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Separation Statuses Overview

The Separate Employee business process captures an employee's departure from an Agency and, in
some instances, the end of state service. Separation may be classified as voluntary (e.g., retirement,
resignation) or involuntary (e.g., disciplinary action, Temporary Workforce Reduction (TWFR), layoff).
This business process is applicable to both state Agencies and Localities in The Local Choice (TLC)

program. The Layoff Process will not be covered in this Job Aid. For further information on the Layoff
Process, see the Job Aid titted HR351 Managing the Layoff Process. This Job Aid can be found on
the Cardinal website in Job Aids under Learning.

The employee, Agency head, Supervisor, or Legislation can initiate communication to the appropriate
Agency Human Resources (HR) staff for a separation. The type of separation determines the
required documentation that should be submitted to Agency HR. The Agency must utilize Agency-
specific systems or paper forms to route requests through Agency external approval process before
entering the separation into Cardinal.

Prior to beginning this process, review the Job Aid titled HR351 Using a Checklist. This Job Aid can
be found on the Cardinal website in Job Aids under Learning.

The two types of Separations covered in this Job Aid are:
Involuntary

e Standards of Conduct
e Unsatisfactory Performance during Probationary Period
e Inability to Perform Duties

Voluntary

Resignation

Retirement: Service Retirement, Retirement In Lieu of Layoff, or Enhanced Retirement
Separation: Completion of Limited Appointment or Contract

Death of Employee

Action/Action Reasons are used to reflect the type of separation. In Cardinal, both Voluntary and
Involuntary Separations use the Action of “Termination” or “Retirement"; HR staff must reference the
applicable Action Reason to identify the correct cause of separation.

All HCM modules are updated appropriately after the Termination transaction is saved:

o Benefit status is updated in Cardinal Benefits (BN) and COBRA eligibility is triggered if
applicable.

e Time Reporter is updated for Cardinal TA. Productive and Non-productive time can still be
entered and approved prior to the effective date of the Separation. The updated HR status will
stop leave accruals.

e The updated Payroll status will prevent a paysheet from being created for the employee.
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Separation Statuses Overview (continued)

Agency HR must coordinate with Agency Payroll staff and the Agency Benefits Administrator (BA) for
final pay, (e.g., salary, OT, leave payout) due to the employee. Additional steps may be needed to
create a Paysheet in order to make the final payments. If there is a large volume of updates, the
Agency can submit a file to be uploaded using the mass upload process. For further information on
Mass Updates, see the Job Aid titled Performing a Mass Upload. This Job Aid can be found on the
Cardinal website in Job Aids under Learning.

Note: Employees terminated within Cardinal HCM will automatically have limited Employee Self-
Service (ESS) access for 1.5 years (18 months) after termination (e.g., viewing W-2). Retired
employees will also have access to Cardinal. In order for a Terminated or a Retired employee to log
into Cardinal, a valid personal email address is required on the Personal Data record in Cardinal.

Note: For Separations related to Involuntary terminations, refer to DHRM Policy 1.45 and 1.60.

Note: For Separations related to terminating an employee once Severance benefits end, refer to
DHRM Policy 1.57.

Note: For Separations related to Long Term Disability, refer to DHRM Policy 4.57.

When terminating an employee, the Agency BA will need to process the termination of benefit
elections for the Terminated employee. See the Job Aid titled BN361 Managing Terminations and
Transfers for more details. This Job Aid is located on the Cardinal website in Job Aids under
Learning.

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.

Table of Contents

REVISION HISTOIY ... .ttt e et e e e e e e et et e e e e e e e e eetb e eaaeeeeeessnanns 3
TermMiNAtioN = VOIUNTAIY ... 4
Termination — Involuntary (eXcept Layoff) .......coooiiiiiiii e 20
Long Term Disability NOt WOIKING ........ouiiiiiiiiiiiiiiiiie s 35
Retirement — VRS RELIMEE........ooii et e e e 43
Retirement — ORP RELIEE .......ooiiiiii et e e e e e e e e e e e e e e e annes 59

Rev 9/1/2026 Page 2 of 81



Human Resources Job Aid

/’) Cardinal HR351 Separation Statuses
4
Revision History
Revision Date Summary of Changes
9/1/2026 Updated to reflect the Cardinal system upgrades.
4/13/2026 Added reference information to the Processing Paid Leaves of Absence in

Cardinal and Processing Unpaid Leaves of Absence in Cardinal Cross
Functional Job Aids.

3/23/2026 Updated to include the necessary step to add the Tax Location Code in the
Retirement — ORP Retiree section.

3/1/2025 Updated the screenshots of the Search pages. Added reference information to
the Overview of the Cardinal HCM Search Pages Job Aid.
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Termination - Voluntary

1.

Cardinal HCM Homepage.

Manage Human Resources

foyigel

Navigate to the Manage Job page by clicking the Manage Human Resources tile on the

HR351 Separation Statuses

The Manage Human Resources page displays.

Manage Human Resources

Return From Leave

Add Jobs and Assignments

a

-®

2. Click the Manage Job tile.
Manage Job
Rev 9/1/2026

Page 4 of 81



Human Resources Job Aid

9/ Cardinal
J

HR351 Separation Statuses

Step | Action

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | vl

EmplID | begins vith | | |

Name |beg'|nswilh Vl | |

HR Status | beginsvith | | |

Department |beg'|nswilh Vl | Ql

O Include History

l Clear ] l Save Search l

Empl Record | =

Last Name | beging with

v] |

Business Unit | begins with

v||

Business Title | beging with

v] |

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.

employee will have a unique Employee ID.

Empl ID | begins with ~

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

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

| Aetve:

Greate Job Acion

al
UpdsieiDisplay | Include Histary
Job Actions Summary
HR
Effective  Payroll " Tax ]
Datei  Stus/  A%ONagypatedBy/Date  Status  JobCode Fosifion ReporisTo Regulatory BuSiness pepartment Location Establishment company Pay Group 527 Location EMPloyee Employes
R Unit D Grou Classification Ty
& otat aason g o p oo ssification Type
equence
indicator
o Pay Rate y
omiozozs o Change = EY s s S
cori .
o o prm Completed Uniied Sy ey Rohmend Classfed g
Primary Job norease States (SATFRIOT) Classifiea (C%)  Salary
sz e PayRae Usa Y M g as .
Change
Aative Compltzd Semimonthly Semi o y
0 nterral nited e Ry Fmend Classled g
Primary Job Abgnment = oy Gomy, (ot Selay
Pasiton
ive .
100112024 Change Usa Mt M e as s
Ne Reports Completed nies Semimonthly Semi Lo
o jass. monthy 8 Salaried
Tois = i alar
Primary Job Cnonte States (SATFRIOT) Classibed (O} Salay
ek Pay Rate
ooz Change Usa smt S e as 5
et Complaied Semimanthly Semi-
Fra5 United Richmend Classifed e
o Statewide i ass. mony  enond. Qe saired
Primary Job oo FE (SATFRIOT)  Classifed
Pay Rate
120102023 Change usa smt TR — . R
. 2 Dse Completed Unied Samimaniny SeM Rehmond Clessifed g
ass. i atarie
— - By T, ™ S
- Fosition y
s P e . Y s s .
ARNE Reports Completed United Semimontly Seml  Rinmend Classifed i
0 . ToiSupy States lass monhly  Amene Cas Salaried
Frimary Job o 2nco FF (SATFRIOT)  Classified il
Active Pay Rate ] EIN]

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

display.

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.

Cancel

Note: If a Fayraoll is currently in process for this employee, data will nof be processed until next payroll.
Flease review the transaction specific defails and updsate the effective date comectiy on this page.

Effective Sequence | 0

*Action |

*Reason |

Create Job Action

*Effective Date | 05/26/2026
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Step | Action
7. Update the effective date as needed using the Effective Date Calendar icon.
*Effective Date |05/26/2028 ]|

of Termination transactions is generally the day immediately following the last day worked (or
the day after the employee’s last day on the payroll).

0 Set the effective date to be one day after the employee’s last day worked. The effective date

If an employee’s last day is “56/25/2026”, the effective date of the termination should be
“6/126/2026”. For further information on effective dating, see the Job Aid titled HR351
Overview of Effective Dating. This Job Aid can be found on the Cardinal website in Job
Aids under Learning.

8. Click the Action field dropdown button and select “TER” (Termination).
*Action I._ER D.I Termination
*Reason | Q|
9. Click the Reason field dropdown button and select the applicable reason (“RES” has been

selected for this example).

*Action |._ER Q| Termination

*Reason I.:'.ES QI Resignation

There are two Action Reason combinations related to an employee’s death. One is
0 Termination/Death, and the other is Termination/Death with Dependent. The difference
between the two events is that the benefits terminate on different dates. When an employee
passes away, the Benefits Administrator should review the employee’s current health plan
coverage code and advise the HR Administrator whether to use the Termination/Death or
Termination/Death with Dependent Action/Reason combination.

For further information on Action Reasons, see the Job Aid titted HR351 Action Reason
Codes. This Job Aid can be found on the Cardinal website in Job Aids under Learning.

10. Click the Continue button.
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Step | Action

The Work Location page displays.

automatically update.

Note: After selecting the Action and Action Reason, the HR Status and Payroll Status fields

Termination - Resignation

Work Location
& Visited

Work Location

Effective Date 05/26/2028

Job Information

© Not Start=d HR Status Inactive

Salary and Compensation

Date Created 05/20/2028

Last Start Date 0311119001

Owverride Last Date
Worked

Number
Turn Off Auto Pay
0 Yes

® No

*Job Indicator | Primary Job %

O Not Started
Payroll
O Not Start=d
Position Entry Date | 06/25/2003
Employment Data
O Not Startsd Regulatory Region |USA
United States
Benefit Program . .
© Not Start=d Business Unit
Validate
© Not Started Department
Summary ) -
O Not Started Location |RICH

Dept of Labor and Industry

Effective Sequence O

Payroll Status  Terminated

Override Details [
Pasition Managsd Record Mo

Company | DL
Dept of Labor and Industry

Department Entry Date |02/11/1001

Termination Date 0B/25/2028

Last Date Worked |05/25/2028

Date

Leave With Pay Working

Recall Eligibility
Fion

Yes

No

“Terminated”.

11. Validate that the HR Status displays as “Inactive” and the Payroll Status displays as

Work Location

Effective Date 056/26/2025

HR Status  Inactive

*Job Indicator | Primary Job A

Effective Seguence 0
Payroll Status  Terminated
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Step | Action

12. Click the Validate tab.

Work Location
@ \isited

Job Information
© Mot Started

Salary and Compensation
© Mot Started

Payroll
© Mot Started

Employment Data
© Mot Started

Benefit Program
O Mot Started

Validate
@ Visited

Summary
O Mot Started

The Validate page displays.

Validate

Effective Date 05/28/2028 Effective Sequence 0O
Validation
Use the Yalidate button to verify the entered data. This i= an opfional step but it is recommended to validate detzils and review warning and emor messages

Messages

Currently there are no exceptions to be dizplayed.

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

‘alidate

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. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages

Validation Successful with warnings

Proceed with warning
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Step | Action

The Validate page refreshes.

Validate
Effective Date 05/26/2026 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

Validation Successful

14. After validation, click the Summary tab.

Work Location
® Visited

Job Information
QO Not Started

Salary and Compensation
O Not Started

Payroll
© Not Started

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
® Visited

Summary
@ Visited
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Step | Action

The Summary page displays.

Termination - Resignation

Work Location

Summa
@ Visited ry

Job Information Effective Date 05/26/2026

O Not Started

Effective Sequence 0

Summary of Changes

Salary and Compensation

O Not Started Field Label Proposed

Information

Current Information

Payroll

Position Number

DLI00269-DLIN00E2

DLI0026S-DLI00062

O Not Started
HR Status @ Inactive Active

Employment Data

© Not Started Payroll Status ® Terminated Active ﬂ
Benefit Program °

O Not Started Termination Date 05/25/2026 Not Available

. Last Date Worked ® 05/25/2026 Not Available

Validate

@ Visited
Summary Changes Made ®

@ Visited

15.

Review the Summary of Changes section and click the Submit button.

< Previous m

The Submit Confirmation page displays confirming the change.

Submit Confirmation

4 The Termination for has been successfully creatad.

Terminated

For entaring or updating ACA related details go to Job Acfions Summary and select the relsted sotion ACA Eligibility Detals.

Job Actions Summary Go To Search Results

The employee’s email address must be updated in Cardinal after separation for the
employee, their surviving family, or retirees, to gain access to Cardinal to view pay history
and W2s. Access is provided to Cardinal for 18 months after the termination date.

16.

Click the Home button to navigate back to the Cardinal HCM Homepage.
n Qo : @
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17. Navigate to the Modify Person 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

18. Click the Modify Person tile.
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Step | Action

The Modify Person Search Existing page displays.

Modify Person

Search Existing

~ Search Criteria

My Saved Searches | V|

Empl ID | begins with 'Vl | |

Mame |beg'n5wilh Vl | |

Last Mame | begins with Vl | |

O Include History

| Claar | | Save Search |

19. 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 ~

20. Select the Include History checkbox option.

Include History

l Clear ] l Save Search

21. Click the Search button.
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Step | Action

The Modify Person page displays (Step 1 of 2: Person Data) with the Person Details section
displayed by default.

Modify Person
® ;
Person Data Summary
Nest >
B a
e | St€R 101 2: Person Data
+ Person Details
Cantct
Infammation Names
©
Regional
Format Type Effective Date Display Name Formal Name
=
Engish
AP oerzarz022
cumsen
Vaidatian English
0111891
fasToRY
Personal Information

*Date of Birth

D United States

ical Details

Exclude Contact Infarmation? (] |

Effective Date

Highest Education Level Marital Status
0812372023

e Masters Level Degrae
commenT

Unknown
et ale I-Masters Level Degree Unknown
asrony

Hational ID

[+]

22. Click the Contact Information tab.

Q.
B

Person Delails

Cantact
Irfarmation

W Person Info

&

alidation
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Step | Action

The Contact Information section displays.

Modify Person
@
Person Data Summary
Nest 3
2 ~ Contact Information a
Person Details
Addresses
El
Conm
Ifomasen Display History
@G
e
E Address Type Effective Dats Address
Vi Persan
Home
) _—"
Validationn
Home
fasToRY
Fhone
Type 1 Numbe Extension 14 Preferred
D Business .
- e
Email
Email Option Selection
@® Agency Provided Email
O Pending Agency Provided Email

23.

Select the Employee Provided Email radio button option in the Email Option Selection

section.

Email Option Selection
Agency Provided Email
Pending Agency Provided Email

® Employee Provided Email I

24.

Click the Add Email button (+) to add a personal email address.

Note: If a personal email exists, confirm the personal email address and proceed to Step 28.

[ +] |
| Type 1L Email Address 7 Preferred 71 |
Business ves ‘
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Step | Action

The Email Address page displays in a pop-up window.

Email Address m

Preferred Mo

*Email Address |

25. Click the Email Type dropdown button and select “Personal”.
26.

Enter the employee’s personal email address in the Email Address field.

*Email Address I I

27. Click the Done button.

The Email Option Selection section refreshes.

Email
Email Option Selection
O Agency Provided Email

O Pending Agency Provided Email

® Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address that is unigue to the employee, except:
2 When no email address is available, select applicable email option and ALWAYS use noemail@virginia.gov

Type 1L Email Address 7. Preferred 11

{@doli.virginia.gov ves
Personal Fred Flintstone@gmail. com Mo

Business
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Step | Action

0 When the Employee Provided Email radio button option is selected, the Personal email

address will update to “Yes” in the Preferred column after validation and submission, and
the Business email address is removed.

Email Option Selection

O Agency Provided Email
) Pending Agency Provided Email

® Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address that is unique to the employee, except:
2.When no email addi is i li

, select ble email option and ALWAYS use noemail@virginia.gov
Type 1L Email Address Tl Preferred L
Personal

Fred.Flinistone@gmail.com

Yes

28. Click the Validation tab.

Q.
e

Person Details

Contact
Information

©

Regional

El

VA Person Info

Y

Validation
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Step | Action

The Validation page displays.

Modify Person

® 2

Person Data Summary

Mext >

‘9\; &

Parson Details

Contact Validation Messages
Infarmration

@

Regional

I:_—=1

A Person Info

&
\iahidation |

~ Validation

Currently there are no exceptions fo be displayed.

29. Review the Validation page and click the Next button.

MNext »

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. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages
Validation Successful with warnings

Proceed with warning

1 row

[=]a])n]

Message Severity 1 Description 1|

1 Warning Waming — Other persons exist with this name, including {1000,43)
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Step | Action

The Step 2 of 2: Summary page displays.

Modify Person
O @
Person Data Summary
=B
Step 2 of 2: Summary
Summary of Changes
Field Label Proposed Information Current Information
Type ® Personal Mot Available
Type | Email Address @ Personal / Mot Available
Fred.Flintstone@gmail.com
Type { Preferred @ Personal / No Mot Available
Changes Made @
30. Review the Summary of Changes section and click the Submit button.
The Submit Confirmation page displays.
Submit Confirmation

‘ “Fersnn Data for has been successfully submitted.

Identification Data
Disabiliies
Emergency Contacts

I Go To Manage Human Resources I

31. Run the Employee Activity Report for the employee using the following navigation path:

NavBar > Menu > Workforce Administration > Job Information > Reports > Employee
Activity Report

32. Print the report and place the printed transaction in the employee file for future audit
requests.

Note: For additional information on the Employee Activity Report and the steps used to run
this report, refer to the HCM Human Resources Reports Catalog. The HCM Human
Resources Reports Catalog can be found on the Cardinal website under Resources.
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Termination — Involuntary (except Layoff)

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

Manage Human Resources

foyicel

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

=®

Return From Leave

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

EmplID | begins vith | | |

Name |beg'|nswilh Vl | |

HR Status | beginsvith | | |

Department |beg'|nswilh Vl | Ql

O Include History

l Clear ] l Save Search l

Empl Record | =

Last Name | beging with

v] |

Business Unit | begins with

v||

Business Title | beging with

v] |

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.

employee will have a unique Employee ID.

Empl ID | begins with ~

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

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

Creale Job Action

| Active
Update/Display Include History
Job Actions Summary
HR!
Effective  Payroll n -
22‘1]?1;“:2 Js:]:us.' S:g:;'ri Last Updated By / Date Status ‘J:g';e Position Reports To Egg“:":m“' ﬁ:f“"“s Department Location E)"'ab““me"' Company Pay Grouj
Indicator
Active Position smt
110812025 Change UsA
. Active Reports Completed United Semimont!
Tofsupy hiey W Class
Primary Job cpange (SATFRIO:
Active Position SM
1012572025 Change UsA
. Active Regurts Completed United Semimont
Primary Job Cha,“‘gg States (SATFRIOI
Active Pay Rate SM1
0611072025 Change usa
. ctive a6 Completed United Semimont!
Statewide Stales pd Claze
Primary Job | orease (SATFRIO!
Active Data ]
03/1212025 Change usa
Active Completed United Semimontl
[} Data B W Class
Primary Job Change ates (SATFRIO}
Active Position SM1
0011772024 Change USA
Active PBosition Completed United Semimont!
[} Data Shaia W Class
Primary Job yypgate (SATFRIO]
Active Pay Rate SM1
0611072024 Change USA o

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

display.

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

Create Job Action

Rev 9/1/2026
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Step | Action

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

Create Job Action @

Note: If a Fayraoll is currently in process for this employee, data will nof be processed until next payroll.
Flease review the transaction specific defails and updsate the effective date comectiy on this page.

*Effective Date |05|"26.l‘2026 |

Effective Sequence |D |

*Action | Q|
*Reazon | Q|
7. Update the effective date as needed using the Effective Date Calendar icon.
*Effective Date |05/2612025 =]

Set the effective date to be one day after the employee’s last day worked. The effective date
0 of Termination transactions is generally the day immediately following the last day worked (or
the day after the employee’s last day on the payroll).

If an employee’s last day is “5/25/2026”, the effective date of the termination should be
“6/126/2026”. For further information on effective dating, see the Job Aid titled HR351
Overview of Effective Dating. This Job Aid can be found on the Cardinal website in Job
Aids under Learning.

8. Click the Action field dropdown button and select “TER” (Termination).
*Action ITER QI Termination
*Reason | Q|
9. Click the Reason field dropdown button and select the applicable reason (“{UNS” has been

selected for this example).

*Action |TER Q‘ Termination

*Reason JUNS Q | Invol-Unsatisf Perf on Prob

For further information on Action Reasons, see the Job Aid titted HR351 Action Reason
0 Codes. This Job Aid can be found on the Cardinal website in Job Aids under Learning.
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10. Click the Continue button.

The Work Location page displays.

Note: After selecting the Action and Action Reason, the HR Status and Payroll Status fields

automatically update.

Termination - Invol-Unsatisf Perf on Prob

Active
Work Location Work Location
® Visited
Effective Date 0526/2026 Effective Sequence 0
Job Information "
© Not Staried HR Status Inactive Payroll Status Terminated
*Job Indicator | Primary Job v
Salary and Compensation
© Not Started
- Override petais [
Payroll
© Not Started ) .
Position Entry Date | 10/17/2022 Position Managed Record No
Employment Data
© Not Started Regulatory Region |USA Company |DUI
United Stales Dept of Labor and Industry
Benefit Program i
© Not Started Business Unit | 18100
Dept of Labor and Industry
Validate ;
© Nt Started Department | 13100 Department Entry Date | 10/17/2022
DEPT OF LABOR AND INDUSTRY
Summary . .
© Mot Startens Location |RICH Establishment ID |DOLI Q
Dept of Labor and Industry Dept of Labor and Industry
Date Created 06/18/2026
Last Start Date 10/17/2022 Termination Date 05/25/2026
Override Last Date Worked [_] J Last Date Worked |05/25/2026
* Rumber wettgEl &) R
N ] e Py (L]
Turmn Off Auto Pay Leave With Pay Working
O Yes Yes
@ No No

11. Validate that the HR Status displays as “Inactive” and the Payroll Status displays as

“Terminated”.

Work Location

Effective Date 05/286/2025

HR Status Inactive

*Job Indicator | Primary Job w

Effective Seqguence 0
Payroll Status Terminated
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Step | Action

12. Click the Validate tab.

Work Location
@ \isited

Job Information
© Mot Started

Salary and Compensation
© Mot Started

Payroll
© Mot Started

Employment Data
© Mot Started

Benefit Program
O Mot Started

Validate
@ Visited

Summary
O Mot Started

The Validate page displays.

Validate

Effective Date 05/28/2028 Effective Sequence 0O
Validation
Use the Yalidate button to verify the entered data. This i= an opfional step but it is recommended to validate detzils and review warning and emor messages

Messages

Currently there are no exceptions to be dizplayed.

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

‘alidate

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. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages

Validation Successful with warnings

Proceed with warning
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The Validate page refreshes.

Validate
Effective Date 05/26/2026 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

Validation Suecessful

14. After validation, click the Summary tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
O Not Started

Payroll
O Not Started

Employment Data
O Not Started

Benefit Program
O Not Started

Valiciate
@ Visited

Summary
® Visited

The Summary page displays.

Termination - Invol-Unsatisf Perf on Prob

Work Location Summary
@ Visited
Job Information Effective Date 05/26/2026 Effective Sequence 0

© Not Started -
Summary of Changes

Salary and Compensation

© Not Started Field Label Proposed Current Information
Information
Payroll Position Number DLI00475-DLI00001T DLI00475-DLI000O1
© Not Started
HR Status @ Inactive Active
Employment Data
© Not Started Payroll Status @ Terminated Active ﬂ
Benefit Program Termination Date ® 05/25/2026 Not Available
© Not Started
. Last Date Worked @ 05/25/2026 Not Available
Validate
@ Visited
summary Changes Made @
@ Visited
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15. Review the Summary of Changes section and click the Submit button.
(e

The Submit Confirmation page displays confirming the change.

Submit Confirmation

4 The Termination for has been successfully created

Terminated

For entzring or updating ACA related details go to Job Acfions Summary and select the relsted aotion ACA Eligibility Detals.

Job Actions Summary Go To Search Results

The employee’s email address must be updated in Cardinal after separation for the
0 employee, their surviving family, or retirees, to gain access to Cardinal to view pay history
and W2s. Access is provided to Cardinal for 18 months after the termination date.

16. Click the Home button to navigate back to the Cardinal HCM Homepage.
0o : e

17. Navigate to the Modify Person page by clicking the Manage Human Resources tile on the
Cardinal HCM Homepage.

Manage Human Resources

foyigel
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The Manage Human Resources page displays.

Manage Human Resources

Return From Leave

18. Click the Modify Person tile.

The Modify Person Search Existing page displays.

Modify Person

Search Existing

~ Search Criteria

My Saved Searches | v|

Empl ID |beginsuiﬂ1 Vl | |

Name |beginsuiﬂ1 vl | |

Last Name |be¢_jn5wiﬂ1 Vl | |

[ Include History

(=] (=)
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19. 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 ~

20. Select the Include History checkbox option.

Include History

l Clear ] l Save Search

21. Click the Search button.

The Modify Person page displays (Step 1 of 2: Person Data) with the Person Details section
displayed by default.

Modify Person
& G
Person Dal a Summa:
Next >
A al
Step 1 of 2: Person Data
e Dt
« Person Details
Cars
wamcon [ Mames
®
Regical
Format Type Effective Date Display Name Formal Name
=]
VA Parean Engesn -
e}
bldion Engish
ormat
Exclude Contact Information?
Warital Status
Unknown
oangen
Male IMasters Level Degree Unknown
National 1D
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22. Click the Contact Information tab.

Q.
B
Person Delails

Cantact
Irfarmation

W Person Info

=

alidation

The Contact Information page displays.

Modify Person
@ 2
Next »
or ~~ Contact Information a
[E Addresses
iamaian Display History
(o3
Regiorial
e e
_—
n Business Yes
Home Ne
23. Select the Employee Provided Email radio button option in the Email Option Selection
section.

Ermail Option Selection
Agency Provided Email
Pending Agency Provided Email

® Employee Provided Email I
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24, Click the Add Email button (+) to add a personal email address.

Note: If a personal email exists, this step is not needed.

Business fes E|
The Email Address page displays in a pop-up window.
Email Address [ Done |
*Email Type S
Preferred Mo
*Email Address |

25. Click the Email Type dropdown button and select “Personal”.
26. Enter the employee’s personal email address in the Email Address field.

*Email Address || I
27. Click the Done button.

Done
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The Email Option Selection section refreshes.

Email

Email Option Selection

O Agency Provided Email

O Pending Agency Provided Email
® Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email addrezs that is unigue to the employee, except:
2 When no email address is available, select applicable email option and ALWAYS use noemail@virginia.gov

Type 1L Email Address 7. Preferred 11

.

o When the Employee Provided Email radio button option is selected, the Personal email

address will update to “Yes” in the Preferred column after validation and submission, and
the Business email address is removed.

Business {@dolivirginia.gov

Personal Fred . Flintstone@gmail. com

Email Option Selection
O Agency Provided Email
O Pending Agency Provided Email

@ Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address that is unique to the employee, except:
2When no email address is available, select applicable email option and ALWAY'S use noemail@virginia.gov

Type 1 Email Address Tl Preferred 1L

Personal Fred.Flinistone@gmail.com

28. Click the Validation tab.

0.
ﬁ+
Person Details

Contact
Information

(O

Regional

El

VA Person Info

&

Validation
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The Validation page displays.

Modify Person

— G

Person Data Summary

ext >

o

Parson Details
~ Validation

Contact Validation Messages
Informaticn
Currently there are no exceptions to be displayed.

WA Person Info

Waldation l

29. Review the Validation page and click the Next button.

Next »

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. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages
Validation Successful with warnings

Proceed with warning

1 row

[=][a])[n]

Message Severity 11 Description 1l

1 Warning Waming — Cther persons exist with this name, including {1000,43)
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The Step 2 of 2: Summary page displays.

Modify Person
O @
Person Data Summary
=B
Step 2 of 2: Summary
Summary of Changes
Field Label Proposed Information Current Information
Type ® Personal Mot Available
Type | Email Address @ Personal / Mot Available
Fred.Flintstone@gmail.com
Type { Preferred @ Personal / No Mot Available
Changes Made @
30. Review the Summary of Changes section and click the Submit button.
The Submit Confirmation page displays.
Submit Confirmation

‘ “Fersnn Data for has been successfully submitted.

Identification Data
Disabiliies
Emergency Contacts

I Go To Manage Human Resources I

31. Run the Employee Activity Report for the employee using the following navigation path:

NavBar > Menu > Workforce Administration > Job Information > Reports > Employee
Activity Report

32. Print the report and place the printed transaction in the employee file for future audit
requests.

Note: For additional information on the Employee Activity Report and the steps used to run
this report, refer to the HCM Human Resources Reports Catalog. The HCM Human
Resources Reports Catalog can be found on the Cardinal website under Resources.
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Long Term Disability Not Working

If there is a lag between STD workday 125 and the LTD claim approval, the Agency is asked to place the
employee in Unpaid Leave of Absence (LOA), Personal (PER), and change benefits eligibility to COVA
100% EE Paid Grp Bill until the LTD claim is approved.

After the LTD claim has been approved by the third-party administrator (TPA), enter the transaction to
terminate (“Termination - LTD ”) the employee. This action must be processed in Cardinal for the
employee to enroll in the COVA LTD/Retiree healthcare plan.

Note: For further information pertaining to Leaves of Absence, see the Cross Functional Job Aids titled
Processing Paid Leaves of Absence in Cardinal and Processing Unpaid Leaves of Absence in
Cardinal located on the Cardinal website in Job Aids under Learning.

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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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 | beging with V| | | Empl Record | = V| | |
Name | beginz with Vl | | Last Mame | begins with V| | |
HR Status | beging with V| | V| Business Unit | begins with V| | Q|
Department | begins with Vl | 0.| Business Title | begins with V| | |

2 Include History

-

l Save Search ]

Overview of the Cardinal HCM Search Pages 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 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 ~
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4. Select the Include History checkbox option.

Include History

l Clear ] l Save Search

5. Click the Search button.

The Job Actions Summary page displays for the selected employee.

Job Actions Summary

Creale Job Action
| Active
Update/Display Include History

Job Actions Summary

[=]

HR!
Effective  Payroll n -
2::] ;“BE Js:;]ms.' agg;’;‘; Last Updated By / Date Status ‘J:gl;e Position Reports To Egg“:":m“' ﬁ:f“"“s Department Location E)"'ab““me"' Company Pay Grouj
Indicator
Active Position smt
110812025 Change UsA
o clive Repors Completed United Semimont!
Tofsupy hiey W Class
Primary Job Cpange (SATFRIO!
Active Position smt
1012572025 Change UsA
Active Reports Completed United Semimont!
[} TofSupy e W Class
Primary Job cpange (SATFRIO]
Active Pay Rate SM1
0611072025 Change usa
. Active a6 Completed United Semimont!
Statewide Stales pd Claze
Primary Job | orease (SATFRIO]
Active Data ]
03/1212025 Change usa
ctive Completed United Semimontl
[} Data B W Class
Primary Job Change ates (SATFRIO}
Active Position SM1
0011772024 Change USA
Active PBosition Completed Unitesd Semimont!
[} Data Shia W Class
Primary Job g ate (SATFRIO}
Active Pay Rate S
06/10/2024 Change USA |

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

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 @

Note: If a Fayraoll is currently in process for this employee, data will nof be processed until next payroll.
Flease review the transaction specific defails and updsate the effective date comectiy on this page.

*Effective Date |05|"26.l‘2026 |

Effective Sequence |D |

*Action | Q|
*Reazon | Q|
7. Update the effective date as needed using the Effective Date Calendar icon.
*Effective Date |05/2612025 =]

Set the effective date to be one day after the employee’s last day worked. The effective date
0 of Termination transactions is generally the day immediately following the last day worked (or
the day after the employee’s last day on the payroll).

If an employee’s last day is “5/25/2026”, the effective date of the termination should be
“6/126/2026”. For further information on effective dating, see the Job Aid titled HR351
Overview of Effective Dating. This Job Aid can be found on the Cardinal website in Job
Aids under Learning.

8. Click the Action field dropdown button and select “TER” (Termination).
*Action ITER QI Termination
*Reason | Q|
9. Click the Reason field dropdown button and select the applicable reason (“LTD” has been

selected for this example).

*Action |TEFl Q | Termination

*Reazon I]LTD Q| Termination - LTD

10. Click the Continue button.

==
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The Work Location page displays.

Note: After selecting the Action and Action Reason, the HR Status and Payroll Status fields
automatically update.

Termination - Invol-Unsatisf Perf on Prob
Active
Wark Location Work Location
@ Visited
Effective Date 052612026 Effective Sequence 0
Job Information .
O Mot Stanted HR Status Inactive Payroll Status Terminated
*Job Indicator | Primary Job v
Salary and Compensation
O Mot Stanted
Payroll
© Mot Started ~ "
Position Entry Date | 10/17/2022 Position Managed Record Mo
Employment Data
O Mot Started Regulatory Region |USA Company |DLI
United States Dept of Labor and Induslry
Benefit Program
© Mot Started Business Unit | 13100
Dept of Labor and Industry
Validate -
© Nl Started Department | 18100 Department Entry Date | 10/17/2022
DEPT OF LABOR AND INDUSTRY
Summary
© Not Srartes Location |RICH Establishment ID | DOLI Q
Degpt of Labor and Industry Dept of Labor and Industry
Date Created 06/18/2026
Last Start Date 10/17/2022 Termination Date 05/25/2026
Override Last Date worked [ | Last Date Worked |05:25/2026
STD Claim Layoff Notice _ Recall Eligibility
A i e O
Turn Off Auto Pay Leave With Pay Working
O Yes Yes
® No No

11. Validate that the HR Status displays as “Inactive” and the Payroll Status displays as
“Terminated”.

Work Location

Effective Date 05/28/2025 Effective Seguence 0
I HR Status Inactive I Payroll Status Terminated

*Job Indicator | Primary Job w

Rev 9/1/2026 Page 39 of 81



Human Resources Job Aid

’/ Cardinal HR351 Separation Statuses
V4

Step | Action

12. Click the Validate tab.

Work Location
@ \isited

Job Information
© Mot Started

Salary and Compensation
© Mot Started

Payroll
O Mot Started

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
@ \isited

Summary
0 Mot Started

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

‘alidate

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. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages

Validation Successful with warnings

Proceed with warning

The Validate page refreshes.

Validate

Validate

Effective Date 05/26/2026 Effective Sequence 0
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

Validation Successful
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14. After validation, click the Summary tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
O Not Started

Payroll
O Not Started

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
@ Visited

The Summary page displays.

Termination - Termination - LTD
-( Previous
Work Lacation Summary
@ Visited
Job Information Effective Date 05/26/2026 Effective Sequence 0
O Not Started
y of Changes
Salary and Compensation . )
© Not Started Field Label Proposed Current Information
Information
Payroll Position Number DLI00088-DLIO0062 DLIg0O8e-DLIo00E2
© Not startad
HR Status ® Inactive Active
Employment Data
© ot Started Payroll Status @ Terminated Active q
Benefit Program —
© Not Startea Termination Date @ 05/25/2026 Not Available
validate Last Date Worked @ 05/25/2026 Not Available
@ Visited
Summary Changes Made ®
@ Visited
15. Review the Summary of Changes section if applicable and click the Submit button.

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

Submit Confirmation

4 The Termination for has been successfully created

Terminated

For entaring or updating ACA related details go to Job Actions Summary and select the relsted sction ACA Eligibility Datals.

Job Actions Summary Go To Search Results

For COV-Agency Employees Only:

VITA will interface all Separation transactions into the Active Directory Extract which will
automatically terminate the employee’s access from all COV specific systems. This VITA
activity removes the COV computer access for these employees.

e Update the Primary email address from the Business email address to the
employee’s Personal email address

These changes to the Primary email are necessary so that the employee can access
Cardinal Employee Self-Service using their Personal email while on extended leave.

¢ Notify the employee that they will need to register for Cardinal Employee Self-Service
using their personal email address

Refer to Steps 17 — 32 of the previous sections to update the email address if applicable.
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Retirement — VRS Retiree

1.

Cardinal HCM Homepage.

Manage Human Resources

foyigel

Navigate to the Manage Job page by clicking the Manage Human Resources tile on the

HR351 Separation Statuses

The Manage Human Resources page displays.

Manage Human Resources

Return From Leave

Add Jobs and Assignments

a

-®

2. Click the Manage Job tile.
Manage Job
Rev 9/1/2026
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The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | vl

EmplID | begins vith | | |

Name |beg'|nswilh Vl | |

HR Status | beginsvith | | |

Department |beg'|nswilh Vl | Ql

O Include History

l Clear ] l Save Search l

Empl Record | =

Last Name | beging with

v] |

Business Unit | begins with

v||

Business Title | beging with

v] |

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.

employee will have a unique Employee ID.

Empl ID | begins with ~

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

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
Create Job Acfion
Updale/isplay | Include History
Job Actions Summary
HR/
Effective Payroll - - -
Date [ Status/  ACHON!  \astUpoatedBy/Date  Status  JobCode FPosition Reports To Reguiatory Business pepartment Lacation Cetablishment company Pay Group
B R ason egion ni
Indicator
Active Posiion 18100 18100
1012025 Change usa RICH pou U s
’ Deplof  DEPTOF
o e Eulsmaﬂ Gompleled - United Labor LABOR Dept of Labor and  Depl of Labor E:g;;’;ﬂd ge;g:""“m"’
ala
Primary Job \1paste States fn“:‘jslw e sy s andIndustty  jguhy  (SATFRIOT)
Active 18100 18100
103072025 Dala usa RICH poul ou s
Active Changs Gompleted Deptof  DEPT OF Deptof  Semimanthl
o Data - United Labor  LABOR  DeplofLaborand DeplofLabor |56 °1  2erumomiy
Primary Job Change S e TRy T andIndusty  ngusiy  (SATFRIOT)
Actve 18100 18400
0712512025 By Pate usa RICH pou ou st
Dept of DEPT OF "
Acti Ci leted
o e \ntemal OmPIEtS . United  Labor  LABOR  Deploflaborand Deploflapor Lobeol — Semimontily
Primary Job Alignment . States i;“:uslw e STy sty andindustry oochy  (SATFRIOT)
actve Pay Rate 18100 18100 ou o
0611072025 Change R usa et pemror P poul
ept o )
o Active s Completed . United Labor  LABOR Deplof Laborand Depl of Labor  Lopt T - Semimontrly
; alevide Slales  and AND Indust and Indus
Primary Job 1 oeneg L sty INDUSTRY Iy Y jndusiry  (SATFRIOT)
Active Position 18100 18100
0310772025 Change usa PP s pou ou B
>

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

0. 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 Fayraoll is currently in process for this employee, data will nof be processed until next payroll.
Flease review the transaction specific defails and updsate the effective date comectiy on this page.

*Effective Date |05|"26.I‘2026 |

Effective Sequence |EI |

*Action | Q, |

*Reazon | Q |
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7. Update the effective date as needed using the Effective Date Calendar icon.
*Effective Date |05/26/2028 ]|

Set the effective date to be one day after the employee’s last day worked. The effective date
0 of Termination transactions is generally the day immediately following the last day worked (or
the day after the employee’s last day on the payroll).

If an employee’s last day is “56/25/2026”, the effective date of the termination should be
“6/126/2026”. For further information on effective dating, see the Job Aid titled HR351
Overview of Effective Dating. This Job Aid can be found on the Cardinal website in Job
Aids under Learning.

8. Click the Action field dropdown button and select “RET” (Retirement).

*Action I| RET CJ_I Retirement

*Heason | Q |

9. Click the Reason field dropdown button and select the applicable reason (“RMT” has been
selected for this example).

*Action |RET Q| Retirement

*Reason IRMT QI| Service Relirement

For further information on Action Reasons, see the Job Aid titted HR351 Action Reason
0 Codes. This Job Aid can be found on the Cardinal website in Job Aids under Learning.

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

automatically update.

Note: After selecting the Action and Action Reason, the HR Status and Payroll Status fields

Retirement - Service Retirement

Work Location Work Location
@ Visited

Effective Date 05/26/2026

Job Infermation
© Mot Started. HR Status Inactive

*Job Indicator | Primary Job v

Salary and Compensation

Date Created 08/19/2028

Last Start Date 05/25/2024
Qverride Last Date |[_|7|

O Not Started
Payroll
O Nat Started
Position Entry Date | 05/25/2024
Employment Data
© Not Started Regulatory Region |USA
United States
Benefit Program R B
© Nat Started Business Unit | 18100
Dept of Labar and Indusiry
Validate
O Mot Started Department | 18100
DEPT OF LAEOR AND INDUSTRY
Summary _
O Not Started Location | RICH

Dept of Labor and Industry

Effective Sequence 0

Payroll Status Retired

Job History
Override Details |

Position Managed Record Mo

Company |DLI
Dept of Labor and Industry

Department Entry Date | 05/25/2024

Establishment ID (DOLI Q
Dept of Labor and Industry

Termination Date 05/25/2026 |

Last Date Worked | 05/25/2026 v

“Retired”.

11. Validate that the HR Status displays as “Inactive” and the Payroll Status displays as

Work Location

Effective Date 06/20/2026

HR Status Inactive
*Job Indicator | Primary Job v

Effective Sequence 0

IPayrol] Status Retired I
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12. Click the Validate tab.

Work Location
@ \isited

Job Information
© Mot Started

Salary and Compensation
© Mot Started

Payroll
© Mot Started

Employment Data
© Mot Started

Benefit Program
O Mot Started

Validate
@ Visited

Summary
O Mot Started

The Validate page displays.

Validate

Effective Date 05/28/2028 Effective Sequence 0O
Validation
Use the Yalidate button to verify the entered data. This i= an opfional step but it is recommended to validate detzils and review warning and emor messages

Messages

Currently there are no exceptions to be dizplayed.

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

‘alidate

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. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages

Validation Successful with warnings

Proceed with warning
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The Validate page refreshes.

Validate

Effective Date 05/26/2026

Validation

Use the Validate button to venfy the enfered data. This is an optional step but it i recommended fo validate details and review waming and emor messages

Messages

Validation Successful with warnings

1

Message Severity T Mesgage Text Tl

\Warning Warning -- The employee's HR primary job {az defermined by the Job Indicator) has been terminated. (1000.608)

Effective Sequence 0

Validate

1 row
@u

14.

After validation, click the Summary tab.

Work Location
@ Visited

Job Information
O Mot Started

O Mot Started

Payroll
O Mot Started

Employment Data
O Not Started

Benefit Program
O Mot Started

Validate
@ Visited

Salary and Compensation

Summary
@ Visited

Rev 9/1/2026

Page 49 of 81



/Cardinal

Human Resources Job Aid

HR351 Separation Statuses

Step

Action

The Summary page displays.

Retirement - Service Retirement

‘Work Location Summary
® Visited
Job Information Effective Date 05/26/2026 Effective Sequence 0
O Not Started
Summary of Changes
Salary and Compensation B
O Not Started Field Label Proposed Current Information
Information
Payroll Position Number DLI00S8-DLIo00E2 DLI000s8-DLIO00E2
O Not Started
HR Status @ Inactive Active
Employment Data
O Mot Started Payroll Status @ Retired Active u
Benefit Program —
O Not Started Termination Date @ 05/25/2026 Not Available
validate Last Date Worked @ 05/25/2026 Not Available
@ Visited
Summary Changes Made @
@ Visited
15. Review the Summary of Changes section and click the Submit button.

< Previous m

The Submit Confirmation page displays confirming the change.

Submit Confirmation

& The Retirement 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 Surmmary Go To Search Resulis

The employee’s email address must be updated in Cardinal after separation for the
employee, their surviving family, or retirees, to gain access to Cardinal to view pay history
and W2s. Access is provided to Cardinal for 18 months after the termination date.

16. Click the Home button to navigate back to the Cardinal HCM Homepage.
0o : e
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17. Navigate to the Modify Person page by clicking the Manage Human Resources tile on the
Cardinal HCM Homepage.

Manage Human Resources

fosizel

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

-®

Return From Leave

18. Click the Modify Person tile.
Maodify Person
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The Modify Person Search Existing page displays.

Modify Person

Search Existing

~ Search Criteria

My Saved Searches | V|

Empl ID | begins with Vl | |

Name |beg'nswith Vl | |

Last Name | begins with V| | |

O Include History

=3

| Save Bearch |

19. 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 ~

20. Select the Include History checkbox option.

Include History

l Clear ] l Save Search

21. Click the Search button.
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Step | Action

The Modify Person page displays (Step 1 of 2: Person Data) with the Person Details section
displayed by default.

Modify Person

®

Person Data

Summary

Q.

Step 1 of 2: Person Data

al
Perszon Details.
~ Person Details
E
Cantact
Infarmaton Names
g
Regicral
Format Type Effective Date Display Name Formal Name
B
English
i oaz3z022
cursenT
=
alidarian Englizh
03111001
rasToRY

Personal Information

*Date of Birth

Urit=d Siates
Date of Death Exclude Contact Information? [ |

Biographical Details

Effactive Date Gender

Highest Education Leval Marital Status

081232022

Male Masters Level Degree Unknewn
cursanT

pameen Male |-Master's Level Degree Unknawn

rsTORY

National ID

K |

22. Click the Contact Information tab.

J‘{':I\+

Person Delails

Cantact
Infiarmation

@

Regional

=

WA, Parzon Info

[

Walidatian
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The Contact Information page displays.

Modify Person
@ :
Next >
2  Contact Information a
" Addresses
el ity History
[¢]
Regiorl
m Hun:N
i
D Business Yes
Home Ne
23. Select the Employee Provided Email radio button option in the Email Option Selection
section.
Email Option Selection
Agency Provided Email
Pending Agency Provided Email
® Employee Provided Email I
24, Click the Add Email button (+) to add a personal email address.

Note: If a personal email exists, this step is not needed.

+ |

Preferred 7L |

Type 11 Email Address 11

Business ves ‘
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The Email Address page displays in a pop-up window.
Email Address [ Done |
*Email Type S

Preferred No

*Email Address |

25. Click the Email Type dropdown button and select “Personal”.
26.

Enter the employee’s personal email address in the Email Address field.

*Email Address || I

27. Click the Done button.

The Email Option Selection section refreshes.

Email

Email Option Selection

O Agency Provided Email

O Pending Agency Provided Email
® Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address that is unique to the employee, except:
2.\When no email address is available, select applicable email option and ALWAYS use noemail@virginia.gov

Type 1L Email Address Tl Preferred Tl

Business {@doli.virginia.gov Ves

Personal Fred Flinistone@gmail.com No
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0 When the Employee Provided Email radio button option is selected, the Personal email

address will update to “Yes” in the Preferred column after validation and submission, and
the Business email address is removed.

Email Option Selection

O Agency Provided Email
O Pending Agency Provided Email

® Employee Provided Email

1.Agency Provided Email and Employee Provided Email must be a valid email address that is unigue to the employee, except:
2.When no email address is available, select applicable email option and ALWAY'S use noemail@virginia.gov

Type 1. Email Address T

Preferred 71

Personal Fred.Flintstone@gmail com

28. Click the Validation tab.

0.
ﬁ+
Person Details

Contact
Information

G

Regional

El

VA Person Info

v
Validation

The Validation page displays.

Modify Person

— G

Person Data Summary

49\’

'
Person Details

~ Validation

Contact Validation Messages
Information )

G

Regional

WA Persen Info

Currently there are no exceptions to be displayed.

2

Waldation
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29.

Review the Validation page and click the Next button.

Next »

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. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages
Validation Successful with warnings

Proceed with warning

1 row

9]
Message Severity 11 Description 1l
1 Warning Waming — Cther persons exist with this name, including {1000,43)
The Step 2 of 2: Summary page displays.
Modify Person
) @
Person Data Summary
=
Step 2 of 2: Summary
Summary of Changes
Field Label Proposed Information Current Information
Type ® Personal Mot Available
Type { Email Address @ Personal / Mot Available
Fred Flintstone @gmail.com
Type { Preferred @ Personal / No Mot Available
Changes Made @

30.

Review the Summary of Changes section and click the Submit button.
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The Submit Confirmation page displays.

Submit Confirmation

VPersnn Data for has been successfully submitted.

Identification Data
Disabilities
Emergency Contacts

I Go To Manage Human Resources I

31. Run the Employee Activity Report for the employee using the following navigation path:

NavBar > Menu > Workforce Administration > Job Information > Reports > Employee
Activity Report

32. Print the report and place the printed transaction in the employee file for future audit
requests.

Note: For additional information on the Employee Activity Report and the steps used to run
this report, refer to the HCM Human Resources Reports Catalog. The HCM Human
Resources Reports Catalog can be found on the Cardinal website under Resources.
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Retirement — ORP Retiree

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

Manage Human Resources

foyicel

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

=®

Return From Leave

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

EmplID | begins vith | | |

Name |beg'|nswilh Vl | |

HR Status | beginsvith | | |

Department |beg'|nswilh Vl | Ql

O Include History

l Clear ] l Save Search l

Empl Record | =

Last Name | beging with

v] |

Business Unit | begins with

v||

Business Title | beging with

v] |

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.

employee will have a unique Employee ID.

Empl ID | begins with ~

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

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 Acfion
Updale/isplay | Include History
Job Actions Summary
HR/
Effective Payroll - - -
Date [ Status/  ACHON!  \astUpoatedBy/Date  Status  JobCode FPosition Reports To Reguiatory Business pepartment Lacation Cetablishment company Pay Group
B R ason egion ni
Indicator
Active Posiion 18100 18100
1012025 Change usa RICH pou U s
’ Deplof  DEPTOF
o e Eulsmaﬂ Gompleled - United Labor LABOR Dept of Labor and  Depl of Labor E:g;;’;ﬂd ge;g:""“m"’
ala
Primary Job \1paste States fn“:‘jslw e sy s andIndustty  jguhy  (SATFRIOT)
Active 18100 18100
103072025 Dala usa RICH poul ou s
Active Changs Gompleted Deptof  DEPT OF Deptof  Semimanthl
o Data - United Labor  LABOR  DeplofLaborand DeplofLabor |56 °1  2erumomiy
Primary Job Change S e TRy T andIndusty  ngusiy  (SATFRIOT)
Actve 18100 18400
0712512025 By Pate usa RICH pou ou st
Dept of DEPT OF "
Acti Ci leted
o e \ntemal OmPIEtS . United  Labor  LABOR  Deploflaborand Deploflapor Lobeol — Semimontily
Primary Job Alignment . States i;“:uslw e STy sty andindustry oochy  (SATFRIOT)
actve Pay Rate 18100 18100 ou o
0611072025 Change R usa et pemror P poul
ept o )
o Active s Completed . United Labor  LABOR Deplof Laborand Depl of Labor  Lopt T - Semimontrly
; alevide Slales  and AND Indust and Indus
Primary Job 1 oeneg L sty INDUSTRY Iy Y jndusiry  (SATFRIOT)
Active Position 18100 18100
0310772025 Change usa PP s pou ou B
>

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

0. 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 Fayraoll is currently in process for this employee, data will nof be processed until next payroll.
Flease review the transaction specific defails and updsate the effective date comectiy on this page.

*Effective Date |05|"26.I‘2026 |

Effective Sequence |EI |

*Action | Q, |

*Reazon | Q |
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7.

Update the effective date as needed using the Effective Date Calendar icon.

*Effective Date |05/26/2028 ]|

@

Set the effective date to be one day after the employee’s last day worked. The effective date
of Termination transactions is generally the day immediately following the last day worked (or
the day after the employee’s last day on the payroll).

If an employee’s last day is “56/25/2026”, the effective date of the termination should be
“6/126/2026”. For further information on effective dating, see the Job Aid titled HR351
Overview of Effective Dating. This Job Aid can be found on the Cardinal website in Job
Aids under Learning.

8. Click the Action field dropdown button and select “RET” (Retirement).
*Action I RET D_I Retirement
*Reason | Q‘
9. Click the Reason field dropdown button and select the applicable reason (“ORP” has been

selected for this example).

=Action | RET Q ‘ Retirement

*Reason | ORP Q, | Retirement-ORP

For further information on Action Reasons, see the Job Aid titted HR351 Action Reason
Codes. This Job Aid can be found on the Cardinal website in Job Aids under Learning.

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

Note: After selecting the Action and Action Reason, the HR Status and Payroll Status fields

automatically update.

Retirement - Retirement-ORP

Active

Work Location Work Location
@ Visited

Effective Date 05/26/2026

Job Information HR Status Inactive

Effective Sequence 0

Payroll Status Retired

Position Entry Date |06/01/13390

Employment Data
O Nt Started Regulatory Region |USA

Date Created 06/19/2026

O Not Started
*Job Indicator | Primary Job ~
Salary and C
O Mot Started
Payroll
O Mot Started

United States,
Benefit Program
O Mot Started Business Unit | 15100
Dept of Labor and Industry
Validate
O Mot Started Department | 18100
DEPT OF LABOR AND INDUSTRY
Summary
© Not Started Location |RICH

Degpt of Labor and Industry

Position Managed Record Mo

Company |DLI

Dept of Labor and Industry

Department Entry Date |04/01/1988

Establishment ID |DOLI Q
Dept of Labor and Industry

Last Start Date 04/01/1988

Override Last Date Worked |_| |

Termination Date 05/25/2026

Last Date Worked |05/25/2026

11. Validate that the HR Status displays as “Inactive” and the Payroll Status displays as

“Retired”.

Work Location

Effective Date 06/20/2026

HR Status Inactive
*Job Indicator | Primary Job v

Effective Sequence 0

I Payroll Status Retiredl
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12.

Click the Validate tab.

Work Location
@ \isited

Job Information
O Mot Started

Salary and Compensation
O Mot Started

Payroll
O Not Started

Employment Data
O Not Started

Benefit PFrogram
O Mot Started

Validate
@ Visited

Summary
O Mot Started

The Validate page displays.

Validate

Validation
Use the Validate button to werfy 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.

Effective Date 05/26/2028 Effective Sequance O

13.

Review the Validate page and click the Validate button.

‘alidate

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. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages

Validation Successful with warnings

Proceed with warning
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The Validate page refreshes.

() Cardinal HR351 Separation Statuses

Validate
Effective Date 05/26/2026 Effective Sequence 0
Validation

Use the Validate button to verify the entered data. This is an optional step but it is recommended 1o validale details and review waming and emor messages

Messages

Validafion Successful

14. After validation, click the Summary tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
O Not Started

Payroll
O Not Started

Employment Data
O Mot Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
@ Visited
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The Summary page displays.

Retirement - Retirement-ORP

Work Location
@ Visited

Job Information
© Not Started

Salary and Compensation
O Not Started

Summary

Effective Date 05/26/2026

Effective Sequence 0

Summary of Changes

Field Label

Proposed
Infermation

Current Information

Payroll Position Number DLI00315-DLI000S9 DLI00315-DLIO005S
O Not Started
HR Status @ Inactive Active
Employment Data
© Nol Staried Payroll Status ® Retired Active ﬂ
Benefit Program . °
O Not Started Termination Date 05/25/2026 Not Available
. Last Date Worked ® 05/25/2026 Not Available
Validate
@ Visited
Summary Changes Made @
® Visited

15.

Review the Summary of Changes section and click the Submit button.

< Previous m

The Submit Confirmation page displays confirming the change.

Submit Confirmation

& The Retirement 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

Now the Agency HR Administrator should hire the employee into the ORP retirement position
using a new employment instance.

16.

Click the Home button to navigate back to the Cardinal HCM Homepage.
0o : e
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17. Navigate to the Add Employee Relationship page by clicking the Manage Human
Resources tile on the Cardinal HCM Homepage.

Manage Human Resources

foyicel

The Manage Human Resources page displays.

Manage Human Resources

Add Jobs and Assignments

a

=®

Return From Leave

18. Click the Add Jobs and Assignments tile.

Add Jobs and Assignments
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The Organizational Relationships Search Existing page displays.

Organizational Relationship

Search Existing

~ Search Criteria

My Saved Searches | v|

EmplID | beginswith v| | |

Name |beg'|nswilh Vl | |

Last Name |be~g'|nswilh v| | |

’ Clear ] ’ Save Search I

Basic Search

19. 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 ~

20. Click the Search button.

The Organizational Relationship page displays for the applicable employee.

Organizational Relationship

I Add Organizational Relationship

+ Relationship - Employes
Instance Nbr 0

HR Status Inactive Payroll Status Retired

Last Hire Date 04/01/1988 Termination Date 05/25/2026

Assignments

Employment Record / Job Indicator Home/Host Effective Date Business Unit Department HR Status / Payrell Status  Start Date / Termination Date
o 18100 18100 Inactive 04/01/1988
Home 0512612028 Manzge Job
Primary Job Dept of Labor and Industry DEPT OF LABOR AND INDUSTRY Refired 05/25/2026
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21. Click the Add Organizational Relationship button.

Add Organizational Relationzhip

The Add Organizational Relationship page displays in a pop-up window.

Add Crganizational Relationship

® Employee

Empl ID
*Effective Date |51'26."2026 |
Action Hire
Action Reason | V|
22. The Effective Date field defaults to the current system date. Update this date as needed

using the Calendar icon.

*Effective Date I 5/26/2026 I

Action Hire
Action Reason | v|
23. The Action field defaults to “Hire” and cannot be changed.
*Effective Date |5J'26.'2026 |
Action Hire
Action Reason | V|

24, Click the Action Reason dropdown button and select “Hir ORP Ret”.

*Effective Date | 05/26/2026 |

Action Hire

Action Reason I Hir ORP Ret vl

For further information on Action Reasons, see the Job Aid titted HR351 Action Reason
o Codes. This Job Aid can be found on the Cardinal website in Job Aids under Learning.
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25. Click the Continue button.

The Add Employee Relationship page displays (Step 1 of 2: Job Data) with the Work Location
section displayed by default.

Add Employee Relationship
) z
Jab Data Summary
B3 Step 1 of 2: Job Data A
Wiark Location
~Work Location
&
= waction [Hi
e Action Reason | Hir ORP Ret ~
Compensation HR Status Active Payroll Status Active
G “Job Indicator Status
Payroll
(i} Position Number l:l Override Details |[_]
i Pasition Entry Date Position Managed Recard No
SaeR Coonn Uniled States
SOV Se=cic Dept of Labor and Industry
e S S—
Viakidation
Date Created 06/19/2026
Last Start Date 0512612026
~Job Information
Suparvisor Supsrvisor Name
26. Locate and select the ORP position for the Agency using the Position Number Look up
icon.

Note: Enter “%ORP” to search for the ORP Position Number.

Position Number I%ORP QI
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The Position Lookup page displays in a pop-up window.

Lookup

Search for: Positien Number

» Search Criteria

~ Search Results

= | 1 row

Position Number T Description Tl Position Status 7. Business Unit Tl Department Tl Job Code Tl Reports To Position Number T

DLIORPOD ORPRefiree  ppnrgyeq 13100 99999 ORPHEO
Position
27. Click anywhere on the position row to select the ORP position.

Posgition Mumber 7. Description T Position Status 7. Business Unit . Department 7. Job Code 1. Reports To Position Number TL

DLIORPOO ORP Refires ey 13100 99998 ORPHEO
Position

0 Agencies with ORP retirees assign the ORP retirees to a single ORP retiree position.

The Work Location section redisplays with the selected Position Number.

Add Employee Relationship

@ ;

Job Data Summary
Mext >
[ ~Work Location a
Wiork Lacation
P *Effective Date |05/26/2026 @ Effective Sequence C
o
doblaicanatoy *Action Reason ‘ Hir ORP Ret \'|
g HR Status Aclive Payroll Status Aclive
Salary and
Campensation *Job Indicater | Primary Job W Status
& E
Payroll Position Number |DLIORPOO Q Override Details C]
ORP Retiree Position
o Position Entry Date |05/26/2025 Fasition Managed 1o
Data
é Regulatory Region |USA Company DLI
United States Dept of Labor and Indusiry
Benefit Pragram
B Business Unit | 18100
2 D Dept of Labor and Industry
COV Speciic
f‘ Department |99999 Department Entry Date | 05/26/2026
o ency Wide
Vahdation Agency
Location |RICH Establishment ID | DOLI Q
Dept of Labor and Industry Dept of Labor and Indusiry
Date Created 08/22/2026
Last Start Date 05/26/2026
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28.

B

Work Location

[&

Job Infermation|

=]

Salary and
Compensalion

@

Payroll

=

Employment
Data

o

L=
Benefit Program

El

COV Specific

=

Validation

Click the Job Information tab.

The Job |

nformation section displays.

Standard Hours

Standard Hours |20.00

FTE |1.000000

Adds to FTE Actual D
Count?

Combined Standard

Hours 20-00

» USA

B ~ Job Information
Wiork Location
Supervisor Supervisor Name
3 .
Jab Infarmation s0ccD Supervisor Posn
é Job Cede |ORPHEQ Job Entry Date | 05/26/2026
Salary and -
Compensstion ORP Retiree
@ Supervisor Level |E
Payroll Employee
f‘ Reports To Reports To Manager
Employment
mi}a-.a RegulariTemperary | Regular v FulliPart | Part-Time w
é Employee Class *Officer Code
Benefit Frogram
Walidation

Work Period | VWeeky
As of Date | 05/26/2026

EncumbranceOverridel \ |

FTE 0.500000
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29. Click the Employee Class dropdown button and select “ORPRetiree”.

Regular/Temporary

Employee Class | ORPRetiree

30. Click the Salary and Compensation tab.
B

Work Location

@

Job Infermation

e

Salary and
Compensation

@

Payraoll

&

Employment
Data

=
Benefit Program

El

COV Specific

2

Validation
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The Salary and Compensation section displays.

Eh& ~ Salary and Compensation al
Wiork Location
salary Plan
& -
Jek Infarmtion Salary Admin Pian | |
Salary and
e Grade | | Grade Entry Date | |
@ step | | Step Entry Date | |
Payroll Includes Wage Progression o
o Rule =L |
B Compensation
Bata
2 Compensation Rate 0.0000007 *Frequency
EScu noos Comparative Information
TRt D Change Amount 0.000000F USD Frequency Annual
] Change Percent 0.000 Comparison Ratie
Vialid:
= Pay Rates
Annual  USD Daily  USD
Monthly  USD Hourly  USD
Default Pay Gomponents
Pay Components
Mo Pay Components exists.
Add Pay Component
Galeulale Compensation

31.

Click the Frequency Look up icon and change the selection from “Annual” to “Monthly”.

*Frequency | Monthly “

32.

Click the Defaults Pay Components button.

Default Pay Components

33.

Click the Calculate Compensation button.

Note: No additional Pay Components fields should be entered.

Calculate Compensation

Rev 9/1/2026 Page 74 of 81



Human Resources Job Aid

/) Cardinal HR351 Separation Statuses
V4

Step | Action

34. Click the Payroll tab.

2

Work Location

&

Job Information

=

Salary and
Compensation

@

Payrall

2

Employment
Data

o

=

Benefit Program

E‘.

COV Specific

i/

Validation

The Payroll section displays.

~ Payrell A
B2 ¥
Work Location

"Payroll System | Payroll for North America v Absence System | Other ~
o Y ¥ Iy Y-

Job Information

S

Salary and
Compensaion

%

Payrall

Payroll for North America

Pay Group ‘ Q|

Employee Type ‘ 0.| Holiday Schedule | Q |

Tax Location Code ‘ Q|

o
e ) e rica sistus [Supct < l
Data

Edit ChariFields Combination Code

Benefil Program

~ Employment Data

COV Specific
Organizational Instance
) Instance Record 1 Original Start Date | 05/25/2026 O override
Validation —
First Start Date Last Start Date
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0 The Payroll System field defaults to “Payroll for North America”. Do not change.
The Absence System field defaults to “Other”. Do not change.

*Payroll System I Payroll for Morth America VI Absence System || Other VI

35. Click the Pay Group Look up icon and select “MNP”.

Note: This is the Non-Payroll pay group. Once selected, the Employee Type field will default
to “S” (Salaried).

Pay Group [MNP Ql
Non-Payroll
Employee Type |S Q|
Salaried
36. Enter the applicable Tax Location Code in the Tax Location Code field.
Tax Location Code Q

37. Click the Benefit Program tab.

B

Work Location

&

Job Information

=)
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%
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COV Specific
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Validation
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The Benefit Program section displays.

=Y ~ Benefit Program

Wiork Location

Benefit Record Number 1
&

*Benefits System | Benefits Administration v

Job Information

Benefits Employee
Status

- Annual Benefits Base
Campensation Rate = usD
@I Enter or update the ACA Eligibility details from the related actions in Job Actions Summary.
Payroll
] Benefits Administration Eligibility
v
Empl t
- ) e —
:3 Eligible Field 1 Eligible Field 2 E
Benefit Program
Eligible Field 5 Eligible Field 6
COV Specific
-

Benefit Program Participation Details

1 row

38.

Field 3 - “N”

Use the Configuration Workbook to complete the Benefits Administration Eligibility Fields
2, 3, 8, and 9 based on the appropriate scenarios for the ORP Retiree.

Complete the Benefits Administration Eligibility Fields 2, 3, 8, and 9 based on the
appropriate scenarios for the ORP Retiree:

Field 2 — “007008000” is the ORP Retiree Value

o Field 8 — select the applicable value (“12-12” in this example)
o Field 9 — select the applicable value (“RR-GB” in this example)

Note: If the retiree is selecting to decline medical coverage permanently, users must click
Eligible Field 5 and select “TERM-RET".

Benefits Administration Eligibility
BAS Group ID ‘ Q|
Eligible Field 1
Eligible Field 3 IN O.I
Eligible Field 5 ‘ 0.|
Eligible Field 7 ‘ 0.|
Eligible Field 9 | RR-GB qf

Eligible Field 2 IDD?DOSUOD

Eligible Field 4 |

Eligible Field 6

Eligible Field 8 |12712

@

Aids under Learning.

For further information on Eligibility Fields, see the Job Aid titted BN361 Overview of the
Eligibility Configuration Fields. This Job Aid can be found on the Cardinal website in Job
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39. Click the Validation tab.
B

Wark Location

&

Job Information

e

Salary and
Compensation

@

Payrall

!

Employment
Data

[+]
=

o=
Benefit Program

GOV Specific

4
Validation

The Validation section displays.

£

Wiork Location ~ Validation

[z Validation Messages
Job Information =

Salary and
Compensation
@

Payroll

1)
Employment
Data

2
&
Benefit Program

‘COV Specific

]

Validation

Currentily there are no exceptions to be displayed

40. Click the Next button.

Next > \I
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The Validation section redisplays.

~Validation

Validation Messages

O Proceed with warning

Validation Successful with wamnings
2rows

(2]
Megsage Severity 1L Message Text 1,
1 Warmning Warning -- Gompensation Frequency has been updated. (1010.264)
2 Warning Warning -- Compensafion Rate is zero. (1000,31)
41. Review the Validation Messages and click the Next button.
Next> |

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. Select the Proceed with warning checkbox option if applicable.

~ Validation

Validation Messages

Validaticn Successful with warnings

Proceed with warning
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The Add Employee Relationship Step 2 of 2: Summary page displays.

Add Employee Relationship
© ©)
Job Data Summary
=
a
Step 2 of 2: Summary
Summary of Changes
~.Job Data
Field Label Proposed
Information
Position Number DLIORPOO0-
ORF Retiree
Position
Regulatory Region USA-United
States
Company DLI-Dept of
Labor and
Industry
Department 99999-Agency
Wide
Location RICH-Dept of
Labor and
Indusiry
Establishment 1D DOLI-Dept of
Labor and
Industry
Supervisor Level E-Employee
RegularTemporary Regular
FulliPart Pari-Time
Employee Class ORPRetires
Officer Code Mone
Standard Hours 20
EIE annonnn
42. Review the Summary of Changes section and click the Submit button.

The Submit Confirmation page displays.

Submit Confirmation

Q/Empioyee Relationship for

has been successfully created.

Identification Data
Emergency Confacts
Disabilities

Go To Manage Human Resources
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43. Click the Go To Manage Human Resources link to return to the Human Resources page
to update the ORP retiree’s email address to their personal email address.

Go To Manage Human Resources

The Manage Human Resources page displays.

Manage Human Resources

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

I:‘E%} %@ 8(%8

Return From Leave

44, Click the Modify Person tile.

Modify Person

&y

45, Repeat Steps 19-32 from the previous section of this Job Aid to complete the process of
updating the ORP retiree’s email address and running the Employee Activity Report.
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