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Processing Paid Leaves of Absence in Cardinal

Processing Paid Leaves of Absence in Cardinal Overview

This Job Aid provides information for the most common Paid Leave scenarios (not all inclusive). It includes
a Table and Table of Contents.

Note: This Job Aid does not cover Commonwealth or specific Agency policies. It provides the information
and steps for entering paid leave transactions in Cardinal. Please follow policy guidelines as outlined by the
Agency and/or DHRM, OHB, and the CAPP Manual.

Table

The Table provides a list of the Paid Leave Types in the first column followed by each of the Cardinal HCM
Functional areas. The Table allows users to see the high-level responsibilities across each HCM Functional
Area as it relates to paid leave. Each section also contains links that will go to specific sections in this Job
Aid that will either provide the steps or information to complete the required task.

Table of Contents

The Table of Contents provides links to access specific subsections in each of the functional areas. Since
some of the functional areas are built on scenarios, the Table of Contents allows direct access the specific
scenarios or information.

Note: Some tasks may require accessing additional Job Aids. When applicable, the additional Job Aid(s)
will be noted in that section.

For additional questions or assistance, please access the Cardinal HCM Core User Support Guide. It is
located on the Cardinal Website (www.cardinalproject.virginia.gov) using the following path: User Support
> User Support Guides > Core Users and will provide guidance regarding who to contact as well as the
contact information.

For information about Unpaid Leaves of Absence, see the Cross Functional Job Aid titled Processing
Unpaid Leaves of Absence in Cardinal located on the Cardinal website in Job Aids under Learning.
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HCM Functional Areas

Paid Leave [T ENNIEET S Benefits Time & Attendance Payroll
T
e (HR) (BN) (TA)* (PY)
Short Term | Enter transaction in An MSC Benefit *Agencies using Enter applicable SPOT
Disability Job Data Event is Cardinal AM only transaction based on
(not . automatically . . status of the Turn Off
working) y Emfer the applicable generated. TL Administrator: Auto Pay field.
Paid Leave o Update employee’s
Action/Reason This Benefit Event is L proy
Work Schedule
¢ Update Turn Off processed by Ben Turn Off Auto Pay — Yes
Auto Pay field (as Admin nightly AM Administrator:
Zﬁ?gﬁiﬁf écted or « Enter/approve Turn Off Auto Pay — No
° disability absence
P I
return date . rocess manuaily events and
e Update Holiday supplemental and
Schedule concurrent leave
¢ Review accumulator
results and payee
messages
Short Term | Enter the transaction | An MSC Benefit *Agencies using Enter applicable SPOT
Disability in Job Data Event is Cardinal AM only transaction based on
(working) . automatically - . status of the Turn Off
. Emfer the applicable generated. TL Administrator: Auto Pay field.
Paid Leave o Update employee’s
Action/Reason This Benefit Event is Work Schedule
* Expected return processed by Ben Turn Off Auto Pay — Yes
date Admin nightly AM Administrator:
or « Enter/approve Turn Off Auto Pay — No
The Holiday schedule b ; disab ”I_A)/p absence
remains HOLSTD focess manuary events, supplemental,
* lglpdattz stargldar d and concurrent leave
thougs ?se upon o Review accumulator
Phe rea m,g results and payee
ysician s messages
prescribed
schedule Employee/Supervisor/
Timekeeper/TL
Administrator:
@ o Complete timesheets
Do not enter a to reflect productive
Return From Leave and nonproductive
transaction hours to be consistent
between STD not with standard hours in
working to STD Job Data
working
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HCM Functional Areas

Paid Leave [T ENNIEET S Benefits Time & Attendance Payroll
T
e (HR) (BN) (TA)* (PY)
Long Term | Enter the transaction | An MSC Benefit *Agencies using Enter applicable SPOT
Disability in Job Data Event is Cardinal AM only transaction based on
(working) . automatically - . status of the Turn Off
. ggfsrLtgsvaeppllcab/e generated. TL Administrator: Auto Pay field,
Action/Reason This Benefit Event is | ° %ﬁitgfhnggla% ees e Time not worked is
e Expected return processed by Ben paid by the VSDP
date Admin nightly AM Administrator: Third-Party
" hours bosed upon o + Review accumulator | | PTOSRY Y
results and payee
the treating Process manually messages 4 * Do not use the
Physician’s ] employee’s hourly rate
prescribed Employee/Supervisor/ | from Job Data if the
schedule Timekeeper/TL standard hours have
e The Holiday Administrator: been reduced
schedule should be o Complete timesheets | ® Employees are paid
ﬁ/pdated tcz to reflect productive for time Wor'ked'and
HOLSAL” or and nonproductive nonproductive time
Agency standard hours to be consistent rgported on the
schedule with standard hours in | timesheet
Job Data
Turn Off Auto Pay — Yes
b t ent Turn Off Auto Pay - No
o not enter a
Return From Leave
transaction
between STW
working to LTW
working
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HCM Functional Areas

Paid Leave [T ENNIEET S Benefits Time & Attendance Payroll
T
e (HR) (BN) (TA)* (PY)
Workers’ Enter the transaction | An MSC Benefit *Agencies using Enter applicable SPOT
Comp in Job Data following | Eventis Cardinal AM only transaction based on
VSDP the guidance below: | automatically TL Administrator- status of th_e Turn Off
. generated. Auto Pay field.
e Enter the applicable « Update emplovee’s
Paid Leave This Benefit Event is VIZ) Tk Schegul}é VSDP Workers’ Comp
Action/Reason processed by Ben Scenarios
e Update Auto Pay Admin nightly AM Administrator: VSDP Workers Comp
IL:jlanf (tast/?ppllcable) or e Enter/approve Only - Turn Off Auto
e Update the L .
Expected return Process manually disability absence Pay - Yes
events and
date , supplemental and
¢ Update Holiday concurrent leave VSDP Workers Comp
§chedule }‘,o e Review accumulator | ©nly - Turn Off Auto
HOLSTD results and payee Pay - No
messages
VSDP Workers Comp
and Workers Comp
Supplement - Turn Off
Auto Pay - Yes
VSDP Workers Comp
and Workers Comp
Supplement -Turn Off
Auto Pay - No
Workers’ Enter the transaction | An MSC Benefit Absence Enter applicable SPOT
Comp Non- | in Job Data following | Eventis Administrator transaction based on
VSDP the guidance below: | automatically (Agencies using status of the Turn Off
« Enter the applicable generated. Cardinal AM only): Auto Pay field.
Paid Leave This Benefit Event is | e Enter/approve Traditional Workers’
Action/Reason processed by Ben disability absence Comp Scenarios
e Update Auto Pay Admin nightly events and Traditional Workers’
Flag (as applicable) or supplemental and Comp
e Update the concurrent leave L
Expected return Process manually | e Review accumulator | Non-VSDP / Traditional:
date results and payee Day 8 — 92 Turn Off
messages Auto Pay -Yes
Non-VSDP / Traditional:
Day 8 — 92 Turn Off
Auto Pay - No
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HCM Functional Areas

CEICRRCEVLE - Human Resources Benefits Time & Attendance Payroll
T
e (HR) (BN) (TA)* (PY)
Parental Enter the transaction | An MSC Benefit *Agencies using Enter applicable SPOT
Leave in Job Data following | Eventis Cardinal AM only transaction following the
the guidance below: automattlc(:jally AM Administrator- guidance below:
o If the Parental generated. e Parental Leave is
Leave immediately | This Benefit Event is ° Egl;e/g fe a;%%iltﬁgxf nonproductive time
; B : )
Gooure. DONOT | Adminmighty | Enter/approve pay. o e et
enter a,Return parental leave o [f the Parental Leave
From Leave prior to or absence events and approval occurs in the
adding the Parental | Process manually igﬁ g 5’;’;%’;72; ‘?/';d middle of a pay period,
leave transaction a transaction may
e Change the Holiday include a combination
Schedule from of STD and Regular
“HOLSTD” to the pay.
Agency standard o [f the Parental Leave
schedule starts at the beginning
e Update expected of a pay period, full
return date regular pay should be
o FMLA must run g_rocegsf?cz Con;irm
concurrently with urn uto Pay
the parental leave field and process
e Consult with accordingly if needed.
Agency Payroll
office regarding the
timing of the Turn
Off Autopay field
Return Enter the transaction | An MSC Benefit TL Administrator: Enter applicable SPOT
from Leave | in Job Data Event is « Update employee’s transaction based on
Note: If the | e Enter the applicable ag;oeT;telc(:jally Work Schedule i:[ﬁ:léspoaf tr}ieel'lc;urn Off
employee is | Action/Reason 9 ' y el
going from | e Update the Turn This Benefit Event is | AM Administrator: Turn Off Auto Pay — Yes
I i B -
gz)cz te;ve ?i)ffg;?pl;f; Z/Z])/ field eror(r:\(iar?i?;htt)li en o Review accumulator Turn Off Auto Pay — No
Its
another e Remove the STD resu
leave type, | Claim number if o * Enter balance
DO NOT applicable Process manually adjustments if needed
enter this | « Change the Holiday
transaction Schedule from
HOLSTD to the
Agency standard
Sschedule
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Paid Leave
Type

Moving
from Paid
to Unpaid
Leave

Cross Functional Job Aid

Human Resources
(HR)

Enter the transaction

in Job Data

e Enter the applicable
Action/Reason

Processing Paid Leaves of Absence in Cardinal

HCM Functional Areas

Benefits
(BN)

Refer to the Job Aid
titted Processing
Unpaid Leave

Time & Attendance

(TA)*

Refer to the Job Aid
titted Processing
Unpaid Leave

Payroll
(PY)
Refer to the Job Aid

titted Processing
Unpaid Leave
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Revision History

Revision Date Summary of Changes

9/1/2026 Updated to reflect the Cardinal system upgrades.

4/10/2026 Baseline.
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Processing Paid Leave Overview (HR Admin)

The Leave of Absence business process is used to place salaried employees in a Paid Leave status.
The HR Administrator must ensure all leave-related paperwork is received prior to updating the
employee’s status in Cardinal.

The Turn Off Auto Pay and Holiday Schedule fields may have to be updated for employees on Paid
Leave related to Short Term Disability, Long Term Disability or Workers’ Compensation. Be sure to
work with the Payroll Administrator to ensure the employee gets paid correctly any time the Turn Off
Auto Pay field is updated. The Payroll Administrator must also work with the Time and Labor
Administrator in case the employee wants to use their eligible leave to supplement their pay when out
on certain types of Paid Leave. Communication is important to ensure the transaction is processed
accurately.

If an employee is on Paid Leave of absence and they are an approver of timesheets and/or absence
requests in the Time and Attendance module, the approvals will route to the person in the next highest
position for approval. This temporary change of routing is automatic and will stay in place until the
person returns from leave status. The HR Administrator does not need to update the Reports To field
on the employee’s position for temporary vacancies such as this.

Note: For Agencies that use the Payroll Service Bureau (PSB) please follow their guidance on updating
the Turn Off Auto Pay field.

Note: Update the Holiday Schedule field on the Payroll tab to “HOLSTD” whenever the Work
Schedule needs to be reverted so that the employee does not receive holiday pay for Short Term
Disability, Long Term Disability or Workers’ Compensation related leave types. Please refer to DHRM
Policy 4.25 Holidays.
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HR Entering a Paid Leave of Absence (HR Admin)

1. Navigate to the Job Actions Summary and Job Details pages 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

Empl ID

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 | V|
Empl ID ‘ begins with V| | | Empl Record ‘ = V| | |
Name | begins with + | | | LastName | begns with ~ | | |
HR Status ‘ begins with V| | V| Business Unit ‘ begins with V| | Q|
Department | begins with | | Q| Business Title | begins with | | |

U Include History

l Clear ] I Save Search l

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.

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

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with v |

4. Click the Include History checkbox option.

In-:lude History

5. Click the Search button.
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Step | Action

The Job Actions Summary page displays for the employee.

Job Actions Summary

JOHN DOE

111 Safety Compliance Officer Create Job Action
18100 | DEPT OF LABOR AND INDUSTRY | Active
Update/Display Include History

Job Actions Summary

HRI
Effective  Payroll ; % .
Date/  Swtus/  ASHON! ast Updated By / Date Status  Job Code Position  Reports To g:g;;‘:“"y Business Department Location  [SoNSNMeNt Gompany Pay Group Z“rgup
Sequence Job
indicator
Active Position 18100 18100
091132028 Change  JOHN DOE 69033 =8 beptol | DEPTOF Dol ou s St
Act Completed .
cve Reports ORI Compliance/Safety United  Labor  LABOR Deptof Labor  Dopiof ~ Semimonthly Semi
0 ; To/Supy  09/15/2025 Officer Il Sigtes  and AND *and Industry  baborand Class monthly
Pimary Job (5205 ey MDUSTRY Industry  (SATFRIO7) Classifie
Active Pasition 18100 18100
0612112025 Change  JOHN DOE 69033 USA bestof | DEPTOF DoLI bu st SM1
ctive Reports Completed ¢ pliance/Safety United Labor  LABOR DeptofLapor DePLof ~ Semimonihly Semi-
0 ; To/Supy  06/18/2025 Offcer Il Siates  and AND and Incusiry  aborand Class monthl
Fiimary Job (o sty INDUSTRY Industry ~ (SATFRIO7) Classifle
Pay Rats 18100 18100
e CUVE o mcrmins arns i AAN2A 118A noi | bU SM1 SM1 9|

Create Job Action

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

Create Job Action

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

“Effective Date |07/26/2026 |

Effective Sequence ‘ 0 |

*Action ‘ Q‘
*Reason ‘ Q‘
7. Update the Effective Date to reflect the start of the employee’s leave as needed.

*Effective Date | 07/26/2026 I

0 The Effective Sequence will auto-populate.
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Step | Action

8. Click the Action dropdown button and select “PLA” (“Paid Leave of Absence”).
*Action |PLA Q.| Paid Leave of Absence
9. Click the Reason dropdown button and select the applicable reason (“STD” in this example).

Note: See the Job Aid titled HR351 Action Reason Codes to select the applicable Reason
option. This Job Aid is located on the Cardinal website in Job Aids under Learning.

*Reason |STD Q, | Short-Term Disability

If the reason is related to Short Term Disability or Workers’ Compensation, additional fields
0 at the bottom of the Work Location page must be completed. Scroll down to the bottom of
the page.

10. Click the Continue button.

The Work Location page displays.

Paid Leave of Absence - Short-Term Disability
JOHN DOE
| 1| Safety Compliance Officer
18100 | DEPT OF LABOR AND INDUSTRY | Active
Work Location Work Location A
@ Visited
Effective Date 07/26/2026 Effective Sequence 0
Job Information HR Status Active Payroll Status Leave With Pay
O Not Started
*Job Indicator
Salary and G i
O Not Starled i
Position Number Q Job History
Payroll Override Details (] |
O No Starled e -
ot Start Position Entry Date [10/25/2023 | Position Managed Record No
Employment Data o= )
° anpsmﬁed Regulatory Region |_U_SA__ B | Company |Dﬂ_ - -
United States Dept of Labor and Industry
Benefit Program © i
o Business Unit ||Eﬂ£ 77777 |
Dept of Laber and Industry
oxa'l":lﬂf‘ . Department |15100 | Department Entry Date | 10/25/2023 |
ot stane DEPT OF LABOR AND INDUSTRY
Summary Location \ Establishment ID |DOLI Q
O NotStarted Dept of Labor and Industry
Date Created 07/26/2026
Last Start Date 10/25/2023 Expacted Return Date
11. Select the date the employee is expected to return from leave in the Expected Return Date
field.
Expected Return Date |08/24/2026
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Step | Action

12. If applicable, enter the short-term disability claim number in the STD Claim Number field.

STD Claim Number | 987654321

If the STD claim number is not available, it can be entered later by adding a new row and
o using the Action of “Data Change” and Reason of “Data Change”.

If the claim number is too long, take off the first few digits and leave the last digits. A note
can be added to capture the full number as applicable.

13. If applicable, select the Yes radio button option in the Turn Off Auto Pay field.

Turn Off Auto Pay

® Yes

O No

0 This field will update automatically.

Leave With Pay Working

Yes
No

updating the Turn Off Auto Pay field.

If Turn Off Auto Pay is set to “Yes”, no payments (salary or additional pays) will be made
unless the Agency Payroll Administrator enters a Single Use Payroll Online Tool (SPOT)
transaction for the employee.

0 Agencies that use Payroll Services Bureau (PSB) should follow PSB guidance regarding

If the leave starts in the middle of a pay period, the salary and additional pay will be turned
off for the entire pay period. Updating the Turn Off Auto Pay field in the middle of the pay
period will not prorate the employee’s pay. Work with the Agency Payroll Administrator to
adjust an employee’s pay using SPOT transactions as applicable.

14. If the leave is related to Short Term Disability, Long Term Disability Working or Workers’
Comp, continue with Step 15.

If it is any other type of Paid Leave proceed to Step 17.
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Step | Action

15. Click the Payroll tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
Q Nof Started

Payroll
® Visited

Employment Data
© Not Started

Benefit Program
© Not Started

Validate
O Not Started

Summary
O Not Started

The Payroll page displays.

Payroll

Effective Date 07/26/2026

Effective Sequence 0

Payroll System Payroll for North America

Payroll for North America

Absence System | Absence Management v

Pay Group |SM1 Q

Semimontnly Class (SATFRIOT)

I

Employee Type |$
Salaried

Tax Location Code |087

-

i)

=

=

|:|8
ol

GL Pay Type
Edit ChariFields

Absence Management System

Heliday Schedule |HOLSAL

FICA Status | Subject

Combination Code

Pay Group |SM1 Q
Semi-monthly Classified

|

Exchange Rate Type

w
1
I
=)
@
I | I
<
L }e)

Eligibility Group |VSDPELGGRP
VSDP Eligibility Group

Use Rate As Of

I

Holiday Schedule I HOLSTD

Hol3ch-3TD

16. Update the Holiday Schedule field to “HOLSTD” for Short-Term Disability, Long-Term
Disability or Workers’ Comp related leaves. Otherwise, do not update.
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Step | Action

17. Click the Validate tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
Q Not Started

Payroll
® Visited

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
O Not Started

The Validate page displays.

Validate

Validate

Effective Date 07/26/2026 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 error messages
Messages

Currently there are no exceptions to be displayed

18. Review the Validate page.

Note: Users should validate every transaction to review and address any warnings and/or
errors that may have occurred. Warnings can be bypassed, but errors must be addressed
before submitting.

19. Click the Validate button.

Validate

The Validate page redisplays.

Validate

Validate

Effective Date 07/26/2026 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 error messages

Messages

Validation Successful
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Step

Action

20.

Click the Summary tab.

Work Location
@ Visited

Job Information
© Mot Started

Salary and Compensation
O Not Started

Payroll
@ Visited

Employment Data
O Mot Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
@ Visited

The Summary page displays.

summary

Effective Date 07/26/2026
Summary of Changes

Field Label

Position Number
Payroll Status @
Expected Return Date @
Holiday Schedule @

Last Date Worked @

Changes Made @

Proposed
Information
DLI00096
Leave With Pay
08/24/2026

HOLSTD

07/25/2026

Effective Sequence 0

Current Information

DLID009S

Active

Not Available

HOLSAL

Not Available

21. Review the Summary of Changes. If any information is incorrect, click the Previous button or
the applicable tab to return to the page to make corrections. If the information is correct, click
the Submit button.

g -
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Step

Action

The Submit Confirmation page displays.

Submit Confirmation

¢ The Paid Leave of Absence for JOHN DOE has been successfully created.

JOHN DOE
| 1 | Safety Compliance Officer
18100 | DEPT OF LABOR AND INDUSTRY | Leave With Pay

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

Job Actions Summary | Go To Search Results

22.

If applicable, run the Employee Activity Report. This report can be found in the Cardinal
HCM Human Resources Report Catalog. The HCM Reports Catalogs can be found on the
Cardinal website in Reports Catalogs under Resources.

For COV-Agency Employees Only:

Paid and Unpaid Leave transactions are included in the Active Directory Extract from
Cardinal to VITA. Once an employee is in Paid or Unpaid Leave status for 30 days, VITA
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

For more information on updating email addresses, see the Job Aid titled HR351 Viewing
and Modifying Personal Data located on the Cardinal website in Job Aids under Learning.
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f] Cardinal Cross Functional Job Aid
/

Processing Paid Leaves of Absence in Cardinal

HR Extending a Leave of Absence (HR Admin)

1. Navigate to the Job Actions Summary and Job Details pages 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

Empl ID

2. Click the Manage Job tile.

Manage Job

—
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%/ Cardinal Cross Functional Job Aid

V4 Processing Paid Leaves of Absence in Cardinal

Step | Action

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | V|
Empl ID ‘ begins with V| | | Empl Record ‘ = V| | |
Name | begins with + | | | LastName | begns with ~ | | |
HR Status ‘ begins with V| | V| Business Unit ‘ begins with V| | Q|
Department | begins with | | Q| Business Title | begins with | | |

U Include History

l Clear ] I Save Search l

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.

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

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with v |

4. Click the Include History checkbox option.

In-:lude History

5. Click the Search button.
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y 4

Processing Paid Leaves of Absence in Cardinal

Step | Action

The Job Actions Summary page displays.

Job Actions Summary
JOHN DOE
111 Safety Compiance Offcer
18100 | DEPT OF LABOR AND INDUSTRY | Leave With Pay
Update/Display Include History

Job Actions Summary

:Dgge:t!: :; E%I{L::s‘?ggg Q::::g; Last Updated By / Date Status Jeb Code Position $§poﬂs gg:ﬂi‘ow Eﬁlstmess Department Location Eslaulisnment Compa
Paid
orrzorazs Leave O JoHN DOE 69033 usa ;51?D . ;i:: oF DOl o
o Leave Wi Pay o o7iosmoss Compieted. . ompiiancesaten United Lotor LABOR Deplof Labor  DEP! O
Primary Job g?sn;umy Officer Il . States and ay e — andinqusty S
Active Position 18100 18100 oLl
0911312025 Change  JOHN DOE 69033 UsA Deptol | DEPTOF poLl
Active Reports Compieted - ompiiance/saten United Lab LABCR DeptofLanor LePtOf
0 09/1512025 pliance/Safe nite: abor ept of Labor
Primary Job gfaS’:lgD: cer Il I States and . D and Industry :ﬁfs'tg
Active Pasition 18100 18100 ou
06/21/2025 Change JOHN DOE 69033 USA Deptof DEPT OF DOLI
Active Reports COMPIEED - ompiiance/safen United Lab LABOR DeptofLabor  DEPLOT
0 05/18/2025 pliance/Safe nite: abor ept of Labor
Primary Job gfaS’:lgD: Officer Il I States and . D and Industry :ﬂ?s'tgv
[ C————————— >
6. 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 Create Job Action
Note: If a Fayroll is currently in process for this employee, data will nof be processed until nexi payroll.
Please review the ransaction specific defails and update the effective dafe correctly on this page.
“Effective Date |07/27/2026 |
Effective Sequence |U |
*Action | Q |
“Reason | Q |
7. Update the Effective Date to reflect the date that the notification of extension was received.
“Effective Date |07/27/2026
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W Cardinal Cross Functional Job Aid
V4

Processing Paid Leaves of Absence in Cardinal

Step | Action

0 The Effective Sequence will auto-populate.

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

*Action |DTA Q| Data Change

9. Click the Reason dropdown button and select “PLE” (“Paid Leave Extension”).

Note: See the Job Aid titled HR351 Action Reason Codes to select the applicable Reason
option. This Job Aid is located on the Cardinal website in Job Aids under Learning.

“‘Reason |PLE Q, | Paid Leave Extension

10. Click the Continue button.

The Work Location page displays.

Data Change - Paid Leave Extension

JOHN DOE
| 1] Safety Compliance Officer
18100 | DEPT OF LABOR AND INDUSTRY | Leave With Pay

Work Location Work Location A
® Visited
Effective Date 07/27/2026 Effective Sequence 0
Job Information HR Status Active Payroll Status Leave With Pay
© ot Started
*Job Indicator | Primary Job v
salary and Ci
O ot Started
Position Number |DLIO009S Q Job History )
Payrall Safety Compliance Officer override Details ] J
© ot Started -
Position Entry Date |10125/2023 | Position M;’::c%":: No
Employment Data .
© hot s Regulatory Region |USA | Company ‘DLI
United States Dept of Labor and Industry
Benefit Program -
O Not Started Business Unit |1S1GD
Dept of Labar and Industry
Validate Department |1a1ou Department Entry Date ‘10/25/2023 |
© ot Started s e
DEPT OF LABOR AND INDUSTRY
Summary Location | Establishment ID |DOLI Q
© ot Started _

Dept of Labor and Industry

Date Created 07/26/2026

Last Start Date 10/25/2023 Expected Return Date | 08/24/2026 vl

11. Select the updated date that the employee is expected to return in the Expected Return
Date field.

Expected Return Date |06/31/2026
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Processing Paid Leaves of Absence in Cardinal

Step

Action

12.

Click the Validate tab.

Work Location
@ Visited

Job Information
O Mot Started

Salary and Compensation
QO Not Started

Payroll
O Mot Started

Employment Data
O Mot Started

Benefit Program
O Not Started

Validate
@ Visited

Ssummary
O Mot Started

The Validate page displays.

Validate

Validate

Effective Date 07/27/2026 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 error messages

Messages

Currently there are no exceptions to be displayed

13. Review the Validate page.
Note: Users should validate every transaction to review and address any warnings and/or
errors that may have occurred. Warnings can be bypassed, but errors must be addressed
before submitting.
14. Click the Validate button.
Validate
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Cardinal Cross Functional Job Aid

V4 Processing Paid Leaves of Absence in Cardinal

Step | Action

The Validate page redisplays.

Validate

Validate

Effective Date 07/27/2026 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 error messages

Messages

Validation Successful

15. 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.

Summary

Effective Date 07/27/2026 Effective Sequence 0

Summary of Changes

Field Label Proposed Current Information
Information
Position Number DLI0009E OLIn0g9s
Expected Return Date ® 08/317/2026 08/24/2028

Changes Made @
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/’)Cardinal Cross Functional Job Aid
d

Processing Paid Leaves of Absence in Cardinal

Step | Action

16. Review the Summary of Changes. If any information is incorrect, click the Previous button or
the applicable tab to return to the page to make corrections. If the information is correct, click
the Submit button.

The Submit Confirmation page displays.

Submit Confirmation

Q/The Data Change for JOHN DOE has been successfully created.

JOHN DOE
| 1| Safety Complizance Cificar
18100 | DEPT OF LABCR AND INDUSTRY | Leave With Pay

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 3earch Results

17. If applicable, run the Employee Activity Report. This report can be found in the Cardinal
HCM Human Resources Report Catalog. The HCM Reports Catalogs can be found on the
Cardinal website in Reports Catalogs under Resources.
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Processing Paid Leaves of Absence in Cardinal

HR Changing from Short Term Disability to Short Term Disability-Working or Short Term
Disability-Working to Long-Term Disability-Working (HR Admin)

When an employee is transitioning from Short Term Disability to Short Term Disability-Working, or from
Short Term Disability-Working to Long Term Disability-Working, DO NOT process a return from leave
transaction. They can go straight into the Short Term or Long Term Disability Working status.

Step | Action

1. Navigate to the Job Actions Summary and Job Details pages 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

Empl ID Name

2. Click the Manage Job tile.

Manage Job
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%/ Cardinal Cross Functional Job Aid

V4 Processing Paid Leaves of Absence in Cardinal

Step | Action

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | V|
Empl ID ‘ begins with V| | | Empl Record ‘ = V| | |
Name | begins with + | | | LastName | begns with ~ | | |
HR Status ‘ begins with V| | V| Business Unit ‘ begins with V| | Q|
Department | begins with | | Q| Business Title | begins with | | |

U Include History

l Clear ] I Save Search l

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.

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

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with v |

4. Click the Include History checkbox option.

In-:lude History

5. Click the Search button.
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Processing Paid Leaves of Absence in Cardinal

Step | Action

The Job Actions Summary page displays.

Job Actions Summary
JOHN DOE
|8 Acting Associate Director Create Job Action
18100 | DEFT OF LABOR AND INDUSTRY | Leave With Pay
Update/Display Include History
Job Actions Summary
Effective  HR i Payroll . . . Tax
Date | Status / Job Q::;‘r{ Last Updated By I Date Status é:‘;a Position ?:p“"' 2:“:’;:“’“’ 3:;‘“““ Department Location :—;hb"’h'“e“‘ Company Pay Group Ef,‘ym Location
Sequence  Indicator o P Code
Paid
Active o ot 19072 13100 18100 ou s sw
0612772026 JOHN DOE UsA potl 60
Leave with pay U5 Completed Hearing Deptof  DEPT OF Deplof  Semimonthly Semi
o Shorl- 0702712026 Legal United Labor  LABOR DeptofLapor [SELC - 2emmontl monthyy  Richmont
Term Serves States and AND and Industry City)
Prmarydob Sorvos iy DUSTRY Industry  (SATFRIO7) Classified
Active Position 19072 13100 18100
1202502025 Ghange  JOHN Dos Hearing usa Deptof  DEPTOF pou - ™ o 7e0
o Adive Posilion 450 moae Gompleted | oga) Unted  Labor  LABOR Deptoflober [ohe™  SEMImOnMy SeM - michmane
orimary Job D32 Serves States and AND andindusty ARt N0 TS 0 Cleeeg ()
2 Update offer ll Industry  INDUSTRY ndustry  ( ) Classifie
Active Position 18072 18100 18100
071252025 Change  JOHN Doe Heari usa Deptof  DEPT OF poul o s st 80
Acti Completed Heanng ept of -
o cie Reports 0 vose ORI | egal Unted  Labor  LABOR Deptoflober [ohe™  SEMImOnMy SeM - michmane
TofSupy Serves States and AHD and Industry  LaDor and Class montbly ity
Primary Job  Change o usky  NDUSTRY ndustry  (SATFRIO7)  Classified
Active Pay Rate 19072 e 13100 18100 - o sm1 s -

6. 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 m

Note: If & Payroll is currently in process for this employee, data will ot be processed until next payrall.
Please review the transaction specific details and update the effective date correctly on this page.

*Effective Date |0?I28‘I‘2026 |

Effective Sequence |0 |

*Action | a |

*Reason | Q, |

7. Update the Effective Date to reflect the start of the employee’s change of leave status as
needed..

*Effective Date || 0728/2026
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W Cardinal Cross Functional Job Aid
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Processing Paid Leaves of Absence in Cardinal

Step | Action

0 The Effective Sequence will auto-populate.

8. Click the Action dropdown button and select “PLA” (“Paid Leave of Absence”).

*Action |PLA 0, | Paid Leave of Absence

9. Click the Reason dropdown button and select “STW” (Short Term Disability-Working”).

*Reason I]STW Q| Short Term Disability-VWarking

If the employee is moving from Short Term Disability-Working to Long-Term Disability-
0 Working select Long-Term Disability-Working in the Reason field.

10. Click the Continue button.

The Work Location page displays.

Paid Leave of Absence - Short Term Disability-Working

JOHN DOE
| 0| Acting Associate Director
18100 | DEPT OF LABOR AND INDUSTRY | Leave With Pay

Work Location Work Location
@ Visited

Effective Date 07/28/2026 Effective Sequence 0
Job Informatien

O Not Started HR Status Active Payroll Status Leave With Pay

*Job Indicator | Primary Job W

Salary and C
O Mot Started
Position Number |DLI00462 Q Override Details )
Payroll Acting Associate Director
© Mot Started .
Position Entry Date |08/10/2024 Position Managed Record o
Employment Data
© Mot Started Regulatory Region |USA Company |DLI
United Stales Dept of Laber and Indusiry
Benefit Program
© Mot Started Business Unit | 18100
Depl of Labor and Industry
Validate
O Mot Started Department | 18100 Department Entry Date | 08/10/2024
DEPT OF LABOR AND INDUSTRY
i i ' pou __ qj
O Mot Started Location |RICH Establishment ID | DOLI Q

Dept of Labor and Industry Dept of Labor and Industry

Date Created 08/05/2026

Last Start Date 081012024 Expected Return Date | 07/27/2026

Override Last Date Worked (] J Last Date Worked | 06/26/2026
5TD Claim Layoff Notice _ Recall Eligibility
Number 987654321 Date Flag |L|
Turn Off Auto Pay Leave With Pay Working
® Yes Yes
O No No
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%/ Cardinal Cross Functional Job Aid

V4 Processing Paid Leaves of Absence in Cardinal

Step | Action

11. Delete the STD claim number from the STD Claim Number field.

STD Claim
Number
12. Select the date the employee is expected to return from leave in the Expected Return Date
field.
Expected Return Date | 08/31/2026

13. Verify the “Yes” radio button option is selected in the Turn Off Auto Pay field”.

Turn Off Auto Pay
® Yes

No

The Turn Off Auto Pay field should still be set to “Yes” if transitioning the employee from
0 Short Term Disability-Working to Long-Term Disability-Working.

Do not update this field if the Agency uses the Payroll Service Bureau.

14. If going from Short-Term Disability-Working to Long-Term Disability-Working, click the
Job Information tab. If not, proceed to Step 16.

Work Location
@ \isited

Job Information
#§ Visited

Salary and Compensation
O Mot Started

Payroll
O Mot Started

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
O Not Started

Summary
O Mot Started

Rev 9/1/2026 Page 31 of 121



,g)Cardinal Cross Functional Job Aid
y 4

Processing Paid Leaves of Absence in Cardinal

Step | Action

The Job Information page displays.

Job Information

Supervisor Supervisor Name DOE, JOHN
S0CCD 23101 Supervisor Posn DLID0OS9
Effective Date 07/25/2026 Effective Sequence 0
Job Code | 18072 Job Entry Date | 08/10/2024

Hearing Legal Serves Offcr |l

Supervizor Level [E

Employee
Reports To | DLIOD0SS Reports To Manager JOHM DOE
Deputy Comm. Regulatory Progs
iew Current Incumbenis
RegularTemporary | Regular v Full/Part | Full-Time
Employee Class | Classified w *Dfficer Code
Regular Shift | Mot Applicab Shift Rate | |
Classified Ind | Cla Shift Factor | |
Standard Hours
Standard Hours |40.00 Work Period | Weekly ~
FTE |1.000000 Adds to FTE Actual Count? C]

Encumbrance Override [:]

> USA

15.

Update the Standard Hours field based upon the treating Physician’s prescribed schedule.

Standard Hours

Standard Hours |30.00

0 The FTE field will auto-populate based on the Standard Hours entered.

Standard Hours | 30.00

FTE |0.750000
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Processing Paid Leaves of Absence in Cardinal

Step

Action

16.

Click the Payroll tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
© Not Started

Payroll
® Visited

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
O Not Started

Summary
O Not Started

The Payroll page displays.

Payroll

Effective Date 07/28/2026
Payrell System Payroll for North America

_Payroll for North America

Pay Group |5M1 Q‘
Semimonthly Class (SATFRIOT)

Employee Type |5 Q ‘
Salaried
Tax Location Code |TSD Q ‘
Richmond {City)

Edit ChariFiclds

Absence Management System

Pay Group |5M1 Q‘
Semi-monthly Classified

Exchange Rate Type | Q ‘
Setting
Use Pay Group Eligibility [ |
Use Pay Group As Of Date

Effective Sequence 0

Absence Sysiem | Absence Management

Holiday Schedule |HOLSTD Q,

HolSch-5TD

Combination Code

Eligibility Group |HYBRELGGRP Q |
Hyhbrid Eligibility Group

Use Pay Group Rate Type

17.

Review the Holiday Schedule field and update as appropriate.
For Short Term Disability-Working the value should be “HOLSTD”.

For Long-Term Disability-Working the value should be updated to the appropriate option
(Example: “HOLSAL”, “HOL111”).

Heoliday Schedule |HOLSAL

o

Sal.HolZch
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Processing Paid Leaves of Absence in Cardinal

Step

Action

18.

Click the Validate tab.

Work Location
& \isited

Job Information
@ Visited

Salary and Compensation
O Mot Started

Payroll
& \isited

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
@ Visited

Summary
O Mot Started

The Validate page displays.

Validate

Effective Date 07/28/2026

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

Meszages

Currently there are no exceptions fo be displayed.

Validate

Effective Sequence 0

19. Review the Validate page.
Note: Users should validate every transaction to review and address any warnings and/or
errors that may have occurred. Warnings can be bypassed, but errors must be addressed
before submitting.
20. Click the Validate button.
Validate
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Cardinal Cross Functional Job Aid

Processing Paid Leaves of Absence in Cardinal

Step

Action

The Validate page redisplays.

Validate
Effective Date 07/28/2026 Effective Sequence 0
Validation

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

Messages

Validafion Successful

21.

Click the Summary tab.

Work Location
@ Visited

Job Information
@ Visited

Salary and Compensation
O Mot Started

Payroll
® Visited

Employment Data
O Mot Started

Benefit Program
O Mot Started

Validate
@ Visited

Summary
@ Visited

The Summary page displays.

E=] -

Summary

Effective Date 07/28/2026 Effective Sequence 0

Summary of Changes

Field Label Proposed Current Information
Information
Position Number DLIo0462 DLIO04E2
Expected Return Date @ 08312026 072712026
Standard Hours @ 30 40
FTE® 0.750000 1.000000

Changes Made @ a
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Processing Paid Leaves of Absence in Cardinal

Step

Action

22.

Review the Summary of Changes. If any information is incorrect, click the Previous button or
the applicable tab to return to the page to make corrections. If the information is correct, click
the Submit button.

{ :'[EVIG.IS m

The Submit Confirmation page displays.

Submit Confirmation

‘,/The Paid Leave of Absence for JOHN DOE has been successfully created.

JOHN DOE

12100 | DEPT OF LABOR AMD INDUSTRY | Leave With Pay

| O | Acting Associate Director

For entering or updating ACA relafed details go to Job Actions Summary and select the related aclion ACA Eligibility Dedails.

23. If applicable, run the Employee Activity Report. This report can be found in the Cardinal
HCM Human Resources Report Catalog. The HCM Reports Catalogs can be found on the
Cardinal website in Reports Catalogs under Resources.
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Processing Paid Leaves of Absence in Cardinal

HR Returning from a Paid Leave of Absence (HR Admin)

1. Navigate to the Job Actions Summary and Job Details pages 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

Empl ID

2. Click the Manage Job tile.

Manage Job

—
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V4 Processing Paid Leaves of Absence in Cardinal

Step | Action

The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | V|
Empl ID ‘ begins with V| | | Empl Record ‘ = V| | |
Name | begins with + | | | LastName | begns with ~ | | |
HR Status ‘ begins with V| | V| Business Unit ‘ begins with V| | Q|
Department | begins with | | Q| Business Title | begins with | | |

U Include History

l Clear ] I Save Search l

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.

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

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with v |

4. Click the Include History checkbox option.

In-:lude History

5. Click the Search button.
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Processing Paid Leaves of Absence in Cardinal

Step | Action

The Job Actions Summary page displays.

Job Actions Summary
JOHN DOE
19 | Accountant Creale Job Action
12100 | DEPT QF LABOR AND INDUSTRY | Leave With Pay
UpdateDisplay | Include History
Job Actions Summary
Effective  HR | Payroll i Tax
Action/ Job ’ Reports  Regulatory Busincss i Establishment Pay ion Employee  Employee Standard
Date/ Status/Job Last Updated By /Date  Status Position 5 s Department Location Company Pay Group Location i FTE
Sequence Indioator Reason Code To Region it ] Group (209" Classifieation Type Hours
Active Paid Leave 19031 a0 18100 bu B sut
0612072026 of Absenge JOHN DOE usa Deptof  DEPTOF pou 760 cLs s
Leave With Pay Completed Financial Deptof S thly Semi- 2000 100
P ShortTerm 0772712026 Seroes Unied  Labor  LABOR DERLOILEOr {oorang Glass | monty  Fishmond Clissid  saareg
Disabili
Primary Jon  Disability Specl sty INDUSTRY Industry  (SATFRIO7) ~Classified
Active Pay Rate 15031 18100 18100 o1 swt s
06/1072025 Change  AA_CARDINAL_BATGH_HR usa Deptor  DEFTOF pour 60 CLs s
Active Completed Financial " Deptof  Semimonthly Semi- 2000 1000
o S it 0072025 Servioes United  Labor  LABOR DeplofLabor  Laborang Class moniny  febmond Sasslied  safaieg
Primary Job  |creace Specl indusiry  INDUSTRY Industry  (SATFRIO?) Classified
Active 19031 18100 18100 by st Y
Active Completed Financial Deptof  Semimonthly Semi- 40.00 1.00
0 Inemal 030512025 i Unied  Labor  LABOR e oher Labor and Class monihy lebmond Glassiied  sajaried
nment
Primary Job ig Specl sty MDUSTRY industry  (SATFRIOT) Classified
Active Pay Rate 12031 8100 18100 . st st
06/10/2024 Change AA_CARDINAL_BATCH_HR usa oou 760 as s
five. Compleled Financial Deptof DEPTOF Dentol i 4000 1001

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 m

Note: If a Fayrall is currendly in process for this employee, data will nof be processed until next payrall.
Flzase review the transaction specific defails and update the effeclive date correctly on this pags.

*Effective Date |DTF15‘I‘2EI-26 |

Effective Sequence | 0 |

*Action | Q, |

*Heason | Q |

7. Update the Effective Date to reflect the date that the employee is returning from leave as
needed.

*Effective Date IUTHEJ‘EDZE I
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Processing Paid Leaves of Absence in Cardinal

Step | Action

The Effective Sequence will auto-populate.

@

8. Click the Action dropdown button and select “RFL” (“Return from Leave”).

*Action |RFL | Return from Leave

9. Click the Reason dropdown button and select “RFL” (“Return from Leave”).

*Reaszon |RFL Q| Retumn From Leave

10. Click the Continue button.

The Work Location page displays.

Return from Leave - Return From Leave
JOHN DOE
| 0] Accountant
15100 | DEPT OF LABOR AND INDUSTRY | Leave With Pay
Next 3
Work Location Work Location
@ Visited
Effective Date 07152026 Effective Sequence 0
Job Informat
o Nt Stang e HR Status Active Payroll Status Active
Salary and C
O Mot Started
Payroll
© Mot Started - .
Pasition Entry Date |[mzsfzn21 | Position Managed Record No
Employment Data U —
© Not Started Regulatory Region |USA | Company |DLI
United States Dept of Labor and Industry
Benefit Program _ I o e
O Not Started Business Unit |131UO |
Dept of Labor and Industry
Validate o
O ot Stamed Department |15100 Department Entry Date |07/25(2021 |
DEPT OF LABOR AND INDUSTRY
Summary |
o oo Location |RICH | Establishment ID
Dept of Labor and Industry Dept of Labor and Industry
Date Created 07/27/2026
Last Start Date  07/25/2021
STD Claim Layoff Notice Recall Eligibility
Numper (07554221 Fag (1]
Turn Off Auto Pay Leave With Pay Working
® Yes Yes
O No No

STD Claim Number
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Step | Action

12. If the employee was on a leave related to Short Term Disability, Long Term Disability, or
Workers’ Comp and the Turn Off Auto Pay field is set to “Yes”, update it to “No”.

Otherwise, go to Step 13.

Turn Off Auto Pay

Yes

® No

This will activate the regular salary and additional pay payments due to the employee’s
0 return from leave.

Changing the Turn Off Auto Pay field in the middle of the pay period will not prorate the
employee’s pay. It will automatically process the employee’s salary and additional pays for
the entire pay period.

Please consult with the Agency Payroll Administrator so a SPOT transaction can be entered
to reduce the employee’s pay for the portion of the pay period the employee was on leave.

13. Click the Payroll tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
Q Not Started

Payroll
@ Visited

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
O Not Started

Summary
© Mot Started
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The Payroll page displays.

Payroll

Effective Date 07/15/2026 Effective Sequence 0

Payroll System Payroll for North America Absence System | Absence Management w

Payroll for North America

Pay Group |SM1 Q
Semimonthly Class (SATFRIOT)

I

Employee Type

wn
o

Heliday Schedule [HOLSTD
Salaried Hol3ch-5TD

Tax Location Code |760 Q
Richmond {City)

Edit ChariFields Combination Code

GL Pay Type

|

Absence Management System

I
I

Pay Group |SM1 Eligibility Group |VSDPELGGRP
Semi-monthly Classified VSDP Eligibility Group

Use Rate As Of

|

Exchange Rate Type

I

Setting
Use Pay Group Eligibility | | | Use Pay Group Rate Type
Use Pay Group As Of Date
14. If the Holiday Schedule was updated to “HOLSTD” when the employee was placed on leave,

update the Holiday Schedule field to the appropriate option (Example: “HOLSAL”,
“HOL111").

Holiday Schedule | HOLSAL Q
Sal.Hol3ch

15. Click the Validate tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
Q Not Started

Payroll
@ Visited

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
O Not Started
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The Validate page displays.

Validate
Effective Date 07M5/2026 Effective Sequence 0
Validation

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

Messages

Currently there are no exceptions to be displayed.

16. Review the Validate page.

Note: Users should validate every transaction to review and address any warnings and/or
errors that may have occurred. Warnings can be bypassed, but errors must be addressed
before submitting.

17. Click the Validate button.

Validate

The Validate page redisplays.

Validate
Effective Date 07/15/2026 Effective Sequence 0
Validation

Use the Validate button to verify the enfered data. This is an optional step but it iz recommended to validate details and review waming and emror messages

Messages

Validation Successful

Rev 9/1/2026 Page 43 of 121



JCardinal Cross Functional Job Aid

Processing Paid Leaves of Absence in Cardinal

Step | Action

18. Click the Summary tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
O Not Started

Payroll
@ Visited

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
@ Visited

The Summary page displays.

[ )

Summary

Effective Date 07/15/2026 Effective Sequence 0
Summary of Changes

Field Label Proposed Current Information
Information

Position Number DLIDD144 DLIDD144
Payroll Status @ Active Leave With Pay
Expected Return Date @ Mot Available 0773172026
Holiday Schedule ® HOLSAL HOLSTD
Last Date Worked @ Mot Available 06192026 w
Changes Made @
19. Review the Summary of Changes. If any information is incorrect, click the Previous button or

the applicable tab to return to the page to make corrections. If the information is correct, click
the Submit button.
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The Submit Confirmation page displays.

Submit Confirmation

Q/The Return from Leave for JOHN DOE has been successfully created.

JOHN DOE
10 | Acsountant
18100 | DEPT OF LABOR AND INDUSTRY | Active

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

Job Actions Summary Go To Search Results

20. If applicable, run the Employee Activity Report. This report can be found in the Cardinal
HCM Human Resources Report Catalog. The HCM Reports Catalogs can be found on the
Cardinal website in Reports Catalogs under Resources.
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HR Changing from Paid to Unpaid Leave Absence (HR Admin)

1. Navigate to the Job Actions Summary and Job Details pages 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

Empl ID

2. Click the Manage Job tile.

Manage Job

—
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The Manage Job Search Existing page displays.

Manage Job

Search Existing

~ Search Criteria

My Saved Searches | V|
Empl ID ‘ begins with V| | | Empl Record ‘ = V| | |
Name | begins with + | | | LastName | begns with ~ | | |
HR Status ‘ begins with V| | V| Business Unit ‘ begins with V| | Q|
Department | begins with | | Q| Business Title | begins with | | |

U Include History

l Clear ] I Save Search l

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.

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

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known. However, it is recommended to use the Employee ID as every
employee will have a unique Employee ID.

Empl ID | begins with v |

4. Click the Include History checkbox option.

In-:lude History

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

Job Actions Summary
JOHN DOE
| 1] Safety Compiiane Offcer
18100 | DEFT OF LABOR AND INDUSTRY | Leave With Fay
al
Update/Display Include History
Job Actions Summary
Effective  HR 1 Payroll : =
Action | . Reports  Regulatory Business . Establishment Pay
g:‘:]eu [ Samsidob RO Lastupdsted Dy [Date Status  Job Code Position 17 Region " Unit Department Location |~ Company PayGroup  co
Active Data 18100 13100
072712026 Change  JOHN DOE 63033 usa poLl oL sM1 sM1
Deplof  DEPT OF i
Leave With P; . Completed -
. eare Py pag 07262026 ORI ompliancerSatety Unifed  Labor  LABOR DeplofLabor  PSPLOT | Bommentily Sem
save Officer Il States and AND and Industry !
Primary Job  Esgension Industry  INDUSTRY Industry  (SATFRIOT) Classific
Paid
Active 18100 13100 ou st su1
0772672026 kii;ﬁ:; JOHN DOE 69033 usa Deptof  DEPTOF poLt
o Leave With Pay Short.  07/262028 GCompleted o oiancersatety United Labor LABOR Dept of Lahor E:ga"“;nd (S.":';“sm”"'h’" fﬂea'r'“t';”y
T Officer lll Stales an AND and Industry
Primary Job Loy Industy  INDUSTRY Industry  (SATFRID?) Classifie
Active Position 18100 13100 ou sut su
09/13/2025 Change  JOHN Doe 69033 usa Deptof  DEPTOF poul
Act Completed epl o i 3
0 e Reporis o oos OmRIEES Compliancersatety United  Labor  LABOR Deplof Labor  DePtof - Sermimoninly Sem
Primary Job ToiSupv Officer Il Stales and AND and Industry h}adbu“;ta“d (C’S‘.i?fSFR\[W) g“a’;g}#;
Change Industry  INDUSTRY Y
Active Position 18100 13100 oL " "

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 m

Note: Ifa Payroll is currently in process for this employee, data will nof be processed until next payrall.
Fleaze review the transaction specific defailz and updste the effeclive dale correctly on this pags.

*Effective Date |DTFEE‘I‘2EI-26 |

Effective Sequence | 0 |

*Action | Q |

*Reason | Q |

7. Update the Effective Date to reflect the date that the Unpaid Leave becomes effective.

*Effective Date 0772342026 I
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0 The Effective Sequence will auto-populate.

8. Click the Action dropdown button and select “LOA” “Leave of Absence - Unpaid”).

*Action ILGJ&. 2 | Leave of Absence - Unpaid

9. Click the Reason dropdown button and select the applicable reason. For this scenario,
“LOA” (“Leave of Absence - Personal”’) is selected.

*Reazon JLOA Q| Leave of Absence Personal

10. Click the Continue button.

The Work Location page displays.

Leave of Absence - Unpaid - Leave of Absence Perscnal

JOHN DOE
111 Safety Compliance Officer
18100 | DEPT OF LABOR AND INDUSTRY | Leave With Pay

Work Location Work Location
® Visited

Effective Date 07/28/2028

Job Information HR Status Active

Effective Sequence 0

Payroll Status Leave of Absence

Position Entry Date | 10/25/2023

Employment Data
O Not Started Regulatory Region |USA

United States
Benefit Program } .
O Mot Started Business Unit | 15100
Depl of Labor and Industry
Validate
© Not Started Department | 13100
DEPT OF LABOR AND INDUSTRY
Summary )
O Mot Started Location

Date Created 07/27/2026

O Not Started
“Job Indicator | PrmaryJob v
Salary and C
O Mot Started
Position Number Q ~Job History
Payroll Override Details |[] |
O Not Started

Position Manaped Record No

Company |DLI
Dept of Labor and Industry
Department Entry Date | 10/25/2023 u

Establishment ID |DOLI Q
Dept of Labor and Industry

Last Start Date 10/25/2023

Override Last Date Worked || |

Turn Off Auto Pay

Expected Return Date | 08/31/2026

Last Date Worked |07/25/2026

Mot a8 I = e e (T
Number | 957654321 Date fiag 1|

Leave With Pay Working

® Yes
O No

Yes
No
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11. Remove the value from the STD Claim Number field, if applicable.

If this field is blank, proceed to the next step.

STD Claim Number

12. Change the indicator in the Turn Off Auto Pay field to “No”, if applicable.

If not, proceed to the next step.

Turn Off Auto Pay

Yes

'® No

The Turn Off Auto Pay field is reset to the default value of “No”. Since the employee is
0 moving from Paid Leave to Unpaid Leave, pay will not be generated for the employee.

13. Click the Payroll tab.

Work Lecation
@ Visited

Job Information
O Not Started

Salary and Compensation
© Not Started

Payroll
@ Visited

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
O Not Started

Summary
© Not Started
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The Payroll page displays.

Payroll

Effective Date 07/28/2026 Effective Sequence 0

Payroll System  Payroll for Morth America Absence System | Absence Management w

_F'ayroll for North America

Pay Group |SM1 0,|
Semimonthly Class {(SATFRIOT)

Employee Type |s Q| Holiday Schedule |HOLSTD Q
Salaried HolSch-5TD
Tax Location Code | 087 Q |
Henrico
GL Pay Type \:\ FICA Status | Subject hd
Edit ChariFields Combination Code

Absence Management System

Pay Group |SM1 Q| Eligibility Group |VSDPELGGRP Q|
Semi-monthly Classified VSDP Eligibility Group
Exchange Rate Type | Q | Use Rate As Of
Setting
Use Pay Group Eligibility [ | Use Pay Group Rate Type
Use Pay Group As Of Date

14. Update the Holiday Schedule field if applicable.
For this scenario, the value is changed from “HOLSTD” to “HOLSAL".

Holiday Schedule JHOLSAL Q
Sal. Hol3ch

15. Click the Validate tab.

Work Location
® Visited

Job Infermation
O Not Started

Salary and Compensation
O Not Started

Payroll
® Visited

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
O Not Started
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The Validate page displays.

Validate
Effective Date 07f28/2026 Effective Sequence 0
Validation

Usze the Validate button to verify the enfered data. This is an optional step but it iz recommended to validate details and review waming and emror messages
Messages

Currently there are no exceptions fo be displayed.

16. Review the Validate page.

Note: Users should validate every transaction to review and address any warnings and/or
errors that may have occurred. Warnings can be bypassed, but errors must be addressed
before submitting.

17. Click the Validate button.

Validate

The Validate page redisplays.

Validate
Effective Date 07/28/2026 Effective Sequence 0
Validation

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

Validation Successful
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18. Click the Summary tab.

Work Location
@ Visited

Job Information
O Not Started

Salary and Compensation
O Not Started

Payroll
@ Visited

Employment Data
O Not Started

Benefit Program
O Not Started

Validate
@ Visited

Summary
@ Visited

The Summary page displays.

(o)

Summary

Effective Date 07282026 Effective Sequence 0

Summary of Changes

Field Label Proposed Current Information
Information
Position Number DLI0009G DLI0009E
Payroll Status @ Leave of Absence Leave With Pay
Heliday Schedule @ HOLSAL HOLSTD

Changes Made @

19. Review the Summary of Changes. If any information is incorrect, click the Previous button or
the applicable tab to return to the page to make corrections. If the information is correct, click
the Submit button.
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The Submit Confirmation page displays.

Submit Confirmation

‘/The Leave of Absence - Unpaid for JOHN DOE has been successfully created.

JOHN DOE
| 1| Safety Compliance Officer
18100 | DEPT OF LABOR AND INDUSTRY | Leave With Pay

For entering or updating ACA related details go to Job Actions Summary and =select the relafed acfion ACA Eligibility Detailz.

Job Actions Summary Go To Search Results

20. If applicable, run the Employee Activity Report. This report can be found in the Cardinal
HCM Human Resources Report Catalog. The HCM Reports Catalogs can be found on the
Cardinal website in Reports Catalogs under Resources.
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Processing Paid Leave Overview (BN Admin)

The Enter and Maintain Leave Status business process completed by the HR Administrator is used to
place salaried employees in a Paid Leave status. Depending on the type of leave, the Benefit

Administrator will have to take specific actions.

This Job Aid goes through Paid Leave of Absence (LOA) scenarios, and how those scenarios result in

a paid LOA resulting in an MSC Benefit Event

In addition, this Job Aid goes through the Benefits Administrator’s actions when an employee returns
from Leave and the Benefit Event that it creates on the Benefits side (return from Paid Leave of

Absence resulting in an RFL Benefit Event).
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BN Entering a Paid Leave Manual Event (BN Admin)

Once the HR Administrator has placed the employee in a Paid Leave of Absence status, the change in
Job Data automatically creates a Miscellaneous (MSC) benefit event on the benefits side in Cardinal.
This benefit event will automatically be processed with no manual intervention by the Agency Benefits
Administrator (BA) in Cardinal. If the Agency BA does not wish to wait for the scheduled Benefit
Administration process to run, complete the following steps:

Note: The steps are the same for processing the employee going out on Paid Leave or returning from
Paid Leave.

Step | Action

1. Navigate to the On-Demand Event Process page by clicking the BN WorkCenter tile.

BN WorkCenter

Cardinal HCM WorkCenters located on the Cardinal website in Job Aids under Learning.

0 For more information pertaining to WorkCenters, see the Job Aid titled Overview of the
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2. Use the following navigation path in the WorkCenter: Links > Enrollment Administration >
On-Demand Event Process

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Benefits WerkCenter
o &

. My Work
Audit Exceptions
- My Approvals
Benefits Approval
v Links

Employee/Dependent Information
Enroll in Benefits

Enroliment Administration

On-Demand Event Process

Benefit Event

Employee Event Details

Review Employee Stalements

Other Links

> Queries

> Reports/Processes

The On-Demand Event Maintenance Find an Existing Value Search page displays.

On-Demand Event Maintenance

Find an Existing Value

~ Search Criteria

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

@ Recent Searches | Choose from recent searches v| / [] Saved Searches | Choose from saved searches v| f

EmplID | begins with v Empl Record | = W
Name | begins with Last Name | begins wilh w
Second Last Name | begins with w Alternate Character Name | begins with

# Show fewer options

[ Casze Sensitive

m Clear

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

Note: Users can also search for the applicable employee using the various available fields if
the Employee ID is not known. However, it is recommended to use the Employee ID as
every employee will have a unique Employee ID.

Empl ID | begins with V|I I

4. Click the Search button.

=

The On-Demand Event Process page displays.

JOHN DOE Person ID Ben Record 0
Activity Date  07/26/2026 Source  Job Dala Change
Schedule/Prepare Activity Pending Activities 1 Show Activities I Action MSC
EventID 1] Event Date Status Class l Event Stalus Update
Prepare Options Event Status

Enroliment Statement Run Date Frequency

Deduction Frequency ' Annual Freguency

Election Entry Entered g of 0 Show Plans
; — =T - Finalize/Apply Defaults
Validate/Finalize Errors 0 Show Errors PRY
Confirmation Statement Run Date
Reprocess Process Indicator |N

Mormal Processing

ml Retumn to Search H Motify ]

5. Click the Schedule/Prepare Activity button.

Schedule/Prepare Activity
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6. A message displays indicating the “Process completed successfully”.
Click the OK button.

for Processing

Process completed successfully. (3000,530)

nual

The On-Demand Event Process page refreshes.

JOHN DOE Person 1D Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action
Event 1D 0 Event Date Status Class Event Status Update
Prepare Options Event Status
Enrollment Stat t
nrollment Statemen Run Date Frequency

Deduction Frequency ' ' Annual Frequency

Election Entry Entered g of 0 Show Plans
Validate/Finalize Errors 0 Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator [N

Mormal Processing

l Retum to Search l l Motify ]

7. Click the Event Status Update button.

Event Status Update
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The BenAdmin Event Status Update page displays in a pop-up window.

BenAdmin Event Status Update *
Help a
Empl ID JOHN DOE Ben Record 0
Event Status Update & @ | 10f9 w
Schedule ID  EMODD [ Address Eligibility Changed
Event Date 07/26/2026 Event Disconnected O MultiJob Indicator Changed
EventlD 4 [ Job Eligibility Changed
EventClass MSC Misc Job Change [ Event Out of Sequence
Event Priority 400 CIFinalize/Apply Defaults
Benefit Program  gp) Print Option | Suppress Print of Both Forms V|
Process Status  Finalized - Prepared Mone *Process | Nomnal Processing V|
Action Source Job Data Change *Event Status | Closed to Processing v|
Schedule ID  PRFX25 O Address Eligibility Changed
Event Date  07/01/2026 Event Disconnected I MultiJob Indicator Changed
EventlD 0 [ Job Eligibility Changed
O Event Out of Sequence
Event Class OQE Open Enrollment
Event Priority 900 CIFinalize/Apply Defaults
Benefit Program  gp) Print Option | Print Confirmation Forms Cnly v|
- Statue Einalizad Encollad *Process | Momal Processing vl

The MSC Benefit Event automatically updates to a Status of “Finalized-Prepared None” and
an Event Status of “Closed to Processing”. No further action is necessary by the BA.

I Process Status Finalized - Prepared None I

“Process | Normal Processing V|

Action Source Job Data Change

*Event Status | Closed to Processing v|

Click the OK button to close the pop-up window.

OK | Cancel H Apply ‘
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The On-Demand Event Process page redisplays.

JOHN DOE Person 1D Ben Record 0
Activity Date Source
Schedule/Prepare Activity Pending Activities 0 Show Activities Action

Event Status Update

Event ID 0 Event Date Status Class
Prepare Options Event Status
Enrgliment Statement Run Date Frequency

Deduction Frequency ' Annual Frequency

Election Entry Entered o of a Show Plans
Validate/Finalize Errors 0 Show Errors Finalize/Apply Defaults
Confirmation Statement Run Date
Reprocess Process Indicator | M

Mormal Processing

ml Retum to Search H Motify ]

8. Click the Save button.

[ Return to Search H Notify ]
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TA Processing Paid Leave Overview (AM Admin)

The AM Administrator is responsible for ensuring that extended absences are reported and tracked for
employees enrolled in Cardinal Absence Management.

Responsibilities include:

e Ensuring Work Schedule is updated if necessary (work with TL Administrator)

o Entering/approving extended leave type absence events

o Entering/approving supplemental and concurrent leave during periods of leave of absence

¢ Entering absence balance adjustments as needed to support extended leave and return from leave

e Reviewing absence accumulator results to ensure balances are accurate

¢ Reviewing payee messages to check for extended leave accumulator limit warnings

e Ensuring timesheets are completed with productive hours if employee is working while in a Paid
Leave status

The extended absence types are:

e STD (Short Term Disability)

e LTD (Long Term Disability)

e WCL/WCP/WCS (Workers’ Compensation Leave)
e PAR (Parental Leave)

e FML (Family and Medical Leave)

e TA Donated Leave

Job Data actions and the Payroll Status are updated by the HR Administrator when an employee goes
on a leave of absence and when the employee returns from leave. These transactions and effective
dates impact Cardinal Absence Management.

¢ When an employee is on a Paid Leave of Absence (Payroll Status of “P”), time and absences
continue to be processed including when LNP (Pay Docking) and STL (Short Term Disability — Pay
Dock) is entered.

¢ When an employee is on a Leave of Absence (paid, unpaid, or a combination) for 90 consecutive
days, VAC (Vacation) and SCK (Traditional Sick) accruals automatically stop. The accruals will
resume automatically when the employee returns from the Leave or returns to Short- or Long-Term
Disability Working for a full pay period.

The Job Aids below provide the step-by-step instructions for completing tasks that are part of managing
extended leaves of absence. The referenced Job Aids are located on the Cardinal website in Job Aids
under Learning.

TA374 Entering and Modifying Absences

TA374 Managing Absence Balances

TA374 Results by Calendar Group and Calendar — Troubleshooting Guide
TA Maintaining Employee Work Schedules

Rev 9/1/2026 Page 62 of 121



/;/Cardinal Cross Functional Job Aid
e

Processing Paid Leaves of Absence in Cardinal

TA Short Term Disability (STD)
STD Event Entry:

STD is not an available take on the Timesheet; only an AM Administrator can enter and approve STD
for an employee on the Absence Event page. An entitlement balance does not need to be added prior
to using the STD take since this is not a leave type that carries a balance.

If the employee is on STD and not working, work with the Supervisor, TL Employee Set up
Administrator or TL Administrator to update the Work Schedule to standard M-F 5x8 schedule as
needed to correctly calculate STD hours.

If the employee is STD — Working, work with the Supervisor, TL Employee Set up Administrator or TL
Administrator to update the employee’s Work Schedule as appropriate to be consistent with the
employee’s standard hours on Job Data.

Typically, for STD, the number of hours calculated are based on the STD income replacement
percentage:

e Ifthe STD covers 100% of pay, do not enter any partial hours

e |fthe STD covers 80% of pay, enter 80% of the scheduled hours as partial hours

o Ifthe STD covers 60% of pay, enter 60% of the scheduled hours as partial hours

Supplemental Leave Entry:
If STD does not cover 100% of pay, enter any other eligible leave type except SDP to supplement the
scheduled hours not covered:

e Vacation can be entered for the remaining 20% or 40%.

e Disability Credit (DSK) can be entered for the remaining 20% or 40%. State policy requires
that DSK be used in 8-hour increments. Therefore, if DSK is used in conjunction with STD, 8
hours per day is deducted from the DSK balance regardless of the number of hours entered
for each day. For example, if 6.4 STD and 1.6 DSK hours are entered, then 8 DSK hours are
deducted from the DSK balance but only 1.6 hours are DSK earnings. Enter the actual
number of DSK hours that need to be used or substituted.

o Make sure the total number of absence hours entered for any given day does not exceed the
employee’s scheduled hours for that day. This ensures the accurate allocation of payroll
expense.

e CCL or OCL takes can be used for hours not covered by STD. These are entered on the
Timesheet.

STD-Pay Dock (STL) should be used for the unpaid time (instead of LNP) during the first 90 days of
leave if the employee does not have sufficient balances of other eligible leave types to cover the
difference or chooses not to use Paid Leave. This allows the employee to continue accruing VAC and
SCK, if eligible, while on approved disability leave. Usage of LNP (Pay Docking) will prevent the
accrual.
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Concurrent Leave Entry:
o |[f the employee is FMLA-eligible, concurrent absences must be entered for FML for tracking
purposes. See the TA FML (Family and Medical Leave) section of this Job Aid for details on
FML.

Absence EventEntry  Forecast Messages
Employee ID EmplRecord 0 Name
From |03/11/2025 Through |09/07/2025 ] [ Refresh ] [ Forecast

Absence Events @

[E m 1303 v | ViewAll

Absence Take  ProcessSiatus  ForecastValue >

“Absence Take Description “Begin Date End Date Partial Hours *Process Action Voided | Original Begin Date Details Entry Source Workflow Status ‘
VSDP Short Term | Administrator Absence

STD TAKE ELEM Q] | paatiy (0511222025 (0511612025 ( 640] || Normal V| M (051102025 ] | Deis . Approved ‘ + ‘ E

Vacation (0511272025 ‘ [05/16/2025 B | 1 Sﬂ‘ [ Normal v] ‘ (051102025 ] Details és;'::“s"aw’ Absence Approved ‘ -

Family and Medical Administrator Absence
[FLTAKE ELEM Y X (0511212025 (0511612025 ( | [ Normal V| (051102025 [ | etais o Approved
[ Retun to Search J l Refresh ]

Absence Event Entry | Forecast Messages

[+
[

Timesheet Entry:
o If the employee is in a STD-Working status, the Employee, Supervisor, Timekeeper, or TL
Admin must enter productive and non-productive hours on the timesheet as applicable.
o In the example below the employee is scheduled to work 40 hours per week, with job
restrictions. If the employee was working reduced hours the timesheet should reflect the
productive and non-productive hours to match Standard Hours on Job Data.

Team Time
Enter Time
Empioyeein Time Reporing Type Viorkgproup SERPUTIET
Empl Recard 0 Eariest Change Date 01192025
- Freven “
s .
August 17, 2026 - August 23, 2026 ewEy
Seheued 4000 | Reported 40.00 Hours
=
- g code e om0 ae O 2st O nae
T —_— — — — — B SO o siness o Aeeney
Sors
o o o
N e = | [ — ) I ) [ | ol
1000 200 200 800 1510084 15100
Select Al

oate Reported Status Total TRC Deceription Scheduted Work Hours
cairozs Sbmited 200 rEG Reguiar Hours 200
osi1az0z0 s reG Reguiar Hours s
ceitozozs Requiar Hours
ooz 200 vac r— a0
cezozozs
oaiz0zs 200 vac Vacaion am
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STD Accumulators and Payee Messages:

The following accumulators track STD usage and generate payee messages that serve as warnings
when certain accumulator limits are reached. Review the Results by Calendar Group and Calendar
pages or query to review the accumulators. Run the V_TA_PAYEE_MESSAGES query to review the
payee message warnings for Paid Leave usage.

Accumulators

STD TAKE BAL DAYS: Includes all STD events used in the leave year (counted in days rather
than hours (regardless of the number of partial hours entered each day). This balance includes
paid holidays but does not include weekends. A payee message generates if the employee
exceeds 125 days in the leave year.

STD VAC ACR LMT AC: Counts consecutive days of STD (regardless of the number of partial
hours entered each day) and includes paid holidays and weekends. The accumulator only
includes usage of the STD leave type and no other leave types that may be used as part of the
STD waiting period.

Payee Messages

Employee Exceeds STD Usage Limit of 125 Days.

Return from Leave:

The VSDP sick and VSDP personal leave entitlements do not accrue on January 10 (beginning of the
leave year) if the employee has used STD in the December 24 pay period of the previous leave year in
that same period. The AM Administrator must enter balance adjustments to grant appropriate
entitlements in the leave period the employee returns from leave.
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TA Long Term Disability (LTD)

LTD Event Entry:

LTD is not an available take on the Timesheet. If the employee is LTD — Working, work with the

Supervisor, TL Employee Set up Administrator or TL Administrator to update the employee’s Work
Schedule as appropriate.

Timesheet Entry:

If the employee is in an LTD-Working status, the Employee, Supervisor, Timekeeper, or TL Admin must
enter productive and non-productive hours on the timesheet as applicable.

Time

Enter Time

pl Record 0

L Entoroamant Offes 1

B [][] August 16,2026 - August 22,2026

eeeeeeeeeeeeee

zzzzzz

aaaaaaaaaaaaaaaaaaa
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TA Workers’ Compensation Leave (WCL/WCP/WCS)

WC Event Entry:

WCL/WCP/WCS are not available takes on the Timesheet; only an AM Administrator can enter and
approve WCL/WCP/WCS for an employee. Entitlement balances do not need to be added prior to
using these takes since these leave types do not carry balances.

Note: The AM Administrator should coordinate with the PY Administrator to ensure applicable
reimbursements.

If the employee is on Workers’ Comp and is not working, work with the TL Administrator to update the
Work Schedule to standard M-F 5x8 schedule as needed to correctly calculate WC hours.

If the employee’s Job Status is “Workers’ Comp — Working”, work with the Supervisor, TL Employee
Set up Administrator or TL Administrator to update the employee’s Work Schedule to be consistent with
the employee’s standard hours on Job Data.

When entering a WCL/WCP/WCS take, the Comments field on the Absence Event Input Details page
can be used to record the Workers’ Compensation Claim Number.

Workers’ Compensation Leave Types:

o WCI Workers’ Comp (Day of Injury) — This type can be reported on the timesheet and is used
to record any non-productive hours on the day of injury as a result of the injury

o WCL VSDP Work Comp Pay — Applicable to VSDP supplement if W/C does not provide a
benefit equal to or greater than percentage of income replacement for the VSDP claim

o WCPWorkers’ Comp — Applicable to Workers’ Comp benefit for employees in all absence
eligibility groups

o WCSWork Comp Supplement — Applicable to employer-paid benefit for employees not
covered by the VSDP plan
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Supplemental Leave Entry:

If the WCL/WCP/WCS benefits do not cover 100% of the employee’s current semi-monthly pay, the
Workers’ Compensation take can be entered with any other eligible take on the same day in order to
substitute scheduled hours not covered by the WCL/WCP/WCS.

e CCL or OCL takes can be used for hours not covered by Workers’ Compensation and are
entered on the Timesheet.

e STL should be used for the unpaid time (instead of LNP) during the first 90 days of leave for
employees in VSDP if the employee does not have sufficient balances in other leave types to
cover the difference or chooses not to use Paid Leave. This will allow the employee to
continue accruing VAC and SCK, if eligible, while on approved Workers’ Compensation leave.
Usage of LNP (Pay Docking) will prevent the accrual.

Absence EventEntry  Forecast Messages

Employee ID EmplRecord 0 Name

From |03/0112025 Through [06/06/2025 \ [ Refresh ] l Forecast
Absence Events @

‘Q 120f2 v | ViewAll

Absence Take  ProcessStalus  ForecastValue I
“Absence Take Description *Begin Date End Date Partial Hours *Process Action Voided | Original Begin Date Details Entry Source Workflow Status
STLTAKE ELEM Q Sg;gﬁ:" CELL [osoe2025 ] [ooioor025 [E] ] 1.60] | Normal B [osiosr2025 [ Detis fipb L D) Approved E B
WCL TAKE ELEM Q| | VSDP Work Comp Pay [osos2025 [ | [oeioer2025 ] 640] [ Nomal -] (0610612025 B | eteis e LoD Approved B

Absence Event Entry | Forecast Messages

Concurrent Leave Entry:
e |f the employee is FMLA eligible, concurrent absences must be entered for FML for tracking
purposes. See TA FML (Family and Medical Leave) section for details on FML.

Absence EventEntry  Forecast Messages
Employee ID EmplRecord 0 Name.
From |03/112025 Through (061062025 5] l Refresh ] l Forecast

Absence Events @

E @ 130f3 v | ViewAul

Absence Take Process Status ForecastValue >

“Absence Take Description “Begin Date End Date Partial Hours “Process Action Voided | Original Begin Date Details Entry Source Workflow Status

VAC TAKE ELEM Q| |vacation (060212025 | |[osros2025 ] 160]

[ Normat v [uslozm)zs Details ésg:"“’amr Absence Approved

[+] [+]|[+]
I}

VSDP Work Comp Pay (060212025 ) | [os062025 B 6.40] | Nommal v (0810212025 Details égé"y:{“s"am"'*bse""e Approved
[Fv TAKE ELEM o [} ey eadiedcal (080272025 ) | [os002025 =]l 800] || Normal v (0810212025 Details 2\‘3;';:{“5"3“"“5&"* Approved

[ [

Absence Event Entry | Forecast Messages
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Timesheet Entry:

If the employee’s Job Status is “WC Working”, the Employee, Supervisor, Timekeeper, or TL Admin
must enter productive and non-productive hours on the timesheet as applicable.

Enter Time

Employee ID Time Reporting Type | ... Workgroup SNLFOT1P1
Empl Record 0 Earliest Change Date 08/09/2026

Low Enforcament Ofcar
i August 23, 2026 - August 29, 2026

*View By | Weekly v

Scheduled 168.00 | Reported 40.00 Hours

*Time Reporting Code 23 S 24 M 25T 26 Wed 27 Thu 28F 29 Sat
Row Totals Taskgroup Shift Business Unit
0of 24 8of 24 8of24 8of24 &of24 &of24 0of24
@ i}

s v e [1] ] | f — —] [ f—] e — 0

PER - VSOP Personal Leave 16.00 8

15600CCOP 15800

Time Summary  Leave/Compensatory Time  Absences | Exceplions

WC Accumulators:

The following accumulators track WCL/WCP/WCS usage. Review the Results by Calendar Group and
Calendar pages or query to review the accumulators.

Accumulators

WCL/WCP/WCS TAKE BAL DAYS: Counts the consecutive days of WCL/WCP/WCS, including
paid holidays and weekends, regardless of the number of partial hours entered each day. The

accumulator is used for tracking purposes only and does not have an associated payee
message.

WCL/WCP/WCS VAC ACR LMT AC: Counts the consecutive days of WCL/WCP/WCS including
paid holidays and weekends, regardless of the number of partial hours entered each day. The

accumulator only includes usage of the WCL/WCP/WCS leave type and no other leave types
that may be used as part of the WCL/WCP/WCS waiting period.
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TA Parental Leave (PAR)

PAR Event Entry:

PAR takes can be entered on the timesheet in Employee Self-Service or by an AM Administrator on the
Absence Event page. The AM Administrator must enter a balance adjustment to give a PAR
entitlement along with the date of birth/placement in the period of birth/placement before the absence
can be entered. Forecasting is required for PAR takes and the employee cannot submit requests for
more hours than are available in their PAR entitlement balance. Unused PAR balances automatically
expire in Cardinal six months after the date of birth/placement.

Determine whether the PAR event is intermittent or consecutive:

e |f the PAR is intermittent:

o The employee, timekeeper, or supervisor can enter PAR takes on the Timesheet
o AM Administrators can enter and approve PAR takes on behalf of the employee on the
Absence Event page

e Ifthe PAR is consecutive:
o The AM Administrator should enter the FML takes on the Absence Event page
Concurrent Leave Entry:

¢ If the employee is FMLA eligible, concurrent absences must be entered for FML for tracking
purposes. See TA FML (Family and Medical Leave) section for details on FML.

Absence EventEntry  Forecast Messages
Employee ID EmplRecord 0 Name
From 03112025 [5] Through (06102025 ]| [ Refresh ] I [Forecast ) ]

Absence Events ®

(=][a] 2012 v | Viewal

Absence Take  ProcessStatus  ForecastValue I

“Absence Take Description “Begin Date End Date Partial Hours *Process Action Voided | Original Begin Date Details Entry Source Workflow Status

FML TAKE ELEM Q E:g","ey andMedcal [osi2512025 | | [osi092025 [ 800] |[ Normal v (0512512025 Details ég;‘:"“’““"“’se"m Approved + ‘ — ‘

PAR TAKE ELEM Q| | Parental Leave [osi2512025 [ |[osi092025 [ 800] || Normal v 0512512005 Details és[e"n‘:"s"““’mbse"m Approved +]|[=

B s | [ | [ o )

bsence Event Entry | Forecast Messages
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Timesheet Entry:

If the employee is working intermittently while on Parental Leave, the Employee, Supervisor,
Timekeeper, or TL Admin must enter productive and other non-productive hours on the

timesheet as applicable.

Team Time

Enter Time
Employee ID Time Reporting Type Workgroup SNRFO71E2
Empl Record 0 Earliest Change Date 017252026
Previous  Next

earng Legai .
Rt ores

=] July 27,2026 - August 2, 2026 ey
Scheduled 40.00 | Reported 44.00 Hours

“Time Reporting Gode
poring Row Totals

al | ChartFieids

oo | o] | o) | o] | s | I | [1s00c0r @ [1s200 Q|

18200CCOP 18200 CharFieids

CharFieids

PAR Accumulators:

The following accumulators track PAR usage. Review the Results by Calendar Group and Calendar
pages or query to review the accumulators.

Accumulators

PAR PRD ACUM_EXPR: The total PAR hours expired in the period.
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TA Family and Medical Leave (FML)

FML Event Entry:

The Family and Medical Leave (FML) absence type is used for tracking purposes only. It does not
generate earnings. Additionally, it is not loaded to Payroll or used in allocation distribution.

FML takes can be entered on the timesheet in Employee Self-Service or by an AM Administrator on the
Absence Event page. The AM Administrator must enter a balance adjustment to give a FML
entitlement before the absence can be entered. Forecasting is required for FML takes and the
employee cannot submit requests for more hours than are available in their FML entitlement balance.
FML balances carry forward into new leave years and unused hours do not automatically expire in
Cardinal and should be zeroed out in the period the employee is no longer eligible.

Determine whether the FML event is intermittent or consecutive:
o Ifthe FML is intermittent:
o The employee, timekeeper, or supervisor can enter FML takes on the Timesheet
o AM Administrators can enter and approve FML takes on behalf of the employee on the
Absence Event page
e |If the FML is consecutive:
o The AM Administrator should enter and approve the FML takes on the Absence Event

page
Concurrent Leave Entry:

¢ Whenever FML is entered, another leave take must be entered for hours equal to the FML
hours entered. These other leave takes include SCK (Sick), VAC (Vacation), STL (Short Term
Disability — Pay Dock), or LNP (Pay Docking) to indicate unpaid hours. Those takes can be
entered with overlapping begin and end dates as needed. If FML is used concurrently with CCL
(Compensatory Leave Taken) or OCL (Overtime Leave Taken), the CCL and/or OCL takes are
entered on the Timesheet; CCL and OCL are not available on the Absence Event page.

¢ Review the FML Without Concurrent Absence Query to identify any missing concurrent
absence events. V_TA_FML_CONCURRENT_ABS_AUDIT

e See other TA sections of this Job Aid for paid extended leave types that run concurrently with
Family Medical Leave.

Absence EventEntry  Foreoast Messages
Employes ID EmplResord 0 Name
From |P8i12/2028 [F] Through |C8/20:2025 E‘ ‘ Refresh ‘ ‘

Absence Events (O
(®][a]

Absence Take ProcessStstus  ForecastValie [
“Absence Take Description *Begin Date End Date Partial Hours *Process Action Voided | Original Begin Date Details Entry Source Workflow Status
e a . o Administrator Absence 11 =
[vac maxe eLEm Q| |vacation |ovtei2025 [E| | [oszozos ]| | [ Mormai v| [osr1er2025 [E]] |oeisis vt Approved [+]/[=]
[P Taace eEm Q| |Famiy andMedesl [osi162025 | | [osmozozs E]ll || [rsormas v/ [oorteiz025 )| |pewmis Adminisirator Absenos Approved | + ‘ ‘ - ‘

Leave Event
B =]
cast Messages
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Timesheet Entry:

o If the employee is working intermittently while on Family Medical Leave, the Employee,
Supervisor, Timekeeper, or TL Admin must enter productive and other non-productive hours on
the timesheet as applicable.

Team Time

Enter Time

Employee ID Time Reporting Type Workgroup SNRFO71E2

Empl Record 0 Earliest Change Date 017252026

=] \ZHZ\ July 27,2026 - August 2, 2026 “Viewsy [ Weeky

Scheduled 40.00 | Reported 44.00 Hours

“Time Reporting Code

[Reo-Rogunrios ] we [+] [5] | 500 | ooo] | so0] | o] | s | I | [1s2s0cc0r___a] [1ezm0 al | a chanices

w o [F] e 1a200cc0P 18200 GhatFields

w0 [1] a» cnanries

Appovals  TmeSummary  Absences | Exceptions | PayableTime

TA Donated Leave
The AM Administrator should adjust balances following the TA374 Managing Absence Balances Job
Aid (see Managing Leave Donation and Returning Unused Leave Donation Hours sections).

Balance adjustments and absence events will be processed by the Absence Calculation Process for
tracking purposes.

The AM Administrator should enter and approve the Donated takes on the Absence Event page.
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FML Accumulators and Payee Messages:

The following accumulators track FML usage and generate payee messages that serve as warnings
when certain accumulator limits are reached. Review the Results by Calendar Group and Calendar
pages or query to review the accumulators. Run the V_TA_PAYEE_MESSAGES query to review the
payee message warnings for Paid Leave usage.

Accumulators

FMLA EMP/FAM BAL.: Includes all FML events with a reason of FMLA Employee or FMLA
Family used in the leave year. A payee message generates when this accumulator either
exceeds 480 hours in the leave year or exceeds the prorated amount for Part-Time employees
based on their percentage of Full-Time employment

FMLA MILITARY BAL.: Includes all FML events with a reason of FMLA Military or no reason
used in the past rolling 12 months. A payee message generates when this accumulator exceeds
26 weeks (1040 hours) in the leave year (rolling 12 months) or exceeds the prorated amount for
Part-Time employees based on their percentage of Full-Time employment. This accumulator
automatically zeroes out at the beginning of the new leave year unless a consecutive FML event
crosses over into the new leave year

FMLA ROLLOVER BAL: Includes all FML events used in the past rolling 12 months regardless
of reason

SDP FMLA TAKE BAL.: Includes all VSDP Sick Leave (SDP) events taken since a consecutive
FML event began. A payee message generates when the employee exceeds 33% usage of their
available SDP balance (based on the SDP balance available on the date the FML event began)

SCK FMLA TAKE BAL: Includes all Traditional Sick Leave (SCK) events taken since a
consecutive FML event began. A payee message generates when the employee exceeds 33%
usage of their available SCK balance (based on the SCK balance available on the date the FML
event began)

Payee Messages

Employee Exceeds FMLA Leave Year Limit of 480 Hours. Pay Period End Date: %1

Part Time Employee Exceeds FMLA Leave Year Limit. Pay Period End Date: %1

Employee Exceeds Military FMLA Limit of 1040 Hours. Pay Period End Date: %1

Part Time Employee Exceeds Military FMLA Limit. Pay Period End Date: %1

Employee Exceeds SDP Usage Limit of 33% During FMLA

Employee Exceeds SCK Usage Limit of 33% During FMLA
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Processing Paid Leave Overview (PY Admin)

The Job Data Payroll Status is updated to Leave with Pay when the HR Administrator has placed an
employee on a Paid Leave of Absence. A paysheet continues to process while in this status.

The Payroll Administrator will need to key SPOT transactions using the appropriate earnings code,
ensuring the employee is paid correctly. The Payroll Administrator will review the employee’s:

e Job Data
o The effective date for when the employee went out on leave
o Review the Turn Off Auto Pay field
o Verify the Holiday Schedule was updated to HOLSTD
o Review the employee’s compensation
e Timesheet information
o Work schedule
o TRCs on Timesheet

The Turn Off Auto Pay field controls the job pay that is processed for an employee and is located on
an employee’s Job Data at the bottom of the Work Location tab. This field has the option to be set to
“Yes” or “No”.

Turn Off Auto Pay field is “Yes”:

e The Job Data salary compensation will not process automatically.

e Additional pay(s) will not process automatically. This includes ‘VRS’ (VRS Contribution Base)
and ‘PRW’ (Premium Reward).

e Updating the Turn Off Auto Pay field to “Yes” or “No” in the middle of the pay period will not
prorate the employee’s pay.

o Paid Leave Start - If the Job Data effective date starts in the middle of the pay period,
the salary (job) pay, and additional pay will be turned off for the entire pay period by
the Pay Calculation process.

o Return From Leave - If the Job Data effective date is in the middle of a pay period, the
salary (job) pay, and additional pay will be turned back on for the entire pay period by
the Pay Calculation process.

e Earnings SPOT transactions will include at a minimum

o STD, WCL, WCP or WCS

o RGS - for time worked or if supplementing with leave

o VRS - to process Retirement Benefits

o PRW (if applicable)

Turn Off Auto Pay field is No:

o The Job Data salary (job pay) compensation will process automatically.
e Additional pay(s) will process automatically. This includes ‘VRS’ (VRS Contribution Base) and
‘PRW’ (Premium Reward).
e SPOT transactions will include at a minimum
o STD, WCL, WCP or WCS
o RGS - Reduction of RGS, dependent on time worked or if supplementing leave
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The Payroll Administrator will use the appropriate calculation spreadsheet, obtained from the DOA
Payroll Operations Forms website, to determine the hourly rate and the number of hours for the pay
period. This information is entered in SPOT for the employee to be paid accurately.

For details about entering transactions into SPOT, see the job aid titled PY381 Using the Single-Use
Payroll Online Tool. This Job Aid is located on the Cardinal website in Job Aids under Learning.

For details about reviewing employee paychecks, see the job aid titled PY381 Overview of the
Review Paycheck Page. This Job Aid is located on the Cardinal website in Job Aids under Learning.

Note: Do not enter a separate check which includes the earnings codes below that have a begin and
end date within the current pay period. Doing so will cause an error. If the begin and end dates are not
in the current period, it will not cause an error. They are as follows:

e LSH - Leave Share

e STD — Short Term Disability

e WCL - VSDP Work Comp Pay
e WCP - Workers’ Comp

e WCS — Work Comp Supplement

Crosswalk between Short Term Disability and Workers’ Compensation

When entering Workers’ Compensation in SPOT, use the appropriate earnings code based on the type
of Workers’ Comp that is applicable for the employee.

Account |Description Taxability VSDP  |Traditional
Cardinal Earnings Code
5011510|Worker's Compensation MNonTaxable WCP WCP
5011520|W/C Supplement Taxable WCS
5011530|VSDP - non-work related Taxable STD
5011540(VSDP/WC - VSDP for work related NonTaxable WCL
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Short Term Disability Scenarios (PY Admin)

This section of the Job Aid covers Short Term Disability scenarios. There are two sections, one for
when the Turn Off Auto Pay field is set to “Yes” and the second section for when the Turn Off Auto
Pay field is set to “No”. The status of this field on the Work Location page in Job Data impacts what is
entered into the Single-Use Payroll Online Tool (SPOT).

Each scenario contains an overview, followed by screenshots of the SPOT entry, sample of associated
SPOT comments, and the Review Paycheck page, Other Earnings section after Payroll Calculation
has run. Due to the decimal places, the rate of pay calculated may vary slightly.

IMPORTANT NOTE: The scenarios included in this section cover some of the more common examples
of STD and WC and are not all inclusive. Individual cases will vary and may require additional
transactions not shown here. Please refer to the CAPP Manual or SPO for guidance.

The Table of Contents section of this job aid provides the specific scenarios that will help provide
guidance as to what needs to be entered in SPOT. It is recommended that reference is made to the
specific scenario as applicable.

For details about entering transactions into SPOT, see the job aid titled PY381 Using the Single-Use
Payroll Online Tool. This Job Aid is located on the Cardinal website in Job Aids under Learning.

For details about reviewing employee paychecks, see the job aid titled PY381 Overview of the
Review Paycheck Page. This Job Aid is located on the Cardinal website in Job Aids under Learning.
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PY Turn Off Auto Pay — Yes

Employee goes out at the Beginning of the Pay Period — STD 100% (Turn Off Auto Pay- Yes)
e Effective Date of STD: 07/25/2024

e Job Data Semimonthly Compensation: $2083.33

e Calculated Hourly Rate: $21.701350

e VRS Contribution Base: $2083.33

e Premium Reward (PRW): $8.50

e Calculated Hours for the Period: 96 Hours

SPOT Transactions:

=[]
Status Review Status Comments  Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Earns Begin Dt Earns End Dt
10K ® 1] a| [ oa Leave WiPy [sm a VSDP Benefits 072512024 ]| [08i00/2024
2 0K @ 2| a] [oqa] Leave WPy [VRs Q|  VRSContribution Base  [07/25/2024 ]| (08092024 [i)|
3 0K @ 3| Q| [ oa] Leave WiPy [PRW Q| Premium Reward 072512024 ]| |oaigi2024 )|
130f3 v | Viewal
F:iiuds Tax Method Oth Hrs Hourly Rate Amount ?:I?::t Ded Benefit Subset ID Genl Ded Taken Genl Ded Subset Sepchk # aadi :Iehqr
[ 1] [ Amnuaiizea v| | 208333]  Deduction Deduction [ o [ al [+] [-]
| 1‘ ‘ Annualized v‘ | 2083 33| Deduction Deduction ‘ 0| ‘ Q ‘ ‘ + ‘ | -— ‘
| 1‘ ‘ Annualized V‘ | 8. 50| Deduction Deduction ‘ 0| ‘ Q ‘ ‘ =+ ‘ | - ‘
SPOT Comments page x SPOT Comments page x
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 1 Seq# 2
Comment Employee is on STD at 100% for the entire pay period Comment Employee on STD at 100% for entire pay period (7/25-
(7/25-8/9/2024). Auto Pay is turned off. 8/8/2024). Auto Pay is turned off. Adding VRS
Contribution base at 100%.
) 2
. .

SPOT Comments page X
Help
Empl ID
Empl Record ]
Sec# 3
Comment Employee on STD at 100% effective 7/25-8/9/2024.

Auto Pay is turned off. Adding PRW.

“ Gancel

Note: If the employee does not have a Premium Reward on their Additional Pay page, do not enter it.
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Review Paycheck Page:

’ Paycheck Earmings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions ‘
Empl ID Name
Company DLI Pay Group SM1 Pay Period End  08/09/2024 Page 1 Line 30 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
lssue Date  08/16/2024 Paycheck Number Taxes 395.35
Off Cycle Reprint Adjustment Corrected Cashed Deductions 3r2.17
Net Pay 1,324.31
~ Earnings Q| [10f3 v [ [ W] 1 viewau
Begin Date (07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason  Not Specified
Other Earnings
| = ‘ | Q ‘ | View Al
[ Other Earnings Details 1 \ | Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 850 OP
~ Eamings Q| KK H20f3 v|| P[]0 viewan
Begin Date  (7/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason  Not Specified
Other Earnings
| 5 | | Q | | View Al
[ Other Earnings Details 1 ‘ ‘ Other Earnings Details 2 1»
Code Description Rate Used Hours Rate Amount Source
VRS VRS Contribution Base Hourly Rate 2.083.33 OP
~ Earnings Q| [1]| «] 303~ View Al
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 5 Reasen  Not Specified
Other Earnings
| = ‘ ‘ Q ‘ [ View Al
[ Other Earnings Details 1 ‘ | Other Earnings Details 2 13
Code Description Rate Used Hours Rate Amount Source
STD VSDP Benefits Hourly Rate 2,083.33 OP
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Cardinal

Cross Functional Job Aid

Processing Paid Leaves of Absence in Cardinal

Employee Goes out in the Middle of the Pay Period — STD 100% (Turn Off Auto Pay - Yes)
e Effective Date: 08/01/2024
e Job Data Semimonthly Compensation: $2083.33

e Calculated Hourly Rate: $21.70135

e VRS Contribution Base (VRS): $2083.33
e *Premium Reward (PRW): $8.50
e Calculated Hours: 96 (40 hours worked 56 hours STD)

SPOT Transactions:

EEY
Status  Review Status ~ Comments  Seq¥  Empl ID EmplRcd  Name Payroll Status  EamCode  Description Earns Begin Dt Earns End Dt
10K @ 1| Q| | oa| Leave W/Py |sTo Q|  vsDPBenefits |0sr0172024 1| |08109/2024 [i] |
2 OK @ 2| Q| | oa] Leave W/Py VRS Q| VRS ConrbutionBase  [07/25/2024 [iF]| |08i09/2024 [ |
3 0K @ 3! Q| | oa| Leave W/Py |[PRW Q|  Premium Reward |0712572024 | |0si09/2024 [iF]|
1 OK @ 4| Q| [ 0q] Leave WiPy [RGS Q|  Regular Time-Salaried  [07/252024 [ixH]| 0713112024 [i]|
1-40fd4 v | View Al
;a;i ods Tax Method Oth Hrs Hourly Rate Amount $:|':::it Ded Benefit Subset ID Genl Ded Taken Genl Ded Subset Sepchk # &t fﬁ;“_
[ 1] [ Annuatized ~ ‘ 1215.23) Deduction Deducticn [ [ a] ‘ + ‘ ‘ - ‘
[ 1] [ Annualized ~| ‘ 208333 Deduction Deducticn [ o [ a] ‘ + ‘ ‘ - ‘
[ 1] [ Annualizea ~| ‘ 850 Deduction Deduction | o | qa ‘ + ‘ ‘ - ‘
[ 1] [ Annualized ~| | 4000 | 21701350 0.00 Deduction Deduction [ o [ 4] ‘ + ‘ ‘ - ‘
SPOT Comments:
SPOT Comments page x SPOT Comments page x
Help Help
Empl ID Empl ID
Empl Record 4] Empl Record s}
Seq# 1 Seq# 2
Comment Employee on STD at 100% for partial pay period Comment Employee on STD at 100% for partial pay period
effective 8/1 - 8/9/2024. Autc Pay is turned off effective 8/1 - 8/9/2024. Auto Pay is turned off.
Adding VRS Contribution base at 100%
P P
. (o [
SPOT Comments page x SPOT Comments page *
Help Help

Empl ID

Empl Record 0
Seq# 3
Comment

effective /1 -
Adding PRW.

Employee on STD at 100% for partial pay period

8/9/2024. Auto Pay is turned off.

“ cancel

Empl ID
Empl Record
Seq#

Comment

0
4

Employee on STD at 100% for partial pay period
effective 8/1 - 8/%/2024. Auto Pay is tuned off. Adding

RGS for 40 hours worked

“ caneel

Note: If the employee does not have a Premium Reward on their Additional Pay page, do not enter it.
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%/ Cardinal Cross Functional Job Aid

V4 Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page:

[ Paycheck Earnings I | Paycheck Taxes ‘ | Paycheck Deductions
Empl ID Name
Company DLI Pay Group SM1 Pay Period End  08/09/2024 Page 2 Line 21 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
Issue Date  08/16/2024 Paycheck Number Taxes 325.88
Off Cycle Reprint Adjustment Corrected Cashed Deductions 820.67
MNet Pay 94528
~ Earnings [a]| 1or4 ~|[ » || P |1 viewan
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason  Not Specified
Other Earnings
| =) | | Q | View Al
[ Other Earnings Details 1 l ‘ Other Earmings Details 2 >
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 8.50 OP
~ Earnings la |1 [ «|[20ta ~|[ » |[ P ]I Viewan
Begin Date 07/25/2024 End Date 08/09/2024 Addl Line Nbr 4 Reason Mot Specified
Other Earnings
‘ = | | Q | View All
I Other Earnings Details 1 1 | Other Eamings Details 2 1>
Code Description Rate Used Hours Rate Amount Source
VRS VRS Contribution Base Hourly Rate 2,083.33 OP
Begin Date  08/01/2024 End Date  (08/09/2024 Addl Line Nbr 5 Reason  Not Specified
Other Earnings
| = | | Q | | ViewAll
I Other Earnings Details 1 \ | Other Earnings Details 2 1>
Code Description Rate Used Hours Rate Amount Source
5TD WSDP Benefits Hourly Rate 121528 OP
~ Earnings [a |1 [ ][ «|[40ra ~ View Al
Begin Date  07/25/2024 End Date  07/31/2024 Addl Line Nbr 8 Reason  Not Specified
Other Earnings
‘ = ‘ | Q | View All
[ Other Earnings Details 1 } | Other Earnings Details 2 {13
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate 40.00 21.701350 868.05 OP
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‘Cardinal
P4

Cross Functional Job Aid

Processing Paid Leaves of Absence in Cardinal

Employee Goes out at the beginning of the Pay Period— STD 80% (Turn Off Auto Pay - Yes)

o Effective Date: 07/25/2024
¢ Job Data Semimonthly Compensation: $2083.33
e Calculated Hourly Rate: $21.70135

e VRS Contribution Base (VRS): $2083.33

e *Premium Reward (PRW): $8.50

e Supplementing with leave: No
e Calculated Hours: 96 (76.80 STD)

SPOT Transactions:

=a
Status  Review Status Comments  Seq# Empl ID EmplRed  Name Payroll Status Earn Code Descriptien Earns Begin Dt Earns End Dt
1 0K ® 1 Q| | oa] Leave WIPy |STD Q|  VSDPBenefts 072520244 )| omnora024 |
2 0K ® 2|| a [ oa] Leave W/Py VRS Q| VRS Coniribution Base  |07/2512024 [z | 0810972024 iz
5 0K ® 3 Q| [oa] Leave WIPy [PRW Q| Premium Reward 0772572024 )| 0810972024 iz
View All
gae:iods Tax Method Oth Hrs Hourly Rate Amount ?:;::‘ Ded Benefit Subset ID Genl Ded Taken Genl Ded Subset Sepchk # Addl :Ieh?
|71‘ ‘ Annualized V| ‘ 1666. 66‘ Deduction Deduction |70| ‘ Q ‘ ‘T‘ |t‘
| 1‘ ‘ Annualized v| ‘ 2083.33‘ Deduction Deduction |_O| ‘ Q ‘ ‘T‘ |:‘
| 1‘ ‘ Annualized vl ‘ 850‘ Deduction Deduction |7D| ‘ Q ‘ ‘T‘ |i‘
SPOT Comments:
SPOT Comments page X SPOT Comments page x SPOT Comments page X
Help Help Help
Empl ID Empl ID Empl ID
Empl Record 0 Empl Record 0 Empl Record 0
Seq#t 1 Seq# 2 Seq# 3
Comment Employee on STD at 80% for full pay period, 7/25- Comment Employee on STD at 80% for full pay period, 7/25- Comment Employee on STD at 80% for full pay period, 7/25-

8/9/2024. Auto Pay is turned off. Entered 80% for
D.

“ Cancel

8/9/2024. Auto Pay is turned off. Adding VRS
Contribution base at 100%.

“ Cancel

8/9/2024. Auto Pay is turned off.  Adding PRW.

“ Cancel

Note: If the employee does not have a Premium Reward on their Additional Pay page, do not enter it.
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4/ Cardinal Cross Functional Job Aid

V4 Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page:

Paycheck Earnings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
EmplID 00306262400 Name DOE, JOHN
Company DLI Pay Group SM1 Pay Period End  (08/09/2024 Page 2 Line 5 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 1,675.16
|ssue Date  08/16/2024 Paycheck Number Taxes 175.80
Off Cycle Reprint Adjustment Corrected Cashed Deductions 575.10
Net Pay 924 26
~ Earnings Q| [1of3 v|[ »[[ M ] Viewau
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason  Not Specified
Other Earnings
| = ‘ | Q | View All
[ Other Earnings Details 1 ‘ | Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
VRS VRS Contribution Base Hourly Rate 2,083.33 OP
~ Earnings fa |1 [ ]| «|[2ef3 "H > E| M| Viewa
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason Not Specified
Other Earnings
| = | | Q | View All
[ Other Earnings Details 1 ‘ ‘ Other Earmnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
STD VSDP Benefits Hourly Rate 166666 OP
~ Earnings a1 || 4303 View Al
Begin Date  (07/25/2024 End Date  (8/09/2024 Addl Line Nbr 5 Reason Mot Specified
Other Earnings
| e | \ Q | View Al
’ Other Earnings Details 1 ‘ | Other Earnings Details 2 3
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 850 OP
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‘Cardinal Cross Functional Job Aid

V4 Processing Paid Leaves of Absence in Cardinal

Employee goes out at the beginning of the Pay Period Supplementing with leave — STD 80%

(Turn off Auto Pay - Yes)

o Effective Date: 07/25/2024

e Job Data Semimonthly Compensation: $2083.33

e Calculated Hourly Rate: $21.70135

e Calculated Hours: 96 (STD 76.80 and Supplemental Leave 19.20)
e VRS Contribution Base (VRS): $2083.33

e *Premium Reward (PRW): $8.50

e Supplementing with leave: Yes

SPOT Transactions:

Y
Status  Review Status Comments  Seq# Empl ID EmplRed  Name Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt
1 OK @ 1| Q| | oa] Leave W/Py [sTo a VSDP Benefits |o7i25/2024 [ | |0sr00r2024 [
2 oK @ 2 Q] [ oa] Leave W/Py [vrs a VRS Contribution Base | 07/26/2024 i3] | |0sr09r2024 [i=H)|
3 OK =] 3 Q] [ oa] Leave W/Py PRV Q] Premium Reward |07i26/2024 ]| |0sr09r2024 [i=H)|
4 @ 4 | Q| [ oa] Leave W/Py |Res Q| Regular Time - Salaried | 07/26/2024 [z | | 080912024 [i=H)|
View All
T ds | TaxMethod Oth Hrs Hourly Rate Amount el L Benefit Subset D Genl Ded Taken GenlDed Subset  Sepchk#  Add! 2ed
[ [ Annuaized v [ 1666.66 Deduction Deduction [ o | a] ‘ + ‘ ‘ - ‘
[l | annualizea ~| [ 2083.33 Deduction Deduction | o | a] ‘ F ‘ ‘ - ‘
|1 | Annuaiized v| | 8.50| Deduction Deduction [ o [ Q| ‘ + ‘ ‘ —_ ‘
| 1] | Annualized ~| [ 1ez0| | 21.701350 | 0.00 Deduction Deduction [ o [ al [+] [—]
SPOT Comments page 3¢ SPOT Comments page =
Help Help
Empl ID Empl ID
Empl Record o Empl Record ¢}
Seq# 1 Seq# 2
Comment Employee on STD at 80% for full pay period, 7/25- Comment Employee on STD at 80% for full pay period, 7/25-
8/9/2024. Auto Pay is turned off. Entered 80% for 8/9/2024. Auto Pay is turned off. Adding VRS
STD Contribution base at 100%.
4 4
_—— ——
SPOT Comments page = SPOT Comments page >
Help Help
Ermpl 1D Empl ID
Empl Record o Empl Record o
Sea s Seq# 4
Comment Employee on 51U at 8U% for tull pay period, //25- CGomment g{ggggie EDIETPE;VE':SBE;?;S; cf,";'f“ ;ﬂzgiﬁ’gﬂ;’éﬁ:‘im
8/9/2024. Auto Pay is turned off.  Adding PRW. leave for 19.20 hours for full pay period. Added RGS
10 cover supplement
P A
[ o< Il [ o< ]

Note: If the employee does not have a Premium Reward on their Additional Pay page, do not enter it.
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%/ Cardinal

=

Cross Functional Job Aid

/7

Review Paycheck Page:

Processing Paid Leaves of Absence in Cardinal

[ Paycheck Earmings l | Paycheck Taxes | | Paycheck Deductions
Empl ID Name
Company DLI Pay Group SM1 Pay Period End  08/09/2024 Page 2 Line & Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
Issue Date 08/16/2024 Paycheck Number Taxes 282.22
Off Cycle Reprint Adjustment Corrected Cashed Deductions 1,268.17
Net Pay 541.44
~ Earnings la 1of4 ~[[ » |[ P11 Viewan
Begin Date 07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason Not Specified
Other Earnings
‘ = | | Q | | View Al
[ Other Earnings Details 1 \ | Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
STD VSDP Benefits Hourly Rate 1,666.66 OP
~ Earnings [a |t [w|] «|[2ota~|[»]|[r]|I Viewan
Begin Date 07/25/2024 End Date 08/09/2024 Addl Line Nbr 5 Reason  Not Specified
Other Earnings
‘ = | ‘ Q | | View AN
[ Other Earnings Details 1 } | Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
VRS VRS Contribution Base Hourly Rate 2,08333 OP
~ Earnings fa| 1 [m]|] «][3cfa~|[»]|[r]1 viewan
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 6 Reason Not Specified
Other Earnings
| = | | Q | | ViewAll
[ Other Earnings Details 1 } | Other Earnings Details 2 1
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 850 OP
~ Earnings [a |1 [ 4] «|[a0fa~ View All
Begin Date  07/25/2024 End Date (08/09/2024 Addl Line Nbr 8 Reason Not Specified
Other Earnings
‘ = | ‘ Q | [ View All
[ Other Earnings Details 1 | ‘ Other Earnings Details 2 1>
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate 19.20 21701350 416.67 OP
Rev 9/1/2026
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Cross Functional Job Aid

/y Cardinal

PY Turn Off Auto Pay — No

Processing Paid Leaves of Absence in Cardinal

This section contains examples of Short-Term Disability (STD) when the Turn Off Auto Pay field is set

to “No” on the employee’s Job Data page.

Employee goes out at the beginning of the Pay Period - STD 100% (Turn Off Auto Pay - No)

o Effective Date: 07/25/2024

e Job Data Semimonthly Compensation: $2083.33

e Calculated Hourly Rate: $21.701350

¢ VRS Contribution Base (VRS): $2083.33
e *Premium Reward (PRW): $8.50

e Calculated Hours: 96

SPOT Transactions:

Bl
Status  Review Status Comments  Seq# Empl ID EmplRed  Name Payroll Status Earn Code Description Earns Begin Dt Earns End Dt
1 ® 1 Q| | oa Leave WPy [sTD @ | vSDP Benefits 071252024 [ 0810912024 iz
2 ® 2 Q| [ oa] Leave WiPy [Res Q| ReguiarTime-Salaried 0772512024 [iF]| 0810912024 [iE]|
View All
X s | TaxMethod Oth Hrs Amount Benefit Ded Benefit SubsetID  Genl Ded Taken GenlDed Subset  Sepchk#  ~dd! ﬁﬁ;‘_
|71‘ ‘ Annualized V‘ ‘ 2083.33 Deduction Deduction | 0‘ ‘ Q ‘ |T‘ ‘:‘
[ 1] [ Annvaized vl \ E 21701350 0.00 Deduction Deduction [ o [ a] [+] [-]
SPOT Comments:
SPOT Comments page X SPOT Comments page X
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 1 Seq# 2
Comment Employee on STD at 100% for full pay period, 7/25- Comment Employee on STD at 100% for the full pay period 7/25-

8/9/2024. Auto Pay is turned on. Entered 100% for

“ Cance‘

Rev 9/1/2026

“| Gancel |

8/9/2024. Auto pay is turned on, so reducing the 96
RGS hours for the full pay period.
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Cross Functional Job Aid

4/ Cardinal
/

Review Paycheck Page:

Processing Paid Leaves of Absence in Cardinal

Paycheck Earnings

‘ Paycheck Taxes H Paycheck Deductions

Empl ID Name

Company DLI Pay Group SM1

Paycheck Information

Pay Period End  08/09/2024

Page 2 Line 8 Separate Check

Paycheck Totals

Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
lssue Date  08/16/2024 Paycheck Number Taxes 42023
Off Cycle Reprint Adjustment Corrected Cashed Deductions 23217
Net Pay 1,439.43
~ Eamnings |Q [1ofs v » | |1 Viewa
Begin Date  08/03/2024 End Date  (08/09/2024 Addl Line Nbr Reason Not Specified
Other Earnings
= a View Al
’ Other Earnings Details 1 ‘ | Other Earnings Detalils 2 1
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 865.06
~ Earnings |Q| | I<H P H30f5 vH » || >|‘ View Al
Begin Date  07/25/2024 End Date  (7/26/2024 Addl Line Nbr Reason Not Specified
Other Earnings
| B H Q | View All
[ Other Earnings Details 1 ‘ | Other Eamings Details 2 {3
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 1.42
VRS VRS Contribution Base Hourly Rate 347 22

Rev 9/1/2026

Page 87 of 121




Cardinal Cross Functional Job Aid

7 Processing Paid Leaves of Absence in Cardinal
~ Eamnings |§| |E| |Z| [40f5 | |I‘ |I| View Al
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason Not Specified

Other Earnings

‘ = ‘ | Q ‘ View All
[ Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 1»
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate -96.00 21.701350 208333 OP
~ Earnings Q| [l 4505~ View Al
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason  Not Specified

Other Earnings

LAY View Al
’ Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 1>

Code Description Rate Used Hours Rate Amount Source

STD VSDP Benefits Hourly Rate 2,083.33 OP
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‘Cardinal

Cross Functional Job Aid

/7

Processing Paid Leaves of Absence in Cardinal

Employee goes out in the Middle of the Pay Period — STD 100% (Turn Off Auto Pay - No)

o Effective Date: 08/01/2024

e Job Data Semimonthly Compensation: $2083.33

e Calculated Hourly Rate: $21.70135
¢ VRS Contribution Base (VRS): $2083.33
e *Premium Reward (PRW): $8.50

e Calculated Hours: 96 (STD- 56 hours and Hours worked — 40 hours)

SPOT Transactions:

By
Status  Review Status Comments  Seq# Empl ID EmplRcd  Name Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt
10K ® 1) a| | oa leaveWPy  STD Q  VSDPBensfis (os012024 ] osowzen4 )|
20K e Q| [ o] ileaeWPy  iRGS Q| iRegularTime- Salaried 081012024 ]| 1 0sioar2004 f7)
View All
;ae)r('i ods Tax Method QOth Hrs Hourly Rate Amount ?::::" Dsd Benefit Subset ID Genl Ded Taken Genl Ded Subset Sepchk # Addl ileh?'
|71‘ | Annualized V‘ ‘ 1215.38 Deduction Deduction ‘70‘ ‘ Q ‘ ‘T‘ |T‘
[ 1 [ Annualized v \ s600] | 21.701350)| 0,00 Deduction Deduction [ | al |+ |-
SPOT Comments:
SPOT Comments page x SPOT Comments page &
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq#t 1 Seq# 2
Comment Employee on STD at 100% for partial pay period Comment Employee on STD at 100% for partial pay period

effective 8/1-8/9/2024. Auto Pay is turned on. Entered
STD for 56 hours for partial pay period

“ cancel

effective 8/1-8/8/2024. Auto Pay is turned on, so

reducing the 56 RGS hours for the partial pa

y period.
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4/ Cardinal Cross Functional Job Aid
4

Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page:

Paycheck Earnings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name |
Company DLI Pay Group SM1 Pay Period End  08/09/2024 Page 2 Line 9 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.93
Issue Date  08/16/2024 Paycheck Number Taxes 3731
Off Cycle Reprint Adjustment Corrected Cashed Deductions 32210
Net Pay 1,396.72
~ Eamings |1 [ 1] «|[zos | » [ M| Viewan
Begin Date  07/27/2024 End Date  08/02/2024 Addl Line Nbr 1 Reason Mot Specified
Empl Record 0 Benefit Record 0 Additional Data
Other Earnings
‘ = ‘ | Q | View All
[ Other Earnings Details 1 ‘ ‘ Other Earnings Details 2 1»
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 868.05
~ Earnings a1 W[ «|[zot5 v|[[ » ][ p] 1 viewan
Begin Date  07/25/2024 End Date  07/26/2024 Addl Line Nbr 2 Reason Mot Specified
Other Earnings
| E= H Q | View Al
[ Other Earnings Details 1 ‘ | Other Eamings Details 2 1
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 1.42
VRS VRS Contribution Base Hourly Rate 347.22
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Cardinal Cross Functional Job Aid

7 Processing Paid Leaves of Absence in Cardinal
~ Earnings |§| |E| ‘I| [40f5 v |I‘ |I| View Al
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason Not Specified

Other Earnings

| & | | Q ‘ View All
[ Other Earnings Details 1 ‘ | Other Eamings Details 2 1
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate -96.00 21.701350 -2,083.33 OP
~ Earnings Q|1 [ W[ «|50s v View Al
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason Not Specified

Other Earnings

|5 |Q View Al
[ Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 13

Code Description Rate Used Hours Rate Amount Source

STD VSDP Benefits Hourly Rate 208333 OP
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‘Cardinal

Cross Functional Job Aid

/7

Processing Paid Leaves of Absence in Cardinal

Beginning of the Pay Period - not supplementing with leave — STD 80% (Turn Off Auto Pay - No)

o Effective Date: 07/25/2024

e Job Data Semimonthly Compensation: $2083.33

e Calculated Hourly Rate: $21.70135

e VRS Contribution Base (VRS): $2083.33

e *Premium Reward (PRW): $8.50

e Calculated Hours: 96 (STD- 56 hours)

SPOT Transactions:
EIEY
Status  Review Status Comments  Seq# Empl ID EmplRed  Name Payroll Status ~ Earn Code Description Earns Begin Dt Earns End Dt
1 0K ® 1 Q| | oq leaveWPy  |STD Q  VSDP Benefits (07252024 ]| |osioeiz204 )|
2 0K @ 2| a| [ oq Leave WIPy RGS Q|  ReguiarTime-Salaried |07/252024 ]| |08/00/2024 [l
View All
;ae:i o5 Tax Method Oth Hrs Hourly Rate Amount ?:::r:it Ded Benefit Subset ID Genl Ded Taken Genl Ded Subset Sepchk # Addl Seh‘:
|71‘ ‘ Annualized V‘ ‘ 1666.66 Deduction Deduction |7D‘ ‘ Q | ‘T‘ ‘j‘
[1] [ Annuaiized vl [ ss00| | 21701350 0.00 Deduction Deduction [ o [ a] ‘T‘ ‘:‘
SPOT Comments:
SPOT Comments page x SPOT Comments page x
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 1 Seq# 2
Comment Employee on STD at 80% for full pay period 7/25- Comment Employee on STD at 80% for full pay period effective
8/9/2024. Auto Pay is turned on. Entered STD at 7125-8/9/2024. Auto Pay is turned on and the
80%. employee is not supplementing with leave. Reducing

the 96 RGS hours for the full pay period.
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%/ Cardinal
/

Review Paycheck Page:

Cross Functional Job Aid
Processing Paid Leaves of Absence in Cardinal

Paycheck Earnings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name [0
Company DLI Pay Group  SM1 Pay Period End  08/09/2024 Page 2 Line 10 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 1675.16
lssue Date  08/16/2024 Paycheck Number Taxes 22393
Off Cycle Reprint Adjustment Corrected Cashed Deductions 336.67
Net Pay 1,114.56
~ Earnings =y 10f5 ~|[ b || b1 ] 1 Viewan
Begin Date  08/03/2024 End Date  08/09/2024 Addl Line Nbr Reason Not Specified
Other Earnings
| = H Q | View Al
[ Other Earnings Details 1 l ‘ Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 868.06
~ Earnings [ |1 [ ][ «|[2ot5~|[ b |[#]1 Viewan
Begin Date  07/27/2024 End Date  08/02/2024 Addl Line Nbr 1 Reason  Not Specified
Other Earnings
| == | ‘ Q ‘ View Al
[ Other Earnings Details 1 } | Other Earmings Details 2 113
Code Description Rate Used Hours Rate Amount Scurce
PRW Premium Reward Hourly Rate 354
VRS VRS Contribution Base Hourly Rate 868.05
~ Earnings fa| [ | «[3ors || || b ] Viewan
Begin Date 07/25/2024 End Date 07/26/2024 Addl Line Nbr 2 Reason  Not Specified
Other Earnings
| = ‘ | Q | View Al
[ Other Earnings Details 1 l ‘ Cther Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 142
VRS VRS Contribution Base Hourly Rate 34722
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Cardinal Cross Functional Job Aid

7 Processing Paid Leaves of Absence in Cardinal
~ Eamings |§\ |E| \IH 40f5 v| \I\ |I| View Al
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Ner 3 Reason  Not Specified

Other Earnings

| s | \ Q \ View Al
[ Other Earnings Details 1 ‘ | Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate -96.00 21.701350 -2,083.33 OP
~ Eamings [Q|1 [ 1| 4505 ] View Al
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason  Not Specified

Other Earnings

|§| |§| View All
[ Other Earnings Details 1 ‘ ‘ Other Earnings Details 2 >

Code Description Rate Used Hours Rate Amount Source

STD VSDP Benefits Hourly Rate 1,666.66 OP
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‘Cardinal

Cross Functional Job Aid

/7

Processing Paid Leaves of Absence in Cardinal

Beginning of the Pay Period- supplementing with leave — STD 80% (Turn Off Auto Pay - No)

o Effective Date: 07/25/2024

¢ Job Data Semimonthly Compensation: $2083.33

e Calculated Hourly Rate: $21.70135
e VRS Contribution Base (VRS): $2083.33
e *Premium Reward (PRW): $8.50

e Calculated Hours: 96 (STD — 76.80 Supplementing Hours -19.20)

SPOT Transactions:
319
Status  Review Status =~ Comments  Seq# Empl ID EmplRcd  Name Payrell Status  Earn Code Description Earns Begin Dt Earns End Dt
10K @ 1 al | oq] leaveWPy  [STD Q|  VSDPBenefis |omiasio024 )| omoar20a4 )|
20K ® 2| al | oQ] leweWPy  [RGS Q|  ReguiarTime-Salaried |07/26%024 [i]| |08/092004 ]|
View Al
Pae):io e Tax Method Oth Hrs Hourly Rate Amount ?::::“ Ded Benefit SubsetID  Genl Ded Taken Genl Ded Subset  Sepchk # adl iﬁﬂ,
‘ 1‘ ‘ Annualized V‘ | 1666.66 Deduction Deduction ‘ 0| ‘ Q ‘ ‘ + ‘ ‘ - |
‘71‘ ‘ Annualized V‘ | -76 BU‘ | 21,701350‘ 0.00 Deduction Deduction ‘70| ‘ Q ‘ ‘ + ‘ ‘ - |
SPOT Comments:
SPOT Comments page X SPOT Comments page x
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 1 Seq# 2
Comment Employee on STD at 80% for full pay pericd 7/25- Comment Employee on STD at 80% for full pay period effective

8/9/2024 Auto Pay is turned on. Entered STD at
80%.

Rev 9/1/2026

“ Cance‘

7/25-8/9/2024. Auto Pay is turned on and the
employee is supplementing with leave. Reducing the
76.80 RGS hours for the pay period.
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4/ Cardinal Cross Functional Job Aid

/s Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page:

Paycheck Earnings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name | =
Company DLI Pay Group Sh1 Pay Period End  08/09/2024 Page 2 Line 12 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option Check Earnings 2,091.83
Issue Date  08/16/2024 Paycheck Number Taxes 29174
Off Cycle Reprint Adjustment Corrected Cashed Deductions 577.07
Net Pay 1,223.02
~ Eamings Q| [1ofs ~|| » || p |1 Viewnn
Begin Date  08/03/2024 End Date  08/09/2024 Addl Line Nbr Reason  Not Specified
Other Earnings
‘ =S || Q, ‘ View Al
[ Other Earnings Details 1 ‘ ‘ Other Eamnings Details 2 I»
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 868.06
~ Earnings Q||| a|[20t5 %[ ¥ [[ M | Viewan
Begin Date  07/27/2024 End Date  08/02/2024 Addl Line Nbr 1 Reason Not Specified
Other Earnings
‘ = H Q | View Al
[ Other Earnings Details 1 ‘ | Other Eamnings Details 2 13
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 868.05
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/ Cardinal

Cross Functional Job Aid

7 Processing Paid Leaves of Absence in Cardinal
~ Earnings [a|i [ ][ «][30f5«|[ ][ M]I Viewan
Begin Date  07/25/2024 End Date  07/26/2024 Addl Line Nbr 2 Reason  Not Specified
Other Earnings
‘ = H Q | View Al
[ Other Earnings Details 1 \ | Other Eamings Details 2 1
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 1.42
VRS VRS Contribution Base Hourly Rate 347 22
~ Eamings lQ || 4| <] 505 v View Al
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason Not Specified
Other Earnings
‘ =S || Q ‘ View Al
[ Other Earnings Details 1 ‘ | Other Earnings Details 2 {3
Code Description Rate Used Hours Rate Amount Source
STD VSDP Benefits Hourly Rate 1,666.66 OP
~ Earnings fa |1 [ ||| «|[4ots [ »|[ 0|1 Viewan
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason  Not Specified
Other Earnings
| = ‘ | Q | View Al
[ Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 113
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate -76.80 21.701350 -1,666.66 OP
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Cardinal

Cross Functional Job Aid

V4 Processing Paid Leaves of Absence in Cardinal

Returning from STD at 80% in the Middle of the Pay Period - supplementing with leave (Turn Off

Auto Pay - No)

o Effective Date (returned from STD): 08/01/2024
e Job Data Semimonthly Compensation: $2083.33

e Calculated Hourly Rate: $21.701350

e VRS Contribution Base (VRS): $2083.33
e *Premium Reward (PRW): $8.50

e Supplemented 20% with leave

e Calculated Hours: 96 (STD — 32 hours, Supplementing leave hours 8, Hours worked — 56 hours)

SPOT Transactions:
EIEY
Status  Review Status ~ Comments  Seq# Empl ID EmplRed  Name Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt
1 0K 5] 1 Q 0Q Leave W/P STD Q VSDP Benefits 07/25/2024 07/31/2024
v s3] ]
2 0K 8] 2 ‘ Q ‘ ‘ 0a ‘ Leave W/Py ‘RGS Q ‘ Regular Time - Salaried ‘OT(25J2024 ‘ |07J31f2024 ‘
View All
Tax Benefit Ded Addl Seq
Periods Tax Method Oth Hrs Hourly Rate Amount Taken Benefit SubsetID  Genl Ded Taken Genl Ded Subset  Sepchk #
‘ 1‘ ‘ Annualized V‘ ‘ 694.44 Deduction Deduction | 0‘ ‘ | ‘ ‘ ‘ - |
[ 1 [ Amnuaiize M T 21701350 000 Deduction Deduction [ o a| \ \ -
SPOT Comments:
SPOT Comments page % SPOT Comments page X
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 1 Seq# 2
Comment Employee on returned from STD at 80% effective Comment Employee returned from STD at 80% effective

8/1/2024. Auto Pay is turned on. Entered STD at 80%
for partial pay period 7/25 - 7/31/2024

“ CanCeI

“| Cancel |

8/1/2024. Auto Pay is turned on and the employee
supplemented with leave for 8 hours. Reducing the 32
RGS hours for the partial pay period from 7/25-
7/31/2024.
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4/ Cardinal Cross Functional Job Aid

/s Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page:

Paycheck Earnings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name | ==
Company DLI Pay Group  Sh1 Pay Peried End  (08/09/2024 Page 2 Line 13 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
Issue Date  08/16/2024 Paycheck Number Taxes 200.88
Off Cycle Reprint Adjustment Corrected Cashed Deductions 372.59
Net Pay 1,518.36
~ Eamings || [1ors ~|[ » [[ ¥ | Viewan
Begin Date  08/03/2024 End Date  08/09/2024 Addl Line Nbr Reason Not Specified
Other Earnings
‘ 5 H Q | View All
’ Other Earnings Details 1 ‘ ‘ Other Earnings Details 2 >
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 868.06
~ Eamings [Q |1 | ]| 4 205 v[| »|[ ] Viewal
Begin Date  (07/27/2024 End Date  08/02/2024 Addl Line Nbr 1 Reason Not Specified
Other Earnings
| = || Q | View All
[ Other Earnings Details 1 \ | Other Eamnings Details 2 1
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 86805
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/ Cardinal

Cross Functional Job Aid

~ Earnings Q [ || 4 [[ 305 || b [| P[] viewal
Begin Date  (7/25/2024 End Date  (7/26/2024 Addl Line Nbr 2 Reason Not Specified
Other Earnings
| = | | Q | View Al
[ Other Earnings Details 1 ‘ | Other Eamings Details 2 {3
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 1.42
VRS VRS Contribution Base Hourly Rate 34722
~ Eamings la ||| «|[505 v View Al
Begin Date  07/25/2024 End Date  07/31/2024 Addl Line Nbr 4 Reason  Not Specified
Other Earnings
| =S || Q ‘ View Al
’ Other Earnings Details 1 ‘ | Other Eamings Details 2 13
Code Description Rate Used Hours Rate Amount Source
STD VSDP Benefits Hourly Rate 69444 OP
~ Earnings fa |1 [ || «|[4ats || »|[ ] Vewan
Begin Date  07/25/2024 End Date 07/31/2024 Addl Line Nbr 3 Reason Not Specified
Other Earnings
| s | ‘ Q, | View Al
[ Other Earnings Details 1 ‘ | Other Eamings Details 2 1>
Code Description Rate Used Hours Rate Amount  Source
RGS Regular Time - Salaried Hourly Rate -32.00 21.701350 -694.44 OP
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Cross Functional Job Aid

//;/ Cardinal

Workers’ Compensation Scenarios (PY Admin)

Employees injured during employment are eligible for benefits under Virginia's Workers' Compensation
Act if the injury is deemed compensable.

Processing Paid Leaves of Absence in Cardinal

This section of the Job Aid will focus on scenarios as it relates to Workers’ Compensation for Non
VSDP (Workers’ Comp — Traditional) and VSDP (Workers’ Comp).

Non-VSDP / Traditional: Day 8 — 92 (Turn off Auto Pay — Yes)

e Pay Period: 7/25 - 8/9/2024

e Semimonthly pay: $2083.33

e Approved and calculated amount for Workers Comp (WCP): $1382.12
e Calculated amount for Workers Comp Supplement (WCS): $701.21

e Premium Rewards (PRW) - $8.50

Note: Some scenarios may require VRS Contribution Base to be included in the transaction along with
an additional SPOT batch for applicable deductions.

SPOT Transactions:

Gl Y
Status Review Status Comments  Seq# Empl ID Ecmnr | Name Payroll Status. Eam Code Description Earns Begin Dt Earns End Dt
10K Approved @ 1 0 Leave W/Py WCP Workers Comp 07/25/2024 08/09/2024
2 OK Approved @ 2 1] Leave W/Py WCs Workers Comp Supplement 07/25/2024 08/09/2024
3 0K Approved @ 3 0 Leave W/Py PRW Premium Reward 07/25/2024 08/09/2024
1303 v | View Al
Addl
Tax Periods Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken Benefit Subset ID Genl Ded Taken | Genl Ded Subset Sepchk # Seq
Nbr
1 Annualized 138212 Deduction Deduction
1 Annualized 70121 Deduction Deduction
1 Annualized 850 Deduction Deduction
SPOT Comments page SPOT Comments page SPOT Comments page
Hel
Empl 1D Empl ID Empl ID
Empl Record 0 Empl Record 0 Empl Record 0
Seqt 1 Seqt 2 Seq# 3
Comment Employee is on Non VSDP WC wiapproved and Comment Employee is on Non VSDP WC and receiving WC Comment Employee is on Non VSDP WC. Auto Pay is tuned

calculated amount of $1382.12

“‘ Cance ‘

Supplement of §701.21

“| Cencel ‘

off. Processing PRW of $8.50

“‘ Cancel ‘
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4/ Cardinal Cross Functional Job Aid
4

Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page:

Paycheck Earnings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name
Company DLI Pay Group SM1 Pay Period End  08/09/2024 Page 2 Line 17 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
Issue Date  08/16/2024 Paycheck Number Taxes 14534
Off Cycle Reprint Adjustment Corrected Cashed Deductions 89.15
Net Pay 1,857.34
~ Eamings Q| [1otaw|| » [ »] 1 viewan
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason  Not Specified
Other Earnings
| - H Q | View Al
’ Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 1»
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 850 OP
~ Eamnings Q| 1 [ ][ « 2063 || » ][ p]1 Viewan
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason  Not Specified
Other Earnings
| 5 | ‘ Q | View All
[ Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 | ||»
Code Description Rate Used Hours Rate Amount Source
WCSs Workers Comp Supplement Hourly Rate 701.21 OP
~ Eamnings a1 [ M| 4 ][30f3 ] View Al
Begin Date  07/25/2024 End Date  08/09/2024 AddlLine Nbr 5 Reason Not Specified
Other Earnings
| B | ‘ Q | View All
[ Other Earnings Details 1 ‘ | Other Eamings Details 2 113
Code Description Rate Used Hours Rate Amount Source
WCP Workers Comp Hourly Rate 1,382.12 OP
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/;/Cardinal Cross Functional Job Aid
e

Processing Paid Leaves of Absence in Cardinal

Non-VSDP / Traditional: Day 8 — 92 — (Turn Off Auto Pay — No)

e Pay Period: 7/25 - 8/9/2024

e Semimonthly pay: $2083.33

e Approved and calculated amount for workers comp (WCP): $1382.12

e Calculated amount for workers comp supplement (WCS): $701.21

e Remove full amount of semimonthly pay (RGS): $2083.33

e Remove VRS Contribution base: $2083.33

e Premium Rewards (PRW) processes automatically since Turn Off Auto Pay is “No”: $8.50

Note: Some scenarios may require VRS Contribution Base to be included in the transaction along with
an additional SPOT batch for applicable deductions.

5Q
Status Review $tatus Comments  Seq# Empl ID S:}:IPI Name Payroll Status Eam Code Description Earns Begin Dt Eamns End Dt
1 0K Approved @ 1 0 Leave W/Py WCP Workers Comp 07/25/2024 08/09/2024
2 OK Approved @ 2 0 Leave W/Py WCS Workers Comp Supplement  07/25/2024 08/09/2024
3 0K Approved @ 3 0 Leave W/Py RGS Regular Time - Salaried 07/25/2024 08/09/2024
4 OK Approved @ 4 0 Leave W/Py VRS VRS Contribution Base 07/25/2024 08/09/2024
1404 v | View Al
Addl
Tax Periods Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken Benefit Subset ID Genl Ded Taken | Genl Ded Subset Sepchk # Seq
Nbr
1 Annualized 138212 Deduction Deduction 0
1 Annualized 701.21 Deduction Deduction 0
1 Annualized 96 21.750350 0.00 Deduction Deduction 0
1 Annualized -2083.33 Deduction Deduction 0
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Cross Functional Job Aid
Processing Paid Leaves of Absence in Cardinal

/;) Cardinal

SPOT Comments:

SPOT Comments page X SPOT Comments page X
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 1 Seq# 2
Comment Employee is on Non VSDP WC w/approved and Comment Employee is on Non VSDP WC and receiving WC
calculated amount of $1382.12 Supplement of $701.21
; £
o -
SPOT Comments page x SPOT Comments page x
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 3 Seqt 4
Comment Employee is on Non VSDP WC. Auto Pay is turned on Comment Employee is on Non VSDP WC. Auto Pay is turned on
so removing the VRS Contribution base amount.

so reducing the full amount of RGS.

o =
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%/ Cardinal

Cross Functional Job Aid

Review Paycheck Page:

Processing Paid Leaves of Absence in Cardinal

I Paycheck Earnings | Paycheck Taxes ‘ | Paycheck Deductions
Empl ID Name
Company DLI Pay Group SM1 Pay Period End  08/09/2024 Page 2 Line 20 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
Issue Date  08/16/2024 Paycheck Number Taxes 41.85
Off Cycle Reprint Adjustment Corrected Cashed Deductions 464.80
Net Pay 1,585.18
~ Earnings la 10f7 ~| [ [[ M| 1 Viewan
Begin Date  08/03/2024 End Date  08/09/2024 Addl Line Nbr Reason  Not Specified
Other Earnings
| i | | Q | | View Al
[ Other Earnings Details 1 l | Other Earnings Details 2 1>
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 1,067.74
~ Earnings [a| | W]l «|[2er7~|[ » || »]1 Viewan
Begin Date (07/27/2024 End Date 08/02/2024 Addl Line Nbr 1 Reason  Not Specified
Other Earnings
| = | | Q ‘ | ViewAll
{ Other Earnings Details 1 l | Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 1,067 .74
~ Earnings a1 [ ]| 4|37~ > |[ b1 Viewan
Begin Date  07/25/2024 End Date 07/26/2024 Addl Line Nbr 2 Reason  Not Specified
Other Earnings
| = | | Q | | View All
I Other Earnings Details 1 } | Other Earnings Details 2 [[[3
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 1.42
VRS VRS Contribution Base Hourly Rate 427.10
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/ Cardinal

Cross Functional Job Aid

V4 Processing Paid Leaves of Absence in Cardinal

~ Earnings faf 1 [W|[ a | aet7 | » | M| viewa
Begin Date (07/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason  Not Specified
Other Earnings
‘ = | | Q | View All
[ Other Earnings Details 1 I ‘ Other Earnings Details 2 1>
Code Description Rate Used Hours Rate Amount Source
WCSs Workers Comp Supplement Hourly Rate 701.21 OP
~ Earnings [ |t [ ][ «| sat7~|[ »[[b]I Viewan
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 5 Reason  Not Specified
Other Earnings
| =3} | | Q, | View All
| Other Earnings Details 1 I | Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
WCP Workers Comp Hourly Rate 1,382.12 OP
~ Earnings [ |1 [ ]| «|[80f7 ~|[ | M| Viewar
Begin Date  (7/25/2024 End Date  08/09/2024 Addl Line Nbr 6 Reason  Not Specified
Other Earnings
| By ‘ ‘ Q ‘ View All
[ Other Earnings Details 1 } ‘ Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
VRS VRS Contribution Base Hourly Rate -2,083.33 OP
~ Earnings faf [ a]7or7 v View All
Begin Date  (7/25/2024 End Date  (8/09/2024 Addl Line Nbr 7 Reason  Not Specified
Other Earnings
| 5 ‘ ‘ Q | View All
[ Other Eamings Details 1 ‘ ‘ Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate -96.00 21.701350 -2,083.33 OP
Rev 9/1/2026 Page 106 of 121



ﬂ Cardinal Cross Functional Job Aid
V4

Processing Paid Leaves of Absence in Cardinal

VSDP Workers’ Comp Only — (Turn Off Auto Pay - Yes)

e Pay Period: 7/25 - 8/9/2024

e Semimonthly pay: $2083.33

e Approved and calculated amount for workers comp (WCP): $2083.33
e PRW: $8.50

SPOT Transactions:

59
: Empl Eam 0 .
Status  Review Status Comments  Seq# Empl ID Red Name Payroll Status Code Description Earns Begin Dt  Eams End Dt
10K @ 1 0 Leave WIPy WCP Workers Comp 0772512024 08/09/2024
20K @ 2 0 Leave WPy FRW Premium Reward 07/252024 08/09/2024
1202 v | ViewAl
Tax Benefit Ded hid
Periods Tax Method Oth Hrs Hourly Rate Amount Taken Benefit Subset ID Genl Ded Taken | Genl Ded Subset Sepchk # fleb?
1 Annualized 2083.33  Deduction Deduction 0
1 Annualized 8.50 Deduction Deduction 0
SPOT Comments:
SPOT Comments page b SPOT Comments page b
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 1 Seq# 2
Comment Employee is on VSDP 100% Warkers Comp Comment

Employee is on VSDP 100% Workers Comp. Auto Pay
is turned off. Processing PRW of $8.50
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4/ Cardinal Cross Functional Job Aid
4

Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page:

Paycheck Earmings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name
Company DL Pay Group SM1 Pay Period End  08/09/2024 Page 2 Line 12 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
Issue Date  08/16/2024 Paycheck Number Taxes 0.00
Off Cycle Reprint Adjustment Corrected Cashed Deductions 272.90
Net Pay 1,81893
~ Earnings Q. [1of2 v [ p[[p] 1 Viewan
Begin Date  (07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason  Not Specified
Other Earnings
| = ‘ ‘ Q | | ViewAll
{ Other Earnings Details 1 ‘ | Other Earnings Details 2 | |I»
Code Description Rate Used Hours Rate Amount Source
WCP Workers Comp Hourly Rate 208333 OP
~ Earnings Q[ ][ 4] 202 v View Al
Begin Date  (7/25/2024 End Date  (08/09/2024 Addl Line Nbr 4 Reason  Not Specified
Other Earnings
| = ‘ | Q ‘ | View Al
{ Other Earnings Details 1 \ ‘ Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 850 OP
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Cross Functional Job Aid

/_/ Cardinal

Processing Paid Leaves of Absence in Cardinal

VSDP Workers’ Comp Only — (Turn Off Auto Pay — No)

e Pay Period: 7/25 - 8/9/2024
e Semimonthly pay: $2083.33

e Approved and calculated amount for workers comp (WCP): $2083.33

SPOT Transactions:

By
Stat i Empl Eam - .
us Review Status Comments Seq# Empl ID Red Name Payroll Status Code Description Earns Begin Dt Earns End Dt
1 OK @ 1 0 Leave W/Py WCP Workers Comp 07/26/2024 08/09/2024
20K | @ | 2 0 Leave WiPy RGS Regular Time - Salaried 07/25/2024 08/08/2024
3 OK @ 3 0 Leave W/Py VRS VRS Contribution Base 07/25/2024 08/09/2024
View All
flax Tax Method Oth Hrs Hourly Rate Amount Benehithed Benefit Subset ID Genl Ded Taken  Genl Ded Subset Sepchk # Asdedl
Periods Y Taken P Nb?
1 Annualized 208333 Deduction Deduction 0
1 Annualized -96.00 21.701350 0.00 Deduction Deduction 0
1 Annualized -2083.33 Deduction Deduction 0
SPOT Comments:
SPOT Comments page x SPOT Comments page %
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 1 Seq# 1
Comment Employee is on VSDP 100% WC Comment Employee is on VSDP 100% WC. Auto pay s turned

on. Reducing RGS hours for the pay period.

SPOT Comments page

Empl ID

Empl Record 0

Seq# 1

Comment Employee is on VSDP 100% WC. Auto pay is turned

on. Removing VRS for the pay period.
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4/ Cardinal Cross Functional Job Aid

/s Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page:

Paycheck Earnings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name
Company DLI Pay Group SM1 Pay Period End  08/09/2024 Page 2 Line 13 Separate Checl
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option Check Earnings 2,091.83
Issue Date  08/16/2024 Paycheck Number Taxes 0.00
Off Cycle Reprint Adjustment Corrected Cashed Deductions 268.42
Net Pay 1,823.41
~ Earnings [a| 10f6 v| | b [ M| 1 Viewan
Begin Date  08/03/2024 End Date  (08/09/2024 Addl Line Nbr Reason  Not Specified
Other Earnings
‘ 2= H Q | View All
{ Other Earnings Details 1 | ‘ Other Earnings Details 2 »
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS WRS Contribution Base Hourly Rate 868.06
~ Earnings lQ |1 [ ][ «|[20f8 || ¥ ][ M| Viewan
Begin Date  07/27/2024 End Date  08/02/2024 Addl Line Nbr 1 Reason Not Specified
Other Earnings
| ==} | ‘ Q ‘ View All
[ Other Earnings Details 1 \ | Other Earnings Details 2 {3
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 354
VRS WRS Contribution Base Hourly Rate 868.05
~ Earnings [Q |1 ||| 4]|[30fe || »|[ ¥ viewan
Begin Date  (7/25/2024 End Date  (7/26/2024 Addl Line Nbr 2 Reason  Not Specified
Other Earnings
‘ o || Q ‘ View Al
[ Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 1»
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 1.42
VRS VRS Contribution Base Hourly Rate 347.22
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4/ Cardinal

Cross Functional Job Aid

7 Processing Paid Leaves of Absence in Cardinal
~ Earnings [ |1 [ W[« 406~ | »[[ P I Viewan
Begin Date  07/25/2024 End Date 08/09/2024 Addl Line Nbr 3 Reason Not Specified
State VA Locality
Rate Used Hourly Rate
Shift  Not Applicable Shift Rate
Other Earnings
| 5 H Q | View Al
[ Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 1
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate -96.00 21.701350 -2,083.33 OP
~ Eamings | Q1| M| 4 ]][50t6 v|| b I[ ]I Viewa
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason Not Specified
Other Earnings
| B | ‘ Q | View All
[ Other Earnings Details 1 ‘ | Other Eamings Details 2 113
Code Description Rate Used Hours Rate Amount Source
WCP Workers Comp Hourly Rate 208333 OP
~ Earnings Q|1 [ 4] 4| 6of6 v View Al
Begin Date  07/25/2024 End Date  08/09/2024 AddlLineNbr 5 Reason Not Specified
Other Earnings
| = || Q | View Al
[ Other Earnings Details 1 \ | Other Eamnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
VRS VRS Contribution Base Hourly Rate -2,08333 OP
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Cross Functional Job Aid

//;/ Cardinal

VSDP Workers’ Comp and Workers’ Comp Supplement — (Turn Off Auto Pay — Yes)
o Pay Period: 7/25 - 8/9/2024

e Semimonthly pay: $2083.33

e Approved and calculated amount for workers comp (WCP): $1382.12

e Supplement amount (WCL) $701.21

e PRW $8.50

Processing Paid Leaves of Absence in Cardinal

SPOT Transactions:

amount amount 1382.12

to equal full pay.

By
Status  Review Status = Comments  Seq# Empl ID EmplRed  Name Payroll Status  Earn Code Description Eams Begin Dt Earns End Dt
10K 1‘ Q ‘ ‘ 0Q ‘ éLeave WPy ‘WCP Q ‘ éWorkers Gomp é‘D?IQB’ZOM ‘ §|08/0912024 ‘
20K ® 2 a] [ oa] leae WPy  [woL Q|  VSDPWarkCompPay [o7zsnond ] [oaosraoas |
30K ® ) al | oaq] LeaveWPy  [PRW Q.| Premium Reward |o7zsn024 ]| [osioomo24 [
View Al
e Tax Method Oth Hrs Hourly Rate Amount BenefeDe BeneftSubsetlD  GeniDedTaken  GeniDed Subset  Sepchk#  Seq
Periods v Taken P Nb?_
1 Annualized 1382.12 Deduction Deduction 0
1 Annualized 701.21 Deduction Deduction 0
1 Annualized 8.50 Deduction Deduction 0
SPOT Comments:
SPOT Comments page SPOT Comments page X SPOT Comments page X
Help Help Help
Empl ID Empl ID Empl ID
Empl Record 0 Empl Record 0 Empl Record 0
Seqi 1 Seq# 2 Seq# 3
Comment Employee is on VSDP approved and calculated Comment Employee is on VSDP WC and receiving supplement Comment Employee is on VSDP WC. Auto pay is turned off.

Processing PRW for the pay period of $8.50
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4/ Cardinal

Cross Functional Job Aid

/7

Review Paycheck Page:

Processing Paid Leaves of Absence in Cardinal

Paycheck Earnings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name =
Company DLI Pay Group SM1 Pay Period End  08/09/2024 Page 2 Line 17 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
Issue Date  08/16/2024 Paycheck Number Taxes 82.30
Off Cycle Reprint Adjustment Corrected Cashed Deductions 9.15
Net Pay 2,000.38
~ Eamings Q| [10t3 v » || M [1 Viewan
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 3 Reason  Not Specified
Other Earnings
| = | ‘ Q | View Al
’ Other Earnings Details 1 ‘ | Cther Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 8.50 OP
~ Earnings Q|1 [ 1]|[«|[2ef3 v | b |[M]I Viewan
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 4 Reason  Not Specified
Other Earnings
| 5 ‘ | Q | View All
’ Other Earnings Details 1 ‘ | Other Eamings Details 2 I
Code Description Rate Used Hours Rate Amount Source
WCP Woarkers Comp Hourly Rate 1,38212 OP
~ Earnings [Q |1 ||| 4][303~ View Al
Begin Date  07/25/2024 End Date  08/09/2024 Addl Line Nbr 5 Reason  Not Specified
Other Earnings
| = | | Q | View Al
[ Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 | [|»
Code Description Rate Used Hours Rate Amount Source
WCL VSDP Werk Comp Pay Hourly Rate 701.21 OP
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ﬂ Cardinal Cross Functional Job Aid
V4

Processing Paid Leaves of Absence in Cardinal

VSDP Workers’ Comp and Workers’ Comp Supplement - (Turn Off Auto Pay — No)
e Pay Period: 7/25 - 8/9/2024

e Semimonthly pay: $2083.33

e Approved and calculated amount for workers comp (WCP): $1382.12

e Supplement amount (WCL) $701.21

SPOT Earnings Batch:

=/a
Stat i Empl Eam - ;
us Review Status Comments Seq# Empl ID Red Name Payroll Status Code Description Earns Begin Dt Earns End Dt
110K @ 1 0  Leave WiPy éWCF‘ | Workers Comp 1 07/25/2024 203/09/2024
2 OK @ 2 0 Leave W/Py WGL VSDP Work Comp Pay 07/25/2024 08/09/2024
3 0K ® 3 0 Leave W/Py RGS Regular Time - Salaried Q07/25/2024 08/09/2024
4 OK @ 4 0 Leave WIPy VRS VRS Contribution Base 07/25/2024 08/09/2024
View All
Tax Benefit Ded pddl
Periods Tax Method Oth Hrs Hourly Rate Amount Taken Benefit Subset ID Genl Ded Taken  Genl Ded Subset Sepchk # Seq
Nbr
nualized 1382.12 Deduction éDeducIion O !
1 Annualized 70121 Deduction Deduction 0
1 Annualized -96.00 21.701350 0.00 Deduction Deduction 0
1 Annualized -2083.33 Deduction Deduction 0
SPOT Comments:
SPOT Comments page X SPOT Comments page X
Help Help
Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 1 Seq# 2
Comment Employee is on VSDP approved and calculated Comment Employee is on VSDP and receiving supplement to
amount amount 1382.12 equal full pay.
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@Cardina[ Cross Functional Job Aid
d

Processing Paid Leaves of Absence in Cardinal

SPOT Comments page X SPOT Comments page x
Help Help

Empl ID Empl ID
Empl Record 0 Empl Record 0
Seq# 3 Seq# 4
Comment Employee is on VSDP 100% WC. Auto pay is turned Comment Employee is on VSDP. Auto Pay is turned on so

on. Reducing RGS hours for the pay period. removing the VRS Contribution base amount.

4 £
B
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4/ Cardinal Cross Functional Job Aid

/s Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page:

Paycheck Earnings ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name [
Company DLI Pay Group SM1 Pay Period End  (08/09/2024 Page 2 Line 18 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status Calculated Paycheck Option Check Earnings 2,091.83
Issue Date  08/16/2024 Paycheck Number Taxes 0.00
Off Cycle Reprint Adjustment Corrected Cashed Deductions 218.77
Net Pay 1,873.06
~ Earnings la| 1of7 ~|[ » || M| 1 Viewan
Begin Date  08/03/2024 End Date  08/09/2024 Addl Line Nbr Reason Mot Specified
Other Earnings
‘ = || Q ‘ View All
[ Other Earnings Details 1 l | Other Earnings Details 2 »
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS VRS Contribution Base Hourly Rate 865.06
~ Earnings |Q| |NH 4 ||20f7 VH PHDI| View All
Begin Date 07/27/2024 End Date  (08/02/2024 Addl Line Nbr 1 Reason Not Specified
Other Earnings
| = || Q \ View Al
[ Other Earnings Details 1 } ‘ Other Earmnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 3.54
VRS WRS Contribution Base Hourly Rate 868.05
~ Earnings [Q |1 [ || «|[aof7 | »|[ M| Viewan
Begin Date  (7/25/2024 End Date  (07/26/2024 Addl Line Nbr 2 Reason  Not Specified
Other Earnings
‘ 5 | ‘ Q ‘ View All
[ Other Earnings Details 1 I ‘ Other Earmnings Details 2 1
Code Description Rate Used Hours Rate Amount Source
PRW Premium Reward Hourly Rate 142
VRS VRS Contribution Base Hourly Rate 34722
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4/ Cardinal

Cross Functional Job Aid

7 Processing Paid Leaves of Absence in Cardinal
~ Earnings fQ 1 ||| | a0t || || ¥ |1 viewan
Begin Date  07/25/2024 End Date  08/09/2024 3 Reason Not Specified
Other Earnings
‘ 5 ‘ | Q | View All
[ Other Earnings Details 1 ‘ | Cther Eamings Details 2 | |»
Code Description Rate Used Rate Amount Source
RGS Regular Time - Salaried Hourly Rate 21.701350 -2,083.33 OP
~ Eamings [Q 1| W] €507 || »|[b]1 viewan
Begin Date  (7/25/2024 End Date  08/09/2024 4 Reason  Not Specified
Other Earnings
| B | ‘ Q | View All
[ Other Earnings Details 1 ‘ | Gther Eamings Details 2 113
Code Description Rate Used Rate Amount Source
WCP Workers Comp Hourly Rate 1,382.12 OP
~ Earnings Q|1 ||| 4|[sof7~| » || ¥ | Viewan
Begin Date  07/25/2024 End Date  08/09/2024 5 Reason Not Specified
Other Earnings
| = || Q | View Al
[ Other Earnings Details 1 \ | Other Eamnings Details 2 113
Code Description Rate Used Rate Amount Source
WCL VSDP Work Comp Pay Hourly Rate 70121 OP
¥ Earnings | Q| ‘ 14 H 4 || 7of7 v| View All
Begin Date  (7/25/2024 End Date  08/09/2024 ] Reason  Not Specified
Other Earnings
| = | ‘ Q ‘ View Al
[ Other Earnings Details 1 ‘ | Gther Eamings Details 2 113
Code Description Rate Used Rate Amount Source
VRS VRS Contribution Base Hourly Rate -2,083.33 OF
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/;/Cardinal Cross Functional Job Aid
e

Processing Paid Leaves of Absence in Cardinal

PY Long Term Disability-Working- (Turn Off Auto Pay- No)
When Turn Off Auto Pay is set to “No”:

e The Job Data salary compensation will process automatically

e Additional pay(s) will process automatically. This includes ‘VRS’ (VRS Contribution Base) and
‘PRW’ (Premium Reward)

¢ SPOT transactions will be required to adjust earnings and deductions as applicable

The Payroll Administrator will calculate the number of hours for the pay period. This information is
entered into SPOT for the employee to be paid accurately.

Scenario:

e Pay Period: 7/10-7/24/2025 (11-day period)

e Calculated Hourly Rate: $2083.33 (Semimonthly rate) / 88 hours (11-day period) = $23.67
e Standard Hours: 20 hours per week (4 hours per day)

e Calculation of pay: 44 hours x 23.67 = $1041.48 for SPOT calculation

¢ Employee has $8.50 PRW

e Total due for the employee is Pay ($1041.85) + PRW ($8.50) = 1050.35

Note: With the exception of VRS Defined Benefits and VRS Other Post Employment Benefit
Deductions, all other deductions should process.

SPOT Earnings Batch:

Status Comments  Seq# Empl ID Epol Name Payroll Status Eam Code Description Earns Begin Dt Earns End Dt
1 0K @ 1 0 Active RGS Regular Time - Salaried 07/10/2025 07/24/2025
2 0K @ 2 0 Active VRS VRS Contribution Base 07/10/2025 07/24/2025
Addl
Tax Periods Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken Benefit Subset ID Genl Ded Taken | Genl Ded Subset Sepchk # :eb:']-
1| Annualized -44.00 23670000 0.00 Deduction Deduction 0
1| Annualized -2083.33 | Deduction Deduction 0
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Cross Functional Job Aid

4/ Cardinal
/

Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page — Paycheck Earnings Tab:

Paycheck Earnings Paycheck Taxes Paycheck Deductions
Empl ID Name
Company CJS Pay Group SM1 Pay Period End  07/24/2025 Page &8 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option Check Earnings 1,050.35
Issue Date  08/01/2025 Paycheck Number Taxes 73.16
Off Cycle Reprint Adjustment Corrected Cashed Deductions 919.00
Net Pay 58.19
Qther Earnings
@ 1-10f1 v | ViewAll
Other Earnings Details 1 Other Earnings Details 2 >
Code Description Rate Used ‘ Hours ‘ Rate Amount | Source
RGS Regular Time - Salaried Hourly Rate ‘ -44 .00 ‘ 23.670000 ‘ -1,041.48 ‘ OopP
Other Earnings
@ 1-10f1 v | View All
Other Earnings Details 1 Other Earnings Details 2 >
Code Description Rate Used Hours Rate Amount | Source
VRS VRS Contribution Base Hourly Rate -2,083.33 OP
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/;/Cardinal Cross Functional Job Aid
e

Processing Paid Leaves of Absence in Cardinal

PY Long Term Disability-Working- (Turn Off Auto Pay -Yes)
When Turn Off Auto Pay is set to “Yes”:

e The Job Data salary compensation will not be processed automatically.

¢ Additional pay(s) will not be processed automatically. This includes ‘VRS’ (VRS Contribution
Base) and ‘PRW’ (Premium Reward).
e SPOT transactions will include at a minimum
o RGS - for time worked or if supplementing with leave
o VRS —to process Retirement Benefits
o PRW (if applicable)

Scenario:

e Pay Period: 7/10-7/24/2025 (11-day period)

e Calculated Hourly Rate: $2083.33 (Semimonthly rate) / 88 hours (11-day period) = $23.67
e Standard Hours: 20 hours per week (4 hours per day)

e Calculation of pay: 44 hours x 23.67 = $1041.48 due employee for the pay period

Note: With the exception of VRS Defined Benefits and VRS Other Post Employment Benefit
Deductions, all other deductions should process.

SPOT Earnings Batch:

Empl

Status Comments  SeqH Empl ID Red

Name Payroll Status EamCode  Description Earns Begin Dt Earns End Dt

10K @ 1 0 Leave WPy RGS Regular Time - Salaried 071012025 072412025

Addl
Tax Periods ~ Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken | Benefit Subset ID Genl Ded Taken ~ Genl Ded Subset Sepchk # Seq
Nbr

1 Annualized 4400 23670000 0.00 Deduction Deduction 0
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@Cardina[ Cross Functional Job Aid
d

Processing Paid Leaves of Absence in Cardinal

Review Paycheck Page — Paycheck Earnings Tab:

Paycheck Eamings Fayrheck Tares FPaythick Dadorfons

Empl I0 Mame
Compamy 0L Pay Group 5881 Pay Pericd End Q242025 Page 2 Lina 27 Separate Check
Paycheek Information Payeheek Totals
Paychech Sttun  Galpuated Payeheeh Option  Chidk Eamnirgs 1,041 48
lzzun Daze  ORTMGHGS Paytheck humbaer Tanrs Harr
O Cyels Reprat PEHETD SR Cormegted Caikaed Deductions a0k
Hat Pay BB TT
Other Earnings
|E':||':"| -lati ~ | e il
Cher Earnings Details 1 e Cagrongs Drtals 2 I+
Code D oription Rate Used Horars Flate Armouni | Scurce
[Hdis { Finguar T - Salanod Houry Hate | 44 oo ZaGi0000 1,041 &8 P
1 I 1 i I
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