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Revision History

Revision Date Summary of Changes
9/1/2026 Updated to reflect the Cardinal system upgrades.

8/25/2026 Removed 3 reports - PER706A and PER706B which were duplicates of queries, and
removed CMPO0O01.

5/28/2026 Updated search criteria and screenshots for the Rewards and Recognition Query.

5/15/2026 Updated search criteria and screenshots for the Compensation Levels by Job Code
and SOC Report.

5/11/2026 Added Bonus Extract for Reward Query, added Bonus Extract for SPOT Query, and
updated screenshots for Legislative Salary Increase Query.

2/13/2026 Added Temporary SSN Query.

12/19/2025 Updated the Employee Data Change Audit Report to add Employee Type and Tax
Location Code data. Description and screenshots updated, and CSV format
enhanced.

Updated the COVA Personnel Action History Report to add Business Unit,
Company, Employment Record, Effective Sequence, Empl Status, and Position
Number data. Screenshots updated and CSV format enhanced.

8/6/2025 Updated the description and screenshot for the Personal Data Mass Upload Query.

5/30/2025 Updated the Employee Data Change Audit Report and updated the associated
screenshots.

4/29/2025 New Compensation Analysis Query added.

2/4/2025 Baseline.
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Training Materials and Resources

The Cardinal HCM Human Resources Reports Catalog covers the Human Resources (HR)
functional area. Each functional area contains queries and reports specific to that area.

Note: Since reports and queries may be used by more than one functional area, if the user does not
find the report or query in this functional area, use the Find feature (ctrl F) to search the other Cardinal
HCM Reports Catalogs, as the report or query may be located in a different functional area.

After reviewing this Reports Catalog, if any additional information or guidance is needed, please refer to
the following:

NAV225 Cardinal Reporting HCM: This Web-Based Training (WBT) course provides training and
tutorial videos that cover the fundamentals of how to run or access HCM reports and queries.
Additionally, it covers how to perform inquiries. This course is available in COVLC and provides:

- Key concepts in Cardinal reporting

- Information and an interactive demonstration on how to run HCM reports using different
Reporting Options

- Information and an interactive demonstration on how to use the Reports Manager
- Information on how to add HCM reports to your Favorites folder

- Information and an interactive demonstration on how to navigate to the Query Viewer,
search for and run an HCM query, and download the query results

- Information on how to add HCM queries to your Favorites folder
NAV225 Generating an HCM Report: This Job Aid provides detailed instructions and screenshots
pertaining to running an HCM report.

NAV225 Running an HCM Query: This Job Aid provides detailed instructions and screenshots
pertaining to running an HCM query.

Note: These Job Aids are located on the Cardinal website in Job Aids under Learning.
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Human Resources Queries

Mass Upload Queries:

V_ADDLPAY_MASS
V_HR_LEG_BONUS_REW_MASS_UPD
V_HR_LEG_BONUS_SPOT_MASS_UPD (for Payroll Mass Upload)
V_HR_POS_FUNDING_MASS_LOAD
TA_LEAVE_BAL_ADJ
HR_TELEWORK_MASS_UPLOAD
HR_PERFORMANCE_RATING
HR_REWARD_RECOGN_MASS_DATA
TA_ELIGIBILITY_ADJ
HR_PERSONAL_MASS DATA_CHANGE
V_HR_JOB_MASS DATA_CHANGE
V_HR_POSITION_MASS_DATA_CHANGE
V_GENL_DEDUCTION_MASS

V_
V_
V_
V_
V_
V_

REVISED: 9/1/2026

DESCRIPTION:

The Mass Upload queries are covered in the Performing a Mass Upload Job Aid. This Job Aid is
located on the Cardinal website in Job Aids under Learning. Please refer to this Job Aid for assistance
when processing mass uploads.

Mass Upload Description Upload Review by Upload
Prepared by DHRM loaded by

Additional Pay Agency N/A Agency
Dept-Posn Funding Mass Upload Agency N/A Agency
Leave Balance Mass Upload Agency N/A Agency
Managing Teleworker Employee Agency N/A Agency
Data Mass Upload

Performance Rating Mass Upload Agency N/A Agency
Reward & Recognition Mass Agency N/A Agency
Upload

TL Eligibility Mass Upload Agency N/A Agency
Personal Data Mass Upload Agency N/A Agency
Job Data Mass Upload Agency DHRM PPS
New Hire Mass Upload Agency DHRM PPS
Position Mass Upload Agency DHRM PPS
General Deduction Mass Upload Agency N/A SPO
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Active Written Agreement Query
V_HR_ACTIVE_WRITTEN_AGREEMENTS

REVISED: 9/1/2026

DESCRIPTION:

This query identifies employees with a written agreement for leave awards, bonuses, and other types
recorded on the Rewards and Recognition page.

NAVIGATION PATHS:
e Query Viewer >V_HR_ACTIVE_WRITTEN_AGREEMENTS

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_ACTIVE_WRITTEN_AGREEMENTS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Bus Unit (Leave Blank for All) HTML

From Date Excel

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Active Written Agreement Query

V_HR_ACTIVE_WRITTEN_AGREEMENTS - Active Written Agreement Query

Bus Unit(Leave Blank for All) | Q
From Date |01/01/2020 |[)
To Date | 12/31/2020 |[s1)
[ View Results |

Download results in :  Excel SpreadSheet CSV Text File XML File (1 kb)

View All First 1-1of 1 Last

Row Business Unit Department  Employee|D  Employee Red Name Effective Date  Created Date ~ Expiration Date = Reward Type  Reward Description  Award Date  Award Hours  Award Amount ~ Comments
1 70100 99999 1 01/15/2020  09/30/2020 ERL 01/15/2020 16.00 0.00
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Additional Pay/Comp Rate Query
V_HR_ADDLPAY_COMPRT

REVISED: 9/1/2026

DESCRIPTION:
This query provides details of all active Additional Pays for employees and can be used to validate that

temporary payments have been entered correctly. The “VRS” and “PRW” Earning Codes are excluded
from this query.

NAVIGATION PATHS:
e Query Viewer >V_HR_ADDLPAY_COMPRT
¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_ADDLPAY_COMPRT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Bus Unit HTML

Department ID Excel

Employee ID

Employee Classification

Screenshot of the Additional Pay/Comp Rate Query

V_HR_ADDLPAY_COMPRT - RHR370 - Add| Pay/CompRate Qry

Business Unit || Q
Department |10 Q
Employee ID Q
Employee Classificaticn Q
View Results

Download results in - Excel SpreadSheet CSV Text File XMLFile (1 kb)

View Al First 1-60f 6 Last
Row  Business Unit Name Empl ID Empl Record Effective Date Earnings Code Addl Seq # Amount/Rate Start Date EndDate  GoalAmt  GoalBal  OKtoPay
1 0 09/25/2021 MNT 1 22.50 09/25/2021 0.00 000 Y
2 0 09/25/2021 MNT 1 22.50 09/25/2021 0.00 000 Y
3 0 09/25/2021 MNT 1 22.50 09/25/2021 0.00 000 Y
4 0 09/25/2021 MNT 1 22.50 09/25/2021 0.00 000 Y
5 0 09/25/2021 MNT 1 22.50 09/25/2021 0.00 000 Y
6 0 09/25/2021 MNT 1 22.50 09/25/2021 0.00 000Y
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Additional Pay Mass Upload Query
V_Addlpay_Mass

REVISED: 9/1/2026

DESCRIPTION:

This query provides details of all active Additional Pays for employees and can be used to validate that
temporary payments have been entered correctly. The “VRS” and “PRW” Earning Codes are excluded
from this query Agencies should use this extract to provide the information needed to populate the data

changes to the PY361 Additional Pay Mass Upload Template.

NAVIGATION PATHS:
e Query Viewer > V_ADDLPAY_MASS

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_ADDLPAY_MASS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Bus Unit HTML

Department ID Excel

Earn Code

As of Date

ADDITIONAL INFORMATION:
The Earn Code and As of Date fields are required fields.

Screenshot of the Additional Pay Mass Upload Query

V_ADDLPAY_MASS - RPY476 - Add Pay QRY

Business Unit [0 (¢}
Department ID [ — Q
*Eam Coce [SPT_|Q
“As of Date [05/10/2024_|[5j

[ View Resuts |

Download results in - Excel SpreadSheet CSV Text File XMLFile (1kb)
View All

Row Employee ID Empl Record Eaming Code Effective Date Amount ~ Goal Eamings End Date Separate Check Indicator Ok To Pay Addl Seq # Ded Taken

First 12612 Last
Subset ID Genl Ded Taken Genl Ded Subset

0 0SP1 01/10/2022 161.85  0.00 oY 1R R
0 25P1 03/25/2022 300.00 0.00 oY 1R R
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Cardinal HRPY Reconciliation Query
V_HR_REW_PAY_RECON

REVISED: 9/1/2026

DESCRIPTION:

This query is used to reconcile monetary rewards and recognitions (bonuses) awarded to the employee
versus what is paid through the Single Use Payroll Online Transactions (SPOT) and Additional Pay
tools in Payroll. The report compares the sum of the rewards and recognition paid in Payroll (paid
check) to the recorded sum on the Rewards and Recognition page in a given date range. The date
range must encompass the Reward Award Date and the Pay Period End Date for which the payment
was paid. If the sums match, results do not display. If the sums do not match, results display all
transactional history for that employee.

End users are Agency HR, Agency PY, and Department of Human Resource Management (DHRM).

NAVIGATION PATHS:
e Query Viewer >V_HR_REW_PAY_RECON
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_REW_PAY_RECON

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Department Excel

Employee ID

From Date

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Cardinal HR/PY Reconciliation Query

V_HR_REW_PAY_RECON - Cardinal HR/PY Reconciliation

nnnnnn
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Cardinal Compensation Analysis Query
V_HR_COMP_CHANGE_ANALYSIS

REVISED: 9/1/2026

DESCRIPTION:

This query can be utilized when retroactive compensation rates are changed on job data. The query will
provide the state, non-state, and special pay compensation rates before the effective date of the
retroactive change(s). This query will also provide the amount of the change and all changes within the
date range selected. This query may be used by both Payroll and HR offices to identify any retroactive
compensation rate changes that may require SPOT transactions to make employees’ pay whole.

NAVIGATION PATHS:

e Query Viewer >V_HR_COMP_CHANGE_ANALYSIS

e NavBar > Main Menu > Reporting Tools > Query > Query Viewer >
V_HR_COMP_CHANGE_ANALYSIS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Bus Unit (Leave Blank for All) (optional) HTML

Department (Leave Blank for All) (optional) Excel

Employee Type (Leave Blank for All) (optional)

From Date (required)

To Date (required)

Screenshot of the Compensation Changes Analysis Query

V_HR_COMP_CHANGE_ANALYSIS - Compensation Changes Analysis
Business Unit (Blank for A1) 39900 |Q
Depariment (Blank for All) Q
Employes Type (Blank for A1) [__|Q
*From Date [01/01/2025_|[i]
“To Date 040172025 |5}
own in: Excel SpreadSheel CSV TextFile XML File (98 kb)
First 1100 01108 1) Last
Wor | Hon- Special special prev | prev
. . . ) . sateoury o spec Prev ; , . ot
Business Employment Efactve | Efecive . Action Pestion . Enployee. HR. Staetowty souny o S0 B0 T R Spesia Pro Tota | Last i | Terminaton
Rew “ynit  EmployeelD ~go tra Date  Sequence A°8°" Roacon Nam: Number ~ Working Title Department “"y 0% oot ™" Com, Change ~ Toooont © S crange Change P2Y  Change Change 10t Pay StatelMoury gip oo™ plcomn  pate Dat Last Updated By Updated
t Comp gIoio Pereent COMP Aloty Bl COMP  Comp Comp Date
1 99900 0 01/24/2025 0 XFR REA H A 18.59 291 -13.500 0.00 0.00 0000 0.00 0.00 0.000 1859 2150 0.00 000 2150 Controk-M Balch Uscr 0172412025
FR loam Poramn
2 som0 oomezs o ReW Rew W is76 078 5057 000 000 000 000 000 0000 1576 1500 000 000 1500 G Baeh Uses D120
5 ssen0 oowums  0xFR REA W s 201 43500 000 000 0000 000 000 0000 1855 2150 000 000 2150 o o ser 91312028
4 s oomizos  oReW Rew W 1s76 213 15620 000 000 0000 000 000 0000 1576 1383 000 000 1363 o i User (222025
5 ssen0 oomMozs  0XFR PRO S A 0600 671300 13550 000 000 0000 000 000 0000 SGIG00 4957300 000 00D 4SET30D LM B Usa (PR
o sa0 oomozs  0xR ReA WA m 13 eses 000 000 0000 000 000 000 i 1575 000 000 1576 ser Q1Z172025
7 ssm0 oomozs  0xR FRO S A 0000 900 6379 000 000 0000 000 000 0000 SA00000 SN0 000 00D Sa6N 0D so 1102025
& so0 oouuzs  0XFR REA W M 13 Gses 000 000 000 000 000 000 174 1576 000 000 1576 e [P0
o sa0 ooozs  0xR PRO S A 0000 3553000 59810 000 000 0000 000 000 0000 SG00000 6007000 600 00D 007000 oo 0200z
10 95900 oomozs  0xR PRO S A T4s000 2197000 23710 000 000 0000 000 000 0000 1460000 S263000 000 00D 263000 sor 017102025
1 sse00 oowmzos o REH Rew W 1576 07 4770 000 000 0000 000 000 0000 1576 1655 000 000 1655 s QU020
12 95500 oomozs  oxR Re W m 13 Gses 000 000 000 000 000 000 i 1575 000 000 1576 s izt
15 95600 oomses 0XR PRO S 4 ST 7Be0 14570 000 000 0000 000 000 0000 573800 5009000 000 00D 00000 o a0
14 93500 ootozns  oxR PRO S A ssin0 500700 66110 000 000 000 000 900 0000 56090 STFR00 600 000 STTI0 CantokM Batch User 0211072025
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Compensation Frequency Compare Query
V_HR_COMP_FREQ_COMPARE

REVISED: 9/1/2026

DESCRIPTION:

This query of job data is used to make sure compensation frequency values are correct. It is used to
identify active employees where the Employee Type indicates Salary and the Compensation Frequency
is not equal to semi-monthly.

Agency HR Administrators and DHRM have access to this query.

NAVIGATION PATHS:
e Query Viewer >V_HR_COMP_FREQ_COMPARE
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_COMP_FREQ_COMPARE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Bus Unit (Leave Blank for All) HTML
Excel

Screenshot of the Compensation Frequency Compare Query

V_HR_COMP_FREQ_COMPARE - Compensation Frequency Compare

Bus Unit (Leave Blank for Ally Q

[[View Resuls |
Download results in:  Excel SpreadSheet CSV TextFile XML File (31 kb)

View All First 1-61 0f61 Last

T G E{:gl Eﬂ[}e:lll;ve ;r;e”c:nvc:; e Buii:iiss T EmI;JyIDc:ee S:;:}.S Ag:lueal H::{;y Jct;rce%mn Job c;;mu S:;‘: Compensation Comnel;salmn T T
1 0 06/16/2025 0 DOE, JOHN 50100 12064 H A 50000.000 26.041667 H 2083.333333 NAHRLY H 50000.000000 gl:‘;/;ﬁég g2M5 AA_CARDINAL_BATCH_HR
2 0 06/16/2025 0DOE JOHN 50100 12084 H A 50000.000 26.041667 H 2083333333 STATE A 50000000000 35182025 AA_CARDINAL_BATCH_HR
3 0 06/16/2025 0 DOE, JOHN 50100 12044 H A 50000.000 26.041667 H 2083.333333 NAHRLY H 50000.000000 2[:‘;/;5[;?1[;2’\/‘5 AA_CARDINAL BATCH HR
4 0 06/16/2025 0 DOE, JOHN 50100 12044 H A 50000.000 26.041667 H 2083.333333 STATE A 50000.000000 [3]6;/;5[;31[;2’\/‘5 AA_CARDINAL_BATCH_HR
5 0 06612025 0DOE,JOHN 50100 12051 H A 50000.000 26.041667 H 2083333333 STATE A 50000000000 95102020 AA_CARDINAL BATCH HR
6 0 06/16/2025 0 DOE, JOHN 50100 12051 H A 50000.000 26.041667 H 2083.333333 NAHRLY H 50000.000000 261/;6[;222’\/‘5 AA _CARDINAL BATCH HR
7 0 06/16/2025 0 DOE, JOHN 50100 12019 H A 50000.000 26.041667 H 2083.333333 NAHRLY H 50000.000000 25;/;6[%22’\/‘5 AA_CARDINAL BATCH HR
8 0 06/16/2025 0 DOE, JOHN 50100 12019 H A 50000.000 26.041667 H 2083.333333 STATE A 50000.000000 gl:‘;/;ﬁ[;gl;ZMS AA_CARDINAL_BATCH_HR
9 0 06612025 0DOE.JOHN 50100 12051 H A 50000.000 26 041667 H 2083 333333 NAHRLY H 50000000000 55102020 A GARDINAL BATCH_HR
10 0 06116/2025 0DOEJOHN 50100 12051 H A 50000.000 26.041667 H 2083.333333 STATE A 50000000000 5162025 AA_CARDINAL_BATCH_HR
11 0 06/10/2025 0 DOE, JOHN 50100 10141 S A 50000.000 26.041667 A 2083.333333 STATE A 50000.000000 gBD/gTA%gZMS AA_CARDINAL BATCH HR
12 0 06/10/2025 0 DOE, JOHN 50100 10030 S A 50000.000 26.041667 A 2083.333333 STATE A 50000.000000 260/272/32’\/‘5 AA_CARDINAL_BATCH_HR
13 00241819800 0 06/10/2025 0 JONES, INDIANA 14000 10210 S A 50000.000 26.041667 A 2083.333333 STATE A 50000.000000 geégqggzw‘s AA_CARDINAL_BATCH_HR
14 00251309200 0 06110/2025 0DOE JOHN 14000 10410 § A 50000.000 26.041667 A 2083333333 STATE A 50000.000000 072022 AA_CARDINAL_BATCH_HR
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Department Budget Carry Over Errors Query (RPY543)
V_PY_NEWFY_ROLLOVER_ERRORS

REVISED: 9/1/2026

DESCRIPTION:
This query will provide a list of any generated errors within a specified Business Unit when bringing the
old fiscal year Chartfield Values forward into the new fiscal year on the Department Budget table.

Users can use this query to determine whether corrections to the new Department/Position funding are
needed. The query can be run ad hoc for the specified Business Unit.

NAVIGATION PATHS:
e Query Viewer >V_PY_NEWFY_ROLLOVER_ERRORS

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_PY_NEWFY_ROLLOVER_ERRORS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Year HTML
Business Unit Excel

ADDITIONAL INFORMATION:
The Year field is a required field.

Screenshot of the Department Budget Carry Over Errors Query

V_PY_NEWFY_ROLLOVER_ERRORS - Dept Budget Carry Over Errors
Year| 2025

Business Unit 50100 | Q

View Resuts |

Download results in - Excel SpreadSheet CSV Text File XMLFile (128 kb)

ViewAll First 1100 of 1431} Last
Row Year Unit DeptlD Posiion Fund Department CostCenter Program FIPS PCBus Unit Project Activity SourceType Category Subcategory Task Agency Used Asset AgencyUse2 Combo Code Emor Msg

1 202550100 10003 DOTO0478 04100 10003 11120010 699001 000000138 Position does not existin POSN_BDGT_VW OR POSITION_DATA
2 202550100 10012 DOT23122 04100 10012 11070010 60400501 000553071 Position does not existin POSN_BDGT_VW OR POSITION_DATA
3 202550100 10014 DOT0M294 04100 10014 11120010 699001 000000317 Position does not existin POSN_BDGT_VW OR POSITION_DATA
4 202550100 10014 DOTO4894 04100 10076 11120010 699001 000180340 Position does not existin POSN_BDGT_VW OR POSITION_DATA
5 202550100 10014 DOT12836 04100 10076 11120010 699001 000180340 Position does not existin POSN_BDGT_VW OR POSITION_DATA
6 202550100 10014 DOT19900 04100 10014 11120010 699001 000000317 Position does not existin POSN_BDGT_VW OR POSITION_DATA
7 202550100 10014 DOT21350 04100 10014 11120010 699001 000000317 Position does not existin POSN_BDGT_VW OR POSITION_DATA
& 202550100 10014 DOT21593 04100 10076 11120010 699001 000180340 Position does not existin POSN_BDGT_VW OR POSITION_DATA
9 202550100 10014 DOT22174 04100 10076 11120010 699001 000180340 Position does not existin POSN_BDGT_VW OR POSITION_DATA
10 2025 50100 10014 DOT22955 04100 10076 11120010 699001 000180340 Position does not existin POSN_BDGT_VW OR POSITION_DATA
11 202550100 10021 DOT19742 04100 10021 11070010 60400501 000553073 Position does not existin POSN_BDGT_VW OR POSITION_DATA
12 2025 50100 10030 DOTO09023 04100 10030 11070010 60400501 000553076 Position does not existin POSN_BDGT_VW OR POSITION_DATA
13 202550100 10030 DOT22098 04100 10030 11070010 60400501 000553076 Posttion does not existin POSN_BDGT_VW OR POSITION_DATA
14 2025 50100 10030 DOT22902 04100 10030 11070010 60400501 000553076 Position does not existin POSN_BDGT_VW OR POSITION_DATA
15 202550100 10030 DOT23131 04100 10030 11070010 60400501 000553076 Position does not existin POSN_BDGT_VW OR POSITION_DATA
16 2025 50100 10038 DOT21391 04100 10038 11070010 60400501 000553077 Position does not existin POSN_BDGT_VW OR POSITION_DATA
17 2025 50100 10053 04100 10053 11070010 60400501 Invalid Combo Code
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Dept-Posn Funding Mass Upload Query
V_HR_Pos_Funding_Mass_Load

REVISED: 9/1/2026

DESCRIPTION:
Agencies should use this query to provide the information needed to populate the data changes to the
Department Position Funding Mass Upload Template.

NAVIGATION PATHS:
e Query Viewer >V_HR_POS_FUNDING_MASS_LOAD

¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_POS_FUNDING_MASS LOAD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
As Of Date HTML
SETID (Leave Blank for All) Excel

DEPTID (Leave Blank for All)
FISCAL YEAR (Leave Blank for All)

ADDITIONAL INFORMATION:
The As of Date field is required.

Screenshot of the Department-Position Funding Mass Upload Query

V_HR_POS_FUNDING_MASS_LOAD - Position Funding Query

*As Of Date |09/01/2023 |[3

SETID (Leave Blank for All} Q
DEPTID (Leave Blank for All) Q
FISCAL YEAR (Blank for All) 2023 |Q
‘_ View Results ‘

Download results in :  Excel SpreadSheet CSV Text File XML File (25 kb)

View All First 1-59 of 69 Last
Row Setid Deptid "yece! ?L;\.[rf Bffective | iy CoMion pisc_pcT £uNd Chartfietd2 P%PY Chartfield1 Product Cl2ss OPEraling cyyyipigiqy Budget Business  Project Acthvity RE;;“]‘Q’“ S| LD | o Gt | Wi
1 D 07012022 A 100.000
2 P 07/01/2022 A 100.000
3 P 07/01/2022 A 100.000
4 P 07/01/2022 A 100.000
5 P 07/01/2022 A 100.000
6 P 07/01/2022 A 100.000
7 P 07/01/2022 A 100.000
8 P 07012022 A 100.000
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Disciplinary Actions Audit Query
V_HR_DISC_ACTIONS_AUDIT

REVISED: 9/1/2026

DESCRIPTION:

This query details changes made on the Disciplinary Actions pages to identify changes/corrections
made to written notices and disciplinary actions. This query also provides the name of the user who

made the changes and when the changes were made.

NAVIGATION PATHS:
e Query Viewer > V_HR_DISC_ACTIONS_AUDIT

e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_DISC_ACTIONS_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Blank for All) HTML

Department (Blank for All) Excel

Employee ID (Blank for All)

From Date

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Disciplinary Actions Audit Query

V_HR_DISC_ACTIONS_AUDIT - RHR249 - Disc Actn Audit Qry

Business Unit (Blank for All) || (e}
Department (Blank for All) Q
Employee ID (Blank for All) Q
From Date |01/01/2021 |3
To Date [03/31/2021 |31
[ View Resus |

Download results in ©  Excel SpreadSheet CSV Text File XML File (2 kb)

First 1-50f 5 Last

Row Business Unit Department Employee ID Name Empl Record Reported Date Type Description Supervisor ID Purge Date Entered By Date/Time Action

1 70100 1256 0 01/10/2021 1 Testissue 01/10/2023 V_HR_ADMINISTRATOR 01/10/2021 5:37:19PM Add

2 70100 125 0 0110/2021 2 Test 01/10/2024 V_HR_ADMINISTRATOR 01/10/2021 5:40:35PM Add

3 70100 125 0 01/10/2021 2 Test 01/10/2024 V_HR_ADMINISTRATOR 01/10/2021 5:48:04PM Delete

4 76500 4001000 3 0110/2021 2 group 2 see p file 01/10/2024 02/08/2021 10:40:51AM Add

5 76500 4001000 3 01/10/2021 1 group 1 see file 01/10/2023 02/08/2021 10:40:51AM Add
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Disciplinary Actions (Detailed) Query
V_HR_DISC_ACTIONS_DETAIL

REVISED: 9/1/2026

DESCRIPTION:
This query lists written notices and disciplinary actions along with relevant employee demographic data.

NAVIGATION PATHS:
e Query Viewer >V_HR_DISC_ACTIONS_DETAIL
¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_DISC_ACTIONS_DETAIL

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Blank for all) HTML

Department ID (Blank for all) Excel

Employee ID (Blank for all)

From Date

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Disciplinary Actions (Detailed) Query

2 aQ
v al) Y
L Q
e [01/0172023_|5
om0 |5
Employ &

sin: Excel SpreadSheet SV TextFile XMLFile (60 kb)
First 139 of 39 Last
Offense

0SS5 Degartment EmployeelD TP Name ek Role Reporied | EXBUion | Szt Tyne Deseription Lettr| O acton Comments ASTSETN e gox | ETID | Fwle | FENC | ss o
1 0 29131 0200812023 020872025 Actve 1 DIt 01052023 NON nia 12
2 0 29131 020082023 02082025 Actve 1 D13 011052023 NON nia i iz
3 0 19212 082372023 0872312026 Actve 2 DI3 072012023 NON 12
4 0 19212 082372023 0B/23/2026  Actve 2 DI 07202023 NOM 12
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Disciplinary Actions History Query
V_HR_DISC_ACTIONS_HISTORY

REVISED: 9/1/2026

DESCRIPTION:

This query provides disciplinary action history by employee. Written notices are shown as “Active” or
“Inactive” based on whether the expiration date has passed.

NAVIGATION PATHS:
e Query Viewer > V_HR_DISC_ACTIONS_HISTORY
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_DISC_ACTIONS_HISTORY

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Employee ID HTML
Excel

ADDITIONAL INFORMATION:
The Employee ID field is a required field.

Screenshot of the Disciplinary Actions History Query

V_HR_DISC_ACTIONS_HISTORY - RHR247 - Disciplin Action Hist

Employee ID Q

‘ View Results |

Download results in - Excel SpreadSheet CS8V Text File XML File (1 kb)
View All First 1-20f 2 Last

A e Written (T
o Supervisor Expiration ! Offense  Offense  Disciplinary , .
Description D Date Notice Code Date Action Action Date Comments HR Status

Business Empl
Row Name Employee ID Unit Department Record Type Noties

Reported
Date
Verbal reprimand

. Failure to foll
1 02 01/27/2020 Sﬁ;ﬂzlfofs e ctions. 01/27/2023 Active D56 01/27/2020 NON 01/2712020 trﬁgadrlcrjgl% éillowmg Suspended

Second failure to follow 5% Pay reduced

2 02 01/30/2020 Supervisor's directions. 01/30/2023 Active D56 01/30/2020 DIP 06/09/2020 gzsng;ﬁn Suspended
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EEO4 State and Local Government Listing Query
V_HR_EEO4_STATE_AGENCY_LIST

REVISED: 9/1/2026

DESCRIPTION:

This query provides a list of Agencies that are included in the centralized federally required EEO-4
report (State and Local Government Report) due in September in odd-numbered years. Agencies may
use this query to confirm that Cardinal and DHRM will be submitting EEO4 data to the EEOC on their
behalf.

NAVIGATION PATHS:
e Query Viewer >V_HR_EEO4 STATE_AGENCY_LIST

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR _EEO4 STATE_AGENCY_LIST

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
(none) HTML
Excel

Screenshot of the EEO4 State and Local Government Listing Query

V_HR_EEOA_STATE_AGENCY_LIST- EEO4 State Agency Listing Qry
Download results in - Excel SpreadSheet CSV Text File XML File (13 kb)
Vigw Al

Row Agency Code Ageney Description

1 30100

28000
14100

4 12300

5 75400

5 78100

7 28200

8 Ti300

o 22600

10 z3z00 Board of Sar Examiners

11 74000 Buckingham Carrectional Center
12 32000 Capitol Square Preservation Cn
12 72400 Catawba Hespital

14 70800 Center Chidren & Adolescents
18 70200 Central State Hospital

18 70700 Central VA Training Center

17 24200 Chesapeake Bay Commission
18 20000 Children's Services

18 11200

20 77300

21 11800

2 25700

22 41300

24 28300

25 17400

2 15700 Compansation Board

77 aTan0 Conflict Int & Ethics Adv Cne!

22 22000 Coap Extension & Agr Experimnt
20 23400 Coap Extension & Agr Research
20 74200 Corr - Employee Rel & Train

Rev 9/1/2026 Page 19 of 132



4/ Cardinal
J

Emergency Contact Query
V_HR_EMERGENCY_CONTACT

REVISED: 9/1/2026

DESCRIPTION:

This query is used to view emergency contact information. It indicates when changes were made to an
emergency contact. This query should be run on a recurring basis to ensure personnel files contain up
to date emergency contact information.

NAVIGATION PATHS:

e Query Viewer >V_HR_EMERGENCY_CONTACT
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_EMERGENCY_CONTACT

INPUT / SEARCH CRITERIA:

OUTPUT FORMAT:

Business Unit HTML
Excel
Screenshot of the Emergency Contact Query
V_HR_EMERGENCY_CONTACT - Emergency Contacts
Business Unit (Blank for All) [| Q
View Results
Download results in :  Excel SpreadSheet C38V TextFile XML File (383 kb)
View Al First 1-100 of 387 (¥ Last
el Relationshi Ph Pri Add - Same Add Contact Last ContactLast Phone L Phone L.
Row Lucc‘;aéweuu Employee ID  Employee Name Contact Name EE“,::'I‘;AQW Phone Tfp‘lf o Address 1 i City State Postal :S'“E‘-’mp‘o;zis mz;ﬂ‘l“‘ U"p””‘:fe v gi U‘;‘;;;f‘ Upg'a‘fe d"g‘;
1 SH Spouse Mobile Y Y
2 Js Other Y N
3 |es Adult Child Y: N
4 cs Parent N N
5 PT Parent Y. Y
6 |PT Parent N Y
7 s Spouse ¥: Y
8 Js 1 Other 28 N
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Employee Data Upload Error Query
V_HR_EMPLOYEE_UPLOAD_ERROR

REVISED: 9/1/2026

DESCRIPTION:

The query will select the data from the HR0O03 Employee Data Upload Error Table and generate the
data into a workable excel file that includes error and warning messages. The current HR005 Employee
Data Upload Error report pdf version will be the model for the new report. Further, this query is used to
research and review Employee Upload Errors based on user requests.

This query will provide interfacing Agencies with the ability to view Employee Data Upload errors
created when loading data from Agency systems into Cardinal. The Agency HR, DHRM, and PPS will
be the primary audience for the use of this query. This query will supplement, not replace, the existing
VHRROO05 Error Report. It will be used to produce excel (or any format supported by query) output to
allow end users to manipulate the data as needed.

NAVIGATION PATHS:

e Query Viewer >V_HR_EMPLOYEE_UPLOAD_ERROR

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_EMPLOYEE_UPLOAD_ERROR

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (required) HTML

Company (Optional) Excel

Date From (Required) Csv

Date To (Required: must be > or = to Date From)

ADDITIONAL INFORMATION:

The From Date and To Date fields are required. This query may be run by submitting Agencies only,
not by child Agencies who do not have access to submitting Agencies data. The Business Unit
parameter field is the submitting Agency Business Unit and the Company fields may be specified if
multiple companies are included within the submitting Agency’s purview.

Rev 9/1/2026 Page 21 of 132



% Cardinal

Screenshot of the Employee Data Upload Error Query

V_HR_EMPLOYEE_UPLOAD_ERROR - Employee Data Upload Error
“Business Unit[99900 |Q
Company (Blank for All} Q
*Date From [01/0172025_|
*Date To [01/30/2025_|
View Results |
Download results in:  Excel SpreadSheet CSV Text File XML File (54 kb)
View Al
. Employee  Effectve |
Row BUSINESS Company EMPIOYEEID  “Record  Scquence WM Eror Field Name  Field Value  STOT
Number Number £
1
2 w00 ABC 0 1 3 w
3 99900 ABC o 1 3 EFF Fraai
4 9900  ABC 0 1 5 ACTION PER E
5 9900 ABC 1 1 6 ACTION FER E
6 99900 ABC 0 1 7 NAME w
7 00000 ABC 0 1 8 ACTION PER E
8 99300 ABC 0 1 10 EMPLID w
9 99900 ABC 0 1 10 w
10 Field 0 1 7 EMAIL_ADDRESS w
11 9900  ABC 0 1 1.ACTION PER E
12 99900  ABC o 1 2 w
13 9900  ABC 0 1 3 w
14 99900  ABC 0 1 4 ACTION PER E
15 99300  ABC 0 1 5 w
16 99900  ABC 0 1 7 w
17 99000  ABC 0 1 8 w
18 99300  ABC 0 1 9 w

Error Description

Warming -~ The employee's HR primary job (as determined by the Job Indicator) has
been terminated. (1000,606)

Employee Personal Data has effective dated rows greater than or equal fo the effective
date of this transaction

Effective date in file is diflerent/Same from Cardinal but the values on file are same as in
Cardinal: Transaction not loaded.

Effective date in fileis different/Same from Cardinal but the values on file are same as in
Cardinal: Transaction not loaded.

There is a change in the Name

Effective date in file is different/Same from Cardinal but the values on fle are same as in
Cardinal: Transaction not loaded

Employee transierred from ABCWONZX. Taxes, active eamings and deductions
should be validated

Warning - FTE was changed and no change was made to Standard Hours of Work
Period. (1500,121)

Email not updated - Job record in the file is not the primary job

Effective date in file is different/Same from Cardinal but the values on file are same as in
Cardinal: Transaction not loaded.

Warning - A Payroll s currently in process for this employee. Data will not be processed
until next payroll. (2000,478)

Warning — A Payroll s currently in process for this employee. Data will not be processed
uniil next payroll. (2000,478)

Effective date in file is diflerent/Same from Cardinal but the values on fle are same as in
Cardinal: Transaction not loaded

Warning - A Payroll s currently in process for this employee. Data vill not be processed
uniil next payroll. (2000,478)

Warning - A Payroll s currently in process for this employee. Data will not be processed
until next payroll. (2000,478) ; Waming — A Payroll is currently in process for this
employee. Data will not be processed until next payroll. (2000,478)

Warning - A Payroll s currently in process for this employee. Data will not be processed
until next payroll. (2000,478)
Warning - A Payroll s currently in process for this employee. Data will not be processed
uniil next payroll. (2000,478)

File Name Upload

99900_HR003_IN_01012025_1745_001.DAT 01/02/2025
99900_HR003_IN_01022025_1745_001.DAT 01/02/2025

89900_HRO03_IN_01022025_1745_001.DAT 01/02/2025
99900_HR003_IN_01022025_1745_001.DAT 01/02/2025

99900_HR003_IN_01022025_1745_001.DAT 01/02/2025
09900_HR003_IN_01022025_1745_001.DAT 01/02/2025

09900_HR003_IN_01022025_1745_001.DAT 01/02/2025
99900_HRO03_IN_01022025_1745_001.DAT 01/02/2025

99900_HR003_IN_01022025_1745_001.DAT 01/02/2025
99900_HR003_IN_01022025_1745_001.DAT 01/02/2025

99900_HR003_IN_01032025_1745_001.DAT 01/02/2025
89900_HRO03_IN_01032025_1745_001.DAT 01/03/2025
99900_HR003_IN_01032025_1745_001.DAT 01/02/2025
89900_HRO03_IN_01032025_1745_001.DAT 01/03/2025

99900_HRO03_IN_01032025_1745_001.DAT 01/03/2025

99900_HRO03_IN_01032025_1745_001.DAT 01/03/2025

09900_HR003_IN_01032025_1745_001.DAT 01/03/2025

99900_HRO03_IN_01032025_1745_001.DAT 01/03/2025

Total File EE | Total File
EE Rows:

Submitted
1

First 1-100 of 115 ¢

s
Loaded

]
7

Total
File.
Errors
0

4

Last

Total File
Warnings
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Employees with Temporary SSNs Query
V_HR_TEMP_SSN

REVISED: 9/1/2026

DESCRIPTION:

This query is used to monitor employees with temporary Social Security Numbers (SSN). In Cardinal,
temporary SSNs begin with a “907” and were assigned by Virginia Retirement System (VRS) for
salaried employees or by DHRM for hourly employees. The user can monitor and take action on SSNs

that need updating.

NAVIGATION PATHS:
e Query Viewer >V_HR_TEMP_SSN

e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_TEMP_SSN

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML
Excel

Screenshot of the Employees with Temporary SSNs Query

V_HR_TEMP_SSN - Employees with Temp SSN
Business Unit || Q
| View Results ‘
Download results in :  Excel SpreadSheet CSV Text File XMLFile (1 kb)
View All First 1-2 of 2 Last
Row Business Unit Employee ID Empl Red Employee Name Dept DOB Effective Date Temporary SSN
1 12700 97130000 01/01/1980 08/02/2020 907020107
2 71800 - 100 09/01/1999 09/01/2020 907123456
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EPR Audit Query
V_HR_EPR_AUDIT_Query

REVISED: 9/1/2026

DESCRIPTION:

This is an audit query that identifies changes made to the EPR tool by Agency. This query includes the
date and time of EPR tool changes, the User ID, and name of the user who made the change.
Additionally, it includes the fields on the page that were changed including value before and after the
change made. It also provides the User ID and name of the user who certified the EPR data for said
month.

NAVIGATION PATHS:
e Query Viewer >V_HR_EPR_AUDIT
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_EPR_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
As Of Date (blank for all) HTML

V_HR_EPR_AUDIT - EPR Tool Audit Query
“As Of Date [087312024_|Q
Business Unit (Blani for All Q
| View Results |
Download results in:  Excel SpreadSheet  CSV Text File XML File (2 kb)
View All First -1 0f 1 Last
Non-  Non-
o Nor- o, Hon o - NF:" Nom-| Fac | Fac |Nom-(Mor-| Fac Fac Fac Fac oo PO Fac Fac
Business Fac ac F Non- Non- GenF GenF Non. Non- Non- Total Total Total Total Owverall Overall
Changed By Changed By Changed On Audit Business GenF GenF Nnn Nﬂﬂ GenF GEV\F GEV\F GEV\F GEHF GenF MEL
Row Chenged ! oo, Adian P | Unit AsOato Goried Gor GenF F done GorF GenF GE"F Gone cant {07 gen G o Non- Non- Ve Ve et GonF 5 [ Gane Gont saloried Salariod Wogo Viope Tolal Toil [t
scription o ge Wage " Vicge age G FiE Res Bos Res Res N NOM- woge wage
HC FTE HC P[E HC FTE HC fTE :EC! ﬁ?; HC  FTE HC HC FTE HC FTE HC FTE
o o1 old o
Value: Value Valug:
1 00 oy R etz N e 115 13325 otg)
11:26:55AM e Ve New New New
¥ Value: Value Valug:
1 1 1
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EPR Certification Query

V_HR_EPR_CERT

REVISED: 9/1/2026

DESCRIPTION:

This query identifies which Agencies have not certified the Employee Position Reports (EPR) for the

month.

NAVIGATION PATHS:
e Query Viewer >V_HR_EPR_CERT
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_EPR_CERT

INPUT / SEARCH CRITERIA:

As Of Date (blank for all)

Screenshot of the EPR Certification Query

OUTPUT FORMAT:

HTML
Excel

Effective Date

V_HR_EPR_CERT - EPR Certification Query
As Of Date{blank for all) E)
Download results in :  Excel SpreadSheet CSV Text File XMLFile (21 kb)
View All
Row
1 063002025
2 111302021
3 103112021
4 063012025
=) 10,31/2021
6 173012021
7 10/31£2021
8 173012021
9 111302021
10 107312021
1 103112021
12 111302021
13 173012021
14 063012025
15 1013112021
16 173012021
17 063002025
13 103112021
19 111302021
20 103112021
21 063012025
22 06/30/2025

10000
10100
10100
10300
10300
10300
10700
10700
10900
10900
11000
11000
11100
11100
11100
11200
11200
11200
11300
11300
11300
11400

zZzzzzz=zzzzzZzzzZZz2Z2ZZ2ZzZz

First 1-100 0f 572+ Last

Certification Status

Rev 9/1/2026
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EPR Validation Query
V_HR_EPR_DATA_VALIDATION

REVISED: 9/1/2026

DESCRIPTION:

This query is used by Agencies to validate that their EPR data is accurate prior to completing the
certification process. The query provides a detailed spreadsheet of Job and Position Department
default funding data results for all filled positions as of the end of the month. Results should then be
summed and filtered by reporting category, General vs Non-General funding, position type, and
employee class. This query provides details regarding split funded positions that are filled. Therefore,
an employee may be returned on multiple rows of this query to include percentages within each Fund
or Program Code.

NAVIGATION PATHS:
e Query Viewer >V_HR_EPR_DATA_VALIDATION
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_EPR_DATA_VALIDATION

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
As Of Date (required) HTML

Business Unit Excel

Employee Type

Screenshot of the EPR Validation Query

V_HR_EPR_DATA_VALIDATION - EPR Validation Query

"As Of Date 21}
Business Unit (Blank for Ally Q
Employee Type (Blank for Al |Q

View Results |

Business

Fiscal o Empl  Llast First Department Budget Employee HR  Empl FullPart Job Std Job % of Fund EPR GenerallNon-  Restricted/Non-  EPRHC  EPR FTE
Row “Cijpie  Company 'yoo, Position EmpllD porord | Name | Name D Level Type  Stas Class Time Hours FTE Re9/Temp “pip™ Fund Program oo o0 General Fund Restricted Percent  Percent
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HR Location Code Query
V_HR_LOCATION_CODE_QUERY

REVISED: 9/1/2026

DESCRIPTION:

This query displays all of the active and inactive Location Codes by Business Unit. Agency HR can use

this query to extract the Location Codes within their Agency.

NAVIGATION PATHS:
¢ Query Viewer >V_HR_LOCATION_CODE

e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_LOCATION_CODE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Blank for all) HTML
Status (Blank for all) Excel

Screenshot of the HR Location Code Query

V_HR_LOCATION_CODE - HR Location Code Query

Business Unit (Blank for all) 15100 | Q
Status (Blank for all) [ Active v]

View Results |

Download results in . Excel SpreadSheet CSV TextFile XML File (1 kb)

View All First 1-30f 3 Last

Row  SetlD Location Code Eff Date Status Description Floor Building Address Line 1 Address Line 2 City State  Postal Code Sal Plan

1 15100 087 01011901 A Henrico 3 6800 6800 PARAGON PLACE SUITE 300 RICHMOND VA 23230 sw

2 15100 760 01/011801 A Richmond 2 101 101 NORTH 14TH STREET RICHMOND VA 23219 SW

3 15100 CENTR 01011901 A Department of Accounts 2ND FLOCR 101 NORTH 14TH STREET JAMES MONROE BUILDING RICHMOND VA 23219 Sw
Rev 9/1/2026
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Job Code Table Query
V_HR_JOBCODE_SALARY

REVISED: 9/1/2026

DESCRIPTION:
This query lists active Job Codes and related information including the date on which they are effective,
the associated salary minimum, and the salary maximum range.

HR Administrators and DHRM Operations use this query as a reference tool for the Job Code Data
Table.

NAVIGATION PATHS:
e Query Viewer >V_HR_JOBCODE_SALARY
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_JOBCODE_SALARY

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Set ID HTML

Excel

XML

ADDITIONAL INFORMATION:
The Set ID field should always be “STATE” (do not enter the Agency Set ID). This field is a required
field and cannot be left blank.

Screenshot of the Job Code Table Query

V_HR_JOBCODE_SALARY - Job code Table Query

SetID |STATE O

[ View Resufs |

Download results in . Excel SpreadSheet CSV TextFile XML File (1104 kb)

View All First 1-100 of 3657 \» Last

Job Effective  Effective
Code Date Status

Short Job Sal
Desc  Functicn Plan

Job Sal Range  Sal Range Sal Range

Row SetlD Family MinRate  Mid Rate = Max Rate

Description Grade Step

1 STATE 00119 010171901 A Lieutenant Governor 00119 UGR  AH 118 011000 0000000 0000000 0000000
2 STATE 00121 01/01/1901 A Govermnor 00121 UGR AH 4121 011000 0.000000 0.000000  0.000000
3 STATE 00122 010171901 A gggg;r ofPlanning & - nn173 UsR  AH 122 019000  0.000000 0.000000  0.000000
4 STATE 00123 01/01/1901 A Adjutant General 00123 UGR AH 123 011000 0.000000 0.000000  0.000000
5 STATE 00127 010171901 A Eltg%”tmummergem 00127 UGR AH 127 011000  0.000000 0.000000  0.000000
6 STATE 00129 01/01/1901 A EIE;T;H“W” ReSOUMC® na159 UGR  AH 129 0 11000 0.000000 0.000000  0.000000
7 STATE 00132 01/01/1901 A El[;rggg‘nsjm”ertjem o 4p132 UGR AH 132 041000 0.000000 0.000000  0.000000

g STATE 00136 01/01/1901 Chief Information Officer 00136 UGR  AH 136

Dir Dept of Crim Justice
Senve

Attorney General 00141 UGR AH 141

(=]

11000 0.000000  0.000000  0.000000

T

9  STATE 00140 01/01/1901 00140 UGR  AH 140

(=)

11000 0.000000  0.000000  0.000000

T

10 STATE 00141 01/01/1901

(=]

11000 0.000000  0.000000  0.000000

T
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Job Data Query
V_HR_JOB_QUERY

REVISED: 9/1/2026

DESCRIPTION:
This query provides current job and employee demographic details by Action and Action Reason based
upon the as of date defined. This query may not show future dated hires.

NAVIGATION PATHS:
e Query Viewer >V_HR_JOB_QUERY
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_JOB_QUERY

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

As of date HTML
Business Unit (Leave Blank for All) Excel
Dept ID (Leave Blank for All)

Action (Leave Blank for All)

Reason (Leave Blank for All)

VPA Only (Leave Blank for All)

EmplType (Leave Blank for All)

Job Code (Leave Blank for All)

SOC (Leave Blank for All)

HR Status

ADDITIONAL INFORMATION:
The As of date field is a required field.

Screenshot of the Job Data Query

n . - Job  Layoff . Recall .
Business " Empl Effective Effective . Action " Pasition " Empl Pay Employee Tax  FICA ot STD Claim 0 Position HR  Ben Payroll VPA
Raw Unit Company Department Last Name | First Name Empl D Red Date Sequence (G Reason Action Date Nbr Establishment Class Group Type Location Status thnrs Nmbﬁ;‘i"o" Number EF'|'§ Description Status Status Status Only
Office Services
1 18100 DU 18100 Sticks Chop 00017760000 0 06/10/2023 OPAY 5L 08/10:2023 DLIOOO77 DOLI CLS sm1 s 680 N 40.00 N Supervisor 57 A A Y
Fiscal Technician
2 18100 DU 18100 Splash Back 00079139800 0 06/10/2023 0PAY SLI 08/10/2023 DLIO0032 DOLI CLS sm1 8 760 N 40.00 N Senior A A A Y
3 18100 DU 18100 Top Counter 00103632400 2 06/10/2023 OPAY 5L 08/10:2023 DLIO0275 DOLI CLS sm1 s 760 N 40.00 N Legal Assistant A A A Y
4 18100 DU 18100 Qven Microwave 00122707500 O 06/10/2023 OPAY 8Ll 06/10/2023 DLIOO043 DOLI CLS 8M1 3 770 N 40.00 N VPP Manager A A A Y
VOSH Health
5 18100 DU 18100 Rack Bakers 00124098500 0 06/25/2023 0POS RTC  08/27/2023 DLIO0269 DOLI CLS sSm1 s 760 N 40.00 N Director A A A Y
6 18100 DU 18100 Tile Ceramic 00139207400 0 06/10/2023 OHR NEW 06/13/2023 DLIO0059 DOLI CLS 8M1 3 760 N 40.00 N ES(;:'HAH%\E:E;:}( A A A Y
Health
7 18100 DU 18100 Washer Dish 00139216500 0 06/10/2023 O PAY 5L 08/10:2023 DLIO0450 DOLI CLS sm1 s 191 N 40.00 N Compliance A A A Y
Officer Sr
Screenshot of the Job Data Query (scrolled right)
~ Standard Full ) NonStete Special Houty MO pog ) Company | Employee Agency Agency Agency Non . Bt 1™ B
CJ:;& D‘:ans[::v(\:nt‘\l:n SUEEIS'W Qccuy S;I:rr‘v Grade Step Regemp Part C?Tmzs::nn Sm;;é:m Comp Comp  Comp [g:')"é Std RE?:”’ Location  FTE PmDh;\;nn SQE:'E’;V‘C Seniority StateBegin  Use  Use  Use Auto- Emtlgna’;e Em%‘ﬁe (‘gf‘; 151") Plan (ggnﬂ Code Code
P Classification Timg | TeAuency Rie R Rt g 9 Hrs Date Date  Field! Field2 Field3 pay 91 (config2) 3 9 (Config (Config.
6 9
19221 \(/}ct:‘z:r‘:Tm Supv DLI000SS 43-1011 SW 4 0R F s 50000.000000 0.000000 0.000000 0.000000 12-24 40.00 DLID00SS LYNC ~ 1.000000 09/1611974 011251975 0911611974 N 091611974 11/10/2021 VSN0OOD 181001000 Y 30181 SF-GB
19013 2§gﬁ”?"am D) DLI00485 43-3031  SW 3 0R F s 50000.000000 0.000000 0.000000 0.000000 12-24 40.00 DLI00485 RICH ~ 1.000000 0712512009 07/25/2006 0712512009 N 07i25/2009 07/2572009 VY0000 181001000 Y 30181 SF-GB
19013 g\g!érl‘”am Offce DLI0454 23-2011 W 3 0R F s 50000.000000 0.000000 0.000000 0.000000 12-24 40.00 DLI00464 RICH 1000000 0741012003 06/10/1984 0711012003 N 07/10/2003 07/1072003 VY0000 181001000 Y 30181 SF-GB
69036 %w:g:pﬁe DLID0456 119199  SW 6 0R F s 50000.000000 0.000000 0.000000 0.000000 12-24  40.00 DLID0456 ROAN  1.000000 031611991 02/10/1983 021161983 N 06/10/2005 03/25/2013 VSY0000 181001000 Y 30181 SF-GB
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Job Mass Update Query

V_HR_JOB_MASS_DATA_CHANGE QUERY

REVISED: 9/1/2026

DESCRIPTION:

This query is used to get the most current effective dated row of job data as a starting point for building

a Job Data Mass Upload file. Additional guidance is provided on the Job Data Mass Upload

Template.

NAVIGATION PATHS:

e Query Viewer >V_HR_JOB_MASS_DATA_CHANGE
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_JOB_MASS_DATA_CHANGE

INPUT / SEARCH CRITERIA:
As of date

Unit

Dept ID

ADDITIONAL INFORMATION:
The As of date field is a required field.

Screenshot of the Job Mass Update Query

OUTPUT FORMAT:

HTML
Excel

V_HR_JOB_MASS_DATA_CHANGE - Job Mass Update query

*As of Date[[09/01/2023 |5
Unit Q
DeptID Q
| View Results ‘

Download results in ©  Excel SpreadSheet C3V Text File XML File (111 kb)

View All
. " . . Job ST Non S
ot Bulsjmless Empia  Empl Effective o, Acton  Position gy.yip Employee o, oo Employee Tax  FICA S State Comp T %”D":;‘“
nit R Date Reason  Nbr Class Type Location Status [jro Rate Fot e
1 0 06/10/2023 PAY  SLI cLs  sMt S 780 N 4000 80858000000 A  0.000000
2 0 06/10/2023 PAY  SLI cLs  sw1 s 780 N 4000 171332000000 A 0.000000
3 0 06/10/2023 PAY  SLI cLs  smt 8 760 N 4000 8$5968.000000 A  0.000000
4 0 06/10/2023 PAY  SLI cLs  smt 8 760 N 4000 121248000000 A 0.000000
5 0 06/10/2023 PAY  SLI cLs  sM1 S 760 N 40.00 117913.000000 A  0.000000
[} 0 06/10/2023 PAY  SLI cLs  sM1 S 760 N 40.00 146515000000 A  0.000000

Non

Comp e %‘:li’ Rato
0.000000 0.000000
0.000000 0.000000
0.000000 0.000000
0.000000 0.000000
0.000000 0.000000
0.000000 0.000000

Freq

Rate

0.000000

0.000000

0.000000

0.000000

0.000000

0.000000

Freq

or State Ben SB‘m Hourly Hourly Special Special Layoff
" Comp Comp Comp Comp Notce

Dt

STD Claim
Num
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Screenshot of the Job Mass Update Query (scrolled right)

Recall ES3 SEthIS Non Employes
STE.I Claim Elig Citizenship Time- Month- IBill Auto. Eligible Agency Agency Agency Eligibility Group
um El Keeper Pays P for Use1 Use2 Usel
g C rem pay
ode c Telework
ode
SF-
N 1 Y 12-24 GB N | VSDPELGGRP
SF-
N 1 Y 12-24 GB N W VSDPELGGRP
SF-
N 1 Y 12-24 GB N W VSDPELGGRP
SF-
N 1 Y 12-24 GB N W TRADELGGRP
SF-
N 1 Y 12-24 GB N W VSDPELGGRP
SF-
N 1 Y 12-24 GB N W VSDPELGGRP
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(Legislative) Bonus Extract for Reward Query
V_HR_LEG_BONUS_REW_MASS_UPD

REVISED: 9/1/2026

DESCRIPTION:
This query will extract verified (approved) bonus information from the Salary Increase Tool in a format
that matches the template for the mass upload to Rewards and Recognition.

NAVIGATION PATHS:

e Query Viewer >V_HR_LEG_BONUS_REW_MASS_UPD

o NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_LEG_BONUS_REW_MASS_UPD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Salary/Bonus Cycle HTML
Business Unit (Optional) Excel

ADDITIONAL INFORMATION:

The Salary/Bonus Cycle field is a required field. Data will only be returned once the Bonus Cycle has
been verified within the Salary Increase Tool, or if the Agency does not have any employees eligible for
the Bonus.

Screenshot of the Bonus Extract for Reward Query (scrolled left)

V_HR_LEG_BONUS_REW_MASS_UFD - Bonus Extract for Reward Query
orus Cyele | FY2026_BONUS <,
L Crplional i
|
Downigad results in . Exoel SpreadShect G2V Teat Fle XML File (356 kb)
Wieew All
Row Bucinsce Unit Emplayes ID Emnpl Ranoed Efsotiva Dats Crmated Daba Expire Dt Feward Typa wirittnn & graament Flag
1 10708 0 0EN1/2026 DL0ER0E LB H
2 10700 0 0EN1/2026 ELB H
3 10100 0 QEN13026 eLB M
4 10700 0 06172026 ELB H
3 10100 0 QEN13026 eLB M
L] 10100 0 QEN13026 2LB M
7 10708 0 0EN1/2026 LB H
a 10100 0 OEN13026 2LB M
9 10708 0 0EN1/2026 LB H
10 10900 0 0EN1/2026 ELB H
1 10100 0 QEN13026 eLB M
1z 10700 0 06172026 ELB H
13 10100 0 QEN13026 eLB M
14 10100 0 QEN13026 2LB M
15 10900 0 0EN1/2026 LB H
1€ 10100 0 OEN13026 2LB M
17 10708 0 0EN1/2026 LB H
18 10700 0 0EN1/2026 ELB H
12 10100 0 QEN13026 eLB M
20 10700 0 0EN1/2026 ELB H
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Screenshot of the Bonus Extract for Reward Query (scrolled right)

First 1-100 of 148k

Autherized Houre Autharized Amaunt ‘Comments Avwmrd Dabs Award Hours Amard Amount Raward D
i} 1500.00 Discrefionary - FY202E Bonus Pagmenl DE01/2028 o 1500.00 o
0 1500.00 Discretionary - FY202E Bonus Paymenl DE01/2028 o 1500.00 o
L} 1500.00 Discretiorn FY202E Bonus Paymenl DE01/2028 o o
L] 1500.00 Discredorn - Y2026 Bonus Paymenl 0172028 o o
i} 1500.00 Discret ¥ - FY202E Bonus Paymenl DE01/2028 o o
] 1500.00 Discredor - FY2028 Bonus Payment CED12028 o 1500.00 o
i} 1500.00 Discretionery - FY202E Bonus Paymenl DE01/2028 o o
1] 1500.00 Discretor - FY2026 Bonus Payment DE01205E o [}
L} 1500.00 Discretion FY202E Bonus Paymenl DED1/2028 o o
a 1500.00 Discredor DE/012028 ] o
i} 1500.00 Discred FY202E Bonus Paymenl DED1/2028 o o
i} 1500.00 Discretiorn - FY2026 Bonu DE01/2028 o o
a 1500.00 Discretdo FY202E Bonus P 05012028 o o
a 1500.00 Discretiorn DE01/2028 o o
a 1500.00 Discred FY202E Bonus P 05012028 ] o
a 1500.00 Discretiorn - FY2026 Bon DE01/2028 1] o
1] 1500.00 Discred FY2026 Bonus P 0E/01i2028 ] o
] 1500.00 Discretiorn DE01/2028 o o
a 1500.00 Discredor 0G/01i3025 o o
] 1500.00 Discredonary - Y2028 Bonus Paymenl CED172028 o o
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(Legislative) Bonus Extract for SPOT Query
V_HR_LEG_BONUS_SPOT_MASS_UPD

REVISED: 9/1/2026

DESCRIPTION:

This query will extract verified (approved) bonus information from the Salary Increase Tool in a format
that matches the template for the mass upload to SPOT. The HR Administrator should run the query to
Excel and verify the information prior to sending it to the Payroll Administrator.

NAVIGATION PATHS:
e Query Viewer >V_HR_LEG_BONUS_SPOT_MASS_UPD

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_LEG_BONUS_SPOT_MASS_UPD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Salary/Bonus Cycle HTML
Business Unit (Optional) Excel

ADDITIONAL INFORMATION:

The Salary/Bonus Cycle field is a required field. Data will only be returned once the Bonus Cycle has
been verified within the Salary Increase Tool or if the Agency does not have any employees eligible for
the Bonus.

Screenshot of the Bonus Extract for SPOT Query (scrolled left)

V_HR_LEG_BONUS_SPOT_MASS_UPD - Bonus Extract for SPOT Query
yole |[FY202E BONUS L,
Uit {Crptional) [+

|EE=TE]

Doaniad rosults in ;. Excsl SpreadSheet CSW Teat Fle XML File {27 kb

Wierw All
Faw Comparny Py Gmup Emgiayes I0 Empl Record Exmings Cods Exminge Sagin Ot Emmingc End Ot Tax Fariodc Tax Mainod Haurs Hoarly Rafs
1 DEL MTH & DBEN QE012026 LE1202E 1 5 a
2 DEL KTH & DBEM DEQT1I03G DE012026 1 5 a
3 DEL MTH o DBEM QE01Z02G LE012026 1 5 a
4 DEL MTH & DBEM QE01202G LE012026 1 s a
3 DEL MTH o DBEM QE01Z02G LE012026 1 5 a
] DEL KATH ¢ DEM DED12028 06012026 1 ] a
7 DEL MATH ¢ DEM QED12028 LE012026 1 ] a
a DEL MATH & DEM DED12028 06012026 1 ] a
a DEL MATH ¢ DEM QED12028 LE012026 1 ] a
10 | DEL MTH & DBEN QE012026 LE012026 1 5 a
1 DEL MTH & DBEN QE012026 LE1202E 1 5 a
12 DEL MTH 2 DBN QE012026 LE01202E 1 5 a
13 | DEL MTH & DBEN QE012026 LE1202E 1 5 a
14 DEL KTH & DBEM DEQT1I03G DE012026 1 5 a
15 |DEL KTH & DBEM QEQT1I03G DE012026 1 5 a
16 DEL MTH & DBEM QE01202G LE012026 1 s a
17 |DEL MTH o DBEM QE01Z02G LE012026 1 5 a
18 |DEL KATH ¢ DEM DED12028 06012026 1 ] a
1% |DEL MATH ¢ DEM QED12028 LE012026 1 ] a
20 DEL MATH & DEM DED12028 06012026 1 ] a
21 DEL MATH ¢ DEM QED12028 LE012026 1 ] a
22 DEL MTH & DBEN QE012026 LE012026 1 5 a
23 DEL MTH & DBEN QE012026 LE1202E 1 5 a
24 DEL MTH & DBEN QE012026 LE01202E 1 5 a
25 DEL MTH & DBEN QE012026 LE1202E 1 5 a
26 DEL KTH & DBEM DEQT1I03G DE012026 1 5 a

I I )

NN I I I A I )
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Screenshot of the Bonus Extract for SPOT Query (scrolled right)

Amcant Daducbone Taksn
1800.00
1800.00
1800.00
1800.00
1800.00
1800.00
1800.00
1800.00
1800.00
1E00.00
1800.00
1800.00
1800.00
1800.00
1800.00
1800.00
1200.00
1800.00
1800.00
1800.00
1800.00
1800.00
1200.00
1800.00
1800.00

L T R R T R R O . R O O R R R R T

BHE
BHS
BMS
BHE
BMS
BMS
BHE
BMS
BHS
BHE
BMS
BHS
BMS
BMS
BHS
BMS
BHE
BHS
BMS
BHES
BMS
BMS
BHE
BMS
BHS

Decusdicn dubsat

I I R I A I N I A R R R N I I

Ganzral Daduntions Taksn

GRM
ERM
GRN
GRM
GRN
GRN
GRM
GRN
RN
GRY
GRN
RN
GRN
GRN
RN
GRN
GRM
RN
GRN
RN
GRN
GRN
GRM
GRN
GERM

Gansral Dadunbion Bubcat

daparais Chaok

First 1-100 of 146 0k

Adational 3ag HumBer
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Legislative Salary Increase Query
V_HR_LEG_SALARY_INC QUERY

REVISED: 9/1/2026

DESCRIPTION:

This query is configured to identify employees eligible for salary increases based upon requirements
published in the DHRM Fiscal (FY) Authorizations and Compensation Memorandum. This automated
tool should be used by the Agency to evaluate, verify, and process salary increases. This query is also
used to retrieve legislative salary increases that were processed in previous cycles after those cycles
have been closed.

NAVIGATION PATHS:
e Query Viewer >V_HR_LEG_SALARY_INC
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_LEG_SALARY_INC

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Salary/Bonus Cycle HTML
Business Unit (Optional) Excel
Department (Optional)

Salary Admin Plan (Optional)

Employee ID (Optional)

System Block Only (Checkbox)

Errors Only (Checkbox)

Job Code (Optional)

ADDITIONAL INFORMATION:
The Salary/Bonus Cycle field is a required field.

Screenshot of the Legislative Salary Increase Query

V_HR_LEG_SALARY_INC - Legislative Salary Increase
<e Cycle [FY2026 a
aQ
Q.
Satary an (piona Q
Employe ID (Opfianal) Q.
System Block Only (]
Erors Only O
in: Excel SpreadSheel CSVTed File XMLFle (336 ko)
First 1100 of 155 3) Last
X Satay Continuous Sandard Curent | Sp3tem
fow Sy System Agency Agency TargstedDiscretorary TagetedDiscretonary Business ¢ Empl | Employes | Positon New St TarteclDiscretonary Sl . Newhsx Depariment Job  pay Fuipat Coinoets SR potpmance Cument Wil e
Blook | Motes  Blook Comments . Percent Amount Uit Record  Mame . Number  Solry Satary e Amount D Code Stius Tme  guct Per | Ratng  m®  imoreae Wessage
Ve " Poroent
1 n 0.00 000 o 598 swo4 18100 aative T oenteiers 400 300 SUCCESS-
DOE, SuCcEss-
2 n 000 000 2|25, swo3 18100 071102003 40.00 3003
DOE, , success-
3 n 000 000 o 508 s o6 18100 S a9t 4000 Extraondinary 300
. N o o 0005, o |7 - pe——— +0n SUCGESS-
DOE, SUCcEss-
B u 000 000 0 598, s s 18100 U onsness 000 300 5
s n 000 000 0 BOF, sw s 18100 025023 40,00 300 SUCCESS-
JoHi s
DoE, SUCcEss-
T n 000 000 0 595, sw s 18100 12011885 40.00 300 3
DOE, success-
8 N 000 000 o DO% sw s 18100 001087 40.00 300 S
s n 000 000 o 59 sw s 18100 40.00 Extraordinary 3.9 SUCCESS-
JoHH s
DOE, SUCcEss-
10 n 000 000 o DOE sw s 18100 oToinsss 4000 3003
DOE, ot success-
" n 000 000 o 508 N 18100 12011088 40.00 300
@ N o o 1005, o |7 f— S —— 0p SUCGESS-
DoE, SUCCESS-
s N 000 000 0595, sw s 18100 U gemenns 4000 300 5
i H 0.00 000 o ot EUE 18100 06/041990 40,00 Exraordinary 340 SUOCESS-
DoE, SuCcEss-
15 n 000 000 0 595, swo4 18100 o192 4000 300 3
DOE, success-
15 N 000 000 2008, swos 18100 1202024 40.00 300 S
DoE, suGcESS-
w N 000 000 s swoa 18100 1252021 40,00 300 3
DOE, Fu e
18 n 000 000 o 098, s s 18100 aatve P qo0z022  a000 300 ERRORS  date
i emor v
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Missing Email Query
V_HR_MISSING_EMAIL

REVISED: 9/1/2026

DESCRIPTION:

This query lists employees that are pending the assignment of a business email and those employees
who have an employee provided email of “noemail@virginia.gov". No other variations of this email
address will show up in this query. Without a valid email address, the employee will not be able to log
into Cardinal.

NAVIGATION PATHS:
e Query Viewer >V_HR_MISSING_EMAIL
¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_MISSING_EMAIL

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Email Option HTML
Excel

ADDITIONAL INFORMATION:
The email options are “Agency Provided Email (“A”)”, “Employee Provided Email (“E”)”, or “Pending
Agency Provided Email (“P”)". The query displays only the Business Units the user has access to.

Screenshot of the Missing Email Query

V_HR_MISSING_EMAIL - Missing Email Query

First 1-100 of 1217 (» ' Last

Raw Last Name First Name Employee ID Email Option Employee Red Business Unit HR Status Benefils Status Payroll Status Hire Date Termination Date
0 13100 0711012025
0 13100 0711012025
0 18100 07A10/2025
0 18100 07/10/2025
0711012025
0711012025

0 18100
0 13100

TTTTOTUO
BRSNS
RSN
»rrrrr
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Multiple Active Jobs Query
V_HR_MULT_JOBS_QRY

REVISED: 9/1/2026

DESCRIPTION:
This query lists employees that have multiple active job records either in the same Agency or different
Agencies (including employees on leave, layoff, or other active statuses).

NAVIGATION PATHS:
e Query Viewer >V_HR_MULT_JOBS_QRY
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_MULT_JOBS_QRY

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

As Of Date HTML
Bus Unit (Leave Blank for All) Excel
Employee ID (Blank for All)

ADDITIONAL INFORMATION:
The As Of Date field is a required field.

Screenshot of the Multiple Active Jobs Query

V_HR_MULT_JOBS_QRY - Multiple Active Jobs Query

*As Of Date [06/01/2024_ |59
Bus Unit (Leave Blank for All Q
Employee ID (Blank for All) i Q

| View Results |

Download results in :  Excel SpreadSheet CSV Text File XML File (1 kb)

View Al First 1-11 of 11 Last
Row Emplid Empl Red Eff Seq Effective Date Business Unit Company Department HR Status Empl Status Ben Status Job Code Grade Empl Type Empl Class

1 2 0 09/14/2022 VRSRT VRA 99999 A A A VRSRTO s RET

2 3 0 04/22/2024 50100 DOT 14066 A A A W19013 H GNW

3 2 0 09/14/2022 VRSRT VRA 99999 A A A VRSRTO s RET

4 3 1 04/22/2024 50100 DOT 14042 A A A W39073 H GNW

5 1 0 10/01/2023 VRSRT VRA 99999 A A A VRSRTO S RET

6 2 0 04/22/2024 50100 DOT 10021 A A A W39051 H GNW

7 0 0 12/15/2023 29400 swv 294042 A A A WB89011 H sTU

8 1 1 05/20/2024 50100 DOT 10198 A A A W3g072 H GNW

9 1 0 04/10/2024 60200 WAS 7043000 A A A Wag112 H GNW

10 2 0 05/20/2024 50100 DOT 10017 A A A w1921 H GNW

1 1 0 03/25/2024 50100 DOT 10154 A A A 19013 3 s cLs
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Performance Ratings Audit Query
V_PERFORMANCE_RATINGS_AUDIT

REVISED: 09/1/2026

DESCRIPTION:

This query details changes made on the Performance Ratings page including deleted rows. The
results include the Performance Ratings fields, User ID/username of the user who made the change,
and the date the change was made.

NAVIGATION PATHS:

e Query Viewer > V_PERFORMANCE_RATINGS_AUDIT
¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >

V_PERFORMANCE_RATINGS_AUDIT

INPUT / SEARCH CRITERIA:

Business Unit
Department ID
Employee ID
From Date

To Date

ADDITIONAL INFORMATION:

The From Date and To Date fields are required fields.

Screenshot of the Performance Ratings Audit Query

OUTPUT FORMAT:

V_PERFORMANCE_RATINGS_AUDIT - Performance Ratings Audit Qry

View All

Row

118100

2 13100

3 18100

4 13100

5 18100

& 13100

7 18100

3 13100

2 13100

10 13100

11 13100

12 13100

Business
Unit

Business Unit (Blank for aR—____Ja,
Department 1D (Blank for Al
Employee 1D (Blank for All)

Q
I%

*From Date |01/01/2024 |5
*To Date | 12/31/2024 |5

View Resulls

Download results in :  Excel SpreadSheet

18100

18100

18100

18100

18100

18100

18100

18100

18100

18100

18100

18100

D "Record LD

=
m

C3VText File XMLFile (405 kb)

Position

DLIOD0&2

DLIODOSS

DLI00Z71

DLI00Z71

DLI0D125

DLIOD125

DLIOD2ET

DLIOD25T

DLIOD267

DLIo0S21

DLI0oS21

DLIOD00S

Rating
Effective
Date

1211072024
12/11/2024
10/25/2023
12/10/2024
10/25/2023
12/09/2024
10/26/2023
12/10/2024
1211072024
05/24/2023
1211072024

10/25/2023

Effecfive Raling pying Cycle Rating Description Supervisor D Reviewer ID

Sequence Type

oA

0A

oA

0A

oA

0A

oA

0A

oA

0A

oA

0A

PYOCT2024

PYOCT2024

PYOCT2023

PYOCT2024

PYOCT2023

PYOCT2024

PYOCT2023

PYOCT2024

PYOCT2024

PYOCT2022

PYOCT2024

PYOCT2023

First 1-100 of 774 (¢ Last

Reevaluafion Reevaluation

Status Date Comments Modified By  Date/Time Action

12102024
2:27:39PM
1amizezs
2:52:03PM
12102024
1:18:17PM
1211012024,
118:717PM
12/09/2024
1.45:57PM
12092024,
1:45:5TPM
12102024
1:16:20PM
1211012024,
1:16:20PM
12102024
1:16:39PM

1211012024
TATAPM
12102024

1ATA1PM A

1211012024
1:17:56PM
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Personal Data Mass Upld Query
V_HR_PERSONAL_MASS_DATA_CHANGE

REVISED: 9/1/2026

DESCRIPTION:

This query should be used by the Agency HR to extract the necessary data to populate the data

changes to the HR558 Personal Data Mass Upload Template. The HR558 Personal Data Mass
Upload Template can be used to update an employee’s email option, business email address,
personal email address, business phone number, mobile/cell phone number, and citizenship. Any

uploaded information will overwrite existing data.

Note: A change to an employee’s preferred email address may impact the employee’s ability to access

Cardinal.

NAVIGATION PATHS:

Query Viewer > V_HR_PERSONAL_MASS_DATA_CHANGE
NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_PERSONAL_MASS DATA_CHANGE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Bus Unit (Leave Blank for All) Excel
Dept ID (Leave Blank for All) CSv

HR Status (Leave Blank for All)

Screenshot of the Personal Data Mass Upload Query

v_HR_PERSONAL_MASS_DATA_CHANGE - Personal Data Mass Upld Query

Bus Unit (Leave Blank for Al [11100_|Q
Dept ID (Leave Blank for All) Q

R
| View Results |

Download results in:  Excel SpreadSheet CSV Text File XML File (261 kb)
View Al

@
mrrrmErrrErErrErrmeprermmemm»>mm> >

Row Empl ID Last Name First Name Email Option Work Email Personal | Email Work Phone Cell Phone

First 1-100 of 485 (1 La:

Citizenship Status
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Performance Ratings Mass Upload Query
V_HR_PERFORMANCE_RATING

REVISED: 9/1/2026

DESCRIPTION:
This query should be used by the Agency HR to extract the necessary data to populate the data
changes to the HR371 Performance Rating Mass Upload Template.

NAVIGATION PATHS:
e Query Viewer > V_HR_PERFORMANCE_RATING
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_PERFORMANCE_RATING

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Excel

Effective Date Csv

Rating Type

Rating Cycle

ADDITIONAL INFORMATION:
The Effective Date, Rating Type, and Rating Cycle fields are required fields.

Screenshot of the Performance Rating Mass Upload Query

V_HR_PERFORMANCE_RATING - Performance Rating Query

Business Unit Q
*Effective Date | 10/25/2022 |[3)

“Rating Type [ Annual v
*Rating Cycle PYOCT2023 |Q
| View Results ‘

Download results in :  Excel SpreadSheet CSV Text File XML File (104 kb)

View All First 1-100 of 140 (»  Last
Row Business Unit  Employee D Employee Record Name Effective Date  Effective Sequence  Rating Type ~ Rating cycle  Review Rating ~ Re-eval Status  Re-eval Date Comments
1 0 10/25/2022 0A PYOCT2023 C

2 0 10/25/2022 0A PYOCT2023 C

3 0 10/25/2022 0A PYOCT2023 G

4 0 10/25/2022 0A PYOCT2022 C

5 0 10/25/2022 0A PYOCT2023 G

6 0 10/25/2022 0A PYOCT2023 C

7 0 10/25/2022 0A PYOCT2023 C

8 0 10/25/2022 0A PYOCT2023 G

9 0 10/25/2022 0A PYOCT2023 C

10 0 10/25/2022 0A PYOCT2023 G
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Personal Data Query
V_HR_PERSONAL_DATA

REVISED: 9/1/2026

DESCRIPTION:

This query displays personal data and employment status as of a specific date. The Exclude Contact
Information field is used to assist Agencies with identifying employees whose contact information is
omitted from employee and active directory extracts. This query may not return personal data if the hire

is future dated.

NAVIGATION PATHS:

e Query Viewer >V_HR_PERSONAL_DATA
e NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_PERSONAL_DATA

INPUT / SEARCH CRITERIA:
As of Date

Bus Unit (Leave Blank for All)
Dept ID (Leave Blank for All)
Emp Status ((Leave Blank for All)
Empl Type (Leave Blank for All)
VPA Only (Leave Blank for All)

ADDITIONAL INFORMATION:
The As of Date field is a required field.

Screenshot of the Personal Data Query

OUTPUT FORMAT:
HTML
Excel

V_HR_PERSONAL_DATA - Query to pull Personal Data

*As of Date [R601/2024 |[H)
I

Bus Unit {Leave Blank forAII):
Dept ID {Leave Blank For All) |

o

Emp Statu(Leave Blank for All) [ Acfive

Empl TypeiLeave Blank for All) [ Salaried
VPA Only (Leave Blank for Al [ |
| view Results |

Download results in - Excel SpreadSheet C3V Texi File XML File

Wiew All

Empl Empl Job

Empl Business
RN Lept Class Status Code

Emelid  ped  Unit

0 77700 CLS Active

1 |

2 0 77700 CLS Active

3 0 7rTon CLS Active

4 0 77700 BT CLS Active

S 0 7rTon HE CLS Active

Hire Date

(1739 kb)

Termination
Date

Date
of  Gender
Death

Highest
Education
Level

Date of
Birth

Marital
Status

Middle

Name Last Name

First Name

Female Marrizd Masters

Female Unknown Bachelors

} Some
Female Married Grad

Female Unknown Some
Coll.

Female Unknown Bachelors
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Screenshot of the Personal Data Query (scrolled right)

Address 1 A:Idzress

City

State T:T;:I P.R‘D::
WA BUSH
WA BUSN
WA BUSH
WA BUSH
VA BUSN

Phone
Number

Extension

Email

Typ
BUSH
BUSH
BUSHN
BUSHN

BUSHN

Email Address

Ethnic Ethnic Ethnic

Group Group Gi

-

2

roup

il Exclude
SI itary Description Citizenship Contact
datus Information
Mot "
! indicated  Mafve M
Mot -
d indicated "21ve M
Mot "
! indicated '3 M
Mot -
L indicated  M3MVE M
Mot "
1 indicateg  M3Ve M
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Position Data Information Query
V_HR_POSITION_DATA

REVISED: 9/1/2026

DESCRIPTION:
This query provides an extract of position data for Agency HR Administrators and DHRM Operations.

NAVIGATION PATHS:
e Query Viewer >V_HR_POSITION_DATA
¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_POSITION_DATA

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
As of Date HTML
Bus Unit (Leave Blank for All) Excel
Deptid (Leave Blank for All)

Posn# (Leave Blank for All)

Title (Leave Blank for All)

Full/Part (Leave Blank for All)

Pos Status (Leave Blank for All)

Status (Leave Blank for All)

Job Code (Leave Blank for All)

Grade (Leave Blank for All)

SOC (Leave Blank for All)

ADDITIONAL INFORMATION:
The As of Date field is a required field.

Screenshot of the Position Data Information Query

V_HR_POSITION_DATA - Position Data information

“As of Date [01/11/2024 |
Bus Unit (Leave Blank for All) |

Deptid (Leave Blank for Al e
Pasné (Leave Blank for All) | Q

)
i
Title {Leave Blank for All) | |
)
)

FulliPart(Leave Blank for All) [ Full-Time v

PosStatus(Leave Blank for All) [ Approved v

Status(Leave Blank for All) [ Aclive v
Job Code (Leave Blank foral)| @
Grade (Leave Blank for All)| la
S0C (Leave Blank for All) | la,

| View Restllts |

Download results in:  Excel SpreadSheet  CSV TextFile XML File (1124 kb)

View All
Position  Position Business Dept Job Reg - H-J" Sal Position Position = Confidential _ = Std FLSA Pasition
Row Nbr status Descr Unit Eff Date D Code Status Company Temp Part Plan Grads Action | Reason Action Date Position Filled/Vacant Reports To Location Hours Stat FTE RB;I;W
Time
1 A 08/25/2023 | 17 A R F Swe POS RTC  09/05/2023 N 1 40.00 P 1.000000
2 A 10/09/2022 : 15 A R F swi4 PCOS UPD  10/37/2022 N 0 40.00 P 1.000000
3 A 08/25/2023 | 12A R F 8w3 POS UPD  09/06/2023 N 1 4000 P 1.000000
4 A 09/06/2023 : 16 A R F SW 5 POS RTC 08/06/2023 N 1 4000 P 1.000000
5 A 11/03/2022 . 16 A R F Sw3 PCOS RTC  11/03/2022 N 0 4000 P 1.000000
6 A 06/25/2023 15 A R F Swi4 PCOS RLT  08/252023 N 1 40,00 P 1.000000
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Screenshot of the Position Data Information Query (scrolled right)

o Py Position Pasition =5 = oy s = Workers i £ = e
g Position Position Sensitive Position Position Position  Supervisor's Position Position Position Critical-
F!’.:l)osrlltt‘i?: Economic. EEO S;s:;?ttis\:e S0C Al‘t;‘r;:zte Position Agency Agency Agency Field Position Hazard License Licenses Licenses Hard- C;:?ed Sf‘ﬂv Prgmrgm
Interests Code code Field1 Field 2 Number to-Hire a
Ind Schedu code
12.00Y 1 Y Y N 1000000000 7720 N Y Mo N
12.00 N 4 M M N 0000000000 7720 M Y s N
12.00 N 4 M M N 0000000000 7720 N Y S N
12.00 N 1 Y N Y 0Q0C000000 7720 N Y M N
12.00 N 1 M M i 0000000000 7720 N Y M N
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Position Data Upload Error Query
V_HR_POSITION_UPLOAD_ERROR

REVISED: 9/1/2026

DESCRIPTION:

This query will select the data from the HRO06/RHR041 Position Data Upload Error Table and generate
the data into a workable excel file that includes error and warning messages. Further, this query is used
to research and review Position Upload Errors. The Agency HR, DHRM, Payroll Service Bureau, and
PPS use this query.

This query will provide interfacing Agencies the ability to view Position Data Upload errors created
when loading data from Agency systems into Cardinal. This query is used to produce excel (or any
format supported by query) output to allow end users to manipulate data as needed.

NAVIGATION PATHS:
e Query Viewer > V_HR_POSITION_UPLOAD_ERROR

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_POSITION_UPLOAD_ERROR

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Required) HTML

Company (Leave Blank for All) Excel

Date From (Required) CSv

Date To (Required: must be > or = to Date From)

ADDITIONAL INFORMATION:

The From Date and To Date fields are required. This query may be run by submitting Agencies only,
not by child Agencies who do not have access to submitting Agencies’ data. The Business Unit
parameter field is the submitting Agency Business Unit and the Company fields may be specified if
multiple companies are included within the submitting Agency’s purview.

Screenshot of the Position Data Upload Error Query

V_HR_POSITION_UPLOAD_ERROR - Position Data Upload Error Rpt

*Business Unit (99900 | @
Company (Blank for All Q
“Date From [01/01/2025_|[5j
*Date To [01/30/2025 i)
[ View Resutts |
Download results in :  Excel SpreadSheet  CSV Text File XML File (1 kb)
View All First 1-2 0f2 Last

Business 3 Line Field  Error Upload  Total File Total File: Total File Total File
Row PUGTEE Company  Posiion (LR EmorFieldName (R0 EU Eror Description File Name el v kil e e

19900  ABC  ABCWOJGR 2 ACTION_REASON NEW W A e ek CharlField Defauls. I change In GharlFleld 5 required Male Upales 19 ggg00 HRODS IN_01052025 1730 001 DAT 0110612025 1 1 0 1

2 99900_HRO06_IN_01032025_1730_001.DAT 01/03/2025 1 1 0 0
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Position Default Funding Query
V_HR_POSN_DFLT_EMPL_DATA

REVISED: 9/1/2026

DESCRIPTION:

This query pulls Position and/or Department Level Default Funding for incumbents and includes the
employee's name, Position Number, and pay rate (compensation). This query is used by HR
Administrators and Budget Processors to verify position type, funding, and distribution percentages.

This query will return Departments established for all positions where the funding has not been
established at the department or position level. The funding columns and fiscal year will display as
blank and/or “zero”.

NAVIGATION PATHS:
e Query Viewer >V_HR _POSN_DFLT_EMPL_DATA
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_POSN_DFLT_EMPL_DATA

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
As of Date HTML

Business Unit (Blank for All) Excel

Department (Blank for All)

ADDITIONAL INFORMATION:
The As of Date field is a required field.

Screenshot of the Position Default Funding by Employee

V_HR_POSN_DFLT_EMPL_DATA - Position Default Funding Query
*As of Date|10/30/2024 |[5)

Business Unit (Blank for Ally Q

Department (Blank for Ally s%
| View

Do in: Excel SpreadSheet CSV TextFile XMLFile (1181kb)
View. First 1-100 of 1857 (2 Last

. - = Empl Pc

Row BUSIES pepartment F2cal Fosiion  peguiariRestricted Temporary §agst Hegdeount Fesifon  Incumbent Name e oo £ vy ot Fund Prosram Department (23 Task FPS Asset 48505 G205 Business  Proict  Actity *§° Category Subsategory (27
1 77700 50001 2025 Regular o 1 A 0s CLs s 100.000 01000 197011 50001

2 77700 50001 2025 Regular b 1 A 08 VAL s 100.000 01000 197011 50001

3 77700 50001 2025 Regular o 1 A 18 VAL S 100.000 01000 197011 50001

4 77700 50001 2025 Regular o 1 A 0s CLs s 100.000 01000 197011 50001
5 77700 50001 2025 Regular o o A 100.000 01000 197011 50001
6 77700 50001 2025 Regular o o A 100.000 01000 197011 50001
7 77700 50001 2025 Regular o 1 A 0s VAL s 100.000 01000 197011 50001
8 77700 50001 2025 Regular o 1 A 18 CLS s 100.000 01000 197011 50001
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Privatization Query
V_HR_PRIVATIZED

REVISED: 9/1/2026

DESCRIPTION:
This query identifies positions with the Privatization flag checked within a given time period. This query
is for DHRM to monitor positions that have been privatized.

NAVIGATION PATHS:
e Query Viewer > V_HR_PRIVATIZED
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_PRIVATIZED

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Bus Unit (Leave Blank for All) HTML
As Of Date Excel

ADDITIONAL INFORMATION:
The As Of Date field is a required field.

Screenshot of the Privatization Query

V_HR_PRIVATIZED - Privatization Query

Bus Unit (Leave Blank for All) || Q
As Of Date |03/31/2021

| View Results

Download results in . Excel SpreadSheet CSV Text File XMLFile (1kb)
View All First 1-2 of 2 Last
Row Business Unit Position Number Effective Date Job Code Grade Position Type
1 70100 100HR102 12/01/2020 We9214 F
71800 BCCHROD1 01/25/2021 91512 F

)
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Rewards and Recognition Audit Query
V_HR_REWARD_RECOG_AUDIT

REVISED: 9/1/2026

DESCRIPTION: This query will display details of all changes to Rewards and Recognition including the
User ID and name of the user who made the change, the date of the change, and the action (Add,
Delete, or Update). The end users of this query are DHRM and Agency HR Administrators.

NAVIGATION PATHS:
e Query Viewer >V_HR_REWARD_RECOG_AUDIT
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_REWARD_RECOG_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Bus Unit (Leave Blank for All) HTML

From Date Excel

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required.

Screenshot of the Rewards and Recognition Audit Query

V_HR_REWARD_RECOG_AUDIT - Rewards and Recognition Audit

Business Unit (Blank for All} Q
“From Date |01/01/2022|[3y
*To Date |09/18/2023 [+

| View Results |

Download results in :  Excel SpreadSheet CSV Text File XML File (1 kb)

View All First 1-20f 2 Last
" . 5 Paid | Paid " : o ) ) )
Empl Business Reward Reward Effective  Paid Date Audit Update  Creation Expiration Written  Authorized Authorized
Row  Employee Name EmplD pocord  Unit D Type Date(Audit)  (Audit) &“ﬂ‘;’lf} ’mﬁi‘;[")‘ Action Updated By DatelTime Date Date  Agreemen t  Hours  Amount Comments
1 0 2RNB  05/25/2022 (05/25/2022 0.00 000 C 05/25/2022 Y 0.00  5000.00 12m
2 0 2RNB  05/2512022 052512022 000 10000 C 08/25/2022 Y 000 500000 12m
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Rewards and Recognition Query
V_HR_REWARD_RECOGN_MASS DATA

REVISED: 9/1/2026

DESCRIPTION:
This query serves two different purposes:

1. New Reward checkbox option selected: Used to extract employee data needed to begin
building a Rewards and Recognition Mass Upload Template. Additional instructions are
provided on the Template.

2. New Reward checkbox option not selected: Used as a query to provide employee Rewards
already entered, including amounts Authorized and Paid.

NAVIGATION PATHS:

¢ Query Viewer >V_HR_REWARD_RECOGN_MASS_DATA

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_REWARD_RECOGN_MASS_DATA

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
As of Date HTML
Bus Unit (Leave Blank for All) Excel

Department (Leave Blank for All)
Reward Type (Leave Blank for All)
New Reward

Empl Type (Leave Blank for All)
VPA Covered

ADDITIONAL INFORMATION:
The As of Date and New Reward fields are required fields.

Screenshot of the Rewards and Recognition Query

V_HR_REWARD_RECOGN_MASS_DATA - Reward and Recognition Report

*As of Date | 05/28/2026
Business Unit (Blank for All) (&}
Department (Blank for All) Q.
Reward Type (Blank for all) Q
*New Reward? [
Empl Type (Blank fer All) Q
VPA Covered

| View Results

Download results in :  Excel SpreadSheet CSV Text File XML File (1685 kb)

View All First 1-100 of 1894 [} Last
Business Empl  VPA Empl  Effective  Created  Expiration Reward  Written Authorized | Authorized Paid  Paid | Reward

Row e FistName  LastName oo couerag EMPloYselD pororg pate Date Date Type AgresmentFlag  Hours Amount Agency Notes  AwardDate o Amount 1D
1 K N 0 1116/2023  11/10/2023 N ] 100 111612023 0 100 1
2 8 N 0 05/10/2024 05/15/2024 05/10/2025 ] 8 1] 05/10/2024 8 0 2
3 s N D 051012025 05/08/2025 N 8 0 05/10/2025 8 0 3
4 s N D 06/01/2025 05/12/2025 N 0 1000 061012025 0 1000 4
5 38 N 0 06/16/2025 05/29/2025 ] [1] 2393 06/16/2025 0 2393 5
] H N 1 06/01/2025 05/12/2025 N [1] 500 08/01/2025 0 500 1
7 8 N 0 12i01/2023 11/17/2023 ] ] 1075 12/01/2023 0 1075 1
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Rewards Review Query
V_HR_REWARDS_TRANSACTIONS

REVISED: 9/1/2026

DESCRIPTION:

This query should be used by Agency HR, DHRM, PPS, and PSB to identify employees that may be
eligible for rewards and recognition using the timeframe the reward(s) data was entered (the date
keyed, not the effective date) in the Rewards page in Cardinal. The results of this query do not include

leave reward data only entered in Absence Management.

NAVIGATION PATHS:
Query Viewer >V_HR_REWARDS_TRANSACTIONS

INPUT / SEARCH CRITERIA:
Start Date

End Date

Business Unit (Blank for All)
Department (Blank for All)
Reward Type (Blank for All)
Reward Cat (Blank for All)
Empl Type (Blank for All)
VPA Covered (Blank for All)
Emplid (Blank for All)

Empl Class (Blank for All)
HR Status (Blank for All)

HTML
Excel

ADDITIONAL INFORMATION:
The Start Date and End Date fields are required fields.

Screenshot of the Rewards Review Query

OUTPUT FORMAT:

NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_REWARDS_TRANSACTIONS

V_HR_REWARDS_TRANSACTIONS - Rewards Review Query

*Start Date [01/01/2022_|[5)
“End Date [08/01/2024 |5
isiness Unit (Blank fer All) | la

(Blank for Al
1d Typs (Blank for Al

SN
Q
<

Reward Ty
o

Pay Empl Effective Creation Expiration Reward
d Status Status Class  Date Date Date Ty

sMi s Y A A CLS 0412512024 05/012024 ERE N

A A CLS 042512024 05/01/2024 ERE N

A A CLS 030172024 05/09/2024 020172025 ERL N

wiitten
Agreement AU
Fla

0

16

uuuuuuuuuuuuu

eeeeee ; 0510172024
Recogntion 05/18/2024 0 1500 3 t1a21PM
onus

B

o 0510172024
tion 0511620240 1500 4 Ple27em

SSSSS
tional ogi0112024 16 0

Excey 5 0711712024
Teamwork 4:08:55PM

First 1-100 07 19032 Lt
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Salary Grade Query
V_HR_SAL_GRADE

REVISED: 9/1/2026

DESCRIPTION:

This query provides existing Salary Plan structures associated with the Agency Head (AH), as well as
VPA Statewide (SW), and Northern Virginia (NV) Salary Plans using a SET ID of “STATE”. The Salary
Plans of FA, WG, and UG are set up under their respective Job Codes and can be reviewed using the
V_HR_JOBCODE_SALARY query.

NAVIGATION PATHS:
e Query Viewer >V_HR_SAL_GRADE
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_SAL_GRADE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Set ID HTML
Salary Plan Excel

Screenshot of the Salary Grade Query

V_HR_SAL_GRADE - Salary Grade Query
SetID e}
Salary Plan Q
| View Results |
Download results in :  Excel SpreadSheet CSV Text File XML File (174 kb)
View All First 1-100 0f 733 '+ Last
Row SetlD Salary Plan Salary Grade Effective Date Effective Status Description Min Annual Salary Mid Annual Salary Max Annual Salary

1 15600 AH 156 06/10/2025 A Agency Head, DSP 0.000 121545.000 243090.000
2 15600 NV 1 06/10/2025 A Morthem VA Extended Range 1 28360.000 55410.000 §2460.000
3 19600 NV 2 06/10/2025 A Northemn VA Extended Range 2 30511.000 66394.500 102278.000
4 15600 NV 3 06/10/2025 A Morthem VA Extended Range 3 33828.000 76297.000 118766.000
5 19600 NV 4 05/10/2025 A Northern VA Extended Range 4 44192.000 96949.500 1459707.000
6 15600 NV 5 06/10/2025 A Narthem VA Extended Range 5 57733.000 123931.500 190130.000
7 15600 NV 6 06/10/2025 A Nerthern VA Extended Range 6 75423.000 159181.500 242340000
8 15600 NV 7 06/10/2025 A Narthem VA Extended Range 7 98535.000 193605.500 288676.000
9 15600 NV 8 06/10/2025 A Northern VA Extended Range 8 128721.000 250298.000 371875.000
10 15600 NV 9 06/10/2025 A Morthem VA Extended Range 9 168166.000 397303.500 626441.000
1 15600 SwW 1 06/10/2025 A Statewide Salary Grade 1 28360.000 46995.500 65631.000
12 15600  SW 2 06/10/2025 A Statewide Salary Grade 2 30511.000 55693.000 80875.000
13 15600 sSwW 3 05/10/2025 A Statewide Salary Grade 3 33828.000 63692.500 93557.000
14 15600 SwW 4 06/10/2025 A Statewide Salary Grade 4 44192.000 80776.000 117360.000
15 15600 swW 4A 06/10/2025 A Statewide Alternate Grade 4A 57733.000 123931.500 190130.000
16 15600 SW 5 06/10/2025 A Statewide Salary Grade 5 57733.000 103094.000 148455.000
17 15600 SwW 5A 06/10/2025 A Statewide Alternate Grade SA 57733.000 123931.500 180130.000
18 15600 SW 6 06/10/2025 A Statewide Salary Grade 6 75423.000 132249.000 188075.000
19 15600 SW 7 06/10/2025 A Statewide Salary Grade 7 98535.000 170343.500 242152.000
20 18600  SW 8 06/10/2025 A Statewide Salary Grade 8 128721.000 220103.000 311485.000
21 15600  SW 9 06/10/2025 A Statewide Salary Grade 9 168166.000 397303.500 626441.000
22 21400 AH 214 06/10/2025 A Agency Head, LWU 0.000 101246.500 202493.000
23 21400 NV 1 06/10/2025 A Naorthern VA Extended Range 1 28360.000 55410.000 82460.000
24 21400 NV 2 06/10/2025 A Narthem VA Extended Range 2 30511.000 66394.500 102278.000
25 21400 NV 3 05/10/2025 A Nerthern VA Extended Range 3 33628.000 76297.000 118766.000
26 21400 NV 4 06/10/2025 A Narthem VA Extended Range 4 44192.000 96949 500 148707.000
27 21400 NV 5 05/10/2025 A Northem VA Extended Range 5 57733.000 123931.500 190130.000
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V4

Salary Grade/Step Query
V_HR_SALARY GRADE_STEP_QUERY

REVISED: 9/1/2026

DESCRIPTION:
This query provides existing step structures within Agencies that are using salary steps. If the user has
access to multiple Agencies, the table configuration values display for all applicable Business Units.

NAVIGATION PATHS:
o Query Viewer >V_HR_SALARY_GRADE_STEP_QUERY

¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_SALARY_GRADE_STEP_QUERY

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Set ID (blank for all) HTML
Salary Plan (blank for all) Excel

Screenshot of the Salary Grade-Step Query

V_HR_SALARY_GRADE_STEP_QUERY - Salary Grade-Step Query
Sat ID{lank for all) Q
Salary Plan{blank for all)| Q
View Results
Download resultsin . Excel SpreadShest  CS5V Text File XML File (26 kb)
Wie All First 1-94 of 84 Last
Row SetID Salary Plan Effective Date Grade Step Max Hourly Rate Max Daily Rate Max Menthly Rate Max Annual Rate Step Description
1 19400 s 01/01/1901 3 1 0.000000 0.000 0.000 0.000 SW 3.1 = 36750-57,386
2 19400 W 01/01/1901 4 1 0.000000 0.000 0.000 0.000 SW 4.1 = 4G200-78,348
3 18400 SW 01701/1901 El 1 0.000000 0000 0.000 0000 5W 5.1 = T1851-111,102
4 20300 N 01/01/1901 4 1 0.000000 0000 0.000 0,000 MYV 1.1 = 51,938-112,040
5 20300 1 01/01/1901 1 1 0.000000 0.000 0.000 0.000 SW 1.1 = 20,490-48,117
G 20300 sW 01/01/1901 3 1 0.000000 0.000 0.000 0.000 §W 3.1 = 20142-70,017
T 20300 S 01/01/1901 3 2 0.000000 0.000 0.000 0.000 SW 3.2 = 3023970017
i 20300 W 01701/1901 3 3 0.000000 0.000 0.000 0000 SW 3.3 = 3161370017
9 20300 W 01/01/1901 4 1 0.000000 0.000 0.000 0.000 W 4.1 = 37,506-70,017
10 20300 SW 01011901 4 2 0.000000 0000 0.000 0.000 SW 4.2 = 37 506-87 834
1 20300 S 01/01/1901 4 3 0.000000 0.000 0.000 0.000 SW 4.3 = 38,022-87 831
12 20300 W 01/01/1901 4 ] 0.000000 0.000 0.000 0.000 W 3.3 = 35,315-87 831
13 20800 SW 01/01/1801 3 1 0.000000 0.000 0.000 0.000 SW 3.1 = 26,217-61,053
14 21400 SW 01/01/1901 3 1 0.000000 0.000 0.000 0.000 SW 3.1 = 20,253-57 360
15 21400 S 01/04/1901 ki 2 0000000 0 D00 0000 D000 SW 3P = 38 26770017
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Teleworker Mass Upload Query
V_HR_TELEWORK_MASS_UPLOAD

REVISED: 9/1/2026

DESCRIPTION:

This query will extract telework agreement data from Cardinal. Agencies should use this query to
extract the information needed to populate the data changes to the HR520 Teleworker Mass Upload
Template.

NAVIGATION PATHS:
e Query Viewer > V_HR_TELEWORK_MASS_UPLOAD

e NavBar > Menu > Rep?)rting Tools > Query > Query Viewer >
V_HR_TELEWORK_MASS_UPLOAD

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
As Of Date HTML
Business Unit (blank for all) Excel

Department (blank for all)
New Telework Agreement (checkbox)

ADDITIONAL INFORMATION:
The As Of Date field is a required field for this query.

Screenshot of the Teleworker Mass Upload Query

V_HR_TELEWORK_MASS_UPLOAD - Teleworker Mass Upload Query

“As Of Date |08/01/2023  |[5)
Business Unit (Blank for All} Q
Department (Blank for All} Q

“New Telework Agreement? (J

[ View Resutts |

Download results in :  Excel SpreadSheet CSV Text File XML File (515 kb)

View Al First 1-100 of 2096 (» Last
Row Business Unit Department D Last Name First Name Employee ID Empl Record Start Date End Date Days Out of State
1 0 07/06/2023 1213112023 2N
2 0 071062023 1213112023 1N
3 0 07/08/2023 123112023 2N
4 0 071062023 12/31/2023 2N
5 0 07/06/2023 12/31/2023 2N
6 0 07/06/2023 1213112023 1N
7 0 07/06/2023 12/31/2023 2N
8 0 07/06/2023 1213112023 1N
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Seniority Date Review Query
V_HR_CMPNY_SENIORITY_DT_REVIEW

REVISED: 9/1/2026

DESCRIPTION:

This query identifies changes made to the company seniority date which is automatically updated when
an Agency HR Administrator changes the Annual Leave Eligibility Date on the Employment Data page
in Job Data. Agencies should use this query to identify missing Leave Eligibility and Company Seniority
dates as well as who changed these date fields and when, because these fields populate to Absence
Management and drive the employee leave accrual rates.

NAVIGATION PATHS:
e Query Viewer >V_HR_CMPNY_SENIORITY_DT_REVIEW

e NavBar > Menu > Reporting Tools > Query > Query Viewer >
V_HR_CMPNY_SENIORITY_DT_REVIEW

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Department ID Excel

Employee ID

From Date

To Date

ADDITIONAL INFORMATION:
The Business Unit, From Date, and To Date fields are required fields.

Screenshot of the Seniority Date Review Query

V_HR_CMPNY_SENIORITY_DT_REVIEW - Seniority Date Review

Business Unit 4200 |Q
Department ID Q
Employee ID Q
From Date |01/01/2020  |[3]
To Date |03/31/2020 |[51
View Results

Download results in . Excel SpreadSheet CSV TextFile XMLFile (3 kb)

View All First 1-6 of 6 Last
Row  Business Unit Department ID Name Employee ID Empl Record Position Location Changed On Changed By Old Value New Value Reason

1 24200 11025 1 CNUTA12 CENTR Missing Seniority Date

2 24200 11485 1 CNU00075 CENTR Missing Seniority Date

3 24200 11600 1 CNUTA1T CENTR Missing Seniority Date

4 24200 28025 1 CNUTA18 CENTR Missing Seniority Date

5 24200 99999 1 CNUORPOO CENTR Missing Seniority Date

6 24200 99999 0 CNUORPO0O CENTR Missing Seniority Date
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Temporary SSN Query
V_HR_WAGE_EE_TEMP_SSN

REVISED: 9/1/2026

DESCRIPTION:

This query is used by agency HR Administrators to identify the last temporary SSN used in the 907-4
and 907-5 sequence including numbers that were used and removed within Cardinal. This query should
be utilized when assigning temporary SSN’s for non-VRS employees (i.e., hourly) and provides the next
available number in the sequence for use.

NAVIGATION PATHS:
e Query Viewer >V_HR_WAGE_EE_TEMP_SSN
¢ NavBar > Menu > Reporting Tools > Query > Query Viewer >V_HR_WAGE_EE_TEMP_SSN

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
None HTML
Excel

Screenshot of the Temporary SSN Query

V_HR_WAGE_EE_TEMP_SSN- Temporary SSN

Download results in :  Excel SpreadSheet CSV Text File XML File (1kb)
View All First 1-2 of 2 Last

Row Series Last Number Used Next Number
1 907-4 907-
2 907-5 907-
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Terminated Employee Query for DGS
V_HR_DGS_TERM_EMPLOYEES

REVISED: 9/1/2026

DESCRIPTION:
This query provides Department of General Services (DGS) the ability to identify terminated employees
to support building security access.

NAVIGATION PATHS:
e Query Viewer >V_HR_DGS_TERM_EMPLOYEES
e NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_DGS_TERM_EMPLOYEES

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business (Blank for All) HTML
From Date Excel
To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Terminated Employee Query for DGS

V_HR_DGS_TERM_EMPLOYEES - Terminated empl query for DGS

Business Unit (Blank for ALL) Q

From Date |01/01/2021 |[3)
To Date |03/31/2021 [

View Resuits.

Download resulls in:  Excel SpreadSheet  CSV Text File  XMLFile (3 kb)

view All First 1-23 07 23 Last

Row D Name Unit Term Date

1 12300 03/10/2021
2 15100 01/02/2021
3 15100 0119/2021
4 15100 02/01/2021
3 19100 0173172021
6 21200 01/01/2021
7 21200 02/23/2021
g 21500 02/23/2021
9 21500 01/12/2021
10 50100 02/28/2021
1 50100 02/23/2021
12 50100 01/15/2021
13 50100 01/01/2021
14 50100 01/01/2021
15 70100 02/10/2021
16 70100 01/06/2021
17 70100 01/25/2021
18 70200 02/23/2021
19 74500 01/31/2021
20 77700 01/31/2021
21 99900 01/03/2021
22 OHBBN 03/29/2021
23 OHBBN 03/30/2021
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Human Resources Reports

<This page is intended to be blank>
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Action Reason Validation Report (RHR489)
REVISED: 9/1/2026

DESCRIPTION:

This report shows Job Data changes that are inconsistent with the definition of the Action/Action
Reason for classified employees only. The report only shows rows where the defined field level criteria
were not met, such as a promotion transaction where the employee did not experience the required
change in pay band/grade. Agencies and DHRM should use this report to identify transactions that do
not comply with the DHRM Compensation policy and pay practice guidelines.

This report is used by Agency and Department of Human Resource Management (DHRM) HR staff to
ensure actions comply with the Compensation Policy for Classified Employees.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Action Reason Validation
Rpt

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave Blank for All) PDF

From Date

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Action Reason Validation Report Run Control page

. ¢ Cardinal HCM . Action Reason Validation Rpt

New Window | Help | Personalize Pagg

Action Reason Validation Rpt

Run Control ID Action_Reason_Validation_Rpt Report Manager Process Monitor Run

Report Request Parameters

Business Unit (Leave Blank for All)
*From Date

*To Date

I

{ Return to Search H Notify ] Add Update/Display
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Screenshot of the Action Reason Validation Report

/fj Cardinal

Report ID: RHR489
Business Unit:

Employea ID

From Dale: 2018-10-01
ToDate:  2020-01-31

EMPL Name
Red

Eff data

11/30/2018
11/30/2018
1211012018
1211012018
10/01/2018
10101/2018
112742018
1112502018
1113012018
1112512018
10/08/2019
10/01/2018
11/30/2018
11/30/2018

cccococcocooooonn

Eff Soq

Action

Commonwealth of Virginia
Action Reason Validation Report

Reason Business Unit
REA 12700
12700
XPO 19400
21300
XPO 24100
24100
PRO 40300
40300
PRO 40300
40300
PRO 70100
70100
XPO 79400
26300

Sal Admin
Plan

[ T PP AT

Grade

Run Date: 09/08/2021

Run Time: 11:18:13

Page 1of 1

Position Number Department Comp Rate
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Compensation Eligibility Report (RHR361)

REVISED: 9/1/2026

DESCRIPTION:

This report monitors eligibility for compensation changes. The report displays three years of

performance data and displays the gross earnings and bonus balances for year to date.

Agency and DHRM HR Subject Matter Experts (SMEs) and Managers use this report to validate
eligibility for legislatively mandated and other compensation changes.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Compensation Eligibility Rpt

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave Blank for All) Excel

Department ID (Leave Blank for All)

Employee ID

Virginia Personnel Act (VPA) Only? (checkbox)

Screenshot of the Compensation Eligibility Report Run Control Page

< Cardinal HCM ‘ Compensation Eligibility Rpt

New Window | Help | Personalize Page

Compensation Eligibility Repor

Compensation Eligibility Report

Run Control ID Compensation_Elibility_Rpt Report Manager Process Monitor

Group Box

Business Unit (Leave Blank for All) E}
Department (Leave Blank for All) El

VPA Only?: O

Notify [ Add H Update/Display
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Screenshot of the Compensation Eligibility Report (scrolled left)

A B c o E F G H 1 I K L il N o} P a R 5 r

Bus Depart |Employ |[Empl |Name Positio [Compa [Job Salary |Grade |Step |Std State |Non- Special [VPA? |Leave |Cont |Prior

Unit ment (eelD ([Recd n ny Code |Plan Hours |Salary |State |Pay Servic [State  |Months|

Salary e Date | Service|of
1 Date  |Servicel
0100 19048 ] DOT19 (DOT 9152 [NV 40 0ooo Y 2005~ |2005-
2 184 10-10 |10-10

50100 [19048 ] DOT19 (DOT 9152 [NV 40 0000 A 2005- |2005-

3 184 10-10 |10-10

50100 (19048 ] DOT19 (DOT 9152 [NV 40 0ooo Y 2005~ |2005-

4 184 10-10 [10-10

50100 (19048 ] DOT19 (DOT 9152 [NV 40 0000 Y 2005- |2005-

5 184 10-10 [10-10

50100 [19043 ] DOT18 [DOT 9152 [NV 40 0000 i 2005- |2005-
= 184 10-10 (10-10

50100 19048 ] DOT19 (DOT 9152 [NV 40 0ooo Y 2005~ |2005-

7 184 10-10 [10-10

50100 [19048 ] DOT19 (DOT 9152 [NV 40 0000 A 2005- |2005-

2 184 10-10 |10-10

50100 (19048 ] DOT19 (DOT 9152 [NV 40 0ooo Y 2005~ |2005-

3 184 10-10 |10-10

50100 [A7015 ] DOT22 (DOT 9095 |3W 40 0000 Y 2005- |2005-

10 77 04-10 |04-04

50100 [A7015 (] DOT22 [DOT 9098 [SW 40 0000 L 2005- |2005-

11 771 04-10 |04-04

50100 [17015 ] DOT22 (DOT 9098 |SW 40 0ooo Y 2005- |2005-

12 771 04-10 |04-04

50100 [17015 ] DOT22 (DOT 9095 |SW 40 0000 A 2005- |2005-

13 771 04-10 |04-04

50100 17015 ] DOT22 (DOT 9098 |SW 40 0ooo Y 2005~ |2005-

14 77 04-10 |04-04

50100 [A7015 ] DOT22 (DOT 9095 |3W 40 0000 Y 2005- |2005-

15 771 04-10 |04-04

50100 [A7015 (] DOT22 [DOT 9098 [SW 40 0000 L 2005- |2005-

16 771 04-10 |04-04

50100 [17015 ] DOT22 (DOT 9098 |SW 40 0ooo Y 2005- |2005-

17 771 04-10 |04-04

o100 [17015 ] DOT22 (DOT 9098 [SW 40 0000 i 2005- |2005-
is i 04-10 |04-04

50100 12028 ] DOT16 (DOT 9033 |SW 40 0ooo Y 2013- 2013
19 836 08-25 |08-25

nann 209 ki OOTAE (oot oo T 13 Win— Fennnn o 204 204
Screenshot of the Compensation Eligibility Report (scrolled right)

r u W W ¥ Y Z AR AB AC AD AE AF AG AH Al Al AR AM AN
Prior [Job Perfor |Perfor [Perfor |Perfor Effectiv [Action |Action [Compe |Compe |Change|Change Rewar [Rewar |Rewar |Rewar
Months [Entry mance (Manc (mance |mance e Date Reaso |nsation (nsation |Amoun |Percen dID d Dt d Type |d Amt
of Date Rating |e Rating |Rating n Rate Freque |t t
Service Date |Rating |Type ncy

2005- 2023- |POS RTC 0833 |5 2025- |5LB 1138

10-10 09-25 33333 05-25

2005~ 2023- (PAY AW 0833 |5 6.916 [1.242

10-10 10-25 33333 667

2005- 2024- |POS RTC 0833 |5

10-10 09-10 33333

2005- 2025- |POS RTC 0833 |5

10-10 03-10 33333

2005~ 2025-  (PAY SLI 0833 |5 4875

10-10 06-10 33333

2005- 2025- |POS RTC 0833 |5

10-10 03-25 33333

20058~ 2023- |PAY 5L 0833 |5 0.208

10-10 12-10 33333 333

2005~ 2024- |(PAY SLI 0833 |5 2125 13.001

10-10 06-10 33333

2022- 2023- |DTA DTA 0833 |5 1 2025- |5LB 1499

04-25 02-25 33333 05-25

2022- 2023- |PAY sul 0833 |5 188.70

04-25 05-10 33333 8333

2022- 2023 |PAY SLI 0833 |5 9.25

04-25 12-10 33333

2022- 2024- |POS UFD 0833 |5

04-25 02-25 33333

2022- 2025-  |(PAY SLI 0833 |5 124 91

04-25 08-10 33333 GEG7

2022- 2025 |PLA PLA 0833 |5

04-25 06-12 33333

2022- 2025- |DTA FLE 0833 |5

04-25 07-06 33333

2022- 2025- |RFL RFL 0833 |5

04-25 07-14 33333

2022- 2024- |PAY SLI 0833 |5 121.25

04-25 08-10 33333

2013- 2022- |PAY RET 0833 |5 8.297 [2.499 1 2022- |5LB 1000

08-25 10-25 33333 BE7 11-10

anas anns  IoT o7 o s o onne oo Faave
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Compensation Levels by Job Code and SOC Report (RHR427)
REVISED: 5/15/2026

DESCRIPTION:

This report is used to analyze compensation levels detailed by Job Code, Standard Occupational
Classification (SOC) Code, or both. Once the compensation data is detailed by the desired code, the
report displays the information by average, min, mid, median, max, and quartiles. Generate this report
using the Agency Business Unit for Agency-wide quartile data. Leave the Business Unit field blank for
statewide quartile data.

The end users are Agency HR and DHRM HR Staff.
NAVIGATION PATH:

NavBar > Menu > Workforce Administration > Job Information > Reports > Comp Levels by Job Code &
SOC

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave blank for all) Excel

As of Date

VPA Only (checkbox)

Radio button for Code Level (Job Code, SOC
Code, or Both)

ADDITIONAL INFORMATION:
The As of Date field is a required field.

Screenshot of the Compensation Levels by Job Code and SOC Report Run Control Page

Comp Levels by Job & SOC Code

Run Control ID Comp_Job_and_SOC_Code Report Manager Process Monitar

Compensation Levels by Job Code and SOC

Business Unit (Leave blank for all) E}

CJVPA Only

Code Level
O Job Code

@ SOC Code
O Both
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Screenshot of the Compensation Levels by Job Code and SOC Report

Run Date: 05/15/2026

/‘ Cardinal Commonwealth of Viry
,J) ardina Compensation Levels by Job Code and SOC
By Role Code and SOC Code
Report ID: RHR427
As Of Date: 2026-04-30
'VPA Only: N
Salary Administration Plan:
Business Unit:
Code Level: Both
Role Code Role Title 50C Code 8OCTitle Number of Employees  Average Salaries Lowest Salaries First Quartile
01026 Professor 25-1032 Engineering Teachers, Postsecondary 1 50000 50000 50000
‘01026 Professor 25-1111 Crim Just Law Enforc Teachrs, 1 50000 50000 50000
Postscndry
01026 Professor 25-1121 Art, Drama, and Music Teachers, K] 50000 50000 50000
Postsecondary
01026 Professor 25-1199 postsecondary Teachers, All Other 5 50000 50000 50000
01031 Lecturer 00-0000 Unassigned ] 50000 50000 50000
1031 Lecturer 25-1000 Postsecondary Teachers 1 50000 50000 50000
01031 Lecturer 25-1067 sociology Teachers, Postsecondary "1 50000 50000 50000
01025 Associate Professor 25-1125 History Teachers, Postsecondary 1 50000 50000 50000
%1515 Financial Services Manager | 00-0000 Unassigned 7 50000 50000 50000
91519 General Admin Supv/Coord | 51-1011 First-Line Supv/Mgrsof Prodand 4 50000 50000 50000
Operating Wkrs
1538 Procurement Officer Il 11-3061 Purchasing Managers. 1 50000 50000 50000
91539 Procurement Manager Il 00-0000 Unassigned 7 50000 50000 50000
51543 Public Rels/Marketing Spec  27-1025 Interior Designers " 50000 50000 50000
1557 Stores/Warehouse Speclll  43-9099 Installation, Maint, and Repair Wkrs, 3 50000 50000 50000
All Other
91585 Mail Room Assistant Il 00-0000 Unassigned 2 50000 50000 50000
1625 Market Research Analyst  00-0000 Unassigned 5 50000 50000 50000
91649 Administrative Technicanl  43-9051 Mail Clerks & Mail Machine Oprs, 1 50000 50000 50000

MedianSalary  Third Quartile Highest Salaries
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
50000 50000 50000
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COVA Personnel Actions History Report (RHR086)
REVISED: 9/1/2026

DESCRIPTION:

This report lists all employees within a Business Unit affected by job actions that were entered by a
user between the defined from date and through date. This report is used by Agencies to populate and
research multiple rows of historical job data for audit and analysis purposes. The Run Control page
provides the ability to drill into specific actions or to run the report populating all actions within a specific
period of time. Selection of the Show Components checkbox option will return the Compensation
Salary Plan level (STATE vs BU alternate plan).

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > COVA Personnel Actions
History

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date CSv

Thru Date

Show Components

Company

Actions

Screenshot of the COVA Personnel Actions History Report Run Control Page

| & Cardinal HCM | COVA Personnel Actions History
Run Control ID  COVA_Persannel_Actions_History Report Manager Process Monitor Run
Language | English g Process Instance: 4921506
Report Request Parameters
From Date |07/01/2025 () show Components
Thru Date |06/30/2026
(@] HeL ‘
v
View All

Company Description

1||VEC Q Virginia Employment Commission E

Actions E‘ | 10f3 v

[ Leave of Absence - Unpaid vl
[ .+

Layoff VI

-]
[ Paid Leave of Absence VI
Add Update/Display
g
P
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Screenshot of the COVA Personnel Actions History Report (with Show Components checkbox

selected - Part 1)

Commeonwealth of Virginia

COVA Personnel Actions History Report
ReportID: RHRO086

From Date:

ThruDate:

Business Unit
99900
99900
99900
99900
99900
99900
99900
99900
99900
99900
99900
99900
99900

RunDate: 12/19/2025

Run Time: 11:49:52.000000_AM
7/1/2025
11/5/2025

Company
ABC
ABC
ABC
ABC
ABC
ABC
ABC
ABC
ABC
ABC
ABC
ABC
ABC

Emplid Name

EmplRcd EFFDT

0
3
0
0
0
1
0
0
0
0
0
0
0

8/22/2025
7/10/2025
9/25/2025
9/25/2025
8/25/2025
10/10/2025
7/25/2025
7/10/2025
8/29/2025
8/27/2025
8/18/2025
10/25/2025
9/20/2025

EFFSEQ  Action

0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire

Reason  EmplStatus Position Number Department
HIRNew A 110701
XCmplat A 115510
HIRNew A 120708|
HIRNew A 120711
HIRNew A 120711
HIRNew A 135718
HIRNew A 135718
HIRNew A 170704
HIRNew A 180783
HIRNew A 180764
HIRNew A 180784
HIRNew A 180788
HIRNew A 226033

Screenshot of the COVA Personnel Actions History Report (with Show Components checkbox

selected - Part 2)

DeptTitle OrigHire Dt Reg/Tep FT/PT JobCode Job Title Salary Grade
Administration R P 96224 Gen Administration Manager Il
Office of Legal Cousnel 4/10/2008 R F 96072 Hearing Legal Serves Offer I
Training 9/25/2025 R F 96913 Trainer and Instructor [l

HR 9/25/2025 R F 96092 Human Resource Analyst Il
HR 8/25/2025 R F 96013 Admin and Office Spec Il
Marketing R F 96294 PR & MkigSpec IV

Marketing 7/25/2025 R F 96294 PR & Mktg Spec IV

Financial Mgt Services 7/10/2025 R F 96013 Admin and Office Spec lll

IT Project Management 9/29/2025 T P W96311  Info Technology Specialist1
Production Support 8/27/2025 T P WS96311 Info Technology Specialistl
Production Support 8/18/2025 T P W96311  Info Technology Specialist|
POS 10/25/2025 R F 96312 Info Technology Specialist Il
Store 033 9/20/2025 T P W96711  Retail Specialist|

Store 036 9/30/2022 T P W96711 _ Retail Specialist|

SalaryAdminPlan STATE Compensation NONST Compensation SPPAY Compensation Comp Freq Employee Type

ue
uc
UG
ue
uG
ue
uG
uG
we
WG
WG
U6
WG
WG

A

ITI>»III>>>>>>>

S

TITVWITITTOw®O®nonn

Screenshot of the COVA Personnel Actions History Report (without Show Components

checkbox selected — Part 1)

Commonwealth of Virginia

COVA Personnel Actions History Report  Run Date: 12/19/2025

Report ID: RHR0086 Run Time: 11:57:22.000000_AM

From Date: 71172025

Thru Date: 11/5/2025

Business Unit Company Emplid Name EmplRed EFFDT
99900 ABC 0 8/22/2025
99900 ABC 3 7/10/2025
99900 ABC 0 9/25/2025
99900 ABC 0 9/25/2025
99900 ABC 0 8/25/2025
99800 ABC 1 10/10/2025
99800 ABC 0 7/25/2025
99800 ABC 0 7/10/2025
99800 ABC 0 9/29/2025
99800 ABC 0 8/27/2025
99900 ABC 0 8/18/2025
99900 ABC 0 10/25/2025
99900 ABC MV USSR L 0 9/20/2025

EFFSEQ  Action

0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire
0 Hire

Reason
HIRNew
XCmpLat
HIR New
HIR New
HIR New
HIR New
HIR New
HIRNew
HIRNew
HIRNew
HIRNew
HIRNew
HIR New

PP P

EmplStatus Position Number Department Dept Title

110701 Administration
115910 Office of Legal Cousnel
120706 Training

120711 HR

120711 HR

135718 Marketing

135718 Marketing

170704 Financial Mgt Services
180783 IT Project Management
180784 Production Support
180784 Production Support
180788 POS

226033 Storc 033
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Screenshot of the COVA Personnel Actions History Report (without Show Components

checkbox selected — Part 2)

QOrigHire Dt Reg/Tep
R
4/10/2008 R
9/25/2025 R
9/25/2025 R
8/25/2025 R
R
7/25/2025 R
7/10/2025 R
9/29/2025 T
8/27/12025 T
8/18/2025 T
10/25/2025 R
9/20/2025 T

FT/PT

T MW T TW T T ™M T T ™M T T

JobCode JobTitle Salary Grade
96224 Gen Administration Manager Il
96072 Hearing Legal Servcs Offcrll
96913 Trainer and Instructor [l
96092 Human Resource Analystll
96013 Admin and Office Spec Il
96294 PR & Mktg Spec IV

96294 PR & Mktg Spec IV

96013 Admin and Office Spec Il
W3S6311  Info Technology Specialist|
W96311 Info Technology Specialist|
W96311 Info Technology Specialistl
96312 Info Technology Specialist Il
WS6711 Retail Specialist|

Salary Admin Plan Comp Rate
UG
UG
UG
UG
UG
UG
UG
UG
WG
WG
WG
UG
WG

CompFreq Employee Type
S

T W T T TWIWWIWWWLWmwm
T v T T TWWwWwwwmw
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Demotions with Salary Increase Report (RHR491)
REVISED: 9/1/2026

DESCRIPTION:
This audit report shows intra-Agency and inter-Agency demotions (reductions in grade) with salary
increases for classified employees only. The report displays relevant field level change information.

This report is used by Agency and DHRM HR staff to ensure that Compensation Pay actions comply
with the Compensation Policy for Classified Employees.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Demotions with Salary
Increase

INPUT / SEARCH CRITERIA OUTPUT FORMAT:
Business Unit (Leave Blank for All) PDF

From Date

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Demotions with Salary Increase Report Run Control Page

- & Cardinal HCM | Demotions with Salary Increase

Demotion with Salary Increase

Run Control ID Report Manager Process Wonitor Run

Demotions_with_Salary_Increase

Report Request Parameters

Business Unit ( Leave Blank for All ) ‘—Q‘
 ®
o pete |

[ Add H Update/Display
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Screenshot of the Demotions with Salary Increase Report

Run Date 04/26/2021
Run Time 12:41:08 PM
PageNo. 1of1

N Commeonwealth of Virginia
/;) Cardinal
s Demotions with Salary Increase Report
Report ID: RHR481
Run Control Parameters
BUSINESS_UNIT (blank)
FROM_DT 01/01/2020
TO_DT 03/31/2021
Employee ID Employee Name E;‘g:' E";::‘ Action ::'::n B“ﬂ:i'l”
21300- Norfolk State University
1 osmszoz0 MR XeL 21300
08/24/2020  TER XFO 21500
70100- Dept of Corr - Central Admin
0 05/25/2020 XFR PRO 70100
05/16/2020 HIR NEW 70100
] 10152000 XFR REA 70100
05/25/2020  XFR PRO 70100

Sal Admin Plan

Grade

Code Number

Soh, Poskio Department Location  Comp Rate
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Disciplinary Actions Summary Report (RHR248)
REVISED: 9/1/2026

DESCRIPTION:

This report summarizes the counts of disciplinary actions by Business Unit and by Department. The
report includes the percentage of employees with disciplinary actions by type and by Department and
also rolls up by Agency and statewide for DHRM use.

This report includes sensitive information, and therefore, access to generate this report is limited to
specific user roles.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Labor Administration > Reports > Disciplinary Actions
Summary

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave blank for all) PDF

From Date

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Disciplinary Actions Summary Report Run Control Page

' & Cardinal HCM ' Disciplinary Actions Summary

Disciplinary Actions Sum Rpt

Run Control ID Disciplinary_Actions_Summary Report Manager Process Monitor Run

Report Request Parameters

Business Unit ( Leave blank for all } | Q |
*From Date ‘ ‘
“To Date ‘ ‘

l Return to Search l Add Update/Display
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Screenshot of the Disciplinary Actions Summary Report

})‘ . Commonwaalth of Virginia
4 Cardinal _p .
- Disciplinary Actions Summany Report
Run Date 08/20/2026
Report ID: RHR245 Run Time 5189:537PM
Page Mo 1of38

Run Control Parametars
Business Unit
From Date 010172025
To Date 0373172025
Businass Unit 12200 Dept of Planning and Budget
Number of VPA employees 48
MNumber of employesas with disciplinary actions | 0 0.00%
Business Unit 12300 Department of Military Affairs
Number of VPA employees 323
Number of employees with disciplinary actions | 0 0.00%
Business Unit 12700 Dept of Emergency Management
MNumber of VPA employees 189
Number of employees with disciplinary actions | 0 0.00%
Business Unlt 12800 Davizs & McDaniel Vet Care Ctr
Number of VPA employees 256
MNumber of employees with disciplinary actions | 9 3.52%

Disciplinary Action Count
Mo Disciplinary Action 10
Suspengion 1
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EEO Data Reports (RHR198)
REVISED: 9/1/2026

DESCRIPTION:

This Equal Employment Opportunity (EEQ) report displays the counts and percentages for federal
reporting purposes of the employee population based on selected data prompts.

1. The EEO Data Report returns a compilation of employee demographic data and percentages by
SOC code

2. The EEO Salary Report returns employee demographic data and totals by annual compensation
ranges
3. The EEO Role Report returns employee demographic data and totals by Role/Job Code

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Workforce Reports > EEO Data Reports

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
VPA Only (checkbox) HTML

Report Selection (checkbox) Excel

As of Date Csv

Business Unit

Department

Job Code

SOC Code

Screenshot of the EEO Data Reports Run Control Page

‘. < Cardinal HCM | EEO Data Reports

EEO Data Reports

Run Control ID EEO_Data_Reports Repaort Manager Process Monitor Run

VPA Only: O

Report Selection

® EEO Data Report O EEQ Salary Report  C EEO Role Report

Business Unit { Leave Blank for All ) E
Department  { Leave Blank for All ) E

Job Code { Leave Blank for All ) E
SQCCode (| cave Blank for All) E
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Screenshot of the EEO Data Report

/;} Cardinal Commonwealth of Wirginia
” EEQ Data Report
Run Date  03/22/2024
Reporn I0: YRHRTIGE
P Run Time __ 05:47:55PM
Run Control Parameters
Operater IO W¥_TRN_HR33124
Foun Control IO EEQ_Dsta_Reports
Az of Date nzizaiz0zz
Business Unit §
Diepartment
Job Code
E0C Code
WP Only 1]
Secretary "5
Pareat BU 3
Business Usit
Male
Occupation — . . AS- PO —— — F Male Minority Minority
Grosp AM Race Total Males Females
1-3031 1 IIER o 0.00% o 0.00% o 0.00% a 0.00% o 0.00% o 0.00% o 0.00% 1 ik o 0.00% o 0.00%
13033 o 000k |0 0.00% o ooz |0 0.00% [ 0.00% o 0.00% o 0.00% o 0o0% |0 0.00% o 0.00% 1 50.00%
1-31591 1 50.00% o 0.00% o 0.00% o 0.00% a 0.00% o 0.00% o 0.00% o 0.00% 1 50.00% o 0.00% o 0.00%
13133 1 B33% | 4 3EE3% o ooz |0 0.00% [ 0.00% o 0.00% 1 £.353% o 000% | B 50.00% 5 4167 2 16.67%
131023 ] 000k |0 0.00% o ooz |0 0.00% [ 0.00% o 0.00% o 0.00% o 0oo0x |0 0.00% o 0.00% 1 50.00%
131041 2 soo0x| o 0.00% o ooz |0 0.00% [ 0.00% o 0.00% 1 25.00% o 000% | 3 TRO00% 1 25.00% o 0.00%
131073 ] 000k |0 0.00% o ooz |0 0.00% [ 0.00% o 0.00% o 0.00% o 0oo0x |0 0.00% o 0.00% 1 50.00%
131133 1 50.00% | 0 0.00% [ ooz |0 0.00% [ 0.00% [ 0.00% [ 0.00% [ 0.00% 1 s0.00% [ 0.00% 1 50.00%
13201 1 2500% | 0 0.00% [ ooz |0 0.00% [ 0.00% [ 0.00% [ 0.00% [ 0.00% 1 Es00% [ 0.00% 2 50.00%
13-2033 3 3ts0% | 0 0.00% [ ooz |0 0.00% [ 0.00% [ 0.00% [ 0.00% [ 000% | 3 3TE0% [ 0.00% 3 FTE0%
151131 2 [ooox o 0.00% o ooz |0 0.00% [ 0.00% o 0.00% o 0.00% o 000% |2 00.00% o 0.00% o 0.00%
15-1133 1 25.00% 2 F0.00% ] 0.00% ] 0.00% o PADES ] 0.00% ] 0.00% ] 0.00% 3 TE00% 2 F0.00% ] 0.00%
211033 22| aTES% | 6 T53% o ooz |0 0.00% [ 0.00% o 0.00% o 0.00% 1 127% | 23 3671 7 5E6% 13 16.46%
23-201 1 50.00% o 0.00% o 0.00% o 0.00% a 0.00% o 0.00% o 0.00% o 0.00% 1 50.00% o 0.00% o 0.00%
25-5051 3 s0o0x| o 0.00% o ooz |0 0.00% [ 0.00% o 0.00% o 0.00% o 000% | 3| 50.00% o 0.00% 1 16.67%
Totals 40 | 23ET% | 15 | BEE% o ooz |2 115% [ 0.00% o 0.00% 4 2.37% 1 058% | 62| 36.63% 22 13.02% 40 2367
- Commonwealth of Virginia
zjf Cardinal
” EEQ Data Salary Report
Run Date 03/14/2024
Report ID: VRHR1985 . /14/
Run Time 10:38:42 AM
Run Control Parameters
Operator D W_TRN_HR35124
Run Control 1D EEC_Data_Reports
Asof Date 03/01/2024
Business Unit
Department
Job Code
S0C Code
VPAOnly N
Business Unit i
Status Full-Time
Male Female
Salary White Black HIsP AS-AM AM-IN Pacific MNfA 2+ Race White Black HIsP AS-AM AM-IN Pacific NfA 2+Race Total
550000.000 45 14 o 2 o o 2 1 69 33 2 1 o 1] 1 o 170
552000.000 1] o o o o 0 0 o o 1 o [} o 1] o o 1
553000.000 3 4 o 2 o 0 0 o 3 4 o 3 o 1] o o 13
555000.000 1] o o o o 0 0 o o o o 1 o 1] o o 1
570000.000 1] 1 o o o 0 0 o o o o [} o 1] o o 1
575000.000 1] o o o o 0 0 o o o o 5 o 1] o o 5
Totals 43 13 (] 4 (] o] 2 1 72 38 2 10 (] o 1 (] 137
BU -Totals 48 13 o 4 o o] 2 1 72 38 2 10 o o 1 o 137
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Screenshot of the EEO Role Report

Commony ealth of Virginia
EEO DataFole Repart

Run Control Parameters

f;f Cardinal
-
Repon ID: VEHR1355
Qperater ID ooTaraosEon
Ftun Cantrol ID EEQ_Data_Report
From Diate oTrnzd
To Dok avantE0zs
Biuziness Linit
Dlepartment
Job Cade
S0C Code
WP A Only n
.
Lo Department of Juvenile Justice
Unit
Full Time Fegular
Male
Jobcode Description | EEDCODE4 | White | Black | HISP ':3' AM-IN | Pacific| HIA Rz'
ace
- - .
. Admin and Office . . . . 0 0 0 0 P
Specl
- - .
- Admin and Office . . . . 0 0 0 0 P
Spec
Financial Services |
13032 2 o o o 0 0 0 0 n
Specl
anie Hearing Legal Serves 2 . . . " " " " p
Qffr I
.
13032 Human Ruzaurcs 2 o o o 0 0 0 0 0
Analpzt Il

White

Black

3

0

HIFP

1

0

Run Date 01512025
Run Time 03:40:03 AM

Female
ASS | AM-IN | Pacific | MIA
AM
a a 0 0
a a 0 0
] 0 0 0
] 0 0 0
] 0 0 1
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Employee Activity Report (RHR223)
REVISED: 9/1/2026

DESCRIPTION:

This report generates a one page change document for either Personal or Job transactions. This report
is printable to be filed in the employee personnel file upon completion of Job or Personal Data
transactions made. Use this report to validate the changes to employee Personal and Job Data (e.g.,
Job change, Salary change, Marital Status change, Address change, employee Standard Hours
change).

All HR Administrators that key Personal or Job Data transactions should have access to this report.
This report should be generated and used when a reviewer signs off on the validation of completed
transactions prior to filing in the personnel file with supporting documentation. This report includes
sensitive information, and therefore, access to generate this report is limited to specific user roles.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Employee Activity Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Employee ID PDF

Employee Record Number

Effective Date

Effective Sequence

“Personal” or “Job Change” (radio button)

ADDITIONAL INFORMATION:

The Employee Record and Effective Sequence fields default to “0” but can be updated as needed.
The Employee ID, Employee Record, Effective Date, and Effective Sequence fields are all required
fields. Either the Personal Change or Job Change radio button option must be selected.

Screenshot of the Employee Activity Report Run Control Page

Employee Activity Report

HR Activity Report

Run Control ID Emplayee_Activity_Report Report Manager  Process Monitor

HR Activity Report
*Business Unit
*Employee ID:
*Employee Record:

Effective Date:

QLEDQ

*Effective Sequence:

O Personal Change @® Job Change
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Screenshot of the Employee Activity Report

//}) Cardinal

Report ID: RHR223

Commonwealth of Virginia
HR Activity Report
Personal Change

Employee ID:

Employee Record: 0
Employee Name:

Effective Date: 01/01/2021
Effective Sequence: 0

Run Date: 04/26/2021
Run Time: 13:25:41

Page No: 1 of 1

Field Name Current Value Previous Value
Continuous State Service 03-JUN-2020

Leave Service 03-JUN-2020

Prior Service Months 1]

END OF REPORT
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Employee Data Change Audit Report (RHR002)
REVISED: 12/19/2025

DESCRIPTION:

This report displays relevant Job and Payroll information such as comp rate, empl status, HR Status,
Direct Deposit, Tax Location Code, and Department that were changed within a date range to review
and ensure there are no HR transactional or pay discrepancies. The report includes the employee’s
name, Employee ID, Employee Type, old and new value details, and the HR Administrator that made
the change. This report can be run for specific data options to include Job Data, Direct Deposit,
Additional Pay, and Tax Data.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Employee Data Change
Audit

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date CSV (use checkbox option on Run Control)
End Date PDF

Business Unit
ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields. If the Business Unit field is left blank, the report
displays all Business Units the user has access to.

Screenshot of the Employee Data Change Audit Report Run Control Page

Employee Data Change Audit
Run Contrel 1D empiovee data change audit Report Manager ~ Process Monitor Run
Report Request Parameters
“From Date | =]
“To Date | |
Employee ID | Q |
[ ¢SV File Output
Data Type Opticns
O Job Data (0 Direct Deposit Cl Additional Pay (0 Tax Data
Business Unit Selection
(B][Q] 11001 v
Business Unit Agency Description
dl a 1+ =
Save Update/Display
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Screenshot of the Employee Data Change Audit Report

Cardinal

/,yCardmal

Report ID: VHRR0002

Commonwealth of Virginia

EMPLOYEE DATA CHANGE AUDIT REPORT

Run Date: 12/18/2025
Run Time: 08:53 00

Agency
From Date
To Date

i)

18100
18100
18100
18100
18100
18100
18100
18100
18100
13100
13100
18100
18100
18100
18100
18100

Name

DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT
DEPT

Department Department

LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR
LABOR

AND
AND
AND
AND
2xD
2xD
2xD
2xD
axD
AKD
AKD
AND
AND
AND
AND
AND

18100 - Dept of Labor and Industry
:$11/10/2025
:11/24/2025

INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY
INDUSTRY

Enpl Name
Red

Enpl
Type

salaried
salaried
salaried
Salaried
Salaried
Salaried
Salaried
Salaried
salaried
salaried
salaried
salaried
salaried
Hourly

Hourly

Hourly

Data

Type

Data
Data
pata
Data
Data
Data
Data
Data
Data
Data
Data
Data
Data
Data
Data
Data

Field
Changed

EFFDT
EFFSEQ

COMPRATE
POSITICN NER
coMpANY
BUSINESS_UNIT
DEPTID

PAYGROUR
REPORTS_TO
HR_STATUS
EMPL_STATUS
TAX_LOCATION_CD
V_NON_AUTOPAY
EFFDT

EFFSEQ

COMPRATE

Change
Date

11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/13/2025
11/12/2025
11/12/2025
11/12/2025

User

Change

Page No. 1 of 4

old

value

06/10/2025
0
4506.250000
DLI00559
DLI

18100
18100

smM1
DLI00024

N

N

760

N
06/14/2024
0
33.020000

New

value

11/10/2025
0
4731.541667)
DLI00559%
DLI

18100
18100

sML
DLI00024

a

a

760

N
11/15/2025
0
33.020000
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Employee Data Upload Error Report (RHR005)
REVISED: 9/1/2026

DESCRIPTION:

This error report provides details regarding errors for Agencies who are interfacing employee
demographic (HR003) information. This report should be reviewed and errors should be addressed
quickly in order to minimize corrections requests, which require Cardinal Post Production Support
(PPS) tickets through the VITA Customer Care Center (VCCC).

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Employee Data Upload
Error Rpt

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date PDF
To Date

Output to File Server (checkbox))
Tree Name BU_HRO003_EXT
How Specified Detail — Selected Parents

ADDITIONAL INFORMATION:
The Output to File Server checkbox option is only used by Batch users. The From Date and To Date
fields are required fields.

The Tree Name and How Specified fields are also required fields. The Tree Node Selector section
populates after the required fields are entered and the Tree icon is selected. Expanding the Tree and
selecting the desired Business Unit (BU) populates the Select Value/Nodes section. Tree nodes are
built with all of the Agencies and their respective Departments. They are applied in different forms to
include or exclude data.
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Screenshot of the Employee Data Upload Error Report Run Control Page

Cardinal HCM ‘

Employee Data Upload Error Rpt

Employee Data Upload Error Rpt

Run Control ID Employee Data_Upload_Error_Rpt

Report Manager Process Moniter

Date Range File Parameters

“From Date

“To Date | |

[ Qutput to File Server

Business Unit Selection

*Tree Name |BU_HRO03 EXT Q *How Specified | Detail - Selected Parents v|
Tree Node Selector Select Values/Nodes
2 o ‘ *Select Value ‘ Description |

First | Previous | Mext |Last |Left |Right ‘

G BU_HRO003_EXT - Demographics Upload

| =

=

- I

[ Add H Update/Display

Screenshot of the Employee Data Upload Error Report

Beport [D: RHRODS

? Coamorseslth of Virginia
LTV EMPLOVEE DATA UPLOAD EREDR REFORT

Fur Date: D5/13/2020
Fun Time: 11:33 00

Transactioral HR BU: 12700
Upload Date Range: 15-2UG-2020 1o 1G-AUG-2020

File Naze:
Upload Date:

File Processed:  Fils proseszed susceszfully with one ox mezs szzozs.

KR Demegraphie BU: 12710

Zxployes 1D Expl Red Ervor Field Haze Fizld Valus EffSeq  Errer Type
o 2a¥GACTE 28z a0n =
s EMEL_CI2SS a0n ]
s ACTION TR 200 T

Summary totals are only displayed when the report is Tun for a scbmitting Business Unic.

Zad of Repest

Bage We. 1 ef 1

Ervor Description

Inwalid Paygromp om Fils

Emplogee =lazs is invalid or slank on £ils; default se
cLs

sed becauze ewployee iz imacvive.
cive dace "I020-08-02" could mer
1id has mulsip:

rzcords: could not
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Employee Disability and Veteran Status Report (RHR294)
REVISED: 9/1/2026

DESCRIPTION:

This report captures the employee Disability Status, Veteran Status, Employee Type, Handicap Codes,
counts by category, and percentage of population in summary format. This report can also be run in a
detailed format to provide individual disability and veteran status employee information.

DHRM and Agency HR Managers/SMEs use this report to examine Agency veteran and disability
statistics and details. This report includes sensitive information, and therefore, access to generate this
report is limited to specific user roles.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Disability and Veteran
Status

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave Blank for All) PDF
As of Date Excel

VPA only (checkbox)

Report Level (Detail or Summary)
Employee Type (Salary/Hourly/Both)
Employee Status (Active/Inactive/Both)

ADDITIONAL INFORMATION:
The As of Date field is a required field.

Screenshot of the Employee Disability and Veteran Status Report Run Control Page

Disability and Veteran Status

Disability and Veteran Status

Run Control ID =g bility_and_Veteran_Staius Report Manager Process Monitor Run

Employee Disability and Veteran Status Report

.

Business Unit (Leave Blank for All)

CJWPA Only
Report Level
*Thru Date CrDetail  ® Summary
*Employee Type
*Employee Status

(7o) (e
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Screenshot of the Employee Disability and Veteran Status Report — Summary View

Business Total
Unit Employses
1315

Hourly

Employee Disability and Veteran Status Report

Commonwealth of Virginia

Summary
DISABILITY STATUS |

Yes Percantage Percentage Unknown Percantage Yes Percentage

B8 7% 366 28% 861 a2 %

Bun Date:
Bun Time:

01/30/2025
10:46:12

Bage 1 of 1

VETERAN STATUS

No

22

Percentage Unknown

17% 1002

|
Percentage

T6%

Screenshot of the Employee Disability and Veteran Status Report — Detail View

Buziness Linir:
Department Employee ID

Commonwealth of Virginia

Employee Disability and Yeteran Status Report

Detail

Employee Record
r 0
0
0

LI T D L B N B B B |
o o

-
o

Employee Class
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified
Classified

Classified

Employee Status
Active
Active
Active
Active
Aative
Aitive
Active
Active
Active
Active
Active
Aitive
Active
Active
Active
Active

Active

Emplogee Type

s

L T B B T R L R B R T T Tl

Run Date: 013012025

Run Time: 10:53:57

Page Tof 1

Job Code
L =]
L1}
roozame
Foozam
L1
L1
ro zatad
FooE0n
roozam
Foozame
L1173
L)1
rooEi
L1}
L1}
-
P ozans

Grade
rooa

" Y T YT T T YT W W VNN
w oo IS

Al
IS

Disability Status
R-blot Indicated
R=Hlot Indicated
#=Hot Indicated
w=Hot Indicared
x=Ma Indicared
n-Ma Indicared
R-blot Indicated
R=Hlot Indicated
R=Hlot Indicated
M-Not Disabled
w=Hot Indicared
n-Ma Indicared
R-Mot Indicated
R-blot Indicated

“r-Disabled
#=Hot Indicated

x-Hot Indicared

Veteran Status
TFNetindicated
S-Active Reserue
T-Matindicated
T-Metindicated
1ot indicated
Thatindicsted
d-\eteran
T-Matindicated
T-Matindicated
T-Matindicated
T-Metindicated
Thatindicsted
Mot indicated
TNetindicated
T-Matindicated
T-Matindicated

d-Veteran
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Employee Position Summary Report (RHR019)
REVISED: 9/1/2026

DESCRIPTION:

This report is used to determine accurate totals for Hourly/Wage FTE and headcount by Agency for
EPR reporting. This report is only for Hourly/Wage employees (PS_JOB.EMPL_TYPE = ‘H’). Agencies
should use this report monthly to identify actual Hourly/Wage FTE and headcount totals and overwrite
wage numbers generated from job data by the EPR tool.

The report results deliver hours paid within the time period and the funding information associated with
the payment of regular and overtime hours based upon the hourly employees’ actual paychecks, not
FTE/headcount related to employees’ job data. The purpose of this is to capture actuals as wage
employees remain active in their Agency jobs but do not work based on standard hours on job data.
The work may be seasonal where they pull 40 hours or more during peak season and less than, or
even to 0 hours during slower periods.

The FTE Count field on the Summary report is automatically calculated within the report results based
upon the amount from “Total Hours” divided by the “Available Hours to Work in Month”. The headcount
totals generated by this report equate to the number of Hourly/Wage employees that worked within the
time period.

The detailed report does not require “Available Hours to Work in Month” because this version of the
report will require the user to perform calculations manually. This version provides the Pay Period end
date for the period of time indicated in the From Date and To Date fields.

This report is used by Agency HR and DHRM Analysts and Managers.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Employee Position Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date PDF
To Date

Report Type (Summary or Detail)
Hours Available to Work in a Month
Company

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.
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Screenshot of Employee Position Summary Report Run Control Page

Run Control ID Empl_Pos_Sum_Rpt Report Manager Process Monitor

Report Request Parameters

Check Date Range Report Type
rom ] ® Summary
“Thru Date

Company Selection

*Hours Available to Work in a Month

E L View AIll

Company Description

-

[ 9

l Add H Update/Display

Screenshot of the Employee Position Summary Report - Summary

;}Cardinal Commonwealth of Virginia
HOURLY EMPLOYEE POSITION REPORT
/ SUMMARY REPORT Run Date: 11/08/2024
Report ID: VHRR0019 Run Time: 02:53 00
Company : DIJ - Department of Juvenile Justice Page No. 1 of 1
From Date : 07/01/2024
To Date 1 07/31/2024
GENERAL FUND 01000 EACULTY NON FACULTY
TOTAL HOURS 0.000000 4,807.020000
AVAILABLE HOURS TO WORK IN MONTH £0.000000
FTE COUNT 0.000000 120.175500
HEADCOUNT EMPLOYEE WITH NOMZERO HOURS 0.000000 71.000000
NOM-GENERAT FIND (FACULTY E & €) FACULTY HON_FACULTY
TOTAL HOURS 0.000000 0.000000
AVAILABLE HOURS TO WORK IN MONTH £0.000000
FTE COUNT 0.000000 0.000000
HEADCOUNT EMPLOYEE WITH NOMZERO HOURS 0.000000 0.000000
NOM-GENERAL FUND 0306 (AUXILIARY) FACULTY NON_FACULTY
TOTAL HOURS 0.000000 0.000000
AVAILABLE HOURS TO WORK IN MONTH £0.000000
FTE COUNT 0.000000 0.000000
HEADCOUNT EMPLOYEE WITH NCONZERD HOURS 0.000000 0.000000
NON-GENERAL FUND 03010, 03020, 03030, 03080 (SPONSORED FROGRAM) FACULTY NON_FACULTY
TOTAL HOURS 0.000000 0.000000
AVAILABLE HOURSE TO WORK IN MONTH 40.000000
FTE COUNT 0.000000 0.000000
HEADCOUNT EMPLOYEE WITH NOMZERO HOURS 0.000000 0.000000
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Screenshot of the Employee Position Summary Report - Detail

; Cardinal Commonwealth of Virginia
HOURLY EMPLOYEE POSITION REPORT
/ DETAIL REPORT Run Date: 11/08/2024
Report ID: VERR0019 Run Time: 02:59 00
: of Juvenile Justice Page No. 1 of 16
Emplid Name Check Fund Acount
Date
Total Employee 0.000000 0.000000 o0oooo
otal General Fund 01000 - Faculty 0.000000 0.000000 00000
Page No. 2 of 18

Cempany : DJJ - Department of Juvenile Justice
From Date : DT/01/2024
To Date : 0T/31/2024
Emplid Empl Hame Check Regular Cvertime Total Fund Acount

Red Date Hours Hours Hours

4 12-JUL-2024 29.000000 0.0000000 29.000000 01000

4 26-JUL-2024 58.000000 0.0000000 53.000000 01000
Total Employes 287.000000 0.000000 &87.000000

2 12-JUL-2024 26.500000 0.0000000 26.9300000 01000
Total Employes 26.500000 0.000000 26.900000

o 12-JUL-2024 58.000000 0.0000000 58.000000 01000

o 26-JUL-2024 56.000000 0.0000000 56.000000 01000
Total Employee 114.000000 0.000000 114.000000

o 12-JUL-2024 53.000000 0.0000000 53.000000 01000

o 26-JUL-2024 45.000000 0.0000000 45.000000 01000
Total Employes 92.000000 0.000000 898.000000

o 12-JUL-2024 8.000000 0.0000000 §.000000 01000
Total Employee 8.000000 0.000000 8.000000

o 12-JUL-2024 35.500000 0.0000000 35.500000 01000

o 26-JUL-2024 35.500000 0.0000000 35.500000 01000
Total Employee 71.400000 0.000000 71.400000

o 12-JUL-2024 56.000000 0.0000000 56.000000 01000

o 26-JUL-2024 42.500000 0.0000000 42.500000 01000
Total Employes 98.500000 0.000000 98.500000
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Employee Turnover Analysis (RHR422)
REVISED: 9/1/2026

DESCRIPTION:

This report displays employee turnover data, at detailed or summary level, by counts and percentages,
during a specified date range. Utilize the Department Detail checkbox option when running the report
at the Summary level to gain insight into employee turnover statistics by Department. If Department
level summary statistics are unnecessary, simply leave this checkbox option unchecked to generate
Agency wide summary statistics only.

The end users for this report are Agency HR Administrators and DHRM.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Workforce Reports > Employee Turnover Analysis

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave Blank for All) Excel

Department (Leave Blank for All)

From Date

To Date

Department Detail (checkbox)

Total By (Job Code, Employee Class, or Years of

Service)

Employee Type (Hourly, Salaried, or Both)

Report Level (Detail or Summary)

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields. Selection of a Total By option is also required.

Screenshot of the Employee Turnover Analysis Report Run Control Page

4 Cardinal HCM ‘ Employee Turnover Analysis

Run Control ID

R ReporMansger  Prcass Monkor

Process Request Parameters

Business Unit [Leave Elank for All
Department {Leave Blank for All)
*From Date

*To Date

Total By

®JobCode [ Employee Class

Employee type

O Hourly 2 Salaried

Report Level

Opetail  ® Summary

Ijl [ Department Detail

) Years of Service

in List Mesct in List Mofify
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Screenshot of the Employee Turnover Analysis Summary Report — Summary View

Commonwealth of Virginia
EMPLOYEE TURNOVER ANALYSIS  Run Date: 08/26/2026
ReportID: RHR422 Run Time: 03:09 00
From Date: 01/01/2024 Page No. 1 of 1
From Date: 01/01/2025
Business Begin Hires/ Transfer Retire Term Transfer Total Turnover
Unit DeptID Employee Years of Service  Count Rehires Ins ments inations Deaths Outs End Count Turnovers Rate
0-5Years 70 26 3 0 19 0 13 67 32 45.71%
6-10Years 29 5 1 0 4 0 6 25 10 34.48%
11-15Years 24 3 1 0 6 0 1 21 7 29.17%
16-20Years 16 1 0 1 1 0 4 11 6 37.50%
21-25Years 12 1 1 0 2 0 1 11 3 25.00%
26-30Years 5 0 0 2 0 0 1 4 3 60.00%
30+ Years 20 1 1 3 1 0 0 18 4 20.00%
Grand Totals: 176 37 7 6 33 0 26 157 65 36.93%
Turnover Rates: 3.41% 18.75% 0.00% 14.77%
Screenshot of the Employee Turnover Analysis Summary Report — Detail View
Commonwealth of Virginia
EMPLOYEE TURNOVER ANALYSIS Run Date: 08/26/2026
Report ID: RHR422 Run Time: 03:12 00
From Date: 01/01/2024 Page No. 1 of 4
From Date: 01/01/2025
Comp Last First Empl Eff Act Rea Action Empl Empl HR Position Job
BU any Dept Name Name EmplID Red  EffDate Seq ion son Date Class Type Stat Nbr Code  JobCode Descr VacateDt Pos BegDt Yrssvc
DOE JOHN 0 1/25/2024 0 HIR NEW 1/25/2024 CL§ 3 A 18013 Admin and Office Speclll 1/25/2024 3
DOE JOHN 1 7/22/2024 O TER RES = 7/11/2024 CLS 8 1 19013 Admin and Office Speclll 71172024 4/1/2025 7
DOE JOHN 0 8/25/2024 O TER XFO 8/12/2024 CL§ 8 1 19013 Admin and Office Speclll 8/12/2024  8/10/2022 4
DOE JOHN 1 11/25/2024 O TER XFO 11/14/2024 CLS 8 I 19013 Admin and Office Specll 11/14/2024  3/25/2023 3
DOE JOHN 0 7/1/2024 O TER XFO 6/21/2024 CLS S 1 18013 Admin and Office Specll 6/21/2024  9/10/2022 3
DOE JOHN 1 9/10/2024 0 HIR XPO 9/10/2024 CLS S A 19013 Admin and Office Speclll 9/10/2024 1
DOE JOHN 0 10/25/2024 0 HIR NEW 10/26/2024 CL§ S A 18013 Admin and Office Specll 10/25/2024 &
DOE JOHN 0 4/25/2024 0 TER XFO 4/4/2024 CLS S 1 19034 Financial Services Manager  4/4/2024  6/10/2016 10
DOE JOHN 0 11/10/2024 0 HIR NEW 11/12/2024 CLS S A 19034 Financial Services Manager 11/10/2024 1
DOE JOHN 0 8/10/2024 0 HIR NEW 8/12/2024 CL§ 3 A 19072 Hearing Legal Servcs Offer Il 8/10/2024 2
DOE JOHN 0 7/13/2024 O TER RES  6/26/2024 CL§ S 1 19072 Hearing Legal Servcs Offcr Il 6/26/2024  5/10/2021 5
DOE JOHN 0  3/5/2024 0 TER UNS 3/4/2024 CLS 8 1 19072 Hearing Legal Serves Offcr Il 3/4/2024 10/25/2023 2
DOE JOHN 0 9/10/2024 0 HIR NEW 9/10/2024 CL§ S A 19072 Hearing Legal Servcs Offcr I 9/10/2024 1
DOE JOHN 3 4/10/2024 0 HIR XPO  4/10/2024 CIS S A 18092 Human Resource Analyst Il 2/1/2013 13
DOE JOHN 0 1/25/2024 O TER XFO 1/18/2024 CLS & 1 19151 Procurement Officer | 1/18/2024  8/1/2021 6
DOE JOHN 0 4/25/2024 0 HIR NEW 4/25/2024 CL§ S A 19151 Procurement Officer | 442512024 2
DOE JOHN 0 11/10/2024 0 TER XFO 11/12/2024 CLS S 1 19151 Procurement Officer | 11/12/2024  4/25/2024 2
DOE JOHN 0 712024 0O TER XFO 6/21/2024 CLS S 1 6/21/2024 11/10/2015 15
DOE JOHN 0  7/1/2024 O TER XFO €/21/2024 CL§ S 1 6/21/2024  5/30/2006 20
DOE JOHN 0  7/1/2024 O TER XFO €/21/2024 CL§ S 1 19211 Prog Admin Spe: 6/21/2024  8/10/2022 19
DOE JOHN 0  7/1/2024 O TER XFO €/21/2024 CL§ 8 1 19211 Prog Admin Spe: 6/21/2024  4/30/2007 19
DOE JOHN 0 7/1/2024 QTER XFO 6/21/2024 CL§ S I 19211 Prog Admin Spe: 6/21/2024  1/25/2020 [}
DOE JOHN 0 7/1/2024 O TER XFO 6/21/2024 CLS S 1 18211 Prog Admin Spe: 6/21/2024  2/25/2021 5
DOE JOHN 0  7/1/2024 O TER XFO 6/21/2024 CL§ S 1 18211 Prog Admin Spe: 6/21/2024  4/25/2022 4
DOE JOHN 0  7/1/2024 O TER RES 6/21/2024 CLS S 1 18211 Prog Admin Spe: 6/21/2024 10/10/2022 3
nOE I0HN n F/1/2024 NTER_XFO) R/21/2024 18 S 1 19211 Prng Admin Snaci BI21/2024 _1/25/2023 a
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EPR Full Time Equivalent Totals by Agency Report (RHR398)
REVISED: 9/1/2026

DESCRIPTION:

This report is an Employee Position Full Time Equivalent (FTE) report that displays FTE totals by EPR
category. This report displays totals for all Business Units based on Salary/Wage, Non-Faculty/Faculty,
General Funded/Non-General Funded, and Restricted/Non-Restricted. The end users of this report are
DHRM and Agency HR Administrators. Agencies must certify their positions using the EPR Tool in
order for this report to generate as it produces the results from completion of the EPR tool.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Workforce Reports > EPR FTE Totals by Agency

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
As of Date Excel

Screenshot of the EPR Full Time Equivalent Totals by Agency Report Run Control Page
EPR FTE Totals by Agency

EFR Report FTE

Run Contral 1D EPR_FTE Totals_by_Agency Report Manager  Process Monitor

Report Request Parameters

As of Date |08/21/2026

() (oo
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Screenshot of the EPR Full Time Equivalent Totals by Agency Report

Date Business Business Unit Salaried Non-Faculty Salaried Non-Faculty Salaried Non-Faculty Salaried Non-Faculty Wage Non-Faculty
Unit General Funded General Funded Non-General Funded Non-General Funded General
Restricted Non-Restricted & Restricted & Non-Restricted Funded
12/14/2020 70100 Dept of Corr - Central Admin 150.00 80.25 1.00 11.00 8
Total 130 8025 1 11
Screenshot of the EPR Full Time Equivalent Totals by Agency Report (scrolled right)
lty  |Wage y |Wage lty [Salaried Faculty  |Salaried Faculty [Salaried Faculty  |Salaried Faculty Wage Adjunct Wage Adjunct Total Total Totals MEL
b3 Faculty Faculty
"3l Funded General Non-General General Funded General Funded N al N al Funded |General Non-General Salaried Wage Salaried
Funded
icted Funded Funded & Restricted & Non-Restricted |& Restricted & Funded Funded & Wage
. Non-Restricted
11.00 85.00 6.00 0.00 15.50 0.00 0.00 0.00 0.00 48920 91.00 580.20| 1234.00
11 85 0| 155 0 0 0 0 4892 91 5802 1234
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EPR Full Time Equivalent Trend by Agency Report (RHR397)

REVISED: 9/1/2026

DESCRIPTION:

This Employee Position Report (EPR) provides a Full Time Equivalent (FTE) Historical Trend by
Agency table over a historical time period. This headcount report displays the total FTE by Agency and
month excluding wage employees (salary employees only) in tabular format.

This report is used by DHRM, Agency HR Administrators, and Managers.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Workforce Reports > EPR FTE Trend by Agency

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date Excel
To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the EPR FTE Trend by Agency Report Run Control Page
4 Candinal HCM EPR FTE Trend by Agency

EPR FTE Trend by Agency

Run Control 1D EPR_FTE_Trend_by_Agency Feport Manager  Process Monitor

(o) [
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Screenshot of the EPR Report - Full Time Equivalent Trend by Agency

| commonwealth of Virginia |

| Full-Time Equivalent (F.T.E.)

| Employment by Agency and Month

Total Excluding Wage Employees

Date 10000 {Senate) | 10100 (House 10300 10700 (Divof | 10900 (Div | 11000 (Joint 11100 11200 (Jud | 11300 (Circuit | 11400 (General | 11500 (Jy

| of Delegates) (Megistrate Legislatve Legislatve Legis Audit & (Supreme Inquiry and Courts} District Courts) Domed

QFn /2020 Q.00 386.00 0.00 0.00] 0.0 0.00 0.00 0.00 0.00 0.00

08r01/2020 181.05 386.00 386.00 5280 18.00/ 30.76 265.00 3.00 188.00 95690 [

11/01/2020 180.05 385.00 387.00 53.80) 18.00] 3076 265.00 3.00 1213.00 1070.90 [:

12/14/2020 190.05 385,00 387.00 53.80] 18.00| 30.76 265,00 3,00 1213.00 1070.90 g

12/15/2020 181.05 385.00 385.00 53.80)] 18.001 30.76 265.00 3.00 190.00 956.90 &

12/16/2020 181.05 385.00 385.00 53.80] 18.00| 30.76 265.00 3.00 190.00 056.90 [

01/08/2021 184.05 385.00 385.00 53.80| 18.00/ 30.76 265.00 3.00 191.00 05690 L

02/101/2021 185.05 0.00 385.00 52.80| 18.00/ 30.76 265.00 3.00 191.00 956.90 i
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EPR Monthly Employment Data Report (RHR305)
REVISED: 9/1/2026

DESCRIPTION:
This EPR report displays FTE headcount data for a specific month. Two Excel tables are generated.

Table One displays Executive Department Salaried Employees FTE employment data listed by Cabinet
Secretariat. Table Two displays FTE employment data based on branch of government (Executive,
Legislative, Judicial, and Independent) for Salaried and Temporary (wage) employees. The results are
generated from the EPR tool certified data.

This report is used by DHRM, Agency HR Managers, and Agency HR SMEs.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Workforce Reports > EPR Monthly Employment Data

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Prior Administration End Date (End of Month Excel
Only)

As Of Date (End of Month Only)

ADDITIONAL INFORMATION:
The Prior Administration End Date and As of Date fields are required fields.

Screenshot of the EPR Monthly Employment Data Report Run Control Page

EPR Monthly Employment Data

EPR Monthly Employment Data

Run Conirel 1D EPR_Monthly_Employment_Data Report Manager Process Monilor

Report Request Parameters

*Prior Administration End Date

(End of Monih Only)

({End of Monih Cnly)

(o] (o
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Screenshot of the EPR Monthly Employment Data Report Table One

Executive Department Salaried Employment

Commonwealth of Virginia

(Includes Manpower Control Program Exceptions: Employees in

auxilliary enterprises, sponsored programs, and teaching hospitals)

(1) [ (2 f @) () &) )
Secretariat Actual F.T.E. Employment Difference Difference Appropriated Max.
[ Cols (3) & (2) Cols (3) & (1)

TOTAL 0.00] 0.00] 0.00 0.00] 0.00% 0.00] 0.00% 0.00

Screenshot of the EPR Monthly Employment Data Report Table Two
Table Two
Commeonwealth of Virginia
Full-Time Equivalent Employment
[ r (2) f @) @) (5) (6)
Branch Actual F.T.E. Employment Difference Difference Appropriated Max.
Cols (3) & (2) Cols (3) & (1)
Employees

Total Salaried 0.00 0.00 0.00 0.00 0.00% 0.00 0.00%
Temg y Employees
Total Temporary 0.00 0.00 0.00 0.00 0.00% 0.00 0.00% N/A
STATEWIDE TOTAL 0.00 0.00 0.00 0.00 0.00% 0.00 0.00% N/A
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Exceptional Transfer Report (RHR349)

REVISED: 9/1/2026

DESCRIPTION:

This report is used to monitor transfers from non-covered positions to covered positions under the

Virginia Personnel Act (VPA). This is a DHRM only report.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Exceptional Transfer Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave Blank for all) PDF

From Date

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Exceptional Transfer Report Run Control Page

| < Cardinal HCM | Exceptional Transfer Report

Exceptional Transfer Report

Run Control ID Exceptional_Transfer_Report Report Manager  Process Monifor

Report Request Parameters

Business Unit {Leave Blank for All)
*From Date

*To Date

iz

(o] (oo
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Screenshot of the Exceptional Transfer Report

fj Cardinal
Com.monwealth of Virginia Run Date: 09/08/2021
Exceptional Transfer Report Run Time: 11:44:44
Report ID:RHR349 Page 1 of 1
12300
Employee 1D Empl Name Efft Date Action Action Employee Business Position VPA
Red Reason Class Unit Indicator
1 2/23/2021 Hire Reassign Student 12300 DMA00037 Y
3 5/10/2019 Terminatn TER CNV Student 21500 UMWSTE5 N
6
2 2/4/2019 Terminatn TER CNV Student 21500 UMWST15 N
6
0 1/2/2018 Terminatn TER CNV Student 21500 UMWSE18 N
0
1 1/712021 Hire Reassign Classified 12300 DMA00024 Y
0 10/27/2019  Data Chg CNV Wage 70100 DOCWO0116 N
19400
Employee 1D Empl Name Efft Date Action Action Employee Business Position VPA
Red Reason Class Unit Indicator
0 1119/2021 Posn Chg Intr-Reorg Agency Hd 19400 DGSHROO7 Y
0 . 1/18/2021 Pay Rt Chg KSA Agency Hd 19400 DGSHRO04 N
71800
Employee ID Empl Name Efft Date Action Action Employee Business Position VPA
Red Reason Class Unit Indicator
0 1/20/2021 Transfer XFR Lat Wage 71800 BCCHRO18 Y
0 1/19/2021 Data Chg DTA Wage 71800 BCCHRO17 N
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Incumbent History Report (RHR461I)
REVISED: 9/1/2026

DESCRIPTION:
This report contains compensation components and displays incumbent and compensation data as it
relates to a specific position. It is used to review position classification and incumbent changes.

NAVIGATION PATH:
NavBar > Menu > Organizational Development > Position Management > Position Reports >
Incumbent History

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

As of Date Excel
Position Number
Show Components (checkbox)

ADDITIONAL INFORMATION:
The Position Number field is a required field.

Screenshot of the Incumbent History Report Run Control Page

| < Cardinal HCM | Incumbent History

Incumbent History Report

Run Control ID  Incumbent_History Rpt Report Manager Process Monitor
Language | English b4

Report Request Parameters

*Position Number

[ Show Components

I Add H Update/Display
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Screenshot of the Incumbent History Report

Commeonwealth of Virginia
INCUMBENT PQSITION HISTORY REPORT
Run Date: 09/17/2021

Report ID: RHRA611

Page No. 1

Run Control Parameters
As of Date

Position Number:
Show Components :

POSITION
Bus Unit

BU Descr
Company
Comp Descr
Deptid

Dept Descr
Job Code
Position Nbr
Position Title
Status

Sal Pln

Sal Grd

Sal Step

POSITION INCUMBENT
Entry DT

1/10/2007

Run Time: 01:32 00
of 1

3/31/2021
DOAD0125
¥

15100

Department of Accounts
DOA

Department of Accounts
95400

General Accounting Operations
15032

DOADO125

Accounting Analyst

A

sSwW

Exit Date IncumbenEmplid  Cur Cd
usp

Compensi STATE usp

Entry Sala Comp Fre:Entry PIn/ Cur Cd

3284.92 5
78838 A

SW/s/ 00

Exit Salary Comp Fre! Exit PIn/G Exit Reasc US SOC CL VPA Elig
i
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Job Group Diversity Analysis (RHR293)
REVISED: 9/1/2026

DESCRIPTION:

This report provides an analysis of the makeup of a workforce by job groups or job functions within the
Agency and each Department. These totals are further detailed by ethnicity and gender, and
furthermore by ethnicity within each gender. Agencies may use this report to analyze disparate impact
and to review the ethnicity date prior to the EEO4 report deadline.

DHRM, Agency HR Managers, and Agency HR SMEs use this report to examine job groupings in
relation to company structure. This report includes sensitive information, and therefore, access to
generate this report is limited to specific user roles.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Workforce Reports > Job Group Diversity Analysis

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

As of Date Excel
Job Category (Job Function or Job Code)

Business Unit (Leave Blank for All)

Department (Leave Blank for All)

VPA only (checkbox)

ADDITIONAL INFORMATION:
The As of Date field defaults to current date but may be updated as needed.

Screenshot of the Job Group Diversity Analysis Report Run Control Page
Job Group Diversity Analysis

Job Group Diversity Analysis

Run Confrol ID Job_Group_Diversity_Analysis Repori Manager Process Monitor

Job Group Diversity Analysis

Job Catalog
=Az Of Date:

® Job Function O Job Code
Business Unit {Leave Blank for All): \II

Department (Leave Blank for All):

CIVPA Only
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Screenshot of the Job Group Diversity Analysis Report

’/;I Cardinal

Commanwealth of Virginia
Job Growp Diversity Analysis

Run Date: 04,/30/2021
[Report ID: RHA243 Run Time: 14:15:55
Paga Me: 1 of1
s of Cate EEEE
Job Function Business | Depanment | Total Total [ Male ] [ Female ]
Unit Emplayees | Minorities [ White | Hispanic | Black | Asian/Pels | Amlad | 2+Race [T Tatal | White | Hispanic | Black | AsianPels | Amind | 2+Race | Not Specified | Total
Specified
000 - Conrpaber Dper ah onet 0000 it 1 [ 1 a [] o o o [ 1 o o [ o [ o o a
UGR - Urgraded i) e ] T 1 2 2 [] ] o o 5 F3 2 1 [] [] [] [] H
UGH - Urgy aded o =T L T z H 1 g G G 5 H H T T 0 n T 5
UGH - Uiz adedd i 0T T v T T u v T G 0 1 E u T T T u T ]
UGF - Urey sded 0 T EN 3 T T T T G 0 T H u O 1 T 0 3 B
T - Compper Opergions | W00 000 ® [ 0 E T T T T T T E3 T T T T T T T T
UGH - Urgraded W0 000 m [ W T H H T 1 [ 0 3 H H T T ] T [ 7
UG - Urgraded THI0 00 3 [ 3 0 E u T ] [ [ 0 [ [ ¥ [ o [ [ 3
WGE - Wage iy = i) 1 0 T [ [ U U B T T 1 [ T [ U [ [ 1
AT - Adrn & Office TR VAR T 5 T 1 H ] ] [ [ (] H 1 7 [] T [ [] T
[~ W e ry [ G| ARRGLAELRD 7 7 ] ] ] ] ] T ] (] [ ] 7 ] ] ] ] 7
[ WiEE - wage Oy 0 CHALLENGE H 5 1 [i] 1] ] 1] [1] 3 1 T H [] ] [] [] [}
WIEE - Wage Drdy 0 ISTLE AFN 4 o 3 o [] o o o [ 3 1 o [ o [ o o 1
WEE - Wage Driy L3I0 ERUCATICR 1 r 1 [] a [] [] [] o o [] Q [] 1 [] [] [] [] 1
T - Wage Dy T FROLTIES A E] 3 7 T T 0 0 E:] ] T v T u u T H
WEE “Wage iy T FIPCEILL T [ s 7 T T T T G T T T Q 5 T T T T B
WIE - Wage Oty =] FTFICCEW 5 [ 7 (] T 3 T 0 G 0 % Ll T K 1 T u T 7
WG - Wage iy &30 FTPICFIFE ARG 3 B O T 0 G 0 T G O O T 0 O 1 G
e REAT1] ITAR 2 r n 2 0 n n 0 1] [l El 0 n [l [1] n_. n 0 0
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Job Group Diversity Analysis- New Hires (RHR503)
REVISED: 9/1/2026

DESCRIPTION:

This report displays new hires by Secretariat and the occupational group/job function to examine job
groupings in relation to company structure. This report provides totals by ethnicity, by gender, and by
ethnicity within gender. The results include salaried hires or rehires only. It is used to analyze disparate
impact with regard to hiring.

This report is used by Agency and DHRM HR Analysts, Administrators, and Managers.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Workforce Reports > Job Group Diversity — New Hire

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date PDF
To Date

Business Unit (Leave Blank for All)
Secretariat (Leave Blank for All)
VPA Only (checkbox)

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Job Group Diversity Analysis- New Hires Report Run Control Page

Job Group Diversity - New Hire

Job Group Diversity - New Hire

Job_Group_Diversity_Mew_Hire Report Manager Process Monitor

Run Control ID

Report Request Parameters

*From Date
*To Date

Business Unit (Leave Blank for All)

i

Secretariat (Leave Blank for All)

VEA Only: [

If running this report by Becretarist, your results will only incleds the Business Units you have access to.
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Screenshot of the Job Group Diversity Analysis - New Hires Report

/fj Cardinal

Report ID:RHR503
Business Unit:

From Date: 1/1/2021
To Date: 3/31/2021

Secretariat 3:Education
BU:21300
Prof - Assistant Professor

Secretariat 6:Public Safety & Homeland Secty
BU:71800
Com Ent Systems Analyst

Secretarial 7:Legislative
BU:10000
COV Default

Secrelarial 13:Finance
BU:15100
Financial Services Spec |

Secretariat 16:Commerce and Trade
BU:85100
Financial Services Speclist Il

Commonwealth of Virginia
Job Group Diversity Analysis - New Hires

Run Date: 04/21/2021
Run Time: 16:42:43
Page 1 of 1

Total Total MALE. FEMAIL

New Hire Mincrities ~ White  Hispanic  Black Ans/Pcls  Amind  2+Race Total  White Hispanic Black AnsiPcls  Amind  2+Race  Total
1 1 0 0 o o 0 o 0 0 0 1 1] 1) 1) 1
1 1 1] 0 1 o 0 o 1 0 0 1] 1] 1] 1) 1]
1 0 0 1] 1] 0 0 0 1] 1 0 0 0 0 0 1
1 0 1 o o 0 0 o 1 0 0 1] 1] 1) 1] 1]
2 1 1 o o [} o 0 2 0 0 0 [} 0 0 1]
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Leave of Absence Report (RHR205)
REVISED: 9/1/2026

DESCRIPTION:

This report can be run at the summary or detail level and is used to monitor employees on paid and
unpaid leave. The Report summary displays the count of employees on leave of absence by
Action/Action Reason, percentage of population, and average leave duration. The report includes
percentages of employees by leave type and by Department that roll up to Detail report list of
employees on leave.

This report is used by Agency Payroll and HR Administrators who are responsible for managing leave
data.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration> Job Information > Reports > Leave of Absence Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date Excel

To Date

VPA Only (checkbox)

Business Unit

Department

Action

Reason Code

Report Type (Summary or Detail)

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Leave of Absence Report Run Control Page

| € caramairicu | Leave of Absence Report O a 4 : @

New Window | Help | Personalize Page
Leave of Absence Report

RunControl D | save of Absence Rpt Report Manager  Process Monitor Run

Report Request Parameters

*From Date Business Unit

9
oopsmant. [ Q]
Y
Y

*To Date .
Action

Reason Code
VPA Cnly

Report Type

@® summary O Detail ‘
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Screenshot of the Leave of Absence Report — Summary Report

Cardinal Commonwealth of Virginia Report ID: RHR2055
ﬂ Leave of Absence Report Run Date: APR-13-2023
/ Summary Report Run Time: 12:28:32
From Data: 2023-01-01
To Date: 2023-01-31
Business Unit:
Department:
VPA Only: Y
Action:
Action Reason:
Business Unit Department Action Action Reason Num of Emplin  Numof Empl  Average Leave Parcent of Empl
Dept on Leave Duration on Leave
PLA Long-Term Disability-Waorking 13 2 306 15%
RFL Return From Leave 13 a8 0 B7 7%
PLA Short-Term Disability 9 52 84 578%
RFL Return From Leave 2] 88 1] 978%
PLA Short-Term Disability 6 52 101 B867%
RFL Return From Leave i &8 1] 1467 %
PLA Personal 23 23 32 100%
PLA Short Term Disability-Working 23 10 173 43%
RFL Return From Leave 23 88 o] 383%
DTA Paid Leave Extension 12 92 140 TET%
PLA Short Term Disability-Working 16 10 68 B3%
DTA Paid Leave Extension 13 92 182 708%
PLA Short Term Disability-Working 13 10 48 7%
RFL Return From Leave 13 88 1] BT7%
PLA Administrative Leave 1 3 21 45%
RFL Return From Leave 11 88 0 BOO%
DTA Paid Leave Extension 27 92 30 341%
PLA Short-Term Disability 27 52 43 193%
RFL Return From Leave 27 88 o] 326%
PLA Personal 7 23 19 329%
DTA Paid Leave Extension 9 92 60 1022%
PLA Personal 20 23 34 115%
PLA Shont-Term Disability 20 52 B4 260%
RFL Return From Leave 20 a8 0 440%
DTA Paid Leave Extension 19 92 88 484%
Screenshot of the Leave of Absence Report — Detail Report
2 Commonwealth of Virginla Report 10: RHR205
3 Leave of Absence Report Run Date: APR-13-2023
a Detail Report Run Time: 12:05:21
5
& |From Date: 2023-01-01
7 |To Date: 2023-01-31
8 |Business Unit:
3 |Department:
10 |VPA Only: ¥
11 |Action:
12 |Action Reason:
1
14| Business Unit | Department Employee ID | Empl Red ] Mame Action Reason | Claim Num Exnmed Return Datel Probationary Expiration Date

[ Pay Group [Effective Date|  Action |
510

[+] 2023-01-23 RFL

Return From Leave

v
6 " f "o s10 7023-01-19 RFL Return From Leave

! ’ : "o 510 2023-03-14 RFL Return From Leave

) " M ] 510 2023-01-17 LA Short Term Disability-Working 2023-03-03 2022-06-10
n/ " : "0 510 2023-02.02 RFL Return From Leave "

w " d "o 510 2022-11-20 PLA Parental Leave 2023-01-04

i ' b "o 510 2023-01-11 PLA Parental Leave 2023-01-30

nl " 4 "0 510 2023-01-23 RFL Return From Leave

=l r r r o 510 2023.01-03 RFL Return From Leave
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Performance Ratings Detail & Summary Reports (RHR265)
REVISED: 9/1/2026

DESCRIPTION:

This report displays performance ratings available at summary or detail level. The summary report
provides counts and percentages of employee ratings. The detailed report provides employee names,
Employee ID, EEO codes, rating, effective date, re-evaluation date, and status.

This report is used by Agencies and DHRM to determine outstanding ratings and re-evaluation
statuses, as well as EEO analysis. This report includes sensitive information, and therefore, access to
generate this report is limited to specific user roles.

NAVIGATION PATH:
NavBar > Menu > Workforce Development > Performance Management > Reports > Performance
Rating Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Effective Date PDF

Report Type (Detail or Summary)

Business Unit

Department

Department Detail

Department Detail (checkbox)

Rating Type

ADDITIONAL INFORMATION:
The Effective Date field is a required field. The Business Unit and Department fields are optional
fields (leave Blank for all results).

Screenshot of the Performance Ratings Detail & Summary Reports Run Control Page

Performance Rating Report

Performance Rating Report

Run Control D performance Rating Rpt Report Manager  Process Monitor

Report Request Parameters

*Effective Date Report Type

O Detail O summary

Department E [J Department Detail
Rating Type

Review Rating

(] (s

Rev 9/1/2026 Page 104 of 132



/;/ Cardinal

Screenshot of the Performance Ratings Detail Report

Business Unit Department Empl ID Empl Name Position EffDt Eff Seq Rating Type Rating Cycle Review Re-Eval Re-Eval Age Sex EEQ
Red Rating Status Date Code
" 18100 " 18100 ' "0 DOE, 2023- 7 A PYOCT2022 c F 6
JOHN 01-31
" 18100 " 18100 ' "0 DOE, 2023- 7 A PYOCT2023 c F 6
JOHN 10-25
" 18100 " 18100 ' "0 DOE, 2024-" ¢ A PYOCT2024 c F 6
JOHN 12-31
" 18100 " 18100 ' "0 DOE, 2023- " ¢ A PYOCT2022 c F 6
JOHN 05-24
" 18100 " 18100 ' "2 DOE, 2023- 7 A PYOCT2022 o] F 5
JOHN 01-31
" 18100 " 18100 ' "2 DOE, 2023- 7 A PYOCT2023 c F 5
JOHN 10-25
" 18100 " 18100 ' o2 DOE, 2024- 7 A PYOCT2024 c F 5
JOHN 12-10
" 18100 " 18100 ' "0 DOE, 2023- 7 A PYOCT2022 c M 2
JOHN 01-31
" 18100 " 18100 ' "0 DOE, 2023- "7 ¢ A PYOCT2023 X M 2
JOHN 10-25
" 18100 " 18100 ' "0 DOE, 2024-" ¢ A PYOCT2024 X M 2
JOHN 12-10
" 18100 " 18100 ' "0 DOE, 2023- 7 ¢ A PYOCT2022 o] M 1
JOHN 05-24
" 18100 " 18100 ' "0 DOE, 2023- 7 ¢ A PYOCT2023 c M 1
JOHN 10-25
" 18100 " 18100 ' "0 DOE, 2024- 7 A PYOCT2024 X M 1
Screenshot of the Performance Ratings Summary Report
M Commonwealth of Virginia
P Performance Ratings Details & Summary Report
| Report ID: RHR265 Summary Report
Effactive Date 2025-08-01
Business Unit
Department
Rating Type
Review Rating
Report Type s
Department Detail N
Total Employees Employees
575 Business Unit B 5 1%
Totals [ 393 GA%
H 2 0%
5 7 1%
x 78 14%
Not Rated 90 16%
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Person Data Changes Report (RHR501)

REVISED: 9/1/2026

DESCRIPTION:

This report captures all personal data changes within a range of dates. The report displays the field that

was changed, the date the change was made, who made the change, the old value, and the new value.

This report is used by Payroll, Benefit (BN), and HR Administrators to audit and validate personal data
changes that impact downstream processes.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Workforce Reports > Person Data Changes Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave Blank for All) PDF

From Date XLS

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Person Data Changes Report Run Control Page

& Ccardinal HCM Person Data Changes Report

Person Data Changes Report

Run Control ID  person_Data_Changes Report Manager  Process Monitor Run

Report Request Parameters

Business Unit (Leave Blank for All)
*From Date

*To Date

i

[7ar ] (o
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Screenshot of the Person Data Changes Report

%/ Cardinal

-
I Report ID: RHRS01
/y Card'l nal Commonweaith of Virginia Run Dale: APR-27-2021
V4 Person Data Changes Run Time: 16:51:30
Business Unit: Begin Date: 2021-01-01 End Date: 2021-03-31
Bus Emplid Empl MName Field Changed Change Date Changed By Qld Value New Value
Unit Red
VRSRT i DT_OF_DEATH 2021-03-10 20190803 2019-08-28
VRSRT 0 POSTAL 2021-01-06 23220
VRSRT 0 NAME_DISPLAY_S 2021-01-06 HREEHR
RCH
VRSRT 1] NAME_FORMAL 2021-01-06 HREE3 02HR0122
VRSRT 0 FT_STUDENT 2021-01-06 N
VRSRT 0 HIGHEST_EDUG_L 2021-01-06 A
VL
VRSRT [\ SEX 2021-01-06 u
VRSRT ] MAR_STATUS_DT 2021-01-06 2019-11-10
VRSRT 0 MAR_STATUS 2021-01-06 u
VRSRT 0 NAME_DISPLAY 2021-01-06 HREE3 02HR0122
VRSRT i EMAIL_ADDR 2021-01-06 HREE3.
OzHRnlzz@perscl
nal.com
VRSRT [ EMAIL_ADDR 2021-01-06 HREE3.
O2ZHRO1ZZ@VRA.
virginia.gov
VRSRT 0 LAST_NAME_PRE 2021-01-06 1
F_HLD
VRSRT i FIRST_NAME 2021-01-06 HREE3
VRSRT i LAST_NAME 2021-01-06 02HRO122
VRSRT 0 FIRST_NAME_SR 2021-01-06 HREE
CH
VRSRT 0 LAST_NAME_SRC 2021-01-06 HR
H
VRSRT i NAME 2021-01-08 02HRO122 HREE3
VRSRT 0 COUNTRY_NM_F 2021-01-06 001
VRSRT i EFF_STATUS 2021-01-06 A
VRSRT 0 MAME_TYPE 2021-01-06 PRI
VRSRT 0 COUNTRY 2021-01-08 UsA
VRSRT 0 EFF_STATUS 2021-01-06 A
VRSRT 0 ADDRESS_TYPE 2021-01-06 HOME
VRSRT Q COUNTY 2021-01-06 Richmond City
VRSRT 0 STATE 2021-01-06 VA
VRSRT 0 ciry 2021-01-06 Richmend
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Position Data Upload Error Report (RHR041)

REVISED: 9/1/2026

DESCRIPTION:

This report is used by interfacing Agencies only. This report displays errors for Agencies who are
interfacing position data (HR006). This error report should be reviewed by interfacing Agencies
regularly to address and correct errors online in a timely manner.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Position Data Upload Error

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date PDF
To Date

Output to File Server (checkbox)
Tree Name BU_HROO06_INTIN
How Specified Detail Selected Parents

ADDITIONAL INFORMATION:
The Output to File Server checkbox option is only used by Batch users. The From Date and To Date
fields are required fields.

The Tree Name and How Specified fields are also required fields. The Tree Node Selector section

populates after the required fields are entered and the Tree icon is selected. Expanding the Tree and
selecting the desired Business Unit (BU) populates the Select Value/Nodes section. Tree nodes are
built with all of the Agencies and their respective Departments. They are applied in different forms to

include or exclude data.

Screenshot of the Position Data Upload Error Report Run Control Page

| 4 Person Data Changes Report | Position Data Upload Error
Position Data Upload Error
Run Control ID Position_Data_Upload_Error Report Manager Process Monitor Run
Date Range File Parameters
*From Date | “To Date | ‘ Qutput to File Server
Business Unit Selection
“Tree Name *How Specified Selected Detail Values ~
Tree Node Selector Select Values/Nodes
+Business Unit Description
Y (=]
Notify Add Update/Display
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Screenshot of the Position Data Upload Error Report

Commonwealth of Virginia

/,;j Cardinal

Beport Ib: RERD4L

POSITION DATA UPLOAD ERROR REPORT

Bun Date: D8/25/2026
Run Time: 10:46 00

Submitting HR BU: 99300
Upload Date Range: 01-JAN-2024 to 31-p0G-2024d

File Name:
Upload Date:

006_TH_01012024_1730_001.DAT
02-JAN-2024

¥R Position BU: 93500
Position Error Field Hame Field Value Error Type Error Description
ABCWOSAL ACTION _REASON HEW W

ChartField is
t ChartF:

change

Position Defau

Total Position Rows Submitted:

Total Position Rows with Errors:

Total Position Bows Loaded Successfully:
Total Warnings:

oo

File Name:
Upload Date:

HRODG_IN_01082024_1730_001.DAT
DB-JAN-2024

HR Position BU: 939900
Position Error Field Hame Field Value Error Type Error Description
ABCWDEYH ACTICH_REASON KEW W

change ChartField isx
Position Default ChartFi

Total Position Rows Submitted:

Total Position Rows with Errors:

Total Position Rows Loaded Successfully:
Total Warnings:

Moo

File Nama: 939900_H
Upload Data:

_HRODG_IN_01092024_1730_001.DAT
09-JAH-2024

Hew Position Added with Dept ChartFi

Page No. 1 of 43

d Defaults. If

updates to the

Hew Positicn Addsd with Dept ChartFisld Defaults. I£
ed make updates to the
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Position History Report (RHR461H)
REVISED: 9/1/2026

DESCRIPTION:

This report shows position history details for active and inactive positions. This report displays all
relevant position fields and position sibling information defined in the run control parameters. Agencies
may use this report to analyze changes made to positions over a period of time for classification study
purposes.

This report is used by DHRM and Agency HR.

NAVIGATION PATH:
NavBar > Menu > Organizational Development > Position Management > Position Reports > Position
History

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

As Of Date CSsv
Position Number

ADDITIONAL INFORMATION:
The Position Number field is a required field.

Screenshot of the Position History Report Run Control Page

-<- P——— Position History

Position History Report

Run Control 1D POSiIEDn_H[StO]’y_Rpt Report Manager Process Monitor Run

Language | English v

Report Request Parameters

*Position Number

l Add H Update/Display
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Screenshot of the Position History Report (scrolled left)

Commonwealth of Virginia
POSITION Run Date: 01,/19/2021
Report D: Run Time: 10:04 00
Page No. 1 of 1
Run Control Parameters

As of Date 1-Jan-21

Pesition M DOCHRO7E

Position M Eff DT Action Date Act RSN Position Ti Bus Unit  Dept Job Code Reports Te Company Location  Max Head Reg/Temp Full/Part  Std Hrs
DOCHRO7 1/1/2021  1/19/2021 UPD Security O 70100 125 65113 DOCHROD: DOC CRO 1R F
DOCHROFE 1,/1/1901 1711901 NEW Security 0 70100 125 69113 DOCHRON DOC CRO 1R F

Wark Perit Job Shr Status Status Dt Budg Posn Last Ipdate|
40 Weekly '[N Appraved  1,/1/1901 ¥ 1/19/2021
a0 Weekly N Approved  1/1/1001 ¥ 6/23/2020

Screenshot of the Position History Report (scrolled right)

bs Ot Budp, Posn Last Update

Last Updal Post Revie Pos Month Pos Econ | Agency Fid Pos EEQ € Pos Safe 5 US SOC Cd Alt Work § Sensitive C Pos Agenc Pos Agenc Supr Posn | Critical Ha VPAElNE  Sal Plan

Sal Grade Sal Step
1501 Y 1/19/2021 10:02 PP53_BRITTANY.HUD 12N 2N N N N ki W 3
1901 ¥ 6/23/2020 11:51 ¥V_HE_POSITION_MG 12N M N N M Y SW 3
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Position Summary Report (RHR471)
REVISED: 9/1/2026

DESCRIPTION:

This report displays specific position details and summarizes position data including position counts
and percentage of populations filled positions by Business Unit and Department and average vacancy
rate. This report is used by Agency HR and DHRM Analysts and Managers.

NAVIGATION PATH:
NavBar > Menu > Organizational Development > Position Management > Position Reports > Position
Summary Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

As of Date XLS
Report Type (Detailed or Summary)

Business Unit (Leave Blank for All)

Job Code (Leave Blank for All)

Department (Leave Blank for All)

SOC Code (Leave Blank for All)

Pos Status (Leave Blank for All)

Sal Plan (Leave Blank for All)

Pos EFF Status (Leave Blank for All)

Grade (Leave Blank for All)

ADDITIONAL INFORMATION:
The As Of Date field is a required field.

Screenshot of the Position Summary Report Run Control Page

| & Cardinal HCM ‘ Position Summary Report

Position Summary Report

Run Gontrol 1D position Summary_Rpt Report Manager  Process Monitor Run

Report Request Parameters

*As Of O Detailed @ Summary
Date

Leave Blank for All Parameters

Business Unit EI Job Code EI
Department [ Q]  soccowe|  a
Pos Status sapian [ Q)

Pos EFF Status Grade E
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Screenshot of Position Summary Report - Summary View

//;) Cardinal

Report ID:RHR471

As of Date: 01/05/2024
Business Unit: 14000
Department:

Position Status:
Position Eff Status:
JobCode:

S0C Code:

Grade:

BU Description

Dept of Criminal Justice Svcs
Dept of Griminal Justice Sves
Dept of Criminal Justice Svcs
Dept of Criminal Justice Sves
Dept of Criminal Justice Svcs
Dept of Criminal Justice Sves
Dept of Criminal Justice Sves
Dept of Criminal Justice Sves
Dept of Griminal Justice Sves
Dept of Criminal Justice Sves
Dept of Griminal Justice Sves
Dept of Criminal Justice Sves
Dept of Griminal Justice Sves
Dept of Criminal Justice Sves
Dept of Griminal Justice Sves
Dept of Criminal Justice Sves
Dept of Criminal Justice Sves
Dept of Criminal Justice Sves
Dept of Criminal Justice Sves
Dept of Criminal Justice Sves
Dept of Criminal Justice Sves
Dept of Criminal Justice Svcs
Dept of Criminal Justice Sves
Dept of Criminal Justice Svcs
Dept of Criminal Justice Sves

Total

Department
10110
10120
10210
10220
10230
10250
10280
10270
10310
10320
10330
10340
10410
10510
10530
10540
10610
10620
10630
10640
10710
10720
10730
10740
10810

Num of Active BU Positions

Commonwealth of Virginia
Position Summary Report
Detailed Report

3
1
11
10
1
12
2

shoNSN

14
11

w

WD W~

Num of Active Dept Positions
4

Num of Vacant Positions

Run Date: 01/05/2024
Run Time: 16:47:35
Page 1 of 1

Avg BU Vacancy Rate
1

WM oSS S M A NO A AW WO REOON
]
E

.
[
[}
g

Screenshot of Position Summary Report — Detail View

/é) Cardinal

Rapart ID:RER4TL

Commanwaaleh of Virgisia
Tositlen Suseary Rapert
Datail Rapere

!
]
i

e 2 30 e e e e e e e e e e

Fun Data: 0D1/11/2024
Fun Tima: 10:16:43
Page 1 of L

Feaitica EfF Status Grass  Demitios Vasust

e e e 3B e e e e
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Reward and Recognition Compliance Report (RHR490)
REVISED: 9/1/2026

DESCRIPTION:

This report audits the Rewards and Recognition page entries by applying edits (e.g., lifetime max,
fiscal year limits, occurrence limit, and referral bonus limit) for classified employees only. This report
displays transactions entered on the Rewards and Recognition page that are outside of policy defined
compliance criteria with supporting field level detail (e.g., effective date, Agency, employee, reason
code, amount, and written agreement expiration).

This report is used by Agency and DHRM HR staff to ensure that Bonus and Leave Actions comply with
DHRM Policy for all classified employees.

NAVIGATION PATH:
NavBar > Menu > Workforce Development > Rwd and Recogn Compliance Rpt

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit (Leave Blank for All) Excel
Reward Type (Leave or Monetary)
Fiscal/Leave Year

ADDITIONAL INFORMATION:
The Fiscal/Leave Year field is a required field.

Screenshot of the Reward and Recognition Compliance Report Run Control Page

- < Cardinal HCM | Rwd and Recogn Compliance Rpt

R and R Compliance Report

Run Ceontrol ID R_and_R_Compliance Rpt Report Manager Process Monitor

Report Request Parameters

Reward and Recognition Compliance Report

Business Unit (Leave Blank for All) E

Reward Type: ® Leave O Monetary

“Fiscal/Leave Year E

] G
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Screenshot of the Reward and Recognition Compliance Report (Monetary Reward)

/ﬂ)\ cardi nal Commonwealth of Virginia Page Mo: g
V4 Reward and Recognition Compliance Report Run Date: | 04/23/2021
Report ID: RHR430 Run Time: 03:03:40 PM
Business Unit %
Start Date 07/01/2019
End Date 06/30/2020
Reward Type Monetary: Annual
Business Unit Empl ID Empl Effective = Reward Reward Reward Written Comments
Red Date Type Hours Amount Agreement
Expiration
31500 0 ] 12/162019  ERB .00 "7000.00
[21500 ! ] 12/232019  BNB 0.00 "17000.00
31500 ! ) 12262019 RNB .00 "3000.00
Reward Type ~ Monetary: One Time Limit
Business Unit Empl 1D Empl Effective = Reward Reward Reward Written Comments
Red Date Type Hours Amount Agreement
Expiration
F70500 ki ) 08102019 RLP .00 "5000.00 07741807705
72800 d ] 07/102012 RNB .00 "35000.00
Screenshot of the Reward and Recognition Compliance Report (Leave Reward)
fent |
”) Card'l nal Commonwealth of Virginia Page No: 1
V4 Reward and Recognition Compliance Report RunDate:  |02/05/2021
Report ID: RHR430 Run Time: 02:24:20 PM
Business Unit %
Leave Year 019
Reward Type Leave: Absence Management
Business Unit Empl ID Empl Effective  Reward Reward Reward Written Comments
Red Date Type Hours Amount Agreement
Expiration
0200 i o} 11092019 ALT G600 oo
[70200 i ] 11/092019  ALT 268,80 .00
F10200 ! ] 117092019 AL 28350 .00
(70200 i K} 111002010 ALI S0 Doo
10200 I (] 117092019 ALL Gieor ‘oo
70200 ! K} 11/00/201¢  ALL Bua00 Doo
70200 ! K} 11/09/2019  ALL Zs000 ‘oo
70200 ! o} 11092019 ALI G500 Do
70200 ! o} 11/09/2019  ALL Bioe ‘oo
70200 ! o} 11092018 ALT Bso70 oo
70200 ! o} 11/09/2019  ALT G050 ‘oo
[17700 1 o} 11002019 ERL 250 .00
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Reward and Recognition Leave Report (RHR280)
REVISED: 9/1/2026

DESCRIPTION:

This report displays leave award options at a summary or detail level from the Reward and
Recognition pages as well as from Cardinal Absence Management. The summary level also displays
leave award totals, percentage of population, and average amounts granted.

This report is used by DHRM, Agency HR Analysts, Agency HR Managers, and by Payroll to validate
and audit exceptional and recognition leave and bonus award payments as well as audit SPOT
payments.

NAVIGATION PATH:
NavBar > Menu > Workforce Development > Rwd and Recogn Leave Rpt

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date Excel
To Date

Business Unit (Leave Blank for All)
Department (Leave Blank for All)
Report Type (Summary or Detail)
Absence Mgmt Agency? (Yes or No)
VPA Only (Yes or No or Both)

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Reward and Recognition Leave Report Run Control Page

" & Cardinal HCM ‘ Rwd and Recogn Leave Rpt

Reward and Recog Leave Rpt

Run Control ID Rewards_and_Recognition_Leave Report Manager Frocess Monitor

Report Request Parameters

Business Unit (Leave Blank for All) E Report Type

Department (Leave Blank for All) Abssnce Mgmt

Detail O Agancy? YesO No®

VPA only Yes O No O Both ®

Save
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Screenshot of the Reward and Recognition Leave Report (Detail Report)

/,/;j Cardinal
Commonwealth of Virginia Run Date: 01/22/2024
Report ID: RHR280 Reward and Recognition Leave Report RunTime: 3:44:40 PM
Absence Management Detail Report Page No: 1of1
From Date: 01/01/2023
To Date: 01/22/2024
Business Unit:
Department:
VPA Only: B
Business Unit Department !EmpIID Empl Red Last Name First Name Position Nbr Jobcode Critical/Hard to Hire Pay Begin Dt|Abs Type ] [+
I P fer—— Card Credit CJS00078 Financial Services  |N 05/26/2023  |ALI 40 Retention/Recruitment
Manager |
I DOE JOHN CJs00312 Gen Admin Manager [N 01/10/2023  |ALI i) DCJS Exceptional
| _ il Recruitment and Retention
1 1 Mile Quarter CJs00335 Gen Admin Manager [N 02/10/2023  |ALI (40 per reward tracker
il

Screenshot of the Reward and Recognition Leave Report (Summary Report)

/))Cardinal Commonwealth of Virginia
rd Run Date: 04/23/2021
Reward and Recognition Leave Report —_—— A7
Report ID: RHR280 Run Time: 12:47:47 PM
Summary Report Page No: 1of1
From Date: 01/01/2021
To Date: 03/31/2021
Business Unit:
Department:
VPA Only: B
Business Unit: 21500
Department: 303200
Reward Type Number of Leave Awards PCT of Population Avg Amount of Leave Awards Granted
ERB 1 7% 35.00
Department Total: 303200 1 % 35.00
[ Unit Total: 21500 | 1 0% 35.00
‘ StateWide Total: ‘ 1 0% 35.00

END OF REPORT
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Salary Above and Below Pay Grade Report (RHR177)
REVISED: 9/1/2026

DESCRIPTION:
This report lists employees with a salary above or below the pay grade maximum or minimum.

This report is used by Agency Compensation Managers, HR Managers, and DHRM to audit VPA
employee Salary Grades.

NAVIGATION PATH:
NavBar > Menu > Compensation > Base Compensation > Salary Plan Reports > Salary Pay Grade
Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave Blank for All) CSv
Department ID (Leave Blank for All) PDF

Report Type (checkbox)
ADDITIONAL INFORMATION:
If the Business Unit and/or Department ID fields are left blank, the report displays all Business Units
and Departments the user has access to.

Screenshot of the Salary Above and Below Pay Grade Report Run Control Page.

| <& Cardinal HCM ' Salary Pay Grade Report

Salary Pay Grade Report

Run Control ID g alary_Pay Grade Rpt Report Manager Process Monitor Run

Run Centrol Parameters:

Report Type

O Above Maximum

Business Unit: (Leave Blank for E
All)
O Below Minimum

Department: (Leave Blank for \jl .
All) ® Both Reports

(s o
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Screenshot of the Salary Above and Below Pay Grade Report.

/,/;) Cardinal

Report ID: VHRROL17T

Commonwealth of Wirginia

SALARY ABOVE AND BELOW PAY GRADE REPORT

Run Data: 08/25/2026
Run Time: 09:02 00

Business Unit:
bepartment ID:
Report Type: Eoth Reparts

Espl
Emplid ficd  Hame

Espl
Emplid Bed  Name

Salarv PFlan: SH - Statewi
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,
LOE,

CEEEEEEEERHFREREREEREREEHAEE NEEEE 3

Busineas Unit: 12200 - Dept of Planning and Budget

Eeport Section: Abowve Maximum

Beport Section: Below Minimum

de

JOHH
JOHH
JOHN
JOHN
JOHN
JOHN
JOHN
JOHN
JOHN
JOHH
JOHH
JOHH
JOHN
JOHN
JOHN
JOHN
JOHN
JOHN
JOHN
JOHH
JOHH
JOHN
JOHN
JOHN
JOHN
JOHN
JOHN
JOHN
JOHN

Position Salary

Jobcode Deptid Humber Plan/Grade Maximum Salary
Position Salary Minimmm
Jobcode Deptid Humber Elan/Grade Ealary

an

a0 a4

an

T I

an

an

101,984.00
59,
7B, DE3.0
7B,063.00
39,7
TB,DE3.00

101,934.00
7B, DE3.00
TB,DE3.00

78,063.00
78,063.00

78,063.00

Page Na. 1 of 379
Annual Rate Above Amount
Annual Amount
Rate Below
E 50,000.00 § 3,754.00
B 50,000.00 & 51,984.00
3 50,000.00 § 28,063.00
H 50,000.00 § 28,063.00
E 50,000.00 § 3,754.00
E 50,000.00 § 28,063.00
E 50,000.00 § 3,754.00
E 50,000.00 § 51,984.00
E 50,000.00 § 3,754.00
3 50,000.00 & 28,063.00
E 50,000.00 § 28,063.00
E 50,000.00 & 3,754.00
3 50,000.00 § 28,063.00
§ 50,000.00  § 51,984.00
H 50,000.00 § 28,063.00
E 50,000.00 § 9,754.00
E 50,000.00 § 28,063.00
E 5 28,063.00
E $ 3,754.00
3 § 3,754.00
E 50,000.00 § 51,984.00
3 50,000.00 § 28,063.00
3 50,000.00 § 28,063.00
3 50,0 § 28,063.00
E 50,000.00 § 9,754.00
E 50,000.00 § 28,063.00
E 50,000.00 § 28,063.00
E 50,000.00 § 28,063.00
E 50,000.00 § 28,063.00
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Separation Detail Report (including Layoff Details) (RHR423)

REVISED: 9/1/2026

DESCRIPTION:

This report displays separation details for salaried employees for a specified period of time. The report
generates results based on data where salaried employees became inactive and are still inactive during
the specified period of time.

The end users for this report are Agency HR Administrators and DHRM.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Workforce Reports > Separation Detail Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit (Leave Blank for All) PDF

Empl Class (Leave Blank for All) XLS

From Date

To Date

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Separation Detail Report Run Control Page

& Cardinal HCM Separation Detail Report

Run Control ID Separation_Detail_Rpt Report Manager Process Monitor Run

Process Request Parameters

Business Unit (Leave Elank for All)
Empl Class (Leave Blank for All)

*From Date

e

*To Date

[ )
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Screenshot of the Separation Detail Report

@ Cardinal Commonwealth of Virginia
s Separation Detail Report
Report ID: RHR423 Run Date 07/05/2024
RunTime 10:15:21 AM
PageNo. 10f9
Resulis for Effective Date Range: From Date: 1/1/2024 To Date: 7/5/2024

Business Unit:

Effective | Empl
Employee ID ::!:I Employee Name Date Class | Job Code 32:!:& Gender | Race :[:m; .:;ms g:;ﬁ:t Iﬁ‘;!:':ﬂ Notification | Grade Acﬁldlgn :;I::"
0 5/1/2024 CLs | 79034 0 M WHITE [ T T 4 TER RES
I = = 5/1/2024 CLS 79152 0 M WHITE [ T T 2 TER HEA
0 6/17/2024__| CLS | 79152 0 M WHITE [ T T 2 TER RES
St | © 4/25/2024 | CLs | 79152 0 M WHITE I T T 2 TER RES
0 4/6/2024 cLs | 79152 0 M WHITE [ T T 2 TER TER
0 3/30/2024__| CLS | 79152 0 M WHITE [ T T 2 TER RES
0 3/30/2024__| CLS | 30032 0 M WHITE [0 T T 4 TER RES
| 0 oo mm . 316/2024 | CLS | 79152 1 M BLACK i T T 2 TER __|VIO
- 0 3/2/2024 CLs | 79152 1 M WHITE [ T T 2 TER RES
I I 0 | | 3/13/2024__| CLS 79152 1 M WHITE [ T T 2 TER RES
0 4/27/2024__| CLs | 19212 1 F ASIAN 1 T T 5 TER RES
HEN N o - 1/10/2024 | CLS | 79152 1 M AFRAM I T T 2 TER UNS
0 2/2/2024 cLs | 79152 1 M WHITE [ T T 2 TER UNS
I I 0 3/16/2024__| CLS | 79152 1 M WHITE [ T T 2 TER RES
B 0 u N 5/1/2024 cLs | 79152 1 M WHITE 1 T T 2 TER HEA
0 3/9/2024 cLs | 39072 1 M WHITE 1 T T 3 TER RES
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Statewide Report for Veteran’s Services (RHR394)

REVISED: 9/1/2026

DESCRIPTION:

This report displays veterans that were hired or rehired into an Agency for use by Veterans Services.

The end users for this report are DHRM, Agency HR Administrators, HR Managers, and the

Department of Veterans Services (DVS).

NAVIGATION PATH:

NavBar > Menu > Workforce Administration > Workforce Reports > Reports > Veteran’s Services

Report

INPUT / SEARCH CRITERIA:

As of Quarter End Date
VPA Only (checkbox)
Business Unit

ADDITIONAL INFORMATION:

OUTPUT FORMAT:

PDF

The As Of Quarter End Date field is a required field.

Screenshot of the Statewide Report for Veteran’s Services Run Control Page

< Cardinal HCM

Statewide Report for Veteran's Services

Report for Veteran's Services

Run Control ID vjeterans_Services Rpt

*As Of Quarter End Date

VPA Only: O

Unit Selection

Report Manager

1-10f1 ‘

usiness Unit | Agency Description

Process Monitor

l Add H Update/Display

Rev 9/1/2026
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Screenshot of the Statewide Report for Veterans Services

/f) Cardinal

Report ID: RHR394

As of Quarter End Date: 03/31/2020
Business unit :24200
VPA Only N
Percent of Workforce Veterans (%)
5.48%

Overall Calculation: 5.48%

Commonwealth of Virginia
Statewide Report for Veteran's Services

Run Date: 04/14/2021
Run Time: 16:22:32

Page 10of 1

Average Current Tenure of Veterans Percent of Non-V
7.89 0%
7.89 0%

(%) ge Current Tenure of Non-Veterans

9.14

9.14
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Teleworkers Detailed Report (RHR521)
REVISED: 9/1/2026

DESCRIPTION:
This report provides a detailed listing of data in the Maintain Teleworkers table.

The end users for this report are Agency HR Administrators and DHRM.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Teleworkers Detailed Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
As Of Date CSv
Secretariat (Leave Blank for All)

Department (Leave Blank for All)

Job Code (Leave Blank for All)

Agreement Status (With An Active Agreement,

Without An Active Agreement, Both)

VPA Covered (checkbox)

Employee Type (Leave Blank for All)

Business Unit (All Business Units, Parent

Business Units, Specific Business Units)

ADDITIONAL INFORMATION:
The As Of Date, Agreement Status, and Business Unit Option fields are required fields.

Screenshot of the Teleworkers Detailed Report Run Control page.

| < Cardinal HCM ‘ Teleworkers Detailed Report

Teleworker Detailed Report

Run Control ID feieworker Delailed Rpt Report IManager  Process Monitor
"as orate
Secretariat (Leave Blank for All) | ~

Department (Leave Blank for All) Ijl
Job Code (Leave Blank for All) Ijl

*Agreement Status | With an Active Agreement ~ ‘

VPA Only (Optional, Leave Blank for All)

Employes Type (Leave Blank for All) | v
*Business Unit Option | speciic Business unis) v
Business Unit(s)
‘@ 11071 v I View Al ‘
‘ Business Unit Description
R =) |+ [F]
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Screenshot of the Teleworkers Detailed Report

Detailed Report
Secretariat Business Unit Agency Name Parent Business Unit | Dep D P Name ployee ID|Employee Record ployee Type | First Name Last Name
Public Safety & Homeland Secty 93900 Alcoholic Beverage Control 93900 410816 License Records Management o Salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 93900 140732 Research and Planning o Salaried i
Public Safety & Homeland Secty 999300 Alcoholic Beverage Control 93900 226272 Store 272 [ salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 93900 226383 Store 383 o Salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 99900 226184 Store 184 [] Salaried i
Public Safety & Homeland Secty 93900 Alcoholic Beverage Control 93900 120711 HR o Salaried i
Labor 18200 Virginia 1t Co issi 18200 928200 Ul Customer Supp Services o Hourly i
Labor 18200 Virginia Empl 1t C 18200 934400 Technol [] Hourly i
Public Safety & Homeland Secty 93900 Alcoholic Beverage Control 93900 226032 Store 032 3 Hourly i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 93900 110701 Administration o Hourly i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 99900 111723 Project Management [] Salaried i
Public Safety & Homeland Secty 93900 Alcoholic Beverage Control 93900 180783 IT Project Management o Salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 99900 226144 Store 144 2 Hourly i
Public Safety & Homeland Secty 93900 Alcoholic Beverage Control 93900 190494 Stores Maintenance o Salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 93900 120706 Training o Salaried _
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 99900 110701 Administration [] Salaried i
Public Safety & Homeland Secty 93900 Alcoholic Beverage Control 93900 110701 Administration o Salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 93900 190484 Stores Maintenance o Salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 99900 190705 Property Mgt Services [] Salaried |
Public Safety & Homeland Secty 93900 Alcoholic Beverage Control 93900 226238 Store 238 o Salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 93900 420737 Tax Management o Salaried i
Public Safety & Homeland Secty 999300 Alcoholic Beverage Control 93900 420737 Tax Management [ salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 93900 420737 Tax Management o Salaried i
Public Safety & Homeland Secty 99900 Alcoholic Beverage Control 99900 210504 Retail Operations [] Salaried i
Other VRSRT VRS Retirees VRSRT 93999 Agency Wide o Salaried i
Education 21700 Radford University 21700 11111 Radford University Payroll o Salaried i
Other LOCAL The Local Choice Participants LOCAL 47177000 Dinwiddie County Water Auth [] Salaried |
Other VRSRT VRS Retirees VRSRT 93999 Agency Wide o Salaried i
Judicial 11300 Circuit Courts 11100 10000 Agency Department 1 Salaried a
Other VRSRT VRS Retirees VRSRT 99999 Agency Wide [] Salaried i
Other VRSRT VRS Retirees VRSRT 93999 Agency Wide o Salaried i
Other LOCAL The Local Choice Participants LOCAL 48212000 Dinwiddie County Schools [] Salaried |
Education 20400 College of William and Mary 20400 20400 College of William and Mary o Salaried i
|Agriculture and Forestry 41100 Department of Farestry 41100 11020 Fire and Emergency 0 Hourly i
Screenshot of the Teleworkers Detailed Report (scrolled right)
Position Position Eligible [Approved Telework
Number _|Job Code Job Business Title Home City/State Location City/State For Telework Work Mode Telework Start Date | Telework End Date | Days PerWeek | Out Of state
ABC01067 | 96013 Admin and Office Spec it Admin and Office Spec It Highland Springs; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/20/2023 1/20/2024 a
ABCO0364 | 95132 Palicy Planning Specl! Palicy Planning Spec 11 Chesterfield; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 1 Y
ABC27201 | 96714 Retail Manager Il Retail Manager Il Newport News; VA NEWPORT NEWS; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 2 N
ABC38302 | 96712 Retail Specialist |1 C Store Manager Assistant Broadway; VA HARRISONBURG; VA N Employee Eligible for Telework 1/1/2023 12/31/2023 3 N
ABC18402 | 96714 Retail Manager Il Retail Manager Il Shenandoah; VA HARRISONBURG; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 3 N
ABC01091 | 96222 Gen Admin Supv II/Coord I Gen Admin Supv II/Coord Il Manakin Sabot; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 6/1/2023 3 Y
VECT3361 | 19132 Policy Planning Specll Senior Management Analyst NEWPORT NEWS; VA RICHMOND; VA Y Employee Eligible for Telework 1/1/2023 1/31/2023 3 Y
VECT3205 | w39111 | Info Technology Specialist | Install and Repair Tech sr. RICHMOND; VA RICHMOND; VA Y Eemployee Eligible for Telework 1/1/2023 4/1/2023 3 Y
ABCW02GX | W36711 Retail Specialist 1 Retail Specialist | N CHESTERFIELD; VA DELTAVILLE; VA Y Employee Inelig for Telework 1/1/2023 1/31/2023 s
ABCWLI3A | W19225 Gen Admin Manager Il Gen Admin Manager Il Powhatan; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 3 N
ABC00940 | 96136 | Policy And Planning Manager Il Policy Planning Manager Il ille; VA MECHANICSVILLE; VA ¥ Employee Eligible for Telework 1/1/2023 12/31/2023 3 N
ABCO0543 | 96312 Info Technology Specialist Il Info Technology Specialist Il Richmond; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 3 N
ABCWOBAE | W96711 Retail specialist 1 Retail Specialist | N CHESTERFIELD; VA EMPORIA; VA Y Employee Eligible for Telework 1/1/2023 12/21/2023 3 N
ABCO1096 | 95734 Trades Technician IV Trades Technician IV Callao; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/21/2023 3 N
ABCO0B90 | 95221 Gen Admin supv I/Coord 1 Human Resource Associate ille; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/21/2023 1 N
ABC00577 | 96224 | Gen Administration Manager II GEN ADMIN MANAGER Il HENRICO; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/21/2023 2 N
ABCO0S65 | 95226 Gen Admin Manager IV Gen Admin Manager IV Richmond; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 6/21/2022 3 N
ABC01063 | 96735 Trades Manager | Trades Manager | Richmond; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 1 N
ABCO0901 | 96734 Trades Technician IV Trades Technician IV Aylett; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/21/2023 s N
ABC23801 | 96714 Retail Manager Il Retail Manager Il Farnham; VA CALLAG; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 3 Y
ABC00123 | 96031 Finangial Services Spec! Financial Services Spec! North Chesterfield; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 2 N
ABC00643 | 96031 Financial Services Spec| Financial Services Spec| Chester; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 2 N
ABC00069 | 56013 Admin and Office Spec Il Admin and Office Spec Il icsville; VA MECHANICSVILLE; VA Y Employee Eligible for Telework 1/1/2023 12/31/2023 2 N
ABC01047 | 96715 Retail Manager Il Retail Manager Il Fredericksburg; VA MECHANICSVILLE; VA Y Eemployee Eligible for Telework 1/1/2023 12/31/2023 s Y
VRARET00 | VRSRTO VRS Retiree VRS Retiree Position VIRGINIA BEACH; VA N Employee Eligible for Telework
RADF0467 | 1026 Professor Chair/Prof Roanoke; VA N Employee Eligible for Telework
B260000F | COVHBO Health Benefits Only TLC 047177000 Full Time Pos. CHESTER; VA N Employee Eligible for Telework
VRARET00 | VRSRTO VRS Retiree VRS Retiree Position VICTORIA; VA N Employee Eligible for Telework
CCV00116 | COVA93 salary Non-Specified Judge -Circuit:21 MARTINSVILLE; VA RICHMOND; VA N Employee Eligible for Telework
VRARET00 | VRSRTO VRS Retiree VRS Retiree Position EMPORIA; VA RICHMOND; VA N Employee Eligible for Telework
VRARET00 | VRSRTO VRS Retiree VRS Retiree Position MECHANICSVILLE; VA RICHMOND; VA N Employee Eligible for Telework
D790000F _| COVHBO Health Benefits Only TLC 048212000 Full Time Pos. PRINCE GEORGE; VA RICHMOND; VA N Employee Eligible for Telework
CWMFP0S6_| COVA99 salary Non-Specified Dir of Business Operations g VA WILLIAMSBURG; VA N Employee Eligible for Telework
DOFCFO010 | W89147 Forestry Fire Fighter FIRE FIGHTER PALIMYRA; VA CHARLOTTESVILLE; VA N Employee Eligible for Telework
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Teleworker Statistics Report (RHR525)
REVISED: 9/1/2026

DESCRIPTION:

This report provides statistics related to teleworker data in Cardinal. It produces two statistics outputs
each time it is run: vhrr0525_DETAILED_COUNT_PCT and

vhrr0525 TELEWORKER_SUMMARY_STATS. The Detailed Count Pct Report gives the percentages
of employees who do not have an active teleworker agreement and the reasons as well as percentages
of employees with an agreement broken down by the number of days they are approved to telework per
week. The Teleworker Summary Stats output provides a different view of the statistics for employees
with an active agreement. Central users with statewide access can run it statewide or by secretariat.
Agency users can run it for the Business Units to which they have access.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Teleworker Statistics Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

As Of Date CSv
Level (Statewide, Secretariat, Business Unit)

Secretariat (Leave Blank for All)

Business Unit Option (All Business Units, Specific
Business Unit(s))

ADDITIONAL INFORMATION:
The As Of Date and Level fields are required fields.

Screenshot of the Teleworker Statistics Report Run Control page (Statewide Level selected).

¢ Cardinal HCM Teleworker Statistics Report

Run Control ID  Teleworker_Statistics _Rpt Report Manager Process Monitor
“As Of Date

“Level | statewide v

Secretariat (Leave Blank for All) | v ‘

[ Add H Update/Display
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Screenshot of the Teleworker Statistics Report Run Control page (Secretariat Level selected).

‘ < Cardinal HCM ‘ Teleworker Statistics Report
Run Control ID  Teleworker_Statistics _Rpt Report Manager Process Monitor Run
“As Of Date
“Level | secretariat v|
*Secretariat | M |
l Add l l Update/Display

Screenshot of the Teleworker Statistics Report Run Control page (Business Unit Level selected
(All Business Units option)).

Teleworker Statistics Report

Run Control ID  Teleworker_Statistics _Rpt Report Manager Process Monitor Run
“Level | Business Unit v|
Business Unit Option | All Business Units v |

l Add H Update/Display

Screenshot of the Teleworker Statistics Report Run Control page (Business Unit Level selected
(Specific Business Unit(s) option)).

| € Cardinal HoM | Teleworker Statistics Report
Run Control ID  Teleworker_Statistics _Rpt Report Manager Process Monitor Run
“Level [ Business Unit v
Business Unit Option ‘ Specific Business Unil(s) V|

Business Unit(s)

\E\ 1-10f1 » 1 ViewAll

Business Unit Description

I Y =+ [

I Add H Update/Dispiay
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Screenshot of the Teleworker Statistics Report (vhrr0525_DETAILED_COUNT_PCT)

| K000 Business Unit

Breakdown of Telework Days

| Executive Branch Classified Employee Count

No Active Telework Agreement

Active Telework Agreements

Mabile worker classification

Pasition is Unavailable for Telework and Person is Ineligible

Position is Unavailable for Telework and Person is Eligible

Pasition is Available for Telewaork and Person is Ineligible

Position is Available for Telework and Person is Eligible bat no agreement

1 Telework Days.
2 Telework Days
3 Telework Days
4 Telework Days
5 Telework Days

Qut of State Designation

Percent of

Employee Count  Percent of Total

97

17 17.53%

13
o
o
o
!

80 82.47%
2 9.28%

67 69.07%
o %
2 2.06%
2 2.06%
o %

Eligible
Employees with
Active
Agreements

95.24%

Screenshot of the Teleworker Statistics Report (vhrr0525_ TELEWORKER_SUMMARY_STATS)

| Statewide

XXK-Business Unit

Percent of Total Percent of Total Executive Breakdown of
Executive Branch Branch Classified Eligible  Telework Days
Classified Employees with Employees with Telework for Eligible
Telework Agreement Agreement Employees
1 Day 2 Days 3 Days 4 Days 5 Days
25.4 56.99 12.49 7.78 1.63 0.86 2.63
82.47 95.24 9.28 69.07 0 2.06 2.06
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Transfer Report (RHR447)
REVISED: 9/1/2026

DESCRIPTION:
This report is used to monitor intra-Agency and inter-Agency transfers.

The end users of this report are Agency HR Administrators and DHRM.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Transfer Report

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
From Date Excel
To Date

Intra Agency, Inter Agency or Both

ADDITIONAL INFORMATION:
The From Date and To Date fields are required fields.

Screenshot of the Transfer Report Run Control page

¢ cardinal HCM | Transfer Report

Run Control ID Tyansfer Report Report Manager Process Manitor

Report Request Parameters

"To Date
O Intra Agency
O Inter Agency
® Both Intra and Inter Agencies
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Screenshot of the Transfer Report

Current Transaction Record
Empl ID Empl Mame Empl Effective Date |Action  |Action Job [Salanﬂ Grade |Lv SveDate |[Business (Business Unit (DeptiD |Dept D Name|
Red Reason Code Unit Mame
( 0210201 [HIR MCL Tazzl 516566607 |4 2011-02-10
7] ( 2021-02-01 HR NG GE012 [195&333333 i
7] 2021-01-04  [HIR PO Ta031 Fmﬁ 0 i
7] ( 2021.01.07  [TER  |XFO 1566 |1: 2019-11-10 ]
b N i I A L S 1512 0000 2020-05-15 i
i 7] 20210126 [WFR  [vDX COVADS r: i
Screenshot of the Transfer Report (scrolled right)
Previous Transaction Recerd
Empl ID Empl Hame Empl  [Effective  |Action |Action  |Job Code |Salary Grade |[Lv SvcDate |Business |BusinessUnit |DeptiD Impt D
Red Date Reason Unit Mame Mame
] 20210201 |TER WED COVASS [5118.75 20110210
7 2021.01-16 | TER WFD B152 T4EE 625
n 7 2021-01-04 |TER WFO 5034 B3 3333336
7 (] 2021-01-26 | TER FFO o034 083333333 2020-05-15
} T 20210125 |HIR HEW COVAES [0

Rev 9/1/2026 Page 130 of 132



/}) Cardinal

Years of Service Report (RHR475)
REVISED: 9/1/2026

DESCRIPTION:

This report lists workers and their approaching years of service milestones as of the date specified and
can serve as a reminder of workers who are eligible for vested benefit plans or service recognition
awards. This report also provides service dates for VSDP enroliment and leave eligibility.

NAVIGATION PATH:
NavBar > Menu > Workforce Administration > Job Information > Reports > Years of Service

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

As Of Date Excel
Business Unit (Leave Blank for All)
Department (Leave Blank for All)

ADDITIONAL INFORMATION:
The As of Date field is a required field and defaults to the current date but can be updated as needed.

Screenshot of the Years of Service Report Run Control Page

& cardinal HCM Years of Service

Years of Service

Run Control ID vaars of Service Report Manager  Process Monitor Run

Years of Service

*As Of |08/22/2026 Business Unit (Leave Blank for All) E
Date
Department (Leave Blank for All) E

[ ) (o
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Screenshot of the Years of Service Report

f]} Cardinal
commonwealth of Virginia
Years of Service
Run Date: 08/23/2024
Run Time: 10:03:02
ReportID: RHRS7S
Page1of1
s of Date
Business Unic
Department
Business Unit Department Employee D Emplayee Name Continuous ~ PrevStSvc  VetSvcCred TotalSvcCred YearsOfService AnnuallvSvc VSDPLySveDt  NextStSvc VSDP Employee Next JobCode  Grade Employee Email
Service Date Mnths Mnths Mnths Dt Anniversary Date  Enrallment Status Anniversary
Date Milestone
r r 8102028 ¥ o r o r o o 8/10/2024 8/10/2024 8/10/2025 B8/10/2024 active 7 1 ¥ oo Tos
r r sfasja007 ¥ o r o r o 17 5/25/2007 5/25/2007 5/25/2027 active T 20 Foaga T s
r r upzases ¥ o oo oo 28 11/25/1999  13/25/1999 1142212024 12/1/1999 sctive 7 5 Famss 74
r r 7252011 7 o 4 [ 4 [ 13 B/10/2011 8/10/2011 7/25/2026 7/25/2011 Active 7 15 Faso 75
r r saopors 7w 4 ) ooz 7 2/10/2017 2/10/2017 2/10/2027 4/25/1999 active 7 10 Fao 75
r r 1071211987 7 o r 0 r 0 E 10/10/1887 10/10/1887 10/12/2027 4/25/1899 Active T 40 Foasoze T 7
r r 17102008 ¥ o 4 0 4 0 20 1/10/2004 1/10/2004 1/10/2029 6/25/2006 Active 7 25 P 7w
r r 702002022 ¥ o 4 0 4 0 2 7/25/2022 7/25/2022 7/20/2025 Active 7 3 o T4
r r sp5j2008 ¥ o 4 0 4 0 15 5/26/2003 5/26/2003 5/25/2023 5/26/2009 Active 7 20 Foaos T e
r r 3132028 ¥ o r o r o o 3/25/2024 3/25/2024 3/13/2025 3/13/2024 active T 1 g s
r r ef1j2023 7 o r o r o 1 6/10/2023 6/10/2023 6/1/2026 6/1/2023 active 7 3 g T s
r r 3j13j2028 ¥ o r o r o o 3/25/2024 3/25/2024 3/13/2025 3/13/2024 active T 1 Fagom T s
r r af2sja012 ¥ 71 r o r 71 17 10/25/2006 10/25/2006 10/25/2026 /101899 active T 20 Fagom T s
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