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HR354 Using the Legislative Salary Increase Tool

Legislative Salary Increase Tool Overview

Cardinal has implemented an automated tool to evaluate, verify, and process salary increases
authorized in accordance with the Virginia Acts of Assembly. The Bonus Cycle will only use the tool
to evaluate and verify the authorized payment. The Bonus/Salary Increase Cycle will change annually
in accordance with the Virginia Acts of Assembly.

In Cardinal, these salary increases are referred to as “Legislative Increases” and are processed using
the Action Reason code of “FY<YEAR> Statewide Increase (SLI)". The Fiscal Year will change
annually and will be referred to as a “cycle”. For bonuses, a separate cycle will be created, and the
data will be downloaded using bonus-specific queries to facilitate the upload via Mass Upload
Templates (Rewards/Recognition and SPOT payments).

HR Administrators will have access to the Legislative Salary Increase Tool. This is where their
employee data will populate for review and verification purposes. The review process will take place
over the course of two to four weeks prior to the effective date of the increase in accordance with the
respective act. This will allow agencies to correct employee Job Data when their employees are
showing as “BLOCKED” but are indeed eligible for the increase.

This Tool is designed to allow Agencies to manually opt out of or utilize centralized processing.

Cardinal will refresh the Tool in accordance with the schedule posted on the Legislative Salary Inc
Review page (also referenced as Legislative Salary Increase Tool Instructions section).
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Revision History

Revision Date Summary of Changes

4/24/2026 Updated to include Bonus Cycles — updated verbiage and screenshots, and
additional steps added.

5/12/2025 Updated verbiage on applicable steps for the Targeted / Discretionary Increase
functionality.

3/1/2025 Updated the screenshots of the Search pages (Section 1, after Step 1; Section 3,
after Step 1; Section 4, after Step 1; Section 5, after Step 1). Added reference
information to the Overview of the Cardinal HCM Search Pages Job Aid.
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Opting Out of the Salary Increase Tool
For Salary Increases:

If the Agency would prefer to send the increases to Cardinal HCM via the HR003 Employee Data
Interface, a Job Data Mass Upload, or by manually keying individual transactions into Cardinal HCM, the
Agency must opt out of using the Legislative Salary Increase Tool.

To manually enter the salary increases in Cardinal for each employee or to use the mass upload, see the
Job Aid titled HR351 Updating an Employee’s Compensation and, respectively, the Mass Upload
Template titted HR413 Job Data Mass Upload Template. The Job Aid can be found on the Cardinal
website in Job Aids under Learning and the Mass Upload Template can be found on the Cardinal
website in HCM Update Templates under Resources.

Agencies using the HR003 Employee Data Interface must use an Action Code of “Pay” and a Reason
Code of “SLI”.

For Bonus One-Time Payment:

It will be up to the Agency to either create the data for their own Rewards and Recognition/SPOT
Earnings template mass uploads or manually enter the information online

Step | Action

1. Navigate to the Legislative Salary Inc Review page using the following path:

NavBar > Menu > Workforce Administration > Job Information > Legislative Salary
Increase > Legislative Salary Inc Review

The Legislative Salary Inc Review Find an Existing Value Search page displays.

Legislative Salary Inc Review

Find an Existing Value

~ Search Criteria

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

7) Recent Searches | Choose from recent searches A | & -l Saved Searches | Choose from saved sesrches hd | 4
Salary/Bonus Cycle | begins with W | Q |
Business Unit | begins with | Q |

- Show fewer options

=] - |

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

Step | Action

2. Click the Salary Increase/Bonus Cycle Look up icon and select the FY<YEAR> cycle. If
the Virginia Acts of Assembly provides more than one Legislative Salary Increase within the
fiscal year, the Salary Increase Cycle will include the month in which each increase is

effective (FY<YEAR><MONTH>.

Note: Only the current open cycle will be available to select. Previous cycle(s) data can be
viewed through running the V_HR_LEG_SALARY_INC query.

Salary/Bonus Cycle | begins with V| | QI

Click the Business Unit Look up icon and select the applicable Business Unit.

Q,

Business Unit ‘ begins with ‘

Click the Search button.

=

Clear

The Legislative Salary Increase Tool page displays.

Note: This screenshot is for illustration only. Instructions will change with every new cycle.

Salary/Bonus Cycle - FY2026 Bonus Payment

+ Instructions

Lo Data ace Upload (HR412).or anuly ke, laace hck the “Opt Out checkb. 2 Iy sgen ywnu\dlk ire oreases et o b

1. 1 your
your current extract below by selecting the "Fopulate Grid el. Note: If exporting to excel and you da not see the file in your dewnloads faider orin the

b Yacorg oen tr:\y oy e < Carin P s, plea
Bottom of your Sheck browsar Setings for fle Hoskers.

Ensure emplayees with System blac k ELOC}ED accurate. If not, update the employes’s data DQ m 5Y§ mNmEs Nat Th e System Blocked, System M vl New State will ONLY
vpdte 2 = update

s
refrash after the Cardinal PPS team resh of the tool. The rest of the fislds il Uy

Summary Statistics Populate Grid

B2 revnosea

P Y
‘ Verified ‘ Opt Out Business Unit | To Be Processed | SYSI2m | baency ‘ Total
Salary Admin Plan (Leave Blank for All) \jl
‘ o ‘ a) ‘muu ‘ |43| 2| ‘ 145
Employee ID (Leave Blank for All E
Job Code (Leave Blank for All E
Populete Grid ” Export to Excel ]
Salaried Employee Level
@ 1-1ei1 v | view Al
Summary  Delals  Load Erors
Targeted / Targeted / - New Stale —— Salary
System | systemMNotes | "%V | Agency Comments Discretionary Discretionary | EMBovee | Employee Employee Name st gereted Disciatio Admin Status
Percentage Amount AMT L Plan
1 o 0 0.00
L Lo | | || | 1 | |
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Step | Action

5. In the Summary Statistics section, select the Opt Out checkbox option.

Note: Opting Out will exclude the entire Business Unit from the centralized processing. Once
an Agency opts out, the HR Administrator’'s work on this Tool is complete. No additional
review or verification is required.

Summary Statistics

System Agency

Blocked Blocked lotal

Verified Opt Qut Business Unit | To Be Processed

18100 143 2 145

Either of following two “Opting Out” messages will display in a pop-up window depending upon the type
of cycle:

For Salary Increase Cycle:

By "Opting Out", Cardinal will NOT cenirally process any State Compensation increases for this business unit. It will be the agency's respensibility to
update Cardinal State Compensation amounts via Interface HR003, Job Mass Upload, or manual keying. (0,0)

For Bonus Cycle:

By "Opting Out", Cardinal will not generate any bonus information. It will be the agency's responsibility to manage any processing that the bonus
may require to fulfill the legislative requirements. (0,0)

6. Click the OK button.

7. Click the Save Only button.

I Save Only }I

If accessing multiple Business Units, repeat Steps 1 — 7 for each additional Business Unit
0 that are electing to be excluded from Legislative Salary Tool.

This opt out option is given for each increase cycle. An Agency can participate in future
cycles even when they have previously opted out.
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Overview of the Legislative Salary Increase Tool
The Salary Increase/Bonus Cycle will change annually in accordance with the Virginia Acts of Assembly.

Legislative Salary Inc Review Search page:

Legislative Salary Inc Review

Find an Existing Value

~ Bearch Criteria

Enter any informatfion you have and click Search. Leave fialds blank for a list of all wvalues.

) Recent Searches | Chioose fram recent searches Vl / [1] Saved Searches | Choose from saved searchas hd | f

SalaryiBonus Cycle | begins with | Q |
Business Unit | begins with | (] |

~ Show fewer options

This page is used to search for the Salary Increase/Bonus Cycle(s) available and the applicable
Business Unit. It may be the Fiscal Year Salary Increase or a Targeted Salary Increase. If the Virginia
Acts of Assembly requires multiple types of increases, each cycle type will be available for selection here
and will be reviewed and verified separately. Additionally, if accessing multiple Business Units, only one
Business Unit can be selected at a time.

Instructions section:

¥ Instructions

For detailed refer to HR351 Using the Legislative Salary Increase Tool job aid on the Cardinal website or the Legislative Salary Increase page. linking all relevant materials from Cardinal and DHRM.

1. If your agency plans to submit the 6/10/2024 salary increase via Inferface (HR0032). Job Data Mass Upload (HR413), or manually key, please check the “Opt Qut™ checkbox
2. If your agency would prefer the increases to be centrally loaded to the Job record by the Cardinal PPS team:

a. Review your cument data by selecting the "Populate Grid" or "Export to Excel™.
Note: If exporling to excel and you do not see the file in your downloads folder or in the bottom of your browser, please check browser settings for file blockers.
b. Ensure accuracy of employees with System block = “ELOCKED" and update if needed per the System Motes.
Note: The System Blocked, System Messages, and New State Compensation amount columns will refresh only after the Cardinal PPS feam's tool refresh. The rest of the fields will update as the dafa is updated in
Cardinal (L.e., Gont. Service Date, Cilizenship).
¢. If an employee should not receive the 3% increase on 6/10/2024, check the *Agency Block™ checkbox and provide a reason fo “Agency Comments”.
Note: The Agency Block and Comments will be retained when the refreshes are run.

3. Start final review on Wednesday 6/5/2024, check the "Verified” checkbox by Thursday 6/6/2024 at noon for PPS team fo load increases info Job records.
4. On Monday 6710/2024, after receiving the Cardinal communication, revisit this page o review and address errors. Verify employees’ salary increases online or using Job Dala Query,

The tool refreshes are scheduled for-

. Tuesday, 5/28/2024 between 5:00 p.m. — 11:58 p.m.
« Thursday, 5/30/2024 between 8:00 p.m. — 11:59 p.m
+ Monday, 6/3/2024 between 5:00 p.m. — 11:58 p.m.
Important: Tuesday is your final opportunity to address System Blocks before final refresh at 8:00 p.m_
» Tuesday, 6/4/2024 between 8:00 p.m. — 11:59 p.m. Final refresh! System Blocks and compensation will be frozen in preparation for Verification step.

This section of the Legislative Salary Increase Tool will display after selecting the Salary Increase Cycle,
the Business Unit, and performed the search on the Legislative Salary Inc Review Search page.

This section provides instructions. The instructions may vary depending on the increase cycle, the phase
of the cycle, and whether there are any targeted, Agency specific increases approved in accordance with
the Virginia Acts of Assembly. The instructions will always include the Tool refresh schedule. Once the
instructions are reviewed, they can be collapsed as desired.
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Summary Statistics section:

Summary Statistics

System Agency

Blocked Blocked Total

Verified Opt Qut Business Unit To Be Processed

O O 12800 103 1 104

This section is used to review summary statistics for the selected Business Unit. Understanding the
following descriptions of each column will assist in reviewing this information.

Verified: This checkbox option will only be displayed after the final refresh. The Agency will select
this checkbox option once they have completed their verification and all required edits. This
confirms that the Agency has reviewed the proposed increases and that the increases are ready
to be processed in Cardinal. Once the Verified checkbox option is selected, the employee data
fields in the Salaried Employee Level grid become read-only and cannot be unchecked.

Opt Out: Agencies will select this checkbox option if they do not want Cardinal to update their
employees’ Bonus/Salary Increase using this Tool, instead, they will update the employee data
themselves via interface, mass update, or manually keying the individual transactions online. This
option is given for each increase cycle. An Agency can participate in future cycles even when they
have previously opted out. Once the Agency has selected to opt out of Salary Increase Tool there
is no need to revisit this Tool as it becomes the Agency's responsibility to update Cardinal with the
Bonus/Salary Increase for their eligible employees. Once the Opt Out checkbox option is
selected, the Salaried Employee Level grid is read-only. If the Populate Grid button is clicked,
these employees’ salary increases will display, but will not be centrally processed through the
Tool.

To Be Processed: This column displays the number of employees that are eligible for
Bonus/Salary Increase in accordance with criteria configured by Cardinal in accordance with the
Virginia Acts of Assembly.

System Blocked: This column displays the number of employees that have been systematically
blocked for the Bonus/Salary Increase. Criteria for eligibility is defined by DHRM in accordance
with the biennium Virginia Acts of Assembly and the requirements are configured in Cardinal
accordingly. The system identifies those employees that do not meet the requirements as
“BLOCKED”. These employees are displayed in the Salaried Employee Level grid with a
“BLOCKED” status along with the reason(s) for being blocked. Those employees in a “BLOCKED”
status will not receive the salary increase. The scenarios for blocking an employee will vary
depending on the Bonus versus Salary Increase cycles. Some examples of employee Job Data
scenarios where the system will automatically block the salary increase are:
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o The employee is in a “Paid Leave” status and the Expected Return Date field is blank or
the expected return date expires prior to the effective date of the Bonus/Salary Increase
increase

o The employee’s Continuous State Service Date on Job Data > Employment Data page is
later than the required hire date indicated in the Virginia Acts of Assembly

o The employee’s Continuous State Service Date is missing
o The employee is in an “Unpaid Leave of Absence” or “Suspended” status

o The employee’s current performance rating in Cardinal is “Unsuccessful” or “Employee on
Leave or Not Rated”

o The employee’s “Pay Group” has a different start date (applies to Salary Increases only)

System blocks cannot be overridden on the Tool. Updates may be required to the employee’s HR
data in Cardinal to correct the system blocks. After the employee’s job or performance data has
been updated and the Legislative Increase Tool has been refreshed in accordance with the
refresh schedule, the system block should clear.

Agency Blocked: If an employee is not systematically blocked and needs to be blocked, the
Agency will manually block the employee by selecting the Agency Block checkbox option beside
the respective employee’s name on the Summary page of the Salaried Employee Level grid.
When the Agency Blocked checkbox option is manually selected, the Agency Comments field
is required so that the system can store the reason why the HR Administrator is blocking the
employee’s Bonus/Salary Increase.

Total: This column displays the total number of salaried employees within the Business Unit
populated by the Legislative Salary Increase Tool.

Populate Grid section:

Populate Grid
Department {Leave Blank for All) | Q |
Salary Admin Plan (Leave Blank for All) | Q|
Employee ID (Leave Blank for All) | Q |
Job Code (Leave Blank for All) | Q |
System Block Only: O
FPopulate Grid H Export to Excel ]
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This section is used to set criteria for the list of employees that will be returned in the Salaried
Employee Level section (grid) of the Tool. If in a large Agency, this will be helpful with making the list of
employees more manageable. Criteria can be set using the Department field, Salary Admin Plan field
(SW, NV, etc.), Job Code, or for a specific employee using the Employee ID field. If the Agency is large,
or if the preference is to see the list in an Excel spreadsheet, the Export to Excel button is available. By
clicking the Export to Excel button, a file will automatically download to the user’s local computer
download folder. If the file cannot be located, check browser settings to allow file downloads. If the
Business Unit has more than 8,000 salaried employees, use the Export to Excel option to review all
employees.

Note: When the System Block Only checkbox option is selected, the grid will populate only those
employees that have been systematically blocked and not those that were manually blocked by the
Agency.

Salaried Employee Level section (grid):

Salaried Employee Level

@ 1101 ~ I viewal

Summary Details Load Errors

Targeted / Targeted / - New State T - Salary
sgf‘:ﬁ"{“ System Notes Agl‘;'l? Agency Comments Discretionary Discretionary E'“"IE’V‘* Eggﬂ"gse Employee Name :‘l":"‘i']‘;’r‘ "’"‘;;‘IE gt L1 Admin status
Percentage Amount AMT vy Plan

: o || [ :

This section consists of three tabs (Summary, Details, and Load Errors). The following provides a brief
description of each of these tabs and their recommended use:

e Summary tab:

Salaried Employee Level

\E‘ 1-10f1 v | View Al

Summary Details Load Errors

Targeted / Targeted / - New State P Salary
iscreti cretio E“’“g’y‘* Employee Employee Name Position argete Admin Status
P

Record Number AMT Salary/Bonus

Agency
Block

System

he System Notes

Agency Comments.

ionary Discretion:
Percentage Amount

This tab displays all the salaried employees based upon the criteria set in the Populate Grid
section. Summary data for each employee listed can be reviewed on this tab.

e Details tab:

Y e v

sssssss

This tab displays all the salaried employees based upon the criteria set in the Populate Grid
section. All the detailed data needed to properly review each employee is listed to include their
current salary amount, their new bonus/salary amount information, and the percentage of
increase. This is the tab where HR Administrators can manually block (Agency block) employees
from receiving the increase as needed.

e Load Errors tab:
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(B[]

Salaried Employee Level

110f1 & | View Al

Targeted Targetad |
System Notes. Agency Agency Comments i i

e - Salary
Employes o= TargetediDiscretionary "
ployee Name SalaryiBonus Admin Status Errar Message
Percentage ‘Amount Racand, S AMT SalaryiBonus Plan

This tab will not display until after the salary increases are centrally processed. After the pay
increases have been processed by Cardinal, Agencies will need to re-visit the Tool, populate the
grid, and review this tab to identify any employees that did not process. If there are no errors, this
tab will not display, and the Process Failed column in the Summary Statistics section will be
“O”-

Note: The Load Errors tab is for salary increases only, and will not be utilized for processing
bonuses.
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Populating and Reviewing Legislative Bonus/Salary Increase Information

Once the Agency has been notified by DHRM that the Legislative Bonus/Salary Increase information is
ready for review, the Agency can take the following steps:

Step

Action

1.

Navigate to the Legislative Salary Inc Review page using the following path:

NavBar > Menu > Workforce Administration > Job Information > Legislative Salary
Increase > Legislative Salary Inc Review

The Legislative Salary Inc Review Find an Existing Value Search page displays.

Legislative Salary Inc Review
Find an Existing Value

~ Search Criteria

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

7} Recent Searches | Choaose from recent searches ~ | f [-] Saved Searches | Choose from saved searches w | f
Salary/Bonus Cycle | begins with | Q |
Business Unit | begins with | Q |

. Show fewer options.

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

2. Click the Salary Increase/Bonus Cycle Look up icon and select the FY<YEAR> cycle. If
the Virginia Acts of Assembly provides more than one Legislative Salary Increase within the
fiscal year, the Salary/Bonus Cycle will include the month in which each increase is effective
(FY<YEAR><MONTH>). For Bonus cycles, the Cycle will include “ BONUS”

Note: Only the current open cycle will be available to select. Previous cycle(s) data can be
viewed through running the V_HR_LEG_SALARY_INC query.
Salary/Bonus Cycle | begins with v Q
3. Click the Business Unit Look up icon and select the applicable Business Unit.
Business Unit | begins with + ‘I| Q
Rev 4/24/2026 Page 11 of 31
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Step | Action

4, Click the Search button.

Search Clear

The Legislative Salary Increase Tool page displays.
Note: This screenshot is for illustration only. Instructions will change with every new cycle.

Salary/Bonus Cycle - FY2026 Bonus Payment

~ Instructions

1.1y the salary i b Dt ass Ut (45412) ormanusly ke piescechek ne"Opt Ot heskbo. 2 yurspency woui i e Perasesiosces o
Gric or n Excel, 14 G0 not see the flein your downloads feider or in the

¥ PPS i2am, i ¥
Botiorn of your browser, please check browser seftings fr fls biackers,

Ensure employess wih System biok = BLOCKED is ascurate. If not, update the emplayee's dats par ihe *Sysiem Noias”. Nole: The System Bloked, Sysiem Messages and New State Compensaion amount columns wil ONLY
refresh afterthe Cardinal PPS feam runs the rfrach of the toel, The rest ofthe filds wil update as th data s updatad in Cardinal

Populate Grid

Department (Leave Blank for All) lj
Salary Admin Plan (Leave Blank for All) Ijl
Job Code (Leave Blank for All) E

Save Only system Block Only: (1

Populate Grid ” Export to Excel l

Summary Statistics

stem Agency

ToBeProcessed | piocked ‘ Blocked

Business Unit ‘ Total

‘ Verified ‘ optout

143‘ 2‘

(] [u] ‘mnn

Salaried Employee Level

[a] o v | viewan

Summary  Defals  Load Emors
Targeted / Targeted | N Salary
Sy | systemMotes | AENCY | agency Comments Discretionary Discretionary | EMPlovee | Employee Employee Name POSIION | SalaryBonus | TMOtEUDIscretionay |y status
Percentage mount ANMT L Plan
Lo [l || i J o |

B evrosoe

5. Read the instructions carefully and the associated communication(s). The instructions will
vary depending on the increase cycle, the phase of the cycle, and whether there are any
targeted, Agency specific increases approved in accordance with the Virginia Acts of
Assembly. The instructions will always include the Tool refresh schedule.

~ Instructions

refer to HR351_Using the Legisiative Salary Increase Tool job aid on the Cardinal websile or the Legislalive Salary Increase page, linking all relevant materials from Cardinal and DHRM.

For detailed

1. If your agency plans to submil the 6/10/2024 salary increase via Inferface (HR003), Job Data Mass Upload (HR413), or manually key, please check the “Opt Out” checkbox.
2. If your agency would prefer the increases to be centrally loaded 1o the Job record by the Cardinal PPS team

a. Review your current data by selecling the "Populale Grid" or *Export fo Excel”
Note: If exporfing to excel and you do not see Ihe file in your downloads folder or in the bottom of your browser, please check browser settings for file blockers.

b. Ensure accuracy of employees with Systam block = “SLOGKED® and update if needed per the System Notes.
Note: The System Blocked, System Messages, and New Slale Compensalion amount columns wil refresh only affer the Cardinal PPS leam's lool refresh. The rest of Ihe fields will updale as the dala is updated in
Cardinal (i, Gont. Service Date, Cilizenship).

¢ If an employee should not receive the 3% increase on 6/10/2024, check the *Agency Block” checkbox and provide a reason o “Agency Comments”.
Note: The Agency Block and Gomments wil be retained when the refrashes are run.

3. Start final review on Wednesday 6/5/2024, check the "Verified" checkbox by Thursday 6/6/2024 at noon for PPS team fo load increases info Job records .
4.0n Monday 6/10/2024, after receiving the Cardinal communication, revisil ihis page lo review and address errors. Verify employees’ salary increases online or using Job Dala Query.

The tool refieshes are scheduled for:

= Tussday, 5/26/2024 between 800 p. - 1159 .m.
Thursday, 5/30/2024 between 3:00 p. 9 p.m
Monday, 6312024 bebween 800 p. - 11:58 p. .
Important: Tuesday is your final nppununny to address System Blocks before final refresh at 8:00 p.

Tutsday, 6412024 behveen 5:00 p.m,. - 11-53 p.m. Final refresht System Blacks and campensation wil be frozen in preparation for Verification sicp.
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Step

Action

Review the Summary Statistics section. The Summary Statistics section is pre-populated
with the summary information for the Business Unit selected.

Note: Confirm that the total number of employees in the Total field is the number of active
salaried employees in the Business Unit (excluding ORP).

Summary Statistics

System Agency

Blocked Blocked Total

Verified Opt Out Business Unit To Be Processed

O O 12800 103 1 104

Optionally enter/select criteria in the Populate Grid section to set criteria for the list of
employees to be returned in the Salaried Employee Level grid.

Note: If in a large Agency, setting criteria will be helpful with making the list of employees
more manageable. Criteria can be set using the Department field, Salary Admin Plan field
(SW, NV, etc.), Job Code, or for a specific employee using the Employee ID field. If the
Agency is large or would prefer to see the list in an Excel spreadsheet, the Export to Excel
button is available. Click the Export to Excel button, and a file will automatically download to
the local computer download folder. If the user cannot find the file, check the browser
settings to allow file downloads. If the Agency has more than 8,000 salaried employees, use
the Export to Excel option to review all employees. When the System Block Only checkbox
option is selected, the grid will populate only those employees that have been systematically
blocked and not those that were manually blocked by the Agency.

Populate Grid

Q|
a

Department (Leave Blank for All)

Salary Admin Plan (Leave Blank for All)

|

|7
Employee |D {Leave Blank for All) | Q |

| a

Job Code (Leave Blank for All)

System Block Only: [

Fopulate Grid H E:zport to Excel l

Rev 4/24/2026

Page 13 of 31




Human Resources Job Aid

//j Cardinal

HR354 Using the Legislative Salary Increase Tool

Step | Action

8. Click the Populate Grid button.

Populate Grid

Department (Leave Blank for All)
Salary Admin Plan (Leave Blank for All)
Employee ID (Leave Blank for All)

Job Code (Leave Blank for All)
System Block Only: [

[ 9
[ q
[ 9
[ 9

I

Fopulate Grid

Export to Excel

The populated Salaried Employee Level section (grid) displays with the Summary tab displayed by

default.
Salary/Bonus Cycle - FYZ026 Bonus Payment
~ Instructions
1. IF your ssgeny piars b il thes sesary incressss via brlerface (HROO3), Job Dot Mass Upleed (HR213), or marcaly bey, please check the *Onl Oul” chediba. 2. 1 yeur apency wekd Bhes lhe incresses kaded b the
Jabs recrd cortrally by ths Cortinel PPS Leorm, plse e your currees exlrcs bk by seleting the "Populte Grid” arin Seeel. Nete: I exporing b exo and you di net ses (e il in v dowricods S orin the
bl of your brawser, pleass chock broveer sellings for e Hockers.
Ensure employees wilth Sysiem block = BLOCKED is accarate, If nat, update the emplayes's data per e “Systern Notes”. Nale: Th He an armount columns will ONLY
resrezh ofiar the Cordinal PPS leam nns e refesh of the loal. Thee rest of thee fieids will upeate s the daks is updated in Cardinal.
Summary Statistics Populate Grid
[ Department {Leave Blank for All)
. . . To Be System Agency
‘ Verified ‘ Opt Out ‘ Business Unit P ssed ‘ Biocked ‘ Elock Total
Salary Admin Plan {Leave Blank for All} Ijl
‘ O | D | | 143 z | | 145
L Employee |0 (Leave Blank for All) l:l
Jaob Code [Leave Blank far All) ljl
Populats Grid ] [ Export to Excel ]
Salaried Employee Level
@ 1-100 of 145w bl A Wiew 100
Summary Details
e New State Salary
System A Empl Paosifi s
Eylsoek System Notes EIEO'::T:Y Apgency Comments Employee ID E‘:c?r‘;e Employee Name Nﬂ: h‘;': Sala?{‘BTunns A:f::." Status
1 | | v | C—| | g | N
[Expectzd Return Date [ 1 I 1
is missing| WPA A
2 | BLOCHED Employee and Missing [ z W
Performancs
WEA Employes and -~ ) ) i i
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4 | Missing Performance b U S
WEA Employes and -
d wesngpatomarce | 0| [ ] 0 sw
WA Employes and = [ | [ 1
3 | Missing Performance h | 0 k=0
[ IEv=r} a | [ [ [ 1 [ [

Rev 4/24/2026

Page 14 of 31




/})Cardinal Human Resources Job Aid

HR354 Using the Legislative Salary Increase Tool

Step | Action

9. Review the summary information as needed and then click the Details tab.

Salaried Employee Level

wla

Summary

The populated Details tab redisplays in the Salaried Employee Level section (grid).

‘SalarylBonus Cyela - FY2025 Bonus Payment

~ Instrustions

eyt o0 0 s g sl bt
o
=
et o i
Summary taistios poputte Gia
PS——— —]
§ e | e |t
Veted | opton | cusesent| piot | gmem | geme | e
St il (Lo il nt) | )
o [=] 156 2 158
S Y

s ot e k) C q

Save Only System Block Only:

e | oewmema |

.

B[] > 1 view
[
AGENSY | pgency Comments | Employeemn | Emplores Employee Name roston | il | R P | oot | Deparmentin | dopcose | APt | Comtrueus | GUSS | Peformance | CorentSie
R — o 1 su | e |0 FurTine w000

[ f I sw scin |3 B Funine P |

O o l st | s |o N Furtine w00 |

[ o 1 su | e |1 B Furtine 00 sucemsana |

R — o 1 su | e |7 N FurTine w000 |

O . 7 sw s |5 B Funine P |

E N . 7 s seie |5 B Funrine P |

[ o 1 sw | e |o B Furtine 000 Hny Scaesta |

F N | o ] su | e |4 N FubTne w000 |
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HR354 Using the Legislative Salary Increase Tool

Step

Action

10.

Review all the following information for each employee:

Review the Current State Salary information, New State Salary/Bonus information,
and percentage of increase (will not be displayed if flat amount is awarded). Only the
employee’s State Compensation Rate is included and will be adjusted by the
legislative increase. If the Agency has employees with Non-state Compensation or
Special Rates that also need adjustment on the same date, the Agency should use
the Agency Block functionality and perform those pay changes online or using a
Mass Upload. For Bonus Cycles, payments will be made via SPOT payments.

Review all employees with a system block (status of “BLOCKED” in the System
Block column). All system blocks have one or more reasons for being excluded from
the Bonus/Salary Increases. These reasons are listed in the System Notes column.
If the employee should not be blocked, take the necessary steps to correct the
problem data in Cardinal prior to the next refresh date noted in the Instructions
section of the page. Once corrected, the “BLOCKED” notation will be removed after
the next refresh. Agencies cannot override system blocks on this Tool. The system
notes, system blocked, and new state salary/bonus amount will be refreshed based
on the schedule provided in the Instructions section. If an employee’s job record
has been updated to make them eligible for the increase, they should no longer
show as “BLOCKED” after the next refresh date.

Review all system notes in the System Notes column. Some of the notes do not
result in the employee being blocked by the system, however, they will result in
errors when Cardinal runs the load of the increases.

Ensure that no employees that have separated from the Agency are listed. If any
separated employees are listed, go to the Job Data Record, and key the
separation(s).

For further identification, each column in the Salaried Employee Level section (grid) can be
sorted in ascending or descending order by clicking on a column header. The Job Code
column has been selected in the example below.

sssss

3

H
3|33

4
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HR354 Using the Legislative Salary Increase Tool

Step | Action
For Agencies entering Targeted/Discretionary Amounts or Percentages, follow Steps 11 and
12.
For Agencies not entering Targeted/Discretionary Amounts or Percentages, proceed to Step
13.
11. For Agencies entering Targeted/Discretionary Amounts, enter the amounts for each
employee receiving additional compensation in the Targeted/Discretionary Amount field.
Salaried Employee Level
[m][=] 331 Vw00
Summary Details
sé'lf;;’ System Notes “Bg[my Agency Comments D\-i;ar.rng:ﬁh::a’ry Employee ID Egg’;::;‘ Emplayee Name :ﬂfﬂ“ﬁ"e’r‘ S;‘I:::y{:}?::ﬁls Tam?:g’g};";:‘i:“ v Egil‘ryn Status
1 | | | | 0 UG
2 [ || | 0 us
| | | '
4 | | | 225| o uG
5 [ [ | 0 us
8 [ [ | 0 us
7 [ [ | 0 us
H [ || | 0 us
] [ || | 1 us
10 [ [ 23 0 ua
12. For Agencies entering Targeted/Discretionary Percentages, enter the percentage of increase
for each employee receiving additional compensation in the Targeted/Discretionary
Percentage field numerically. For example, 1.5% should be entered as “1.5”, not “.015”.
Note: the percentage amounts will be calculated based on the current salary PRIOR to the
new state salary amounts.
Salaried Employee Level
E‘ > | View10o
Summary Ditails.
%’;‘;" System Notes “E?[iiy Agency Comments D;;:Jrg:?a:a‘ry Employee ID ng";?;‘ Emplayee Name mf““l';: Sa"\:g:};;ﬁls T"“;‘;g’g};’gﬁ;"w :Er:;g Status
1 | ] | 0
2 | 11 | 0
3|awooen |G S | | | 1
4 [ 11 225 ] us
s | I | 0
: | I | 0
. | |1 | 0
: | | | 0
; | | | ' wo
10 232 o uc
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HR354 Using the Legislative Salary Increase Tool

Step

Action

The Targeted/Discretionary Salary/Bonus field automatically displays the total cumulative
amount after the Targeted/Discretionary value (amount or percentage) and the Non-Targeted
value (Legislative Salary Increase) have both been calculated for the employee.

Salaried Employee Level

@ 1-100af 172w » 2l View 100

Summary Details

Targeted /
Syst A ;. . Empl, ti
Block System Notes Blo! | Agency Comment ts n;semen:‘za;ery Emplayee D | “RPOYSE Emplayee Name Nombon SalargrBonus

Salary
FREl ] Ag[min Status
an

uc

uGc

uc

us

us

uG

|
|
|
22!
|
|
|
|
|

uG

o
o
1
o
]
o uG
o
o
1
o

] 233

13.

Add Agency Blocks as needed. If there are additional employees who should be blocked,
select the Agency Block checkbox option, and then enter a note in the Agency Comments
field to explain why they are being blocked. Some examples of when an Agency should block
an employee include:

e If a performance rating of “Unsuccessful/Employee on Leave” takes place that was
not entered into Cardinal prior to the last refresh

e If a job action of Suspension, Unpaid Leave, or Termination takes place that was
not entered into Cardinal prior to the last refresh

o If the employee is a 9-, 10-, or 11-month employee who should receive an increase at
a later date

o If the system did not automatically block the employee but they should be blocked
(e.g., wrong Continuous State Service Date)

14.

Once the review is complete, click the Save Only button.

Note: Any data that has been adjusted/updated by the Agency in the Salaried Employee
Level grid will be saved. The Save Only button does not save any criteria that was

previously set in the Populate Grid section (Department, Salary Admin Plan, or Employee
ID). The Salaried Employee Level grid is not refreshed by clicking the Save Only button.

o |

15.

If accessing multiple Business Units, repeat Steps 1 - 14 for each additional Business Unit to
populate and review.
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HR354 Using the Legislative Salary Increase Tool

Step

Action

@

After Refresh of the Tool: Refreshes will not cause the loss of any Agency Blocks and
Agency Comments that were entered.

Cardinal will refresh the employee data in the Tool with the most recent Cardinal updates in
accordance with the dates shown in the Instructions section. Reuvisit this page and complete
this review again to verify that employees that were previously System blocked, but were
updated, are no longer System blocked.

If there are still employees that should be blocked, or not blocked, users have until the Final
Refresh to make changes and get the employee data 100% accurate. If an employee needs
to be blocked after the Final Refresh, (i.e., scenarios in Section 1 above) use the Agency
Block method. This must be done before the verification as explained in the next section:
Verifying Legislative Salary Increase Information.
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HR354 Using the Legislative Salary Increase Tool

Verifying Legislative Bonus/Salary Increase Information

Once the review is finished and the user has confirmed all employees are included or blocked
appropriately, the information must be verified in the Tool. After the Final Refresh, the Verified checkbox
option will be available to select. Once selected, this will indicate to DHRM and Cardinal that the review
is complete. This will cause the user’s employee listing to become read-only.

Note: If the user verifies prematurely, they may de-select the Verified checkbox option and continue
reviewing employee information until the verification deadline outlined in the Instructions section of this
page.

Step | Action

1. Navigate to the Legislative Salary Inc Review page using the following path:

NavBar > Menu > Workforce Administration > Job Information > Legislative Salary
Increase > Legislative Salary Inc Review

The Legislative Salary Inc Review Find an Existing Value Search page displays.

Legislative Salary Inc Review
Find an Existing Value

~ Search Criteria

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

7} Recent Searches | Choaose from recent searches ~ | f [-] Saved Searches | Choose from saved searches w | f
Salary/Bonus Cycle | begins with % | Q |
Business Unit | begins with | Q |

~ Show fewer options.

=] - |

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

2. Click the Salary Increase/Bonus Cycle Look up icon and select the FY<YEAR> cycle. If
the Virginia Acts of Assembly provides more than one Legislative Salary Increase within the
fiscal year, the Salary Increase Cycle will include the month in which each increase is
effective (FY<YEAR><MONTH>. For Bonus cycles, the Cycle will include “_ BONUS”

Note: Only the current open cycle will be available to select. Previous cycle(s) data can be
viewed through running the V_HR_LEG_SALARY_INC query.

Salary/Bonus Cycle | begins with V| Q
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HR354 Using the Legislative Salary Increase Tool

Step | Action

3. Click the Business Unit Look Up icon and select the applicable Business Unit.

Business Unit ‘ begins with ‘ Q

4, Click the Search button.

[

The Legislative Salary Increase Review page displays.

Salary/Bonus Cycle - FY2026 Bonus Payment

~ Instructions

icethe incresses loaded fo the.
o rin the

- Job Data Mass Upload (HRA13), or manually key. piease check the “Opt Out” sheckbox. 2. your agancy wouldl
ting pulate Grd' or in Excel  you 6o 1ot see the e in

your downioads foider o

Populate Grid

| 1

Summary Statistics
, : T e
‘ Verified ‘ Optout | Business Unit | ToBe Processed|  SYSIEm | Agency Total
Salary Admin Plan (Leave Blank for All) Ijl
a] a} ‘mmn 143‘ 2‘ 145
Job Code (Leave Blank for All) |j
‘Save Only System Block Only: )
Populate Grid ” Exportto Excel l
Salaried Employee Level
@ ot v I viewan
Summary  Defals  Load Emors
Targeted / Targeted | N Salary
Symem | systemMotes | AENCY | agency Comments Discretionary Discretionary | EMPlovee | Employee Employee Name POSIION | SalaryBonus | TM9SEUDIsCretionay |y status
Percentage Amount AMT L Plan

B evrvosoe

um‘

i

o

Scroll down to the Summary Statistics section and review the data to ensure 100%
accuracy. Refer to the Populating and Reviewing Legislative Salary Increase Information
section of this Job Aid for guidance and instructions on how to complete this review.

lSummag Statisticsl
- Busi . P System Agency
Verified Opt Out. Unit ToBeP Blocked Blocked Total
O O 12900 103 1 104
6. Select the Verified checkbox option.
Summary Statistics
. A o System Agency
Verified Opt Out Unit ToBeP Biocked Blocked Total
E [} 12900 103 1 104
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HR354 Using the Legislative Salary Increase Tool

Step | Action
7. Click the Save button.
=)
8. If the user has access to multiple Business Units, repeat Steps 1 - 7 for each additional

Business Unit that needs to be verified.

After verifying, Cardinal will load all Verified salary increases through the automated process.
Once loaded in Cardinal, when viewing in Job Data, these entries will appear with an Action
of “Pay Rate Change”, a Reason of “FY<YEAR><MONTH> Statewide Increase (SLI)”, and
the applicable Effective Date.

For Bonus Cycles: Once the data has been verified, the HR Administrator will run the
following queries:

1.) Reward and Recognition upload into Cardinal. Run the
V_HR_LEG_BONUS_REW_MASS_UPD query and follow the normal Reward and
Recognition Mass Upload process using the output from the specialized Bonus Query

2.) SPOT Payments upload into Cardinal. Run the
V_HR_LEG_BONUS_SPOT_MASS_UPD query to excel and provide excel data to PY
Administrators to putinto a SPOT Template and upload into Cardinal.

Note: Payroll will need to generate one SPOT Template per Company and Pay Group.

The final step to update Cardinal will be for the HR and Payroll Administrators to run the
mass uploads in Rewards and Recognition (HR) and SPOT Earnings (Payroll) respectively.

3.) A Reconciliation query is available to reconcile monetary rewards and recognitions
(bonuses) awarded to the employee versus what is paid through the Single Use Payroll
Online Transactions (SPOT) and Additional Pay tools in Payroll. Run the
V_HR_REW_PAY_RECON query to verify.

Note: For more information on mass uploads, refer to the Job Aid titled Performing a Mass
Upload located on the Cardinal website in Job Aids under Learning.
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HR354 Using the Legislative Salary Increase Tool

Reviewing and Addressing Errors with the Legislative Salary Increase Tool

This section is only applicable to Salary Increases, and does not apply to the Bonus Cycles.

After Agencies have received a Cardinal communication advising that the salary increases have been
loaded, Agencies are to follow the steps in this section to review data and confirm results.

Step | Action

1. Navigate to the Legislative Salary Inc Review page using the following path:

NavBar > Menu > Workforce Administration > Job Information > Legislative Salary
Increase > Legislative Salary Inc Review

The Legislative Salary Inc Review Find an Existing Value Search page displays.

Legislative Salary Inc Review
Find an Existing Value

~ Search Criteria

Enter any information you hawe and click Search. Leave fields blank for a list of 2l values.

) Recent Searches | Choase from recent searches ~ | 4 I saved Searches | Choose fram saved searches hd | 4
Salary/Bonus Cycle | begins with W | Q |
Business Unit | begins with | Q |

. Show fewer options.

=] - |

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

2. Click the Salary Increase Cycle Look up icon and select the FY<YEAR> cycle. If the
Virginia Acts of Assembly provides more than one Legislative Salary Increase within the
fiscal year, the Salary Increase Cycle will include the month in which each increase is
effective (FY<YEAR><MONTH>.

Note: Only the current open cycle will be available to select. Previous cycle(s) data can be
viewed through running the V_HR_LEG_SALARY_INC query.

Salary/Bonus Cycle | begins with ~ Q
3. Click the Business Unit Look up icon and select the applicable Business Unit.
Business Unit | begins with + ‘|| Q
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HR354 Using the Legisl
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Step | Action

4, Click the Search button.

=

Clear

The Legislative Salary Increase Review page displays with additional fields in the Summary
Statistics section (Status, Process Success, and Process Failed).

Salary/Bonus Cycle - FY2025 Salary Inerease

*~ Instructions

e when popig b

Plecse review your ermors via e S tab and lake the necessary aclions o have ey s vl There 2
fie nat haave ciert with VCCC wilh

et ta orly dsplay thee with erors. Any emglopos
ot nceece e automaicaly. Th sy o logging coses w A e el ffor ot 4 slary e erarsh p

il 1 e b T (on

= requiing Comection mode)

wilh an errar

g

Return to Search Pravicus

Summary Stafistics Populate Grid
- Department (Leave Elank for All}
- Business ToBe System Agency Process | Process
| peerifed ‘ \ORECLE Uit Processed Elocked Blocked el Statis Success Failed
pro— Salary Admin Plan [Leave Blank for All) ljl
| ‘ | 15400 | 1808 | 43‘ | 1&9| s | 1802 ‘ ]
taten Employee ID {Leave Blank for All) Ij
Job Code {Leave Blank for All) Ijl
Errors Only: [
[ Populate Grid “ Export to Excel ]
Salaried Employee Level
T e
Summary Detsils
- HNew State Salary
‘ %f::k“ ‘ System Notes Aé';'ﬁy Agency Comments Employee ID E;g::;f* ‘ Employee Name ',:‘::n'tf:: saaxgmm_tronus A;I:;n Statu:
R I I —T N | el ]
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HR354 Using the Legislative Salary Increase Tool

Step | Action
5. Review the following information in the Summary Statistics section:

e To Be Processed: this column will display the number of salary increases that were
verified to be loaded

e Status: this column will display as “Complete Statewide” or “Complete Agency
Discretionary” (Agencies entering Targeted/Discretionary values will see the
“Complete Agency Discretionary” status) once the process has been completed and
the employees’ job data has been updated

¢ Process Success: this column will display the number of employee Job Records that
were successfully updated with the Action of “Pay Rate Change”, Reason of
‘FY<YEAR><MONTH> Statewide Increase (SLI)”, and applicable Effective Date

e Process Failed: this column will display the number of employee Job Records that
were not successfully updated with the Action of “Pay Rate Change”, Reason of
‘FY<YEAR><MONTH> Statewide Increase (SLI)”, and applicable Effective Date. If
this number is “0”, there are no errors in that Business Unit and the Load Errors tab
will not be displayed

P G Business. ToBe System Agency P i Proces: Process Department {Leave Elank for All) E

Unit Processed Eloclieda Blocked — Sucoes: Failed Salay Admin lan (Lesve Blsnk for ) E
Toe — * " Stalewide 1 ! Employee 1D {Leave Blank for All}) |j
Job Code (Leave Blank for All) !jl
Paopulate Grid H Export t Exesl I
v | iew Al
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HR354 Using the Legislative Salary Increase Tool

Step | Action
6. Review the Status field within the Salaried Employee Level section for each employee.
The following guidelines apply:
o Blank field: Employee was either system or Agency blocked
o Success-S: Non-Targeted Increase successfully processed
o Success-A: Both the Non-Targeted Increase and the Targeted/Discretionary
Increase successfully processed (only Agencies entering
Targeted/Discretionary values will see this status)
o Error-S: No Salary Increase was processed successfully
o Error-A: Non-Targeted Increase successfully processed; however, the
Targeted/Discretionary Increase DID NOT process successfully (only
Agencies entering Targeted/Discretionary values will see this status)
7. To see a list of employees in error status, select the Errors Only checkbox option in the
Populate Grid section.
Populate Grid
Drepartment (Leave Blank for All} E
Salary Admin Plan (Leave Blank for All} E
Employee ID {Leave Blank for All) E
Job Code (Leave Blank for All) E
Systemn Block Only: g
Errors Dnly:
[ Populate Grid ” Expaort to Excal
8. Click the Populate Grid button.
Populate Grid
Department (Leave Elank for All} Ij
Salary Admin Plan (Leave Blank for All} E
Employee ID (Leave Blank for All) Ij
Job Code [Leave Blank for Ally E
Systemn Block Only: [
Errors Only:
I Populate Grid I’ Expaort to Excel
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HR354 Using the Legislative Salary Increase Tool

Step

Action

Review the Salaried Employee Level section (Load Errors tab) to review the employees
with an error status. Refer to the Typical Errors Encountered section of this Job Aid to review
some of the commonly encountered errors and the steps for resolution. The user must take
the necessary actions to add the Pay Rate Change for these employees. These steps may
involve the following:

e Manually keying the Legislative Salary Increase using an Action of “Pay Rate
Change”, a Reason of “FY<YEAR><MONTH> Statewide Increase (SLI)”, and
applicable Effective Date

Salaried Employee Level
hots v | Viewal

S, e

it ry
R System Notes. Ea Agency Comments EmployesD | Epoloree Employee Name e diin Status Error Message

Ny ERROR-S ‘State Comp Changed Since Verification
=W ERROR-S Effective date emor

Ny ERROR-S Effective date emor

0
0
]
0

e w | m | =

X ERROR-S

If an Agency has errors, they can elect to manually enter the Pay Rate Change/Statewide
Increase transaction on the employee(s) Job Data Record or they can submit a Job Data
Mass Upload (JDMU) file if they have more than 20 employees requiring update. The reason
for the error must be fixed prior to submitting the JDMU to DHRM for review. If the
employee’s salary is outside of the Salary Grade, the Agency must contact
iHelp@dhrm.virginia.gov for assistance.
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HR354 Using the Legislative Salary Increase Tool

Ways to Minimize Correction Tickets After the Legislative Salary Increases Have
Been Entered into Cardinal

1. When an employee is in a leave status and the SLI cannot be applied until the return from leave or
leave extension, keep effective dating rules in mind. For instance, if the Legislative Salary Increase
effective date is 6/10/2025:

a. If an employee has a 6/12/2025 return from leave, enter the 6/10/2025 pay change, FY26 Jun
Statewide Increase first, and then enter the return from leave.

b.  Avoid retroactive transactions by ensuring that employees’ job data is up to date prior to the
6/10/2025 salary increases. Ways to do this are:

i Reach out to Agency managers and supervisors and ask that they provide employment
resignations and extended leave timely in order to avoid retroactive transactions and
unnecessary job data corrections

ii. Run and analyze the Job Data Query to ensure employees’ job data is accurate

c. Many position data updates will create a position update job data row, therefore avoid
retroactive position data updates:

i Review the Position Data query and ensure position data is accurate and make updates
prior to the 6/10/2025 salary increases

ii. When managers request a retroactive change to a Position field, such as the reports to
field, explain the issues this causes and discuss an alternative, such as using delegation
in TA between the retroactive date requested and next pay period effective date.

Note: The dates for the actual pay change cycles will vary from year to year.
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Typical Errors Encountered

Error Reason How to Avoid If Encountered, How to Supporting
Message Resolve Documentation
Blank Citizenship Ensure that Update Citizenship and enter FY | Cardinal Job Aid —
Citizenship | country must | Citizenship is Statewide Increase manually HR351 Viewing and
be “USA” with | entered/accurate | online Modifying Personal
citizenship prior to Data (Updating
status completing the Citizenship Status
selected in Verify process section)
order to
process
State Current State | Complete any Enter FY Statewide Increase Cardinal Job Aid —
Comp Comp attime | required State manually online HR351 Updating an
Changed of verification | Compensation Employee’s
since must match in | Rate changes Compensation
Verification | system. Was prior to the final
it updated Refresh of the
since you Tool
Verified?
Effective There is a Review for and Remove the future dated Cardinal Job Aid —
Date Error | future dated remove any transaction (Yes, HR Admin can | HR351 Updating an
job data future dated delete future dated rows) and Employee’s
transaction transaction(s) enter FY Statewide Increase Compensation
that blocked prior to manually online
this increase completing the
Verify process
Salary This increase | N/A If over salary max threshold, DHRM Fiscal Year
Outside is outside of follow DHRM FAQ - enter pay Compensation
Grade the new increase to the max salary Memorandum and
salary grade threshold and process bonus for | FAQs
threshold remaining amount Cardinal Job Aid —
If under min threshold, send HR351 Updating an
email to Employee’s
iHelp@DHRM.virginia.gov to Compensation
have salary increase keyed
Blank Could be N/A Check the employee’s Job Data | N/A
Error multiple to ensure the pay increase did
Message reasons for not process
this error If not, try to key the transaction
message online manually
If unable to, submit a ticket to
VCCC (vccc@yvita.virginia.gov)
include Cardinal — HR Leg Sal
Increase in the subject line of
the email.
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HR354 Using the Legislative Salary Increase Tool

Field Definitions

Field Name Definition/Usage Summary | Details| Load
Errors
System Block If BLOCKED is displayed, the employee X X X
does not meet the criteria for increase
System Notes Displays the reason the employee was X X X
blocked and may indicated incorrect or
missing data in the system that could
potentially impact the updating of the
Salary Increase on job data
Agency Block Checkbox used to exclude an employee X X X
from the automated process
Agency Comments Required when the Agency Block X X X
checkbox is filled
Targeted/Discretionary | Only available to those Agencies X X X
Percentage entering Targeted/Discretionary
Increases
Targeted/Discretionary | Only available to those Agencies X X X
Amount entering Targeted/Discretionary
Increases
Employee ID X X X
Empl Rec X X X
Employee Name X X X
Position Number X X X
New State X X X
Salary/Bonus AMT
Targeted/Discretionary | Only available to those Agencies X X X
Salary/Bonus entering Targeted/Discretionary Bonus/
Salary Increases
Salary Admin Plan X X X
Status Status will update once the system X X X
attempts to update the Employees
Compensation
Error Message Reason the Pay Rate Change was not X
processed to job data
Pay Status X
Grade X
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Field Name Definition/Usage Summary | Details| Load
Errors
New Max Amount New Grade Maximum amount allowed X
without requiring DHRM to enter
information
Department ID X
Job Code X
Full/Part Time X
Continuous State X
Service Date
Standard Hours Per X
Week
Performance Rating Last Performance Rating pulled from X
Cardinal
Current State Salary State Compensation prior to the increase X
System Salary/Bonus Percentage used to increase the State X
% Compensation.

Rev 4/24/2026 Page 31 of 31



	Revision History
	Opting Out of the Salary Increase Tool
	Overview of the Legislative Salary Increase Tool
	Populating and Reviewing Legislative Bonus/Salary Increase Information
	Verifying Legislative Bonus/Salary Increase Information
	Reviewing and Addressing Errors with the Legislative Salary Increase Tool
	Ways to Minimize Correction Tickets After the Legislative Salary Increases Have Been Entered into Cardinal
	Typical Errors Encountered
	Field Definitions

