Details BN | ViewAl
*Approved Telework Days per Week [ Out of State
12. If the employee has out of state residency and requires a telework agreement, select the Out
of State checkbox option. Otherwise, do not select this checkbox option.
Telework Details BN | ViewAl
*“Approved Telework Days per Week
13. Click the Save button.
| Return to Search ‘ | Motify |
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Updating an Employee to Ineligible for Telework

Step | Action

1. Navigate to the Maintain Teleworkers page using the following path:

NavBar > Menu > Workforce Administration > Job Information > Maintain Teleworkers

The Maintain Teleworkers Find an Existing Value Search page displays.

< Cardinal HCM Maintain Teleworkers
Find an Existing Value

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

D) Recent Searches | Choose from recent searches ~ | / [ Saved Searches | Choose from saved searches ~ | /
|
EmplID | begins with v | Q| Empl Record | = R | Q|
MName | begins with v| | | Last Name | begins with v| | |
Second Last Name | begins with Alternate Character Name | begins with
Middle Name | begins with
~ Show fewer options
[ Case Sensitive [ Include History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled Overview
0 of the Cardinal HCM Search Pages located on the Cardinal website in Job Aids under Learning.

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

Note: Users can also search for the applicable employee using the various Name 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.

EmplID | begins with I QI

3. Select the Include History checkbox option.

Inn:.Iude History
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Action

agreement is being added.

4. Confirm that the number in the Empl Record field matches the Employee Record to which the

Telework Status

Employee Empl ID Empl Record 0
5. Click the Search button.
P

The Telework Status page displays for the selected employee.

Telework Status

Job Information

Job Title
Pasition Title
Full/Part Time Full-Time

Regular/Temporary Regular

Telework Details

Human Resource Analyst Il

Recruitment Coordinator

“Start Date | 04/01/2026
*Approved Telework Days per Week

Employee

Empl ID Empl Record 0

Position Eligible for Telework

Employee Eligible

for Telework? Employee Eligible for Telewark

[a]
*End Date |03/31/2027

[J Qut of State

[ View All

l Return to Search H Notify l l Add ] l Update/Display l Include History
6. Click the End Date Calendar icon and select the date that the employee became or will become

ineligible for telework (“04/30/2026” for this scenario).

Telework Details

*Approved Telework Days per Week

“Start Date |04/01/2026

[a]
*End Date omoxzoze

[J Qut of State

I View Al
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7. Click the Save button.

| Return to Search || Motify |

8. Click the either the Cardinal HCM button or Home button to return to the Cardinal Homepage.

‘ & Cardinal HCM ‘ Maintain Teleworkers

9. Navigate to the Job Data page by clicking the Manage Human Resources tile on the Cardinal
Homepage.

Manage Human Resources

foyigel

The Manage Human Resources page displays.

Manage Human Resources

Create Employee Modify Person Manage Job Add Jobs and Assignments Manage Position

f& 8 V4 E%} = 8%%

Name Changes Return From Leave

Name
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10

Click the Manage Job tile.

Manage Job

%

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | vl

Empl ID |heg'|nswilh v| | |

Name |beg'|nswilh V| | |

HR Status |beg'|nswilh v| | v|

Department |beg'|nswilh V| | 0.|

Z Include History

l Clear l [ Save Search I

Empl Record | =

Last Name | beging with

v||

Busziness Unit | begins with

vl |

Business Title | begins with

v||

11.

Enter the 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 ~

12.

Select the Include History checkbox option.

Include History

l Clear ] l Save Search
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13.

Click the Search button.

The Job Actions Summary page displays for the selected employee.

Job Actions Summary

Create Job Action
4
Update/Display Include History

Job Actions Summary

HR/
Effective  Payroll . o )
Date/  Status!  potom!  |actUpdated By/Date  Staus  poo.  Positon  ReportsTo ﬁ:g;‘;ﬁ“‘“’ Business pepartment Location Establishment. o mpany Pay
Sequence Job
Indicator
Active Pay Rate 18100 18100 DLl SM1
06012025 Change  AA_CARDINAL_BATCH_HR USA Deptof  DEPTOF bout
Active FY26 Completed United  Labor  LABOR Deptof Labor  DSPtef ~ Sem
0 Statewide  08/0712025 s Laborand Clas
Primary Job tates  and AND and Industry [t o9 S
Increase Industry  INDUSTRY
Active Pay Rate 18100 18100 b sM1
061072024 Change  AA_CARDINAL_BATCH_HR USA Deptof  DEPTOF poLt
. Active FY25 P— Completed United Labor  LABOR Dept of Labor Eﬁf‘“f " gle"‘
! Statewide States  and AND and Indust abor and Cles
Primary Job Y Industry  (SA1
Increase Industry  INDUSTRY

14.

Click the Create Job Action button to add a new effective dated row.

Create Job Action

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

Create Job Action

Note: If a Payroll is currently in process for this employee, data will not be processed until next payroll.
Flease review the transaction specific details and update the effective dafe correctly on this page

*Effective Date
Effective Sequence E

15.

Click the Effective Date Calendar icon and select the date that the employee became ineligible for
telework.

“Effective Date |04/30/2026
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16. | The Effective Sequence field will auto-populate based on the effective date and does not need to be

updated.

Effective Sequence |0

17. | Click the Action dropdown button and select “Data Change”.

=Action |DTA Q.| Data Change

18. | Click the Reason dropdown button and select “Data Change”.

*Action |DTA Q.| Data Change

*Reason |DTA 1 | Data Change

19. Click the Continue button.

The Work Location page displays.

Work Location Work Location
@ Visited

Effective Date 04/30/2026 Effective Sequence 0
Job Information

HR Status  Active Payroll Status  Active

© Not Started
“Job Indicator | Primary Job v
Salary and C
Q Not Started
Position Number Q Override Detaits |[1) ]
Payroil Human Resources Generalist
© Not Started 7
Position Entry Date |02/057201 | Position Managed Record No
Employment Data SRR
© Not Started Regulatory Region ‘USA ‘ Company |DLI
United States Dept of Labor and Industry
Benefit Program . |
© Mot Startes Business Unit | 18100 |
Dept of Labor and Industry
Validate e |
© Nol Starled Department 18100 | Department Entry Date 06292009 |
DEPT OF LABOR AND INDUSTRY
Summary Location ‘ Establishment 1D |DOLI Q
O Not Started

Dept of Labor and Industry Dept of Labor and Industry

Date Created 05/22/2026

Last Start Date 02/05/2018

socummamea [ Recan cxgiyFag [

Turn Off Auto Pay

Leave With Pay Working

O Yes

@ No

Yes
No
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20. | Click the Employment Data tab.

Work Location
& \isited

Job Information
0 Mot Started

Salary and Compensation
O Mot Started

Payroll
O Mot Started

Employment Data
@ Visited

Benefit Program
O Mot Started

Validate
O Mot Started

Summary
O Mot Started

The Employment Data page displays.

Work Location

o ork| Employment Data

Organizational Instance

Job Information

© Not Started Instance Record 0 Original Start Date | 101102017 0 override
First Start Date 101072017 Last Start Date 1011072017
Salary and Compensation
O Not Started Termination Date
paytol Org Instance Service Date | 10/10/2017 O override
ayro e —
O Hos Searsd 8Years 7 Months 12 Days
Qr izati Assit Data
Employment Data
OV Instance Record
Benefit Program Last Assignment Start 10/10/2017 First Assignment Start 101102017
O Not Started
Assignment End Date
Validate Company Seniority Date |n5r|m1997 ‘ Override Benefits Service Date | 10/10/2017 O Override
O Not Started —_—_ PR r——
ot Starts 26 Years & Months 12 Days §Years 7 Months 12 Days
©O Mot Started

VSDP Sick/PER Leave Efft Date |1DFIOF2017

Continuous State Service Date | 101102017

Annual Leave Eligibility Date | 091011997

*Employee Eligible for Telework? | Employee Eligible for Telework

Alternate Leave Plan

VSDP Enroll Date | 10/10/2017

Provious iat soriebionne [o |
eterets Servce Crdit Honths

Total Service Credit Months 241

Tenure SttusiContract Type
| Alternate Work Schedule |[ | |

21. | Click the Employee Eligible for Telework? dropdown button and select “Employee Inelig for

Telework”.

*Employee Eligible for Telework? I Employee Inelig for Telework

v
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22.

Click the Validate tab.

Work Location
@ Visited

Job Information
O Mot Started

Salary and Compensation
0 Mot Started

Payroll
O Mot Started

Employment Data
@ \isited

Benefit Program
O Mot Started

Validate
® Visited

Summary
O Mot Started

The Validate page displays.

Validate

Validation

Messages

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

Currently there are no exceptions fo be displayed.

Validate

Effective Date 05/21/2026 Effective Sequence 0

23.

Review the Validate page and click the Validate button.

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.

alidate
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24.

After validation, click the Summary page.

Work Location
& \isited

Job Information
O Mot Started

Salary and Compensation
O Mot Started

Payroll
O Mot Started

Employment Data
& \isited

Benefit Program
O Mot Started

Validate
# \isited

Summary
@ \isited

The Summary page displays.

Note: Not all changes will be captured on this page.

Data Change - Data Change

Active
==
‘Work Location Summary Related Information
® Visited
@
Job Information Effective Date 05/21/2026 Effective Sequence 0
O Mot Started - -
Summary of Changes | | Reference Links |
Salary and Compensation Ho Summary to display.
© Mot Started Waintain Teleworkers
View Job Details
Payroll
O Nt Started

Employment Data
® Visited

Benefit Program
© Not Started

Validate
@ Visited

Summary
@ Visited

25.

Review the Summary of Changes if applicable and click the Submit button.

< Previous m‘
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The Submit Confirmation page displays confirming the change.

Submit Confirmation

‘/The Data Change for Apple Pie has been successfully created.

Apple Pie

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

Job Actions Summary GoTo Search Results
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Employee Eligible for Telework? Values and Descriptions

Telework Eligibility Status When to Use
Employee Eligible for Telework Required when an employee is eligible to telework.
Employee Inelig for Telework Required if the employee is Not eligible for telework.

Select if the employee works a clear majority of their planned
Mobile Worker schedule in the “field”. A Telework agreement is Not required and
cannot be entered.
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