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Managing Service Dates and Breaks in Service Overview

Cardinal contains a large variety of service date fields. Some of these fields are PeopleSoft delivered
that populate automatically. Other fields are custom due to COV requirements. Please use the
Service Date Definitions section of this Job Aid as a daily reference document to understand how
these fields work. This Job Aid also explains the importance of custom and delivered fields that are
entered on the Cardinal employment information page and impacts to the other Cardinal modules.

Veteran’s Service Credit Months

Per DHRM policy 4.10, Annual Leave, the annual leave accrual rate is determined by using state
service and, if applicable, veteran’s service in the military, National Guard or Reserves. A Veteran’s
service in the military, National Guard, or Reserves is determined by adding the net active service,
total prior active service, and total prior inactive service data found on military service
documentation. To assist in identifying employees who are eligible, the RHR294-Disability and
Veteran Service Report can be used. In order to run this report, the user must have the
V_HR_Manager role due to the disability information that displays on the report.

Prior Service Months Due to Breaks in Service (separation and rehire)

Upon a separated employee’s return to a state salaried position, the HR Administrator must research
the employee’s prior service record to ensure it qualifies as service towards the Cardinal leave
eligibility service date. If unsure, review the DHRM policies, Service Credit Application, or contact
DHRM directly for historical service dates and eligibility determination.

Note: The following process follows DHRM policy 4.10, Annual Leave. In general, all periods of
salaried state service count in setting the leave eligibility date. This does not include hourly
employment. Counted service includes all:

e Salaried state service in positions covered and not covered by the Virginia Personnel Act,
and

e Full or part-time salaried positions, and salaried state service that is broken or consecutive.
Certain periods of leave without pay (14 consecutive calendar days or more) are deducted
from this period

This Job Aid provides guidance regarding the calculation of prior service and the leave eligibility
service date for the purposes of annual leave accruals and carryover limits for an employee who:

1. Separated from state service;
2. Occupied a salaried full or part-time position at time of separation; and
3. Returned to another salaried position, either with the same or a different Agency

There are also some provisions where employees in other salaried non-classified positions (such as
Administrative Faculty or Other Officials) may maintain leave eligibility service credit while in their
other, Non-Classified salaried positions. Refer to the DHRM Service Credit Application under
Hiring, 2.10, on the DHRM Policy page or contact DHRM directly for assistance.

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.
4/9/2026 Replaced reference to PMIS and replaced with “legacy system”. Added contact

information for assistance — ihelp@dhrm.virginia.gov

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). Added reference information to the
Overview of the Cardinal HCM Search Pages Job Aid.
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Service Dates Overview

This section provides an overview of some of the most important date fields on the Employment Data

page.

Field Name Description

Continuous
State Service
Date

This field MUST ALWAYS be populated with the salaried employee’s state hire or
rehire date. A few examples of why maintaining this field is important:

Determines severance benefits eligibility in the event of a layoff
Determines Statewide Legislative Pay Increase eligibility

Used for turnover and retirement reporting

Combines with Previous State Service Months to determine service award
eligibility

VSDP Enroll
Date

VSDP Enroll Date is when the employee initially enrolled in the VSDP program.
This may be the date that the employee was hired into a state salaried job for the
first time, or the date that the employee opted into the VSDP program (opted out
of the Traditional Sick Leave Program). This date:

¢ and the Previous State Service Months process out to VRS and the VSDP
Third Party Administrator for income replacement determination purposes

e may or may not be impacted when the employee has a break in service
was converted into Cardinal from the legacy system

¢ will populate to a new employment record in the instance of a transfer,
term or hire

Company
Seniority Date

The Company Seniority Date field auto-populates based on what HR
Administrators enter in the Annual Leave Eligibility Date field. These fields
impact the employee’s annual leave accrual rate in Time and Attendance. This
date will populate to a new employment record in the instance of a transfer, term
or hire and must be adjusted manually when such scenarios occur.

Prior State
Service Months
and/or Veteran’s
Service Credit
Months

When Prior State Service Months and/or Veteran’s Service Credit Months are
entered, these two fields will automatically calculate the Total Service Credit
Months field. When applicable, these fields should be used to adjust the Annual
Leave Eligibility Date so that the employee will receive correct annual leave
accruals. When left blank, these fields default to 0. When entering a number of
months in either of these fields, the Annual Leave Eligibility Date field must also
be populated. Failing to do so will result in an error upon saving the transaction.

VSDP Sick/PER
Leave Efft Date

The Veterans Service Credit cannot impact the amount of VSDP Sick or Personal
Leave the employee receives. Therefore, the VSDP Sick/PER Leave Efft Date
field processes over to Absence Management and is used for VSDP Sick and
Personal Leave allotment determination. This field automatically gets updated
when the HR administrator changes the Veteran’s Service Credit Months
AND/OR the Annual Leave Eligibility Date fields. Upon Save, the VSDP
Sick/PER Leave Efft Date field will automatically populate.
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Proper Use of The Service Date Fields

The following example describes how these fields are to be used and how they work together to
provide employee information to other modules.

Scenario: The employee originally had “0” Veteran’s Service Credit Months and “60” Previous State
Service Months with a Leave Eligibility Service Date of “08/25/1996” and a VSDP Sick/PER Leave Efft
Date of “08/25/1996”. The employee provided the necessary paperwork to receive 12 months of
Veteran’s Service Credit. Upon review of the prior service months calculation, it was determined that
this employee should be receiving three additional months of prior service credit.

Result of Updates: When the following changes are made, the Total Service Credit Months,
Company Seniority Date, and VSDP Sick/PER Leave Efft Date fields update automatically.

Step | Action

1. Navigate to the Manage Job 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

Empl ID
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Step | Action
2. 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 | begins with V| | | Empl Record | = v| | |
Name | begins with Vl | | Last Mame | begins with V| | |
HR Status | beginz with V| | V| Business Unit | begins with V| | Q|
Department | begins with Vl | 0.| Business Title | begins with V| | |

O Include History

l Clear ] l Save Search ]

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.

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

l Clear ] l Save Search
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Step | Action

5. Click the Search button.

0 Cardinal security restricts the user from seeing more than their Agency employees.

The Job Actions Summary page displays for the selected employee.

Job Actions Summary 4= Pravious In List
Create Job Action
al
Updats/Display Include History
Job Actions Summary

HR/

Effective  Payroll 0 o Tax
Action / . Regulatory Business - Employee  Employee Standard

2::;(;“[:5 j:,c:us/ Remenn  LastUpdated By / Date Status Job Code Position  Reports To Region i Location I Company  Pay Group I;;f;hun Classiication Type Hourard FrE

Indicator

Active Pay Rale M1
06/10/2025 Change usA eLs s

Active Completed i 40.00 1.00
o Fr26 ® United Semimontily Classifed  saaried

Statewide States Salary

Primary Job |ncrease i (FRITHUOT)

Active Position w1
03/10/2025 Change usa cLs s

Active . Completed ‘Semimonthly 40.00 1.00
2 Do Urited P -

Primary Job (jpaae ; (FRITHUOT) v

Active Pay Rale s
03/10/2025 ,,‘;,‘QE usa oLs s

Active Completed Semimonthl 4000 1.00
1 Addilional United Clazs Classiied  saiarieq

Primary Job Duties | States (FRITHUO7) Salary

Active Position w1
03110/2025 Change usA cLs s

Active . Completed ‘Semimonthly 40.00 1.00
0 S s Class Slassified  Salaried

Primary Job (ypate ; (FRITHUOT) v

Active Su1
051012024 Hire Usa oLs s

Active Completed Semimonthly 4000 1.00
0 New Hire dnited Class Slassifed  saaried

Primary Job ates (FRITHUO7) alary

vl
4 >

If the Search Results display multiple Employee Records, click the Continue button for the
0 applicable Employee Record.

~ Search Results
Empl ID!

2rows

Empl ID 1 Empl Record 1, Display Name 1, First Name 1, Last Mame 1, Middle Name 1} Business Unit 14 Company 1. HR Status 1, Position Number 1, Payroll Status 1. Pay Group 1,

|:| o Inactive Terminated SM1
D 1 Active Active SM1 I

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

[ Create Job Action
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Step

Action

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

Create Job Action @

Note: If a Payroll is currenfly in process for this employee, data will nof be processed until next payroll.
Plzase review the transaction specific defails snd updste the effective date comrsctiy on this pags.

*Effective Date |06F11r2026 |

Effective Sequence |0 |

*Action | Q |

*Heason | Q |

When a new effective row is created, the Effective Date field displays the current date.

Update the effective date to the date of the previous row using the Effective Date Calendar
icon.

Note: The Effective Sequence field will auto-populate.

*Effective Date | 06M10/2025

Effective Sequence |1 |

If the update is for the Veteran’s Service Credit Months field, use the date the DD-214 was
approved by HR as the effective date. If the row to add the Veteran’s Service Credit Months
needs to be inserted between two Job Data rows, submit a Help Desk ticket to
vcec@vita.virginia.gov.

8. Click the Action dropdown button and select “DTA” (Data Change).
A ction IDTA QI Data Change
*Reazon | Q|
9. Click the Reason dropdown button and select “LED” (Leave Eligibility Date).

cticn ata Change
*Acti DTA Q| DataCh

*Reason |LED Q| Leave Eligibility Date
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Step | Action

10. Click the Continue button.

The Work Location page displays.

Data Change - Leave Eligibility Date

Work Location Work Location
@ Visited

Effective Date 06/10/2025 Effective Sequence 1

Job Inft i
o N‘:t S:;::;"S o HR Status Active Payroll Status Aclive

*Job Indicator | Primary Job ~

Salary and Compensation

O Mot Started
Payroll Override Details |[_]
© Not Started »
Pasition Entry Date |05/10/2024 Position Managed Record Mo
Employment Data
O Not Started Regulatory Region |USA Company
United Stafes
Benefit Program i
© Mot Started Business Unit
Validate
O Mot Started Department Department Entry Date |05(10/2024 ﬂ

Summary

O Mot Started Location Establishment ID Q

Date Created 06/11/2026

Last Start Date 05102024

STD Claim Layoff Notice _ Recall Eligibility =
N ] e Fey 0

]'urn Off Auto Pay Leave With Pay Working
O Yes O Yes
® No @ No
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Step

Action

11.

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

Rev 9/1/2026
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Step | Action
The Employment Data page displays
Employment Data
_Organizational Instance
Instance Record 1 Original Start Date | 05/10/2024 O override
First Start Date 05/10/2024 Last Start Date 05/10/2024
Termination Date
Org Instance SEvice | 55/10/2024 [ Override
2Years 1 Months 1 Days
_Organizational Assignment Data
Instance Record
Last Assignment Start 05M10/2024 First Assignment Start 05/10/2024
Assignment End Date
Company Senicrity Date | 01/10/22015 Override Benefits Service Date |05/10/2024 [ Override
11¥ears 5 Months 1 Days 2%ears 1Months 1 Days
Probation Date | 05/09/2025
VSDP Sick/PER Leave
Date 051072021
Continuous State Service Previous State Service
Annual Leave Eligibility Veteran's Service Credit _
Date |01/1012015 Months |76
Total Service Credit 12
Months
*Employee Eligible for o Tenure Status/Contract
play Te?ework? | Employee Eligible for Telework V| ! Type v|
Alternate Leave Plan |VSDPELGGRP Q| Alternate Work Schedule || |
VSDP Enroll Date | 10/10/2014
Field 1 Field 2 Field 3

12. In the Organizational Assignment Data section, update the Previous State Service
Months field from “36” to “42” for this scenario.
Previous 5tate Service Months | 42
13. Update the Veteran’s Service Credit Months field from “76” to “84” for this scenario.
Note: The Total Service Credit Months field will not update until validation and submission.
Previous State Service Months |42 |
Veteran's Service Credit Months |34 I
Total Service Credit Months 112
Rev 9/1/2026 Page 11 of 47




/ﬂCardinal Human Resources Job Aid
d

HR351 Managing Service Dates and Breaks in Service

Step | Action

14. Update the Annual Leave Eligibility Date field from “1/10/2015” to “10/10/2014” for this
scenario.

Annual Leave Eligibility Date | 1002014

15. 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

The Validate page displays.

Validate

Validate

Effective Date 068/10/2025 Effective Sequence 1

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

Messages

Currently there are no exceptions to be displayed.

16. Review the Validate page.

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.
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Step | Action

17. After validation, click the Summary 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
B \isited

The Summary page displays.

Data Change - Leave Eligibility Date

gz - |

Work Location Summary
® Visited
Job Information Effective Date 08/10/2025 Effective Sequence 1

O Mot Started -
Summary of Changes

Salary and Compensation No Summary to display.
© Not Started

Payroll
© Not Started

Employment Data
@ Visited

Benefit Program
O Mot Started

Validate

@ Visited ﬂ

Summary
@ Visitad

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

< Previous m
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Step | Action

The Submit Confirmation page displays.

Submit Confirmation

./The Data Change for has been successfully created.

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

Job Actions Summary Go To Search Resulis

Upon saving the job transaction, the changes to the fields auto-populate the Company
0 Seniority Date field from “1/10/2015” to “10/10/2014” and the VSDP Sick/Per Leave Efft
Date field from “5/10/2021” to “10/10/2021”. The VSDP Sick/PER Leave Efft Date field
equals the Annual Leave Eligibility Date field without the 12 months of Veteran’s Service
Credit included.

The Annual Leave Eligibility Date field should always be populated for Salaried employees
0 in order for the Annual Leave Accrual rate and the VSDP Sick/Personal leave allotments to
process in Absence Management accurately. This field is required when the Previous State
Service Months and/or Veteran’s Service Credit Months fields are being used.

to the inception of VSDP who opted into the VSDP program on “10/10/2014”.

0 VSDP Enroll Date — The example above shows an employee that was in a salaried job prior
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How to Validate a Break in Service
After the new hire/rehire transaction is complete, users can validate a break in service.

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

Manage Human Resources

The Manage Human Resources page displays.

Manage Human Resources

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

&
858

Return From Leave

2. Click the Manage Job tile.

Manage Job

— &
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Step | Action

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | Vl
Empl ID | beging with Vl | | Empl Record | = V| | |
Name | beging with Vl | | Last Name | beging with V| | |
HR Status | beging 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

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

3. Enter the 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 it is a
unique identifier for each employee.

¥ Search Criteria

Empl ID | begins with v|| I

Name | begins with v| | |

4. Select the Include History checkbox option.

Include History

l Clear ] l 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 4 Previous In List
Creale Job Acfon
3
UpdateDisplay | incluge History
Job Actions Summary
HR/
Effective  Payroll Tax
Action | - Reguistory Business - Establishment Employee  Employee Standard Ful
Datel Status fion ! Last Updated By / Date Status  JobCede  Posiion  ReporisTo B0 Department  Location i Company Pay Group  Location EPIOlee, Employee Standerd pre  Fu
equence Job Code
Indicator
Active  Data st
os/112028 Change usa cis s
. cive: teme Gompletsd nied Semimeriy ossiiod  sqmiod 40.00 1.000000 Ful
Primary Job E10 States [ Sany
Active  Data sut
0611012025 Change usa oLs s
. fetie e Completed United Semimenthly Casted  syed 40.00 1000000 Ful
Eligibilty States Class Salary A
Primary Job G0 (FRITHUOT)
sctve  PayRale st
0611012025 c usa cLs s
Active 5 Completed Unitss Semimonhly o 40.00 1000000 Ful
o Statevide States Class Salary Salaried
Primany Job rorante (FRITHUOT)
sctve  Positon st
0371012025 cn usa s s
. Active pociion Completed United Semimeriy ottt syied 40.00 1.000000 Ful
Primary Job Uptate States (FRITHUOT) Satary
Activs  payRate sut
L oeriorozs ey usa _— - cLs s

If the Search Results display multiple Employee Records, click the Continue button for the
o applicable Employee Record.

~ Search Results
Empl ID!

2 rows

Empl ID 1L Empl Record 1, Display Name 11 First Name 11 Last Name 1. Middle Name 7. Business Unit 1, Company 7. HR Status T, Position Number 1, Payrcll Status 7L Pay Group 1L

D o Inactive Terminated SM1
|:| 1 Aclive Active SM1 I

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

[ Create Job Acfion
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Step

Action

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

Create Job Action m

Note: If a Payroll is currently in process for thiz employes, data will not be processed until next payroll.
Fizase review the transaction specific detsils and update the effeclive date comrectly on this page.

*Effective Date | 061272026 |

Effective Sequence |0 |

=Action | Q, |

*Heason | Q |

When a new effective row is created, the Effective Date field displays the current date.
Update as needed.

Note: The Effective Sequence field will auto-populate.

7. Click the Action dropdown button and select “DTA” (Data Change).
*Action IDTA QI Data Change
*Reazon | Q|

8. Click the Reason dropdown button and select “DTA” (Data Change).
*Action |DTA Q| Data Change
*Reason |DTA Q| Data Change

9. Click the Continue button.

Rev 9/1/2026
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Step | Action

The Work Location page displays.

Data Change - Leave Eligibility Date

Work Location Work Location
@ Visited

Effective Date 06/10/2025 Effective Sequence 1

-Job Information - N
O Mot Started HR Status Active Payroll Status Active

*Job Indicator | Primary Job hd

Salary and Compensation

O Mot Started -
Payroll Override Details |[TJ
O Mot Started »
Position Entry Date | 05/10/2024 Position Managed Record No
Employment Data
O Mot Started Regulatory Region |USA Company
United Siales
Benefit Program
© Mot Started Business Unit
Validate
O Mot Started Department Department Entry Date | 05/10/2024 ﬂ
Summary

© Mot Started Location Establishment 1DV Q

Date Created 06/11/2026

Last Start Date 05/10/2024

STD Claim Layoff Notice Recall Eligibility
M ] b Fag

Turn Off Auto Pay Leave With Pay Working
O Yes O Yes
® No ® No

10. Click the Job History link.

Job History
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Step | Action

The Job History page displays in a pop-up window.

Job History b
Empl ID
Llob History
Employment | Effective | Effective | oo pany | action Reason H Positon | R | 2 | Grace | peyRate | P Employee
Record Date Sequence pany Status | Status Code |pan y Frequency |Class
1 1| 068/11/2028 0| vDH Data Change Leave Eligibility Date |  Active Aclive W 4 Semimonthly | Classified Salary
2 1| 06/10/2025 1| voH Data Change Leave Eligibility Date |  Active Active SW 4 Semimonthly | Classified Salary
3 1| 06/10/2025 0| vDH Pay Rate Change FY26 Statewide Increase | Active Active sW 4 Semimonthly | Classified Salary
4 1| 031072025 2| VOH Position Change Posilion Data Updale |  Aclive Aclive sw 4 Semimonthly | Classified Salary
5 1| 031042025 1| VOH Pay Rate Change Addifional Duties |  Active Active SW 4 ‘Semimonthly | Classified Salary
& 1| 0310/2025 0| voH Position Change Position Data Update |  Active Active SW 4 Semimonthly | Classified Salary
7 1| 051072024 0| vDH Hire Hew Hire | Aclive Aclive sw 4 Semimonihly | Classified Salary
8 0 | 0171872024 0| WSH Termination In Lieu of -Termination | Inactive | Terminaled sw 4 Semimonthly | Classified Salary
9 0| 121042023 0| WSH Pay Rate Change | FY24 Dec Statewide Increase | Active Active SW 4 Semimonthly | Classified Salary
10 0 | 06/10/2023 1| WsH Pay Rate Change FY24 Statewide Increase | Active Active SW 4 Semimonthly | Classified Salary
" 0 | 04/10/2023 1| WsH Data Change Leave Eligibility Dale |  Aclive Aclive sw 4 Semimonihly | Classified Salary
12 0| 04/10/2023 0| WSH Transfer Compelitive Laleral |  Aclive Aclive W 4 Semimonthly | Classified Salary
13 0 | 03/10/2023 0| WsH Hire Mew Hire | Active Active SW 4 Semimonthly | Classified Salary
11. Validate the employee’s activity in salaried classified and non-classified jobs.
Pay Employee

Frequency Class

Semimenthly § Classified Salary

Semimenthly § Classified Salary

Semimenthly § Classified Salary

Semimenthly § Classified Salary

Semimenthly § Classified Salary

Semimenthly § Classified Salary

Semimonthly § Classified Salary

Semimenthly § Classified Salary

Semimenthly § Classified Salary

Semimenthly § Classified Salary

Semimenthly § Classified Salary

Semimenthly § Classified Salary

Semimenthly § Classified Salary
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Step | Action
12. Locate the begin and end date (effective date) for each salaried position held by the
employee and use these dates to calculate the prior service.
Note: If there is a Conversion record displayed in the Reason column, the legacy system
can be accessed to validate the historical hire and separation dates. For assistance, contact
ihelp@dhrm.virginia.gov.
Job History X
Empl ID

[Job History

1 1§ 06/11/2026 0 | vDH Data Change Leave Eligibility Date Active Active swW 4 Semimonthly | Classified Salary

2 1§ 06/10/2025 1| VOH Data Change Leave Eligibility Date |  Active Active 5w 4 Semimonthly | Classified Salary

3 1§ 06/10/2025 0 [ VDH Pay Rate Change FY26 Stalewide Increase | Aclive Aclive sw 4 Semimonthly | Classified Salary

n 1§ 02/10/2025 2 | vDH Paosition Change Position Data Update Active Active swW 4 Semimonthly | Classified Salary

5 1§ 03110/2025 1| VOH Pay Rate Change Additional Duties Active Active 5w 4 Semimonthly | Classified Salary

6 1§ 03110/2025 0 [ VDH Position Change Position Data Update |  Aclive Aclive sw 4 Semimonthly | Classified Salary

7 1§ 05/10/2024 0 | vDH Hire MNew Hire Active Active swW 4 Semimonthly | Classified Salary

8 0 0118/2024 0 [ WSH Termination In Lieu of -Termination | Inactive | Terminated 5w 4 Semimonthly | Classified Salary

g 0§ 12110/2023 0 [ WSH Pay Rate Change | FY24 Dec Slalewide Increase | Aclive Aclive sw 4 Semimonthly | Classified Salary

10 0§ 06/10/2023 1| WSH Pay Rate Change FY24 Statewide Increase Aclive Aclive SwW 4 Semimonthly | Classified Salary

" 0§ 04110/2023 1 [ WSH Data Change Leave Eligibility Date |  Active Active 5w 4 Semimonthly | Classified Salary

12 0§ 04/10/2023 0 [ WSH Transfer Competitive Lateral Aclive Aclive sw 4 Semimonthly | Classified Salary

13 0§ 03/10/2023 0 | WSH Hire New Hire Aclive Aclive SwW 4 Semimonthly | Classified Salary
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13. Using the dates retrieved from the Job History page (Hire and Term dates only), input the
dates into the Previous State Service Months Calculator.

Note: If the employee has prior services dates that pre-date the Cardinal system, the legacy
system can be accessed to find the begin and end dates to use.

Job History X
Empl ID
[ob History
Employment | Effective Effective Company | Action Reason HR Pay Position Role iz‘r‘vi\% Grade | Pay Rate P Employee
Record Date Sequence Status | Status Code Plan Frequency Class
1 1 | 06/11/2026 0| vDH Data Change Leave Eligibility Date |  Acfive Aclive sw 4 Semimonthly | Classified Salary
2 1 | 06M0/2025 1| VDH Data Change Leave Eligibility Date |  Active Active sW 4 Semimonthly | Classified Salary
EY 1 | 06/10/2025 0| vDH Pay Rale Change FY26 Slatewide Increase | Active Aclive sw 4 Semimonthly | Classified Salary
4 1 | 0310/2025 2| VDH Position Change Position Data Update | Active Active sW 4 Semimonthly | Classified Salary
5 1 | 03M10/2025 1| VDH Pay Rate Change Additionzl Duties Active Active SwW 4 Semimonthly | Classified Salary
6 1 | 03110/2025 0| VDH Position Change Position Data Update |  Active Active SW 4 Semimonthly | Classified Salary
7 1 | 0510/2024 0| vDH Hire Mew Hire | Active Active SwW 4 Semimonthly | Classified Salary
Fy 0 | 011872024 0 | WSH Termination In Lieu of -Termination | Inactive | Terminated SW 4 Semimonthly | Classified Salary
g 0 | 12M10/2023 0| WSH Pay Rate Change | FY24 Dec Statewide Increase | Active Active SwW 4 Semimonthly | Classified Salary
10 0 | 06M10/2023 1| WSH Pay Rate Change FY24 Statewide Increase |  Active Active SW 4 Semimonthly | Classified Salary
11 0 | 04/10/2023 1| WSH Data Change Leave Eligibility Date | Active Active SW 4 Semimonthly | Classified Salary
12 0 | 0410/2023 0 | WSH Transfer Gompelitive Lateral | Active Active SW 4 Semimonthly | Classified Salary
13 0 | 03/110/2023 0| WSH Hire: Hew Hire | Active Active SW 4 Semimonthly | Classified Salary

Users will only enter the consecutive Hire and Term dates in the Job History for the
0 employee and will exclude the most recent Hire date when there is no associated Term date.

For more information on using the Months of Prior Service Calculator, see the Job Aid
titted HR351 Managing Service Dates Calculator. This Job Aid can be found on the
Cardinal website in Job Aids under Learning.
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14. Open the HR351 Managing Service Dates Calculator Job Aid downloaded from the
Cardinal website and select the Previous State Service Calculator (TAB 2).

é)Cardinal Human Resources Job Aid
P

HR351 Managing Service Dates Calculator
Rev: 9/1/2026
Managing Service Dates Calculator Overview
This Job Aid contains Tabs 2, 3 and 4 which include hidden and locked equations to be used to assist with
determining the employee's Prior State Service Months, Veteran's Service Months, and Annual Leave
Eligibility Date. Use Tabs 2 and 3 to determine applicable months of service credit and Tab 4 to receive
accurate Annual Leave Eligibility Date. These results should be entered on the Job Data, Employment Data
page in their respective fields.

> READ ME TAB 2 Previous Service Months TAB 3 Veterans Service Months TAB 4 Annual Leave C ***

The Previous State Service Months Calculator tab is displayed.

Previous State Service Months Calculator

Instructions: Enter the Hire begin and term dates of each Empl Record in the green hoxes.
For multiple beaks in service, enter every begin and end date.

Salaried State Employment Dates:

Hire 1 12/10/2019 Total Previous State Service Months
Term 1 3/10/2021 15

Hire 2 Total Previous State Service
Term 2 Year Month Day
Hire 3 1 2 31
Term 3

Hire 4

Term 4

Hire 5 Enter Previous State Service Months in the
Term 5 Annual Leave Calculator (TAB 4 below)

NOTE: Do not delete or change formulas in this calculator.

> READ ME = TAB 2 Previous Service Months  TAR 3 Veterans Service Months
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15. Enter the Hire and Term date(s) from the Job History in the corresponding Hire and Term
fields of the Previous State Service Months Calculator. Begin with the oldest Hire and
Term dates. The calculator will populate the Total Previous State Service Months and the
Total Previous State Service as the Hire and Term dates are entered.
Note: The screenshot below shows an entry in the Previous State Service Months
Calculator using the Hire and Term date combinations from the example in Step 8. Users
will add as many consecutive Hire and Term dates as are found in the Job History of the
employee.
Previous State Service Months Calculator
Instructions: Enter the Hire begin and term dates of each Empl Record in the green boxes.
For multiple beaks in service, enter every begin and end date.

Salaried State Employment Dates:

Hire 1 Total Previous State Service Months

Term 1 15

Hire 2 Total Previous State Service

Term 2 Year Month Day

Hire 3 1 2 31

Term 3

Hire 4

Term 4

Hire 5 Enter Previous State Service Months in the

Term 5 Annual Leave Calculator (TAB 4 below)

NOTE: Do not delete or change formulas in this calculator.
> READ ME _ TAB 2 Previous Service Months | TAB 3 Veterans Service Months
When a Hire date is entered without a Term date, the calculator will not populate.
Previous State Service Months Calculator
Instructions: Enter the Hire begin and term dates of each Empl Record in the green boxes.
For multiple beaks in service, enter every begin and end date.
Salaried State Employment Dates:
Hire 1 12/10/2019 I Total Previous State Service Months
m 1 3/10/2021] I #NUM!
Hire 2 5/10/2024] I Total Previous State Service
Term 2 I Year Month Day
ire 5 H#NUM! H#NUM! #NUM!

Term 3

Hire 4

Term 4

Hire 5 Enter Previous State Service Months in the

Term 5 Annual Leave Calculator (TAB 4 below)

NOTE: Do not delete or change formulas in this calculator.
> READ ME  TAB 2 Previous Service Months TAB 3 Veterans Service Months
Prior Service Months will be entered in the Annual Leave Calc (TAB 4).
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16. Click the Veterans Service Months tab (TAB 3) if applicable.

READ ME TAB 2 Previous Service Months TAB 3 Veterans Service Months TAB 4 Annual Leave Calc

The Months of Veterans Service Calculator tab displays.

Months Of Veterans Service Calculator

Instructions: Enter the begin and term dates of employee's military service in the green boxes.
For multiple beaks in service, enter every begin and end date.

Veteran Service Dates:

Begin Service 11/16/2011 Total Months of Military Service
End Service 11/16/2014 36

Begin Service Total Military Service

End Service Year Month Day
Begin Service 2 11 31
End Service

Begin Service

End Service

Begin Service Enter Veterans Service Months in
End Service the Annual Leave Calculator (TAB 4

- -

NOTE: Do not delete or change formulas in this calculator.

> READ ME | TAB 2 Previous Service Months ~ TAB 3 Veterans Service Months =~ 7B« +
17. Enter the Begin Service date(s) in the Veteran Service Date field of the calculator.
Veteran Service Dates:
Begin Senice 1/5/2002,
End Senice
Begin Service
End Senice
18. Enter the End Service date(s) in the Veteran Service Date field of the calculator.
Veteran Service Dates:
Begin Service 1/5/2002
End Service 1/20/2003
Begin Service
End Service
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The calculator will populate the Total Months of Military Service and the Total Military
Service as the Begin Service and End Service dates are entered.

Months Of Veterans Service Calculator

Instructions:  Enter the begin and term dates of employee's military service in the green boxes.
For multiple beaks in service, enter every begin and end date.

Veteran Service Dates:

EETEEREE 17072002
End Senvice 1/20/2003

[r— Total Military Service
End Senvice Year Month Day
Begin Service 1 0 14
End Senvice
Begin Service
End Senvice
Begin Service Enter Veterans Service Months in
End Senvice the Annual Leave Calculator (TAB 4

below)

NOTE: Do not delete or change formulas in this calculator.

19.

Click the Annual Leave Calc tab (TAB 4).

READ ME | TAB 2 Previous Service Months | TAB 3 Veterans Service Manths I TAB 4 Annual Leave Calc I

The Calculate Annual Leave Eligibility Service Date tab displays.

Calculate Annual Leave Eligibiity Date

Employee Name: | TEST|

EIN: JOOOOGOCOO0OM

Empl Record Rehire Date: 10/1/2022 (Rehire date, also continuous state service date)
Previous Service Months (Tab 2): 365

Veterans Service Months (Tab 3} 97

Total Service Credit Months 462

Current Payroll Period to Date: 10/10/2022 (Start date of current payroll period)

Number of Pay Periods of LWOP: o

Convert to Top of Pay Period: 10/10/2022

Adjusts the current Empl Red Hire Date and adjust for Pre 6/10/1997 (lag pay) Pay Periods

Adjust Date for LWOP Periods: 10/10/2022 (See NOTE below)
Adjusts Converted date in cell D11 and advance by number of periods missed for LWOP

Full Years of Previous State Service: 30
Months of Previous State Service: 5
Convert previous state service months into whole years and remainder months

Annual Leave Eligiblity Date: 4/10/1984 Enter into Employee's Cardinal record
Adjusts the date in cell D17 and backs up the number of years/months of previous state service

NOTE: The employee's leave accrual rate calculation includes all cumulative periods of salaried/career state
service. Periods of Leave Without Pay (LWOP) of more than 14 consecutive calendar days normally DO NOT
count as service. Adjustment of the leave eligibility service date is required when LWOP periods are
entered.

Remember to confirm prior service via former agency's HR, Cardinal and/or PMIS archives
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20. Enter the Empl Record Rehire Date field from the Job Record just entered — “10/10/2020” in
this example.

Calculate Annual Leave Eligibiity Date

Employee Name: TEST

Empl Record Rehire Date: 10/10/2020 (Rehire date, also continuous state service date) I
onths (Tab 2): 15

Veterans Service Months (Tab 3) 36

Total Service Credit Months 51

Current Payroll Period to Date: 1/10/2025 (Start date of current payroll period)

Number of Pay Periods of LWOP: 0

21. Enter the Prior Service Months from TAB 2 — “15” in this example.

Calculate Annual Leave Eligibiity Date
Employee Name: TEST
EIN: XOOODOXKXNNK
i I 10/10/2020 (| i i i
| Previous Service Months ’Tab 2!: 15 l
Veterans Service Months (Tab 3) 36
Total Service Credit Months 51
Current Payroll Period to Date: 1/10/2025 (Start date of current payroll period)
Number of Pay Periods of LWOP: 0

22. Enter the Veterans Service Months (if applicable) from TAB 3 — “36” in this example.

Note: The Total Service Credit Months field will auto-populate.

Calculate Annual Leave Eligibiity Date
Employee Name: TEST
EIN: XOOODOXKXNNK
Empl Record Rehire Date: 10/10/2020 (Rehire date, also continuous state service date)
i i [Tahl 2). 1C

Eeterans Service Months (Tab 3) 36 I

otal Service Credit Months 51
Current Payroll Period to Date: 1/10/2025 (Start date of current payroll period)
Number of Pay Periods of LWOP: 0

23. Enter the Current Payroll Period to Date from the Job Record just entered — “1/10/2025” in
this example.

Calculate Annual Leave Eligibiity Date
Employee Name: TEST
EIN: XOOODOXKXNNK
Empl Record Rehire Date: 10/10/2020 (Rehire date, also continuous state service date)
Previous Service Months (Tab 2): 15
Veterans Service Months (Tab 3) 36
i i 51
Current Payroll Period to Date: 1/10/2025 (Start date of current payroll period) I
umber of Pay Periods o P: 9
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24, The Annual Leave Eligibility Date field will auto-populate — “7/10/2016” in this example.
Enter this date on the Job Record in the Annual Leave Eligibility Date field.

Full Years of Previous State Service: 1
Months of Previous State Service: 3
Convert previous state service months into whole years and remainder months

Annual Leave Eligiblity Date: 7/10/2016 Enter into Employee's Cardinal record I
Adjusts the date in cell D17 and backs up the number of years/months of previous state service
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How to Enter Veteran’s Service Months, Previous State Service Months, and
Adjust Leave Eligibility Service Date

In order to document the effective date and the change being made (used by TA), users will create a
Job Action to add a Job Data row with the applicable effective date using the Action/Reason
combination of “Data Change/Leave Eligibility Date” and then proceed to the Employment Data page
to update the Continuous Service Date information.

Step | Action

1. Navigate to the Manage Job 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

Empl ID

2. Click the Manage Job tile.

Manage Job

%
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The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | Vl
Empl ID | beging with Vl | | Empl Record | = V| | |
Name | beging with Vl | | Last Name | beging with V| | |
HR Status | beging 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

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

3. Enter the 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 it is a
unique identifier for each employee.

¥ Search Criteria

Empl ID | begins with v|| I

Name | begins with v| | |

4. Select the Include History checkbox option.

Include History

l Clear ] l Save Search

5. Click the Search button.
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The Job Actions Summary page displays for the selected employee.

Job Actions Summary

Create Job Action
4
Update/Display Include History

Job Actions Summary

HRI
Effective  Payroll 5 " " ax
Date/ Staws/  RSNON lastUpdatedBy/Date  Status  aom, Posiion  Reports To Regulatory BusinesS  pepartment Location  [5"'"™eM Gompany  PayGroup Locaion
Sequence Job eason ode egion nit Coda i
Indicator
Active smt
12126/2025 Rehire UsA cL
. Active e Completed United Semimontly -
Primary Job States (FRITHUOT) Sa
Inactive smt
05/10/2024 Termination UsA cL
. Terminated Resanaton Completed e Semimonthly o
Primary Job tates (FRITHUO7) a
Active Pay Rate
121012023 Change UsA st cL
Completed Semimonthih
FY24 Dec United Y Cl
0 N . . Statevide Statac Class P
o = = >

If the Search Results display multiple Employee Records, click the Continue button for the
0 applicable Employee Record.

~ Search Results

Empl ID:

2rows

Empl ID 1 Empl Record 1, Display Name 1, First Name 1, Last Mame 1, Middle Name 1} Business Unit 14 Company 1. HR Status 1, Position Number 1, Payroll Status 1. Pay Group 1,

|:| [ Inaclive Terminated sM1
|:| 1 Active Active SM1 ||

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

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

Create Job Action m

Note: If a Payroll is currently in process for thiz employes, data will not be processed until next payroll.
Fizase review the transaction specific detsils and update the effeclive date comrectly on this page.

*Effective Date | 061272026 |

Effective Sequence |IJ |

=Action | Q|
*Heason | Q|
7. Update the effective date as needed using the Effective Date Calendar icon.

Note: If using the same date as the Hire date or the same date as a current Job Data row,
the Effective Sequence field will automatically increment by 1 digit. If the update is for the
Veteran’s Service Credit Months field, use the date the DD-214 was approved by HR as
the effective date. If the row to add the Veteran’s Service Credit Months needs to be inserted
between two Job Data rows, submit a Help Desk ticket to vccc@vita.virginia.gov.

*Effective Date |06/12/2026 |

8. Click the Action dropdown button and select “DTA” (Data Change).

*Action IDTA QI Data Change

*Reason | Q |

9. Click the Reason dropdown button and select “LED” (Leave Eligibility Data).

*Action ‘DTA Q‘ Data Change

*Reason |\ LED Q | Leave Eligibility Date

10. Click the Continue button.
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The Work Location page displays.

Data Change - Leave Eligibility Date

Work Location Work Location
® Visited
Effective Date 06/12/2026 Effective Sequence 0
Job Information ! '
© ot Starod HR Status Active Payroll Status Active
*Job Indicator | Primary Job v
Salary and Compensation
O Not Started F
Position Number Q Job History
Payroll R Override Details ]
O Not Started -
Position Entry Date Position Managed Record No

Employment Data
© Not Started Regulatory Region USA Company

United States

Benefit Program

O Not Started Business Unit

Validate

(
© Not Started Department Department Entry Date | 05/10/2024

Summary

Location Establishment ID Q
© Not Started

Date Created 06/14/2026

Last Start Date 05/10/2024

STD Claim Number Layoff Notice Date Recall E"g'bF’::; @)
Turn Off Auto Pay Leave With Pay Working

O Yes O Yes

@® No ® No

11. 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
@ Visited

Benefit Program
O Mot Started

Validate
O Mot Started

Summary
O Mot Started
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The Employment Data page displays.

Employment Data
Organizational Instance
Instance Record 0
First Start Date 02/25/2023
Termination Date

Org Instance Service Date | 02/25/2023 O Override
3ears 3 Months 18 Days

Organizational Assignment Data

Instance Record

Last Assignment Start 12/25/2025

Assignment End Date

Company Seniority Date | 10/25/2024 Override
1Years 7 Menths 21 Days

Probation Date | 12/24/2026
VSDP Sick/PER Leave Efft Date | 10/25/2024

Continuous State Service Date | 10/25/2024

Annual Leave Eligibility Date | 10/25/2024

*Employes Eligible for

=lgible for | Employee Eligible for Telework |

Alternate Leave Plan | VSDPELGGRP

!
jo)

VSDP Enroll Date

Original Start Date |02/25/2023 [ Override

Last Start Date 12/25/2025

First Assignment Start 02/26/2023

Benefits Service Date | 02/25/2023 ) Override
3Years 3 Months 18 Days

Previous State Service Months D
Veteran's Senic Crecttttontns [0 |

Total Service Credit Months 0

Alternate Work Schedule |

12.

—“02/25/2023” for this example.

Enter or select the Continuous State Service Date from the service date calculator (TAB 2)

Note: This is the Hire/Rehire date of the employee back into State service.

Continuous State Service Datel 02/25/2023 I

Annual Leave Eligibility Date |10/25/2024

Previous State Service Months D
Veteran's Service Credit Months D

13.

2) — “14” for this example.

Enter the Previous State Service Months calculated from the service date calculator (TAB

Continuous State Service Date |02/25/2023 Previous State Service Months I 14 I
Annual Leave Eligibility Date |10/25/2024 Veteran's Service Credit Months D
14. Enter the Veteran’s Service Credit Months calculated from the service date calculator

(TAB 2) — “36” in this example.

Continuous State Service Date [02125/2023 | Previous State Service Months |14 |

Annual Leave Eligibility Date |10.l'251'2024 | Veteran's Service Credit Months I3B I

Total Service Credit Months 0
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15. Enter or select the Annual Leave Eligibility Date from the service date calculator (TAB 2) —

“10/25/2024” for this example.

Note: For Veterans, the annual leave accrual is determined by using cumulative state
service and veteran’s service in the military, National Guard, or Reserves.

Continuous State Service Date [02/25/2023 | Previous State Service Months |14 |

Annual Leave Eligibility Date | 1012512024 | Veteran's Service Credit Months |35 |

Total Service Credit Months 0

The Total Service Credit Months, Company Seniority Date, VSDP Sick/PER Efft Date
0 fields will auto-populate after submission.

16. Ensure that the VSDP Enroliment Date field is populated with the original date that the
employee was enrolled in the VSDP program — “10/25/2024” for this example.

VSDP Enroll Date | 10/25/2024 ]|

Agency Use Field 1 ‘ ‘

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
@ Visited

Summary
O Mot Started
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The Validate page displays.

Validate

Effective Date 06/12/2026

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 error messages

Messages

Currently there are no exceptions to be displayed.

Effective Sequence 0

Validate

18. Review the Validate page.
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.
19. After validation, click the Summary 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
# \isited
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The Summary page displays.

Work Location Summary
® Visited

Job Information Effective Date 06/12/2026 Effective Sequence 0
O Mot Started -
Summary of Changes

Salary and Compensation No Summary to display.
© Mot Started

Payroll
O Mot Started

Employment Data
@ Visited

Benefit Program
O Mot Started

Validate u

@ Visited

Summary
® Visited

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

The Submit Confirmation page displays.

Submit Confirmation

“The Data Change for has been successfully created.

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

Job Actions Summary | Go To Search Results

21. Click the Job Actions Summary link.

Job Actions Summary Go To Search Results
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The Job Actions Summary page refreshes with the new effective dated row.
Job Actions Summary
Include History
Job Actions Summary
B
R/
§g§z:a E?ﬂlrunsul ﬁg;’l']‘“' Last Updated By / Date Status é?:m Position  Reports To xg:ﬂﬂm” ﬂ:ﬁ"‘“" Department Location E“’D“S"me“' Company Pay Group E
Indicator
ogtamozs " Change I st ]
Active Leave Completed United Semimonthiy
’ Primary Job 5o States |
12/25/2025 hane Rehire usa Swit 1
Active . Completed United Semimonthly
0 Rehire ass
Primary Job States (FRITHUOT)
05/1012024 tnacte Termination usa Mt
Terminated Completed Semimonthly
0 Resignation Untted ass
Primary Job States (FRITHUOT)
1211072023 hawe S:g,f‘;e‘* Usa Swit (
22. Scroll to the far right of the new effective dated row, and click the Related Actions icon (3
dots).
Actions
The Actions page displays in a pop-up window.
Actions X .
Actions
ACA Eligibility Details
Time Reporter Data
F | Notes S
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23. Click the Notes link.

Actions X .
Actions
ACA Eligibility Details
Time Reporter Data
P [l Notes =)

The Job Data Notepad page displays.

‘- < Job Actions Summary - Job Data Notepad

AR

> Instructions

~ Selection Criteria

*Employee ID
*Employment Record |0
*Effective Date |2026-06-12

*Effective Sequence |0

Search l l Add a New Note ]

There are no existing notes for the specified selection criteria.

24. Click the Add a New Note button.

Search Add a New Note

There are no existing notes for the specified selection criteria.
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The Selected Note page displays.

‘ & Job Actions Summary |

(a3

> Instructions

Add Performance Note

Selected Note

New Window | Help | Personalize Pag

Applications

Employee ID
Employment Record 0
Effective Date  2026-06-1

Effective Sequence 0

Created 06/16/2026 2:15PM
Creator
2 Last Update

Updated By

Subject

Note Text

Save

Return to Note Selection Page

25.

Document the reason for the changes using the Subject and Note Text fields.

Subject IEmpIuyee Data Changes

Date.

Note Text JUpdated the Veterans Service Months, Prior State Service Months, Annual Leave Eligibility Data, and VDSP Sick Per Leave Efict (B

26.

Click the Save button.

Save

Return to Mote Selection Page

27.

Click the Return to Note Selection Page link.

Save

Return to Mote Selection Page
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Step | Action

The Job Data Notepad page refreshes.

|. & Job Actions Summary | Job Data Notepad

? Instructions

~ Selection Criteria

*Employee ID
*Employment Record |0
“Effective Date |2026-06-12

*Effective Sequence |0

I Search ] I Add a New Note l

Existing Notes

Employee ID Eren‘:[:::?gment [E)i;ffective Eg;ﬁ:xie Select Subject Created
0 2026-0612 |0 o Employee Data Change Jernanes
Select All Deselect All
Delete
28. Click the Back arrow to return to the Job Actions Summary page.

< Job Actions Summary ‘
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Step | Action

The Job Actions Summary page redisplays.

Job Actions Summary
al
Include History
Job Actions Summary
B®
HR/
Effecti: P: il - - -
Eﬂ:’ve ffl:{:sf Action! | ast Updated By | Date satus 2% Posion  Reperts To Repatory BusinesS  pepartment Location (2" Company  Pay Groun
AL Innﬂici!lor
Dat:
06/12/2026 Actve Cﬁae:'\gs usAa sw1
clive Leave Completed United Semimonthly
0 i cl
Primary Job E!?;bmw States (FaﬁHUU?)
Aci
tonsm0s Rehire usa swt
Active Completed S thi
0 Rehire dnted g
Primary Job (FRITHUOT)
Inactive
osroz02¢ - Temination usa wt
Terminated Completed Semimenthly
0 Resignation United Class
Primary Job States (FRITHUOT)
29. Scroll to the right of the page and click the View Job Details button on the new effective
dated row.
Actions
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Step | Action

The Job Details page displays.

Job Details

Effective Date 068M2/2026 Action Data Change
Sequence 0 Reason Leave Eligibility Date

&1 Expand All 1erg > >

~ Work Location

HR Status Active Payroll Status Active
Job Indicator Primary Job Status Complated
Position Number Override Details No
Position Entry Date 12/25/2025 Position Managed Record No
Regulatory Region USA United States Company
Business Unit
Department Department Entry Date 12/25/2025
Location Establishment ID

Date Created 06/16/2026

Last Start Date  12/25/2025

STD Claim Number Layoff Notice Date Recall Eligibility Flag No
Tum Off Auto Pay Leave With Pay Working

Yes Yes

No No

> Job Information

> Salary and Compensation

> Payroll

> Employment Data

> Benefit Program

30. Click the Expand All button or click to expand the Employment Data section.

1 Expand Al > Employment Data

31. Scroll down to the Organization Assignment Data section and confirm that the VSDP
Sick/PER Leave Efft Date, Company Seniority Date, and Total Service Credit Months
fields auto-populated accurately.

Organizational Assignment Data

Instance Record

Last Assignment Start 12/25/2025 First Assig t Start 02/25/2023
Assignment End Date

Company Seniority Date 10/25/2024 1 Years 7 Months 22 Days Qverride Yes
Benefits Service Date 02/25/2023 3 Years 3 Months 19 Days Qverride No

Probation Date 12/24/2026
VSDP Sick/PER Leave Efft Date 10/25/2027

Continuous State Service Date 02/25/2023 Previous State Service Months 14

Annual Leave Eligibility Date 10/25/2024 Veteran's Service Credit Months 36

Total Service Credit Months 50

Employee Eligible for Telework? Employee Eligible for Telework Tenure Status/Contract Type
Alternate Leave Plan VSDPELGGRP Alternate Work Schedule No

VSDP Enroll Date 10/25/2024
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Step | Action

32. Click the Back (arrow) button to return to the Job Actions Summary page.

Job Details
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Service Date Definitions
(In order of appearance on the Employment Data section)

Cardinal Online Meaning PeopleSoft Customized Cardinal

FIELD Name Field Delivered For Cardinal Specific

Interfacing Agy Name

ORIG_HIRE_DT Original
Start Date

Earliest start date for the
employee being hired into this
Business Unit.

If the employee leaves and is
rehired into the same
employment record, this date
remains the same.

If the employee leaves this
Business Unit and goes to
another Business Unit, they
receive a new Original Start
Date for that new Business
Unit.

ORIG_HIRE_DT First Start
Date

This date should match the
Original Start Date for each
employment record.

LAST_HIRE_DT Last Start
Date

This is the Rehire date.

If an employee is terminated

and rehired into the Business
Unit and employment record,
this date will reflect the rehire
effective date.

TERMINATION_D | Termination

T Date

Termination Date from this BU.

NOT ON HRO003 Org
INTERFACE OR Instance
HR296 EXTRACT | Service
Date

DO NOT USE!

This field is used by
companies that acquire other
companies.

NOT ON HRO003 Last

INTERFACE OR Assignment

HR296 EXTRACT | Start Date

DO NOT USE!

This date should match the
Original Start Date or the Last
Start Date for each
employment record.

NOT ON HRO003 First

INTERFACE OR Assignment

HR296 EXTRACT | Start

DO NOT USE!

This date should match the
Original Start Date or the Last
Start Date for each
employment record.
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Cardinal Meaning

PeopleSoft Customized Cardinal
FIELD Name Delivered For Cardinal Specific

Interfacing Agy

NOT ON HRO003
INTERFACE OR
HR296 EXTRACT

Company
Seniority
Date

This field auto-populates by
the value in the Annual Leave
Eligibility Date field.

This field is read only and
cannot be edited.

This date populates the
Absence Management page
and is used to determine the
Annual Leave Accrual rate.

NOT ON HRO003
INTERFACE OR
HR296 EXTRACT

Benefits
Service
Date

DO NOT USE!

Populated from the Benefits
Program Participant page.

Do not use the override box to
change the value.

PROBATION_DT

Probation
Date

Probation Expiration Date
should be entered in this field,
if applicable.

NOT ON HRO003
INTERFACE OR
HR296 EXTRACT

VSDP
Sick/PER
Leave Efft
Date

This date auto-populates when
the record is saved using the
data in the Veteran’s Service
Credit Months and the
Annual Leave Eligibility Date
fields.

When Veteran's Service
Credit Months field is 0, the
VSDP SICK/PER Leave Efft
Date will match the Annual
Leave Eligibility Date.

When Veteran's Service
Credit Months field is greater
than (>) 0, that number will
automatically adjust

and populate the VSDP
SICK/PER Leave Efft Date
using the Annual Leave
Eligibility Date, therefore
accuracy is crucial.

V_CONT_ST_SV
C_DT

Continuous
State
Service
Date

State employment time without
any break in service.

This field is used to determine

eligibility for severance,
benefits at layoff, when
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Cardinal
FIELD Name
Interfacing Agy

Human Resources Job Aid

Meaning

HR351 Managing Service Dates and Breaks in Service

Customized Cardinal
For Cardinal Specific

PeopleSoft
Delivered

applicable, for VPA covered
employees.
V_PRIOR_SVC_M | Previous Used when there is a break in X
ONTHS State service (Rehires only).
Service Reference the HR351
Months Managing Service Dates
Calculator Job Aid to
calculate the value for this
field.
V_LEAVE_SVC_D | Annual This field MUST BE updated X
ATE Leave for all VPA covered employees
Eligibility and salaried employees for
Date Agencies that use Cardinal's
Absence Management.
This date automatically
populates the Company
Seniority Date field.
NOT ON HRO003 Veterans Used when employee has X
INTERFACE OR Service applicable military service and
HR296 EXTRACT | Credit is eligible for annual leave
Months accrual rate credit.
NOT ON HRO003 Total Auto-populates based on the X
INTERFACE OR Service Veterans Service and Previous
HR296 EXTRACT | Credit State Service months, and is
Months used to calculate the Annual
Leave Elig Date when there is
a break in service.
V_VSDP_ENROL | VSDP Enroll | Used by the VSDP vendor to X
L_DATE Date determine original program
enrollment date.
This field is provided to VRS.
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