//;/ Cardinal HR Job Aid

HR351 Updating an Employee’s Compensation

Updating an Employee’s Compensation Overview

This Job Aid guides users through the steps required when a compensation change needs to be
made to an employee’s state, non-state, or special pay rate. The system contains edits that maintain
the acceptable parameters for compensation actions, based upon the salary plan and grade
minimum and maximum thresholds.

Salary changes due to upward, downward, or lateral job changes, including job code and salary
plan/grade/step changes, require two separate transactions. It is necessary to process the position
update prior to processing the salary change. Refer to the HR351 Managing Position Data Job Aid
for assistance with keying the position update. The effective date of the pay action cannot be prior to
the effective date of the position change. The position change and the salary change must have the
same effective date in the system. Therefore, when processing the pay change, an effective
sequence will be added within the current effective dated row on the Job Actions Summary page.

It is important that the Action/Action Reason codes are accurate based on the type of change being
made. Examples of these consistent Action/Action Reason codes will be provided throughout this
Job Aid. There are audit reports that Agencies and DHRM will use to monitor demotions,
promotions, and upward and downward pay changes to ensure that the prerequisite position change
necessary to properly impact the compensation action are processed in accordance with DHRM
Compensation Policy 3.05.

If this compensation change is a result of demotion or pay change that must be removed, it is
necessary to open a VCCC Helpdesk ticket in order for Cardinal PPS to remove the data rows.
To reverse or adjust a pay change, provided there is not another effective dated row following the

effective date of the pay change needing to be reversed or changed, an effective sequence may be
added using the same date as the pay action.

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.
3/1/12025 Updated the screenshots of the Search page. Added reference information to
the Overview of the Cardinal HCM Search Pages Job Aid.
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How to Change an Employee’s Compensation
Use this process to change an employee’s compensation. Follow the steps in the section titled How to
Correct an Employee’s Compensation when making corrections to an employee’s compensation.

1.

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

=®

Name Changes Return From Leave

Name

Click the Manage Job tile.

Rev 9/1/2026

Page 3 of 19



/7

4/ Cardinal HR Job Aid
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Step

Action

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

Basic Search

My Saved Searches | V|
Empl ID | begins with V| | | Empl Record | = v| | |
Name | begins with V| | | Last Name | begins with V| | |
HR Status | begins with V| | V| Business Unit | begins with V| | Q|
Department | begins with V| | =} | 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
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

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

Note: Users can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each
employee.

Empl ID | begins with ~

Select the Include History checkbox option.

Include History

l Clear ] l Save Search

Click the Search button.
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Step

Action

The Job Actions Summary page displays for the employee.

Job Actions Summary

JOHN DOE

Creale Job Acon

UpdateiDisplay | Include History

Job Actions Summary

Effecti " i Tax
Regulatory Business Establishment Pay Employee  Employee Standard
b & LastUpdated By iDate  Status  Job Code Position  ReportsTo RoOWaory BUMMESS poperment Location |3 Company Py Group (7%, Location GLERNES,, EAlevee Sanderd ere
Acth 18100 18100 ou st st
061102025, AA_GARDINAL_BATCH_HR 69034 usa Deptef  DEPTOF poul oLs s
0 Acth 060712025 Completed ¢ ompiancersatety Uned  Labor  LABOR Deptoriavor DRI - Semimortny Ser Classied  syaned 4000 1.00000¢
Offcer IV Siles g oAD L andindusiy ORI RS o) Chassiner Salary
Acth Pay Rat 18100 18100
06/1012024 Change  AA_CARDINAL_BATCH_HR 69034 usa Deptofr  DEPTOF poul o s s cLs s
. Acti Fes - MRSt GompiiancerSafety Uned  Labor  LABOR DeptofLabor  DepLOf ~ Somimonthly Semi Classiied  syansa 4000 1.00000¢
Stataui Oficer IV Stales  and AND andindustry  Laborand Class mon Salary
Primary Job jiaerd sy INBUSTRY Industry  (SATFRID?) Classifis
Acth 18100 18100 bu i -
120102023 AA_CARDINAL BATCH_HR 69032 usa Deptef  DEPTOF pou cLs s
0 Acth 12082023 P GompiiancerSatety unit Labor  LABOR Deptoriapor  PePlef - Semimon iy Sem. Classified  guicq 4000 1.00000¢
icer | Siates  an AND andinqusty | oorand Class o Salary
sty INBUSTRY Industry  (SATFRID?) ~ Glassifiec
Acive 18100 18100
08102023 PeyRate jonn DoE 63038 usa Dou ou Mt Smt s s

Degtol  DFPTOF

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

Cancel

Flease review the iransaclion specific details and update the effective date correctly on this page.
|

Effective Sequence |0 ‘

*Effective Date | 0&/05/2026

*Action |

aJ

a

*Reason |

Note.! If a Payroll is currently in process for this employee, data will nof be processed until next payrail.

When creating a job action, the effective date displays the current date. This process will
create a new Job Data row on the Job Actions Summary page. In this example, today’s
date is “06/05/2026”. A change to the employee’s job record is initiated by a change to the

Position Data that was entered on “06/01/2026".
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V4 HR351 Updating an Employee’s Compensation

Step | Action

7. Update the Effective Date to reflect the applicable date.

Note: If the change is the same date as the position change, the Effective Sequence field
will automatically increment by “1” upon refresh.

*Effective Date | 06/01/2026

Effective Sequence |1

If this change is the result of an alternate salary plan step, ensure that the effective date is
0 the same or later date than the effective date of the alternate salary plan update.

For further information on effective dating, see the Job Aid titted HR351 Overview of
Effective Dating. This Job Aid can be found on the Cardinal website in Job Aids under
Learning.

8. Click the Action dropdown button and select the appropriate Action code.

Note: In this example, “PAY” (“Pay Rate Change”) has been selected.

*Action IF'AY | Pay Rate Change

*Heason | Q |

Reason Codes. This Job Aid can be found on the Cardinal website in Job Aids under
Learning.

0 For further information on Action/Action Reason codes, see the Job Aid tittled HR351 Action

9. Click the Reason dropdown button and select the appropriate Reason code.

Note: In this example, “RDW” (“Job Reclass Downward”) has been selected.

*Action |F'AY {1| Fay Rate Change

*Reaszon IF'.DW 3| Job Reclass Downward

10. Click the Continue button.
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Step

Action

The Work Location page displays.

@ Visited

Work Location

Work Location

Effective Date 06/01/2026 Effective Sequence 1
Job Information N "
O Mot Started HR Status Aclive Payroll Status  Aclive
*Job Indicator | Primary Job 4
Salary and C:
O Mot Started
Pogition Number |DLI0D543 Q Override Details E] |
Payroll Labor Law Gompliance Officer
O Mot Started

Position Entry Date |09/252023 | Position Managed Record Mo
Employment Data
O MNot Started Regulatory Region |USA ‘ Company |DLI
United States Dept of Labor and Industry
Benefit Program
O Mot Started Business Unit |13100 |
Dept of Labor and Indusiry
Validate ]
O Mot Staviedt Department |18100 Department Entry Date | 09/25/2023 |
DEPT CF LABCR AMD INDUSTRY
Summary "
0 ety Location | ‘ Establishment ID |DOLI Q
Dept of Labor and Industry
Date Created 07/17/2026
Last Start Date 08/25/2023

11.

Click the Salary and Compensation tab.

Work Location
@ \isited

Job Information
O Mot Started

Salary and Compensation
O Mot Started

Payroll
O Mot Started

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
O Mot Started

Summary
O Mot Started
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Step | Action

The Salary and Compensation page displays.

Salary and Compensation
Effective Date 06/01/2026

Salary Plan

Effective Sequence 1

Salary Admin Plan |SW |

Statewide

Grade |4 |
Statewide Salary Grade 4

Step | |
Includes Wage [ |
Progression Rule |G—|

Compensation

Grade Entry Date | 06/01/2025 |

Step Entry Date ‘ |

Compensation Rate 2 083.3333335

» Comparative Information

*Frequency | Semimonthly v

» Pay Rates

Default Pay Components

Pay Components

1 row

Amount Controls Changes Conversion Show All

[=)2)#]

*Rate Code 1L Seq L

Compensation Rate T, Currency 1L Frequency T Percent 1L

[sTate Q| | o|

50,000.000000 |—J | usD

Calculate Compensation

al |[a Q ‘

h

12. Validate that the expected Salary Plan section information has been updated to the
employee job record from the position if applicable.

Salary Plan

Salary Admin Plan |5w |

Siatewide

Grade |4 |
Statewide Salary Grade 4

Step | |

Includes Wage | |
Progression Rule |G—|

Grade Entry Date | 06/01/2026 |

Step Entry Date | |

Default Pay Components

13. Scroll down and click the Default Pay Components button.
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Step | Action

14. Enter the new Compensation Rate in the Compensation Rate field.

Pay Companents

1 row

(=][a][#]

*Rate Code Tl Seq Tl Compensation Rate T Currency Tl Frequency 1l Percent 11
|5TATE Q | | 0| I 45,000.000000'3 | uso Q | |A Q

[ Calculale Compensation ]

Amount Controls Changes Conversion Show All

15. Click the Calculate Compensation button.

Calculate Compensation

16. Review the updated Compensation Rate field in the Compensation section.

Compensation

Compensation Rate 1,875.000000%]

17. Click the Validate tab.

Work Location
@ Visited

Job Information
O Mot Started

Salary and Compensation
@ Visited

Payroll
O Mot Started

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
O Mot Started

Summary
O Mot Started
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Step | Action

The Validate page displays.

Validate

Validate

Effective Date 06/01/2026 Effective Sequence 1

Validation

Use the Validate button to verify the entered data. This is an opti | step but it is re ded fo validate details and review waming and emor messages
Messages

Currently there are no exceptions fo be displayed.

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

| Validate

19. Review the Validation Messages 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 MessaE £5

Walidation Successful with wamings

Proceed with warning

The Summary page displays.

JOHN DOE
‘Work Location Summary
® Visited

Effective Date 06/01/2026 Effective Sequence 1

Job Informatien
O Nat Started
Summary of Changes

Salary and Compensation

® Visited Field Label Propesed Information Current Information
Pasition Number DU00543 DLI0DS43
Payroll
© Not Started Compensation Rate @ 1,375.000000 2,083 333333
Employment Data
O NotStested Rate Code STATE STATE
" Rate Code / Compensation Rate ® STATE / 45,000.000000 STATE /50,000.000000
Benefit Program
O Not Started
Validate Changes Made ®
@ Visited
Summary
@ Visited
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Step

Action

20.

Click the Submit button.

{ p rEViGU : m

The Submit Confirmation page displays.

Submit Confirmation

‘/The Pay Rate Change for JOHN DOE has been successfully created.

JOHN DOE

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

Job Acfions Summary Go To Search Results

Rev 9/1/2026

Page 11 of 19



/f) Cardinal HR Job Aid
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How to Correct an Employee’s Compensation
Use this process to correct an employee’s compensation. Follow the steps in the section titled How to
Change an Employee’s Compensation when making changes to an employee’s compensation.

1.

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

=®

Name Changes Return From Leave

Name

Click the Manage Job tile.

Rev 9/1/2026

Page 12 of 19



/7

4/ Cardinal HR Job Aid
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Step

Action

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

Basic Search

My Saved Searches | V|
Empl ID | begins with V| | | Empl Record | = v| | |
Name | begins with V| | | Last Name | begins with V| | |
HR Status | begins with V| | V| Business Unit | begins with V| | Q|
Department | begins with V| | =} | 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
Overview of the Cardinal HCM Search Pages. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

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

Note: Users can also search by Employee Record or Name using the corresponding fields.
However, it is recommended to use the Employee ID as it is a unique identifier for each
employee.

Empl ID | begins with ~

Select the Include History checkbox option.

Include History

l Clear ] l Save Search

Click the Search button.
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Step | Action

The Job Actions Summary page displays for the employee.

Job Actions Summary

JOHN DOE S —
Create Job Action §

Update/Display Include History

Job Actions Summary

HRI
Effective  Payroll  Action . Reports  Regulatory Business . Establishment Pay
I;::Ieurmoe fct‘ahtusl ;!eason Last Updated By / Date Status Job Code Position To Region Unit Department Location D Company Pay Group Groy
Indicator
DLIo60s 1
Adive ) DLIO0073 18100 18100
0710212026 Hre . Heam  Regional  USA Deptof  DEPT OF - pod . o o
Active Completed ) Healh HENRICO Deptof  Semimonthly Semi
0 New  grioarzoa6 CompliancefSafety Comp Director Uniied Labor  LABOR  pegional DepLofLabor Laborand Cigss " mont
Primary Job Sener s ooE fousty  MbusTRY OFFICE Y Inqusty  (SATFRIO?) Cla
6. Make note of the Effective Date of the current row where the compensation error occurred. In

this example, the effective date is “07/02/2026".

7. 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

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

“Effective Date |07/17/2026 |

Effective Sequence |0 |

*Action | Q|
*Reason | Q|
8. Update the Effective Date field to reflect the same date as the Job Data row on the Job

Actions Summary page when the compensation was originally entered on the job record.

Note: When the Effective Date is the same as the last Job Data row, the Effective
Sequence field will automatically increment by “1”.

*Effective Date |07/02/2026

—

Effective Sequence
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Step | Action

If a transaction has occurred after the effective date of the compensation change that has
0 already been entered on the Job Record, a VCCC ticket will need to be entered for PPS to
make the compensation change.

9. Click the Action dropdown button and select “PAY” (“Pay Rate Change”).

ction ay Ra ange
*Acti PAY Pay Rate Ch

*Heason | Q |

10. Click the Reason dropdown button and select “CRT” (“Pay Correction”).

*Action |F'AY Q| Pay Rate Change

*Reason |CRT Q| Pay Correction

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

11. Click the Continue button.

The Work Location page displays.

- &
Work Location Work Location
@ Visited
ive Date  07/02/2026 Effective Sequence 1
<ob Infarmation HR Status Active Payroll Status Active
O Not Started
*Job Indicator | Primary Job
Salary and Corr
O Not Started
Position Number |DLIO0073 Q Override Details [0 |
Payroll Health Comp Officer Senior
O Not Started e — -
Position Entry Date ‘mwnz:znze ‘ Position Managed Record No
Empl t Data e T
o N:;%;ﬁam = Regulatory Region ‘USA ‘ Company |DLI ‘
United States Dept of Labor and Industry
Benefit Program N N
O Not Started Business Unit ‘18100 ‘
Dept of Labor and Industry
0":":)':‘;;‘:& ’ Department | 18100 \ Department Entry Date |07/02/2026 \
DEPT OF LABOR AND INDUSTRY
o Summary Location |HENR ‘ Establishment ID | DOLI Q
HENRICO REGIONAL OFFICE Dept of Labor and Industry
Date Created 07/17/2026
Last Start Date 07/02/2026 vJ
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Step

Action

12.

Click the Salary and Compensation tab.

Work Location
@ \fisited

Job Information
O Mot Started

Salary and Compensation
0 Mot Started

Payroll
O Mot Started

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
2 Mot Started

Summary
O Mot Started

The Salary and Compensation page displays.

a
Salary and Compensation
Effective Date 07/02/2026 Effective Sequence 1
Salary Plan
Salary Admin Plan | SV |
Statewide
Grade 5 | Grade Entry Date |07/02/2026
Statewide Salary Grade 5
step | | step Entry Date |
Includes Wage =
Progression Rule
Compensation
Compensation Rate 2,083.333333% “Frequency | Semimonthly
> Comparaiive Information
> Pay Rates
l Default Pay Componems ]
Pay Components -
13. Scroll down and click the Default Pay Components button.

Default Pay Components II
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Step | Action

14. Enter the new Compensation Rate in the Compensation Rate field.
Pay Components
1 row
‘ [®][a][#]
Amount Controls Changes Conversion Show All
| *Rate Code 1L Seq 1l Compensation Rate 7. Currency 7 Frequency 1L Percent 1L

‘STATE Q| ‘ o‘ I 60,000.000000 'jl |USD Q| |A Q ‘
Calculate Compensation

15. Click the Calculate Compensation button.

Calculate Compensation

16. Review the updated Compensation Rate field in the Compensation section.

Compensation

Compensation Rate 2,500.000000%

17. Click the Validate tab.

Work Location
@ Visited

Job Information
O Mot Started

Salary and Compensation
@ Visited

Payroll
O Mot Started

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
O Mot Started

Summary
O Mot Started

Rev 9/1/2026 Page 17 of 19



4/ Cardinal HR Job Aid

V4 HR351 Updating an Employee’s Compensation

Step | Action

The Validate page displays.

Validate

Validate

Effective Date  07/02/2026 Effective Sequence 1

Validation

Use the Validate butten 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

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

| Validate

19. 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

Walidation Successful with wamings

Proceed with warning
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Step | Action
The Summary page displays.
Summary

Effective Date 07/02/2026

Summary of Changes

Field Label

Position Number

Compensation Rate @

Rate Code

Rate Code / Compensation Rate ®

Changes Made @

Proposed Information

DLIO0O73

2,500.000000

STATE

STATE / 60,000.000000

Effective Sequence 1

Current Information

DLIO0O73

2,083.333333

STATE

STATE / 50,000.000000

20.

Click the Submit button.

The Submit Confirmation page displays.

Submit Confirmation

‘/The Pay Rate Change for JOHN DOE has been successfully created.

JOHN DOE

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

Job Acfions Summary

Go To Search Results
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