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Revision History 
 

Revision Date Summary of Changes 

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

5/19/2026 Added a new Overtime Leave Compliance Report (RTA844). Added a new Shift 
Steps and Rates Query (RTA825) (V_TA_SHIFT_RATES). 

7/21/2025 Added a new Payee Messages Query (V_TA_PAYEE_MESSAGES). Updated the 
screenshot for the Active TL Eligibility Query (V_TA_ELIGIBILITY_ENROLL_LIST). 
Updated the screenshot for the Employee Absence Adjustments Query 
(V_TA_ABS_ADJUSTMENTS). Updated the Run Controls screenshot for the 
Inactive Employee with Leave Balance Query (V_TA_BAL_FOR_INACTIVE_EMP). 
Updated screenshot and the search criteria for the Ineligible Forecasted Absence 
Events Query (V_TA_ABS_EVT_FCST_INELIG). Updated the screenshot and 
search criteria for the Time and Labor to Paysheet Posted Query 
(V_TA_TL_PAYSHEET_POSTED). Updated the search criteria, updated 
screenshots, and added screenshots for the DOA Leave Liability Report (RTA013). 

3/12/2025 Made minor verbiage changes in the description of the Payable Time to GL 
Reconciliation Report. 

9/9/2024 Baseline. 
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Training Materials and Resources 
 
The Cardinal Time and Attendance Reports Catalog covers the Time & Attendance (TA) functional 
area. Each functional area reports catalog 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: 
 
Cardinal NAV225 Cardinal HCM Reporting: 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. 

 
  

https://covlc.virginia.gov/idserv/login/login?signin=ZhVVdjYaC7LM-ut9sYxRy4ImvmVYypIMKgf5HhgFbw8
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Time and Attendance Queries 
 
 
<This page is intended to be blank> 
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Absence Accumulators Results Query  
V_TA_ABS_ACCUM_RESULTS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query provides absence results and details for review and troubleshooting of absences. This query 
displays the same data that AM Administrators can view on the Results by Calendar Group/Calendar 
pages.  
 
This query is primarily used by Absence Management (AM) Administrators.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_ABS_ACCUM_RESULTS 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_ABS_ACCUM_RESULTS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_ABS_ACCUM_RESULTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Employee ID 
Accumulator (Blank for All) 
Date From 
Date Thru 
MAX/ALL 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, Employee ID, Date From, and Date Thru fields are required fields.  
The MAX version of the calendar may be used if the calendar has been calculated more than once 
retroactively. The ALL version of the calendar shows all versions of the calendar within the date range 
selected.  
 
Screenshot of the Absence Accumulators Results Query 

 
 
 
 
 
 



 
 

Rev 9/1/2026  Page 8 of 90 
  

Absences Approved by Administrators Query  
V_TA_ABS_ADMIN_APPROVALS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists Absence Events currently in an “Approved” status that were edited and/or approved via 
the Absence Event page. This query is used for auditing purposes to maintain internal controls. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_ABS_ADMIN_APPROVALS 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_ABS_ADMIN_APPROVALS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_ABS_ADMIN_APPROVALS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit (Blank for all) 
Location (Blank for all) 
Employee Dept ID (Blank for all) 
Approver Empl ID (Blank for all) 
Action Date From 
Action Date To 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Action Date From and Action Date To fields are required fields. It is recommended that the 
Business Unit field always be populated, but it is not a required field. 
 
Screenshot of the Absences Approved by Administrators Query 
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Absence Data Upload Error Query  
V_TA_ABS_DATA_UPLOAD_ERROR 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays a list of Absence Upload errors interfacing Agencies encountered during the 
Absence Data Upload file process. This query includes errors along with error messages for users to 
review and make the necessary corrections. 
 
This same data can also be extracted by running the Absence Data Upload Error Report. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_ABS_DATA_UPLOAD_ERROR 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_ABS_DATA_UPLOAD_ERROR 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_TA_ABS_DATA_UPLOAD_ERROR 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Dept ID 
Empl ID 
From Date 
Thru Date  
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, From Date, and Thru Date fields are required fields.  
 
Screenshot of the Absence Upload Error Query 
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Active TL Eligibility Query  
V_TA_ELIGIBILITY_ENROLL_LIST 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays employees’ shift differential, commuter, and overtime leave eligibility and provides 
details to allow AM Administrators to take the appropriate action to verify and/or correct COVA eligibility 
enrollment.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_ELIGIBILITY_ENROLL_LIST 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_ELIGIBILITY_ENROLL_LIST 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_ELIGIBILITY_ENROLL_LIST 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Dept ID 
Empl ID 
TL Eligibility Type 
As Of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit and As Of Date fields are required fields. The as of data represents the effective 
date of the eligibility data. 
 
Screenshot of the Active TL Eligibility Query 
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Cancelled/Error Time Entry Upload Query 
V_TA_CAN_ERR_TIME_UPLOAD 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays a list of interfaced time data transactions in error or transactions that were 
cancelled from the Time Entry Upload Review page. Select the value of “CAN” in the CAN/ERR field 
to view a list of all transactions cancelled from the Time Entry Upload Review page. Select a value of 
“ERR” in the CAN/ERR field to view all errors from the Time Entry Upload process. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_CAN_ERR_TIME_UPLOAD 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_CAN_ERR_TIME_UPLOAD 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_CAN_ERR_TIME_UPLOAD  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Dept ID (blank for all) 
Employee ID (blank for all) 
File Name 
From Date 
To Date 
CAN/ERR 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, From/To Date, and CAN/ERR fields are required fields.  
 
Screenshot of the Cancelled/Error Time Entry Upload Query 
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Comp Plan Criteria Query 
V_TA_COMP_PLAN_CRITERIA 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays Agency criteria used by Cardinal to enroll employees in the appropriate Comp 
Plans. This query includes the following information for each Comp Plan based on the as of date 
selected: Priority, Business Unit, Department ID, HR Status, Employee Type, FLSA Status, Pay Group, 
Job Code, Salary Grade, Employee Class, Absence System, OT Leave Eligible, Time Reporter Status, 
and Comp Plan Enrollment Status. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_COMP_PLAN_CRITERIA 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_COMP_PLAN_CRITERIA 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_COMP_PLAN_CRITERIA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit and As of Date fields are required fields.  
 
Screenshot of the Comp Plan Criteria Query 
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Comp Plan Enrollment Audit Query  
V_TA_COMP_PLAN_ENROLL_AUDIT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays changes to an employee’s enrollment record and displays the user who made 
updates and when the updates were made to the employee’s Comp Plan enrollment. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_COMP_PLAN_ENROLL_AUDIT  
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_COMP_PLAN_ENROLL_AUDIT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_TA_COMP_PLAN_ENROLL_AUDIT  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Department ID  
Employee ID 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, From Date, and To Date fields are required fields. The date range is related to the 
audit date and time stamp. The audit action indicates the type of action (Add “A”, Delete “D”, or Change 
“C”). 
 
Screenshot of the Comp Plan Enrollment Audit Query 
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Donated Leave Usage Query  
V_TA_DONATED_LEAVE 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists donated leave hours for employees. This query displays leave donations taken (DLR) 
during a specified Pay Period (or multiple Pay Periods). The query displays the current balance of 
donated leave as of the leave period end date, the donated leave used within the leave period, and all 
regular time reported by an employee with a balance of donated leave. 
 
The query can be run by Employee ID or Department ID for a specified beginning and ending date 
range. If the dates entered in the prompts do not reflect an actual Leave period, the dates are adjusted 
to include the whole Leave period(s) in which the beginning and ending dates fall.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_DONATED_LEAVE  
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_DONATED_LEAVE 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_DONATED_LEAVE  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit  
Dept ID (blank for all) 
Empl ID (blank for all) 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, From Date, and To Date fields are required fields.  
 
If regular time is reported, this indicates that an employee has returned to work and may no longer be 
eligible to have a balance of donated leave if they worked every day of the Pay Period. Reported time 
displays even if the employee took only partial days during the Pay Period (e.g., an employee reporting 
time at the beginning of the period but still taking leave donations the rest of the period).  
 
Screenshot of the Donated Leave Usage Query 
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Emergency Overtime Meals Query  
V_TA_OT_MEAL 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays both scheduled and non-scheduled workdays for which emergency overtime (OT) 
and/or emergency comp time is recorded to determine overtime meal eligibility and calculations.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_OT_MEAL 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_OT_MEAL 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_OT_MEAL  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Sum Cd/Dept ID (Blank for all) 
Employee ID (Blank for all) 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, From Date, and To Date fields are required fields.  
 
Screenshot of the Emergency Overtime Meals Query 

 
 
Screenshot of the Emergency Overtime Meals Query (scrolled right) 
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Employee Absence Adjustments Query  
V_TA_ABS_ADJUSTMENTS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays absence balance adjustment transaction data including employee identification 
information, absence calendar information, absence adjustment type, amount, date, and time of the 
update. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_ABS_ADJUSTMENTS 
• TA WorkCenter > Queries > Most Run Queries > Absence Adjustments 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_ABS_ADJUSTMENTS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_ABS_ADJUSTMENTS  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit  
Dept ID (blank for all) 
Employee ID (blank for all) 
Leave Period End Date 
 

HTML 
Excel 
 

Screenshot of the Employee Absence Adjustments Query 
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Employee Comp Plan Details Query 
V_TA_COMP_PLAN_ENROLLMENTS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays the Comp Plan information for each employee based on the as of date selected 
and includes the following information: Name, Employee ID, Employee Record, Position Number, HR 
Status, Employee Type, Employee Class, Pay Group, Business Unit, Department ID, Job Code, FLSA 
Status, Salary Grade, OT Leave Eligibility, Time Reporter Status, Comp Plan Bypass Indicator, and 
Comp Plan Enrollment Status for each Comp Plan assigned to an employee. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_COMP_PLAN_ENROLLMENTS 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_COMP_PLAN_ENROLLMENTS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_TA_COMP_PLAN_ENROLLMENTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit and As of Date fields are required fields.  
 
Screenshot of the Employee Comp Plan Details Query 

 
 
 
 
 
 
 
 
 



 
 

Rev 9/1/2026  Page 18 of 90 
  

 
Employee Schedule Review Query  
V_TA_SCHEDULE_REVIEW 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query provides a list of time reporters that require an update to their Work Schedule. The reasons 
listed include employees without a Work Schedule assigned, those with a default Work Schedule 
assigned, salaried employees with an hourly Work Schedule assigned, and employees with an invalid 
Work Schedule assigned. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_SCHEDULE_REVIEW 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_SCHEDULE_REVIEW 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_SCHEDULE_REVIEW  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit  
Dept ID (blank for all) 
Empl ID (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit field is a required field.  
 
Screenshot of the Employee Schedule Review Query 
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Employee Time Reporter Details Query 
V_TA_TIME_REPORTER_ENROLLMENTS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays the employee time reporter details for each employee based on the selected 
Business Unit and as of date.  
 
The information included in this query are: Name, Employee ID, Employee Record, Position Number, 
HR Status, Employee Type, Pay Grade, Absence System, AM Eligibility Group, Holiday Schedule, 
Business Unit, Department ID, Job Code, FLSA Status, Salary Grade, Reports To Position, Schedule 
ID, Shift Differential Eligibility, Commuter Imputed Eligibility, Time Reporter Bypass Indicator, Bypass 
Effective Date, Status, Workgroup, Taskgroup, Reporting Template Override, Hourly ACA Yearly Limit, 
FLSA Period OT Threshold, and Comp Leave OT Leave Limit.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TIME_REPORTER_ENROLLMENTS 
• TA WorkCenter > Links > Other Links > Query Viewer > 

V_TA_TIME_REPORTER_ENROLLMENTS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_TA_TIME_REPORTER_ENROLLMENTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit and As of Date fields are required fields.  
 
Screenshot of the Employee Time Reporter Details Query 
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FML Without Concurrent Absence Query  
V_TA_FML_CONCURRENT_ABS_AUDIT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query identifies when Family Medical Leave (FML) is reported without another absence. This 
query also displays employees who have reported FML for a day and the concurrent absence hours are 
less than the FML hours entered for the same day.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_FML_CONCURRENT_ABS_AUDIT 
• TA WorkCenter > Queries > Must Run Queries > FML without concurrent absence 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_FML_CONCURRENT_ABS_AUDIT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_TA_FML_CONCURRENT_ABS_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit  
Location (blank for all) 
Begin Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, Begin Date, and To Date fields are required fields. While calculating concurrent 
absences hours for the day FML hours are reported, the query also adds hours reported under Time 
Reporting Codes (TRCs) ”OTT- Overtime Leave Taken” and ”CPT – Compensatory Leave Taken” 
because these are considered as absence hours to calculate concurrent hours for FML. 
 
Screenshot of the FML Without Concurrent Absence Query 
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Inactive Employee with Leave Balance Query  
V_TA_BAL_FOR_INACTIVE_EMP 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists Leave Types and balances for employees in an “Inactive (I)” status. Typically, these 
employees have been paid for their remaining balances but the corresponding balance adjustments in 
Cardinal have not been made. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_BAL_FOR_INACTIVE_EMP 
• TA WorkCenter > Queries > Most Run Queries > Inactive Employee With Balance 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_BAL_FOR_INACTIVE_EMP 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_BAL_FOR_INACTIVE_EMP  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit (Blank for all) 
Location (Blank for All) 
Dept ID (Blank for All) 
Empl ID (Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The query displays all users with a status of “Inactive (I)” which have a balance greater than or less 
than zero. 
 
Screenshot of the Inactive Employee with Leave Balance Query 
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Ineligible Forecasted Absence Events Query  
V_TA_ABS_EVT_FCST_INELIG 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query provides a list of Absence Events with a Forecast value of “INELIGIBLE”. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_ABS_EVT_FCST_INELIG 
• TA WorkCenter > Queries > Must Run Queries > Ineligible Forecasted Absence 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_ABS_EVT_FCST_INELIG 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_ABS_EVT_FCST_INELIG 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit (Blank for All) 
Dept ID (Blank for All) 
From Date 
Thru Date 
 

HTML 
Excel 
 

Screenshot of the Ineligible Forecasted Absence Events Query 
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Invalid ChartField Combination Query  
V_TA_ INVALID_CHARTFIELDS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists invalid ChartField combinations on reported time for review and correction. In Cardinal, 
the Time Administration process generates a “TLX00110” Timesheet Exception when the ChartField 
combination entered on the Timesheet does not exist or is inactive as of the time period in which it is 
being reported. This query lists all the employees with “TLX00110” Timesheet Exceptions for the 
defined date range.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_INVALID_CHARTFIELDS 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_INVALID_CHARTFIELDS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_INVALID_CHARTFIELDS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The From Date and To Date fields are required fields.  
 
Screenshot of the Invalid ChartField Combination Query 
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Leave Balances by Department ID/Location Query  
V_TA_LV_BAL_BY_DEPTID_DISTRICT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists leave balances and can be run by Department, Reports To, or Employee ID. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_LV_BAL_BY_DEPTID_DISTRICT 
• TA WorkCenter > Queries > Most Run Queries > Leave Bal by Deptid/Location 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_LV_BAL_BY_DEPTID_DISTRICT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_TA_LV_BAL_BY_DEPTID_DISTRICT  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Location (blank for all or %) 
Dept ID (blank for all) 
Reports To (blank for all) 
Empl ID (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit field is a required field.  
 
Screenshot of the Leave Balances by Department ID/Location Query 
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Negative Hours From Prior Period Adjustment Query  
V_TA_NEG_HRS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query utilizes the data from the Payable Timetable and generates a list of negative hours for 
employees whose pay is affected due to prior period adjustments in Time and Labor for the current Pay 
Period.  
 
Adjustments to the time submitted and paid generate offsets in Time and Labor. The Load Time and 
Labor process populates the employee Paysheet with negative and positive hours for offsets and 
summarizes by date and Earnings Code. Not all of the adjustments impact the employee’s pay; in some 
instances, adjustments are made to correct the time without impacting pay. This query only lists 
employees whose pay is impacted negatively due to prior period adjustments. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_NEG_HRS 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_NEG_HRS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_NEG_HRS  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Pay Run ID 
Business Unit 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Pay Run ID and Business Unit fields are required fields. 
  
Screenshot of the Negative Hours From Prior Period Adj Query 
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Negative Leave Balances Query  
V_TA_LV_BALANCES_NEGATIVE 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays a list of employees with negative leave balances in the max version of each 
calendar. This query should be run periodically to manually re-adjust the balances by the appropriate 
amount in the appropriate period so that the balances are zeroed out. Negative balances must be 
corrected for active employees before leave year-end processing in order to carry over the appropriate 
balance into the new leave year and must also be corrected before the Leave Liability report is run at 
fiscal year-end in order to calculate appropriate liability.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_LV_BALANCES_NEGATIVE 
• TA WorkCenter > Queries > Most Run Queries > Negative Leave Balances 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_LV_BALANCES_NEGATIVE 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_LV_BALANCES_NEGATIVE  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Location (blank for all) 
Dept ID (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The query can be run by Business Unit, for a specific Location, or for a specific Department ID (leaving 
the fields blank retrieves all results). 
  
Screenshot of the Negative Leave Balances Query 
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Payee Messages Query  
V_TA_PAYEE_MESSAGES 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used by Agency Administrators to review payee messages to check for extended leave 
accumulator limit warnings. Accumulators track usage and generate payee messages that serve as 
warnings when certain accumulator limits are reached.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_PAYEE_MESSAGES 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_PAYEE_MESSAGES 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_PAYEE_MESSAGES  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit (Blank for all) 
Employee ID (Blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The query can be run by Business Unit or by Employee ID (leaving the fields blank will retrieve all 
results). 
  
Screenshot of the Payee Messages Query 

  



 
 

Rev 9/1/2026  Page 28 of 90 
  

Reports To Query 
V_TA_REPORTS_TO_SUPV 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query provides a list of employees along with select Job Data who report to a particular Position. 
Enter the Position Number of the Supervisor to see a list of all employees who report to that position.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_REPORTS_TO_SUPV 
• TA WorkCenter > Queries > Most Run Queries > Reports To 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_REPORTS_TO_SUPV 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_REPORTS_TO_SUPV 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Who EE Reports To  
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Who EE Reports To field is a required field.  
 
Screenshot of the Reports To based on Reports To Position Number Query 
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Saved & Submitted Absences Query  
V_TA_ABS_SV_AND_SB_STATUS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query provides Absence Events currently in a “Saved” or “Submitted” status for the defined date 
range. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_ABS_SV_AND_SB_STATUS  
• TA WorkCenter > Queries > Must Run Queries > Saved and Submitted Absences 
• TA WorkCenter > Queries > Most Run Queries > Saved and Submitted Absences 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_ABS_SV_AND_SB_STATUS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_ABS_SV_AND_SB_STATUS  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Department ID (Blank for All) 
BGN_DT From 
BGN_DT Through 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, BGN_DT From, and BGN_DT Through fields are required fields.  
 
Screenshot of the Saved & Submitted Absences Query 
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Shift Steps and Rates Query (RTA825) 
V_TA_SHIFT_RATES 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used by Agency TL Administrators to show what Steps and Rates are currently being 
used by an Agency to help determine new Steps or Rates. 
 
NAVIGATION PATHS:  
• Query Viewer > V_TA_SHIFT_RATES 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_SHIFT_RATES 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_SHIFT_RATES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit (Blank for All)  HTML  
As of Date     Excel 
 
ADDITIONAL INFORMATION: 
As of Date is a required field. 
 
 
Screenshot of the Shift Steps and Rates Query 

 
  
Screenshot of the Shift Steps and Rates Query (scrolled right) 
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TA Self-Approval Audit Query 
V_TA_SELF_APPROVAL_AUDIT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query provides a list of time and absence transactions that were approved in Cardinal by 
the employees themselves while approval authority was delegated to them by or on behalf of 
their Reports To supervisor. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_SELF_APPROVAL_AUDIT 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_SELF_APPROVAL_AUDIT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_SELF_APPROVAL_AUDIT  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Department 
From Date 
To Date 
 

XML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit field is a required field.  
 
Screenshot of the TA Self-Approval Audit Query 
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Time and Labor to Paysheet Error Query  
V_TA_TL_PAYSHEET_REJECTED 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists errors from the Time and Labor to Paysheet Integration process. This query lists hours 
rejected by payroll. Payable time is created through the Time Administration process and is the end 
product of Time and Labor. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TL_PAYSHEET_REJECTED 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_TL_PAYSHEET_REJECTED 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_TL_PAYSHEET_REJECTED  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Dept ID 
Employee ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit field is a required field.  
 
Screenshot of the Time and Labor to PaySheet Error Query 
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Time and Labor to Paysheet Posted Query  
V_TA_TL_PAYSHEET_POSTED 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists hours posted to PaySheets from Time and Labor where the payable status is “Taken by 
Payroll”, “Closed”, “Reversed (check reversal)”, or “Distributed”. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TL_PAYSHEET_POSTED 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_TL_PAYSHEET_POSTED 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_TL_PAYSHEET_POSTED  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Dept ID 
Empl ID 
Pay End Date  
Empl Type 
Include Exception Only Rows checkbox 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Pay End Date field is a required field.  
 
Screenshot of the Time and Labor to PaySheet Posted Query 
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Time Approval Audit Query  
V_TA_TIME_APPROVAL_AUDIT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query provides information related to the approval of Timesheets within a defined date range. This 
query is useful in determining who approved time including the date and time of the approval.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TIME_APPROVAL_AUDIT 
• TA WorkCenter > Queries > Most Run Queries > Time Approval Audit 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_TIME_APPROVAL_AUDIT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_TIME_APPROVAL_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Empl ID 
Date From 
Date To 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, Date From, and Date To fields are required fields.  
 
Screenshot of the Time Approval Audit Query 

 
 
Screenshot of the Time Approval Audit Query (scrolled right) 
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Time Entry Audit Query  
V_TA_TIME_ENTRY_AUDIT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists all reported time for an employee within a defined date range. Run this query to 
determine who entered time and when. This query provides an audit of all reported time with Audit 
Actions of: 
 

• A: Hours 
• C: Changed 
• D: Deleted Hours 
• X: Current Row from Reported Time (Reported Status of “SV” for saved or “SB” for submitted) 

 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TIME_ENTRY_AUDIT 
• TA WorkCenter > Queries > Most Run Queries > Time Entry Audit 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_TIME_ENTRY_AUDIT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_TIME_ENTRY_AUDIT  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Empl ID 
Date From 
Date To 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, Date From, and Date To fields are required fields.  
 
Screenshot of the Time Entry Audit Query 
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Time Reporter (Auto Enrollment) Exceptions Query  
V_TA_AUTO_ENROLL_EXC 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays auto enrollment exceptions for review and correction. This query lists employees 
with inappropriate time reporter data by comparing time reporter data with job data. The report lists all 
employees who may need updates or maintenance to time reporter data. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_AUTO_ENROLL_EXC 
• TA WorkCenter > Queries > Must Run Queries > Time Reporter Exceptions 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_AUTO_ENROLL_EXC 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_AUTO_ENROLL_EXC 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Dept ID 
Location 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit field is a required field.  

Reason codes: 

A: Active Employee in INACTIVE Workgroup 

B: Active Employee in INVALID Workgroup 

C: Active Employee Not in the valid Taskgroup 

D: Active Employee not in a Valid Workgroup 

E: Active Employee with inactive Time Reporter status 

F: Rule Element 3 is missing for Active Hourly Employee 

G: Rule Element 4 is missing for Active Employee 

H: Rule Element 5 is missing for Active Salaried Employee  

I: Inactive Employee not in INACTIVE Workgroup 

J: Inactive Employee with Active Time Reporter status for more than 60 days after termination 
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Screenshot of the Time Reporter Exceptions Query 
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Time Reporter Changes Query  
V_TA_TIME_REPORTER 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query includes new time reporter enrollments and changes to existing employees on the Time 
Reporter pages. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TIME_REPORTER  
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_TIME_REPORTER 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_TIME_REPORTER  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Dept ID 
Employee ID 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, From Date, and To Date fields are required fields.  
 
Screenshot of the Time Reporter Changes Query 
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Time Reporter Criteria Query 
V_TA_TIME_REPORTER_CRITERIA 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays the Time Reporter criteria used by the TL Auto Enroll process for a Business Unit 
based on the selected as of date.  
 
The information included in this query are: Priority, Business Unit, Department ID, HR Status, 
Employee Type, FLSA Status, Pay Group, Job Code, Salary Grade, Employee Class, Shift Differential 
Eligible, Time Reporter Status, Reporting Template, Workgroup, Allowed Workgroup List, Taskgroup, 
Rule Element 3, Rule Element 3 Override, Rule Element 4, Rule Element 4 Override, Rule Element 5, 
and Rule Element 5 Override. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TIME_REPORTER_CRITERIA 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_TIME_REPORTER_CRITERIA 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_TIME_REPORTER_CRITERIA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit and As of Date fields are required fields.  
 
Screenshot of the Time Reporter Criteria Query 

 
 
 
 
 
 
 
 
 
 
 



 
 

Rev 9/1/2026  Page 40 of 90 
  

Time Reporting Exceptions Query  
V_TA_TIME_REPORTING_EXCEPTIONS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query displays time and labor Timesheet Exceptions for a defined date range for groups of 
employees and is used to review and resolve or allow Timesheet Exceptions as needed. This query 
has parameters so the worker may select the Employee Type of “Hourly” or “Salaried”. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TIME_REPORTING_EXCEPTIONS 
• TA WorkCenter > Queries > Most Run Queries > Time Reporting Exceptions 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_TIME_REPORTING_EXCEPTIONS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_TA_TIME_REPORTING_EXCEPTIONS  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Location (blank for all) 
Dept ID (blank for all) 
Exception From Date 
Exception Through Date 
Employee Type (blank for all) 
(U) Unresolved / (A) Allowed 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, Exception From Date, Exception To Date, and Unresolved/Allowed fields are 
required fields.  
 
Screenshot of the Time Reporting Exceptions Query 
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Timesheet (Prior Period) Adjustments by DeptID/Date Query  
V_TA_ADJUSTMENTS_PAYABLE_TIME 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists prior period adjustments after a Pay Period has been completed and allocated for 
review. This query displays negative offset adjustment rows and corresponding payable time rows for 
the same duration.  
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_ADJUSTMENTS_PAYABLE_TIME 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_ADJUSTMENTS_PAYABLE_TIME 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_TA_ADJUSTMENTS_PAYABLE_TIME  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Dept ID (blank for all) 
Location (blank for all) 
Employee ID (blank for all) 
From Date 
To Date 
Frozen Date (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, From Date, and To Date fields are required fields.  
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Screenshot of the Timesheet Adjustments by DeptID/Date Query 

 
 
Screenshot of the Time Prior Period Adjustments Query (scrolled right) 
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TL Eligibility Audit Query  
V_TA_ELIGIBILITY_ENROLL_AUDIT 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query lists changes to the Time and Labor (TL) Eligibility page based on audit results. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_ELIGIBILITY_ENROLL_AUDIT 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_ELIGIBILITY_ENROLL_AUDIT 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_ELIGIBILITY_ENROLL_AUDIT  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Dept ID (Blank for all) 
Employee ID (Blank for all) 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, From Date, and To Date fields are required fields.  
 
Screenshot of the TL Eligibility Audit Query 
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Traditional Sick Used 6 Months Query  
V_TA_TRADSCK_06MONTHS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used to track employees in the Traditional Sick Leave Program having used sick leave 
continuously for a six-month period for potential FICA exemption. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TRADSCK_06MONTHS 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_TRADSCK_06MONTHS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_TRADSCK_06MONTHS  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Department 
Employee ID 
Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit and Date fields are required fields. The Date field is used to create a date range 
(defined date and a value equal to the defined date minus 180 days).  
 
Screenshot of the Traditional Sick Used 6 Months Query  
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Vacation Leave Lost Query  
V_TA_FORFEITED_VAC_HRS 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used to list the vacation leave lost at the beginning of the new leave year (during carry 
forward 01/10). In Cardinal, at the beginning of a new leave year, vacation accruals in excess of the 
maximum allowable carryover amount are automatically forfeited and those hours are lost. The 
maximum vacation carries over amount varies from employee to employee based on the years of 
service. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_FORFEITED_VAC_HRS  
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_FORFEITED_VAC_HRS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_FORFEITED_VAC_HRS  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Department ID 
Employee ID 
Leave Year Start Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit and Leave Year Start Date fields are required fields.  
 
Screenshot of the Vacation Leave Lost Query  
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Weekly Submitted Hours Query 
V_TA_TLAM_WKLY_HRS  
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used to display hours from Payable Time within a defined date range for review. The 
query displays all Salaried Regular and all Non-Productive Time except Docking and Donated Leave 
Taken. 
 
Note: For Agencies using Cardinal Absence Management, Non-Productive Time entered on the 
Absence tab of the Timesheet will be displayed on the report after the hours have been approved by 
the Supervisor and processed by the nightly Absence Calculation process. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_TLAM_WKLY_HRS 
• TA WorkCenter > Queries > Most Run Queries > Weekly Submitted Hours 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_TLAM_WKLY_HRS 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > V_TA_TLAM_WKLY_HRS  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Location (Leave Blank for all) 
Dept ID (Leave Blank for all) 
Empl ID (Leave Blank for all) 
Period Start Date 
Period End Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit, Period Start Date, and Period End Date fields are required fields. The Period 
Start Date field value is the first day of the employee’s FLSA period and the Period End Date field 
value is the last day of the employee’s FLSA period. 
 
Screenshot of the Weekly Submitted Hours Query  
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Workflow Setup Issues Query  
V_TA_WORKFLOW_SETUP_ISSUES 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This query is used to display employees and managers who may require corrective action due to time 
and labor enrollment data, job data, and/or time and labor security set up that may result in incorrect 
workflow routing. This query displays various setup issues that may cause workflow problems, including 
employees reporting to vacant positions, employees missing reports to positions, approvers missing the 
approver role, employees with Employee IDs not assigned to User IDs, approvers with Employee IDs 
not assigned to User IDs, and multiple active approvers sharing positions. 
 
NAVIGATION PATHS: 
• Query Viewer > V_TA_WORKFLOW_SETUP_ISSUES 
• TA WorkCenter > Queries > Most Run Queries > Workflow Setup Issues 
• TA WorkCenter > Links > Other Links > Query Viewer > V_TA_WORKFLOW_SETUP_ISSUES 
• NavBar > Menu > Reporting Tools > Query > Query Viewer > 

V_TA_WORKFLOW_SETUP_ISSUES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Location  
Department  
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Business Unit field is a required field. 
 
Screenshot of the Workflow Setup Issues Query  
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Time and Attendance Reports 
 
 
<This page is intended to be blank> 
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Absence Data Upload Error Report (RTA674) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report displays a list of Absence Upload errors interfacing Agencies encountered during the 
Absence Data Upload file process. This report includes all the errors along with error messages for 
users to review and make the necessary corrections.  
 
This same data can also be extracted through the V_TA_ABS_DATA_UPLOAD_ERROR query. 
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Must Run Reports > Absence Upload Error Report 
• NavBar > Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > 

Absence Upload Error Report 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 
From Date 
To Date 
Output to File Server (checkbox) 
Business Unit  
 

PDF 
CSV 

Screenshot of the Absence Data Upload Error Report Run Control Page 

 
 
ADDITIONAL INFORMATION: 
The From Date, To Date, Tree Name, and Business Unit fields are required fields.  
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Screenshot of the Absence Data Upload Error Report  
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DOA Leave Liability Report (RTA013) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report contains leave liability data for reporting to the Department of Accounts (DOA) at Fiscal 
Year End for employees in Traditional, Virginia Sickness & Disability Program (VSDP), and Hybrid 
Leave Programs and does not include the At-Will or Faculty Leave Programs. 
 
Agencies with employees in the Flex Regular and Flex VSDP Eligibility Groups can run the Flex Leave 
Liability Data Report. 
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Most Run Reports > DOA Leave Liability Report 
• NavBar > Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports >  

DOA Leave Liability Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
FICA Amount 
Thru Date 
 

Excel 
 

Screenshot of the DOA Leave Liability Report Run Control Page 

 
 
Note: The FICA Amount field will display after the Business Unit and Thru Date fields are defined. 
 
ADDITIONAL INFORMATION: 
The Business Unit and Thru Date fields are required fields.  
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Screenshots of the Leave Liability Report 
 
Section 1: Employee Details Section 

 
 
Section 2: Employee Salary Leave Liability Section 

 
 
Section 3: Current Liability at Employee – Level Detail Section 

 
 
Section 4: Current Employee Leave Liability Section 
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Section 5: Report Summary Section 

 
 
Section 6: Summary by Fund for Total Liability 

 
 
Section 7: Summary by Fund for the Projected Liability 
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Docking Unpaid Absences Report (RTA655) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report displays a list of employees with processed unpaid absences in order to review and dock 
pay for appropriate salaried employees in Cardinal. Unpaid absences can either be from Absence 
Management (for example, “LNP – Pay Docking” or from Payable Time ” HNP - Holiday Pay Docking” 
where Cardinal is the leave system of record or all from Payable Time (“LNPX - Pay Docking” or “STLX 
- Short Term Disability-Pay Dock”) where the Agency has an external leave system of record.  
 
This report should be run twice (at a minimum), to identify potential pay docking for each Pay Period. 
 
• Before HR Data Freeze  

• Day after the Payday 

It is recommended that the user run this report daily between the Create Paysheets date and the day 
after Payday. While TL Administrators, AM Administrators, and PY Administrators have access to run 
and review this report, it is primarily the responsibility of the PY Administrator to run this report to 
identify Pay Docking transactions and to enter those transaction via SPOT to dock the employees’ pay.  
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Must Run Reports > Docking Unpaid Absences Report 
• TA WorkCenter > Reports/Processes > Most Run Reports > Docking Unpaid Absences Report 
• NavBar > Menu > Time and Labor > Reports > Docking Unpaid Absences Report  
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 
Business Unit  
Department 
Employee ID 
 
For Agencies using an external leave system 
  
From Date 
To Date 
 
For Agencies using Cardinal Absence Management 
 
Calendar Group ID 
 

Excel 
 

 
Note: The From Date, To Date, and the Calendar Group ID fields will display after the Business Unit 
field has been completed. 
 
ADDITIONAL INFORMATION: 
The Business Unit, From Date, and To Date fields are required fields. However, for a Business Unit 
using Cardinal AM, the From/To Date fields are instead combined to a single Calendar Group ID field.  
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Screenshot of the Docking Unpaid Absences Report Run Control Page (for Agencies using an 
external leave system) 
  

 
 
 
Screenshot of the Docking Unpaid Absences Report Run Control Page (for Agencies using 
Cardinal Absence Management) 
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Screenshot of the Docking Unpaid Absences Report 
 

 
 
Screenshot of the Docking Unpaid Absences Report (scrolled right) 
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Employee Leave Report (RTA010) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides summary and detailed leave balance information (absences accrued/taken by an 
employee) and related detail transactions (if selected) for individual employees, a designated 
organization unit, or designated group of organization units such as District-wide or Residency-wide. 
The report can be used by employees to monitor leave balances as well as supervisors in managing 
employee leave activity. 
 
This report can be run based on the Finalized/Closed Leave Period End Date or the Unfinalized/Open 
Leave Period End Date.  
 

• Finalized/Closed Leave Period End Date 
o Enter the end date of any finalized leave period to review leave data from the beginning 

of the leave year through the period end date selected. The report will reflect data as of 
the finalized period selected  

• Unfinalized/Open Leave Period End Date  
o Enter the end date of the current open leave period to review leave data from the 

beginning of the leave year through the end date of the current period. The associated 
lookup feature includes the current open leave period end dates for the SM1 and SM2 
calendars  

o When the user selects the Unfinalized/Open Leave Period End Date option, the data 
reflected is estimated based on data as of the last processed date/time.  
The balances are estimated through the current open period end date and include 
absences approved through that date, as well as any entitlements processed through 
that date, as of the Last Absence Calculation process run date/time  

 
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Most Run Reports > Employee Leave Report 
• NavBar > Menu > Global Payroll & Absence Management > Absence and Payroll Processing > 

Reports > Employee Leave Report 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 
Business Unit 
Department 
Node Only [checkbox] 
Empl ID (blank for all) 
Summary [radio button] 
Detail Transactions [radio button] 
Summary and Detail Transactions [radio button] 
Page break by employee checkbox 
Finalized/Closed Leave Period End Date 
Unfinalized/Open Leave Period End Date 
 
 

PDF 
CSV 
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Screenshot of the Employee Leave Report Run Control Page 

 
 
ADDITIONAL INFORMATION: 
The Business Unit and either the Finalized/Closed Leave Period End Date or the Unfinalized/Open 
Leave Period End Date fields are required fields. Also, either the Department or Empl ID field is a 
required field.  
 
Screenshot of the Employee Leave Report – Header Section 

  
 
The Header section includes a quick reference for Employee Leave Data:  

• Leave Eligibility Date 
• Current Vacation Accrual Rate 
• Vacation Maximum Carryover 
• Compensatory Leave Balance Limit 
• Overtime Leave Balance Limit 
• Last Absence Calculation Process Run Date/Time 
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Screenshot of the Employee Leave Report – Summary Section 

 
 
The Summary section includes Balance Forward, Year to Date for Earned, Taken, Adjusted and 
Donated, and the employee’s Current Balance information for each Leave Type.  
 
Screenshot of the Employee Leave Report – Expiring Leave Types section 

 
 
The Expiring Leave Types section begins with a History section that includes details for all expiring 
Leave Types and is followed by a Summary section which provides the Total Earned/Taken and 
Balance for each expiring Leave Type.  
 
Screenshot of the Employee Leave Report – Employee Leave Earned, Period to Date 

 
 
This section includes all accruals entitled by period end date and includes the end balance as of the 
Pay Period end date.  
 
Screenshot of the Employee Leave Report – Employee Leave Takes, Year to Date 

 
 
This section includes all processed leave takes as of the beginning of the leave year (1/10). 
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Screenshot of the Employee Leave Report – Employee Outstanding and Cancelled Leave Take 
Requests 

 
 
This section includes future dated Absence Events, Absence Events that were keyed retroactively that 
have not yet been processed, and cancelled Absence Events.  
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Flex Leave Liability Data Report (RTA803) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides Agencies with the data needed to compute leave liability for employees using 
Cardinal as their leave system of record in the faculty/flex eligibility groups. Agencies with employees in 
the Flex Regular and Flex VSDP Eligibility Groups (e.g., faculty employees) can use this report to retrieve 
data related to outstanding leave that may be eligible for payout upon separation, along with information 
related to fund distributions, to manually calculate the current liability and project future liability as 
appropriate for the Agency and employees.  
 
Run the DOA Leave Liability Report for employees in the Traditional, Virginia Sickness & Disability 
Program (VSDP), and Hybrid Leave Programs. 
 
NAVIGATION PATH: 
NavBar > Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > Flex 
Leave Liability Data Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Thru Date 
 

Excel 
 

Screenshot of the Flex Leave Liability Data Rpt Run Control Page 

 
 
ADDITIONAL INFORMATION: 
The Business Unit and Thru Date fields are required fields.  
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Screenshot of the Flex Leave Liability Data Report  
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Hourly Employee Tracking Report (RTA005) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
 
This report is used to track Wage Employee hours and can be used to monitor hours so that employees 
do not exceed the ACA Hourly Limit as defined by DHRM Policy 2.20. The Commonwealth’s ACA 
measurement period is May 1 - April 30. This report provides the total hours for the ACA measurement 
period which is derived using the as of date. 
 
For example, when 12/31/2022 is entered in the As of Date field, the report will display the total hours 
from 5/1/2022 through 4/30/2023.  
 
The report details include the Yearly Limit for hourly employees as defined by Rule Element 3 on 
Maintain Time Reporter Data. This value is initially populated by the TL Auto Enroll process based on 
defined Agency Time Reporter criteria and is intentionally set to a value less than 1,500 by default to 
allow for sufficient warning. The default limit can be increased or decreased for the individual by an 
Agency TL Setup Administrator. 
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Must Run Reports > Hourly Employee Tracking Report 
• TA WorkCenter > Reports/Processes > Most Run Reports > Hourly Employee Tracking Report 
• NavBar > Menu > Time and Labor > Reports > Hourly Employee Tracking 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 
Business Unit 
As Of Date 
Department 

PDF 
CSV 

 
Note: Parent Agencies can run this report for multiple Business Units in one instance by selecting the 
Run for multiple Business Units checkbox option. When this checkbox option is selected, the 
Business Unit and Department fields will be disabled and the Business Unit Selection section 
displays. 
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Screenshot of the Hourly Employee Tracking Report Run Control Page 

 
 
ADDITIONAL INFORMATION: 
The Business Unit, As of Date, and Department fields are required fields when running the report for 
a single Business Unit.  
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Screenshot of the Hourly Employee Tracking Report Run Control Page with the Run for multiple 
Business Units checkbox option selected 

 
 
Screenshot of the Hourly Employee Tracking Report 
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Invalid Holiday Report (RTA720) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides an audit of invalid holidays for review and correction. 
 
NAVIGATION PATHS: 

• TA WorkCenter > Reports/Processes > Must Run Reports > Invalid Holiday Report 
• NavBar > Menu > Time and Labor > Reports > Invalid Holiday Report 

 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 
Period Start Date 
Period End Date 
Business Unit 
Location 
Dept ID 
Empl ID 

PDF 
CSV 

 
Screenshot of the Invalid Holiday Report Run Control Page 

 
 
ADDITIONAL INFORMATION: 
The Period Start Date and Period End Date fields are required fields. Also, the Period Start Date and 
Period End Date fields default to the current day but may be updated.   
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Screenshot of the Invalid Holiday Report  
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OSHA Report (RTA508) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This Occupational Safety and Health Administration (OSHA) report summarizes productive hours by 
Time Reporting Code (TRC) by various criteria and organization level. 
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Must Run Reports > OSHA Report 
• NavBar > Menu > Time and Labor > Reports > OSHA Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Reporting Month 
Year 
 
 

Excel 
 

Screenshot of the OSHA Report Run Control Page 

 
 
ADDITIONAL INFORMATION: 
The Business Unit, Reporting Month, and Year fields are required fields.  
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Screenshot of the OSHA Report 
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Overtime Leave Compliance Report (RTA844) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides Overtime Leave balances and calculates payout amounts for employees whose 
balances exceed the 80-hour fiscal year-end threshold. It is designed to support Agencies and DHRM 
in monitoring balances throughout the year, encouraging the use of excess hours, and managing fiscal 
year-end payouts and balance adjustments efficiently. 
Additionally, non-Executive Branch Agencies who do not follow the DHRM Overtime Leave policy may 
utilize this report to support their specific tracking needs.  
 
Real-Time Data & Audit Trails 

• This report reflects real-time data and may vary each time it is run. Agencies should save a 
copy of the report used for payouts to maintain an audit trail.  
  

Understanding What is Included in the Report:  
• The Submitted column displays “Y” if OT Leave hours are in Submitted status and “N” if hours 

are in Saved status. These must be submitted and approved prior to payout.  
• The Approved column displays “Y” if all submitted hours are approved and “N” if any hours are 

in Needs Approval status. These must be approved prior to payout. 
• The End Balance column may include unapproved hours. These must be reviewed and 

approved prior to payout.  
• Hourly Rate as of [date]: Reflects the employee’s hourly rate effective for the “As of Date” 

selected on report run control parameters. 
• The Estimated Payout Amount is calculated using the employee's hourly rate as of the "Actual 

date" entered on the Run Control page. The Agency is responsible for reviewing and validating 
the Estimated Payout Amount to ensure it is based on approved transactions and the correct 
employee hourly rate. 

  
Note: To identify "Saved" or "Needs Approval" hours, run the Timesheet Report with the Action 
Required Only checkbox option selected.  
 
 
NAVIGATION PATH: 
NavBar > Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > 
Overtime Leave Compliance 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 
Business Unit 
As Of Date (Required) 
 

CSV 

 
Note: To identify "Saved" or "Submitted" hours, run the Timesheet Report with the Action Required 
Only checkbox option selected. 
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Screenshot of the Overtime Leave Compliance Report Run Control Page 

 
 
Screenshot of the Overtime Leave Compliance Report 
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Payable Status Report (TL001) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report generates a list of Payable Time for a defined date range in order to review the payable 
statuses. The report can be used to review Payable Time that will be paid in the current period, 
including time adjusted in a prior period that will be paid in the current Pay Period.  
 
NAVIGATION PATH: 
NavBar > Menu > Time and Labor > Reports > Payable Status Report 
 
INPUT / SEARCH CRITERIA: 
Description 
From Date 
Through Date 
Select Payable Status [checkbox option(s)] 
Select Employees to Process 

OUTPUT FORMAT: 
PDF 

 
Screenshot of the Payable Status Report Run Control Page  

 
 
ADDITIONAL INFORMATION: 
The Description, From Date, and Through Date fields are required fields.  
Screenshot of the Payable Status Report  
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Screenshot of the Payable Status Report (scrolled down) 
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Payable Time to GL Reconciliation Report (RTA739) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report is used for the reconciliation of Payable Time Data with General Ledger. This report extracts 
payable time (reported time and absences) associated with a specified Pay Run ID or a range of Pay 
Period end dates and either Company/Paygroup or by individual employee to help Agencies reconcile 
Time and Labor data with GL data. Transactions that are closed and not distributed will be included in 
the results if the checkbox option is selected. Both interfacing Agencies and Agencies that enter their 
time online into Cardinal may use this BI Publisher report for reconciliation purposes. 
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Most Run Reports > Payable Time to GL Recon Report 
• NavBar > Menu > Time and Labor > Reports > Payable Time to GL Recon Rpt 
 
INPUT / SEARCH CRITERIA: 
Pay Run ID 
Company 
Pay Group 
Include transactions that are closed and not 
distributed [checkbox option] 
 

OUTPUT FORMAT: 
Excel 

  
ADDITIONAL INFORMATION: 
The Pay Run ID, Company, and Pay Group fields are required fields.  
 
Screenshot of the Payable Time to GL Reconciliation Report Run Control Page 
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Screenshot of the Payable Time to GL Reconciliation Report  

 
 
Screenshot of the Payable Time to GL Reconciliation Report (scrolled right) 

 
 
 
Screenshot of the Payable Time to GL Reconciliation Report (continued scrolled right) 

 
 
Screenshot of the Payable Time to GL Reconciliation Report (continued scrolled right) 
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Potential Vacation Leave Forfeiture Report (RTA012) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides projected vacation leave information within a predefined time frame, including 
projected accruals and potential loss. The report can be requested for individual employees, a 
designated Business Unit, or a designated group of Business Units such as District-wide or Residency-
wide. The report can be used by employees, supervisors, and timekeepers to help determine if 
individual employees might forfeit hours at leave year-end if the projected balances are in excess of the 
carryover maximum. 
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Most Run Reports > Potential Leave Forfeiture Report 
• NavBar > Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing > Reports > 

Potential Leave Forfeiture Rpt 
 
RUN CONTROL PARAMETERS: OUTPUT FORMAT: 
Business Unit 
Department 
Node Only [checkbox] 
Employee ID 
Pay Period End Date 

PDF 
CSV 

 
ADDITIONAL INFORMATION: 
The Business Unit and Pay Period End Date fields are required fields.  
 
The report must be run for a future Pay Period end date to project the vacation balance. Typically, this 
is the leave year end date and should not be a date beyond the current leave year end date. 
 
Screenshot of the Potential Vacation Leave Forfeiture Report Run Control Page 
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Screenshot of the Potential Vacation Leave Forfeiture Report 
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Scheduled Hours Report (TL004) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides information about the time reporter’s scheduled time, including details such as 
duration of work hours for employees.  
 
NAVIGATION PATH: 
NavBar > Menu > Time and Labor > Reports > Scheduled Hours Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Start Date 
End Date 
Empl ID 
Employee Record 
Group ID 
Include or Exclude 
 

CSV  

Screenshot of the Scheduled Hours Report Run Control Page 

 
 
ADDITIONAL INFORMATION: 
The Start Date and End Date fields are required fields.  
 
Note: The Employee Schedule Review Query is another query with employee Work Schedule 
information. 
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Screenshot of the Scheduled Hours Report  
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Summary of Productive Hours Report (RTA030) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report provides a summary of productive hours by Time Reporting Code (TRC) and Department. 
The report can be used to analyze the use of TRCs by Departments and/or Employees. 
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Most Run Reports > Summary of Productive Hours Report 
• NavBar > Menu > Time and Labor > Reports > Summary of Prod. Hours Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Department 
Node Only [checkbox] 
Empl ID 
Employee Detail [checkbox] 
From Date 
Thru Date 
Employee Type  
 

CSV  

Screenshot of the Summary of Productive Hours Report Run Control Page 

 
 
ADDITIONAL INFORMATION: 
The Business Unit, From Date, Thru Date, and Employee Type fields are required fields.  
The Employee Types are “Excep Hrly”, “Hourly”, “Not Appl.”, and “Salaried”. 
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Screenshot of the Summary of Productive Hours Report  
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Time Entry Upload Error Report (RTA757) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report displays errors encountered during the Time Entry Data Upload file processing for users to 
review and correct. 
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Must Run Reports > Time Entry Upload Error Report 
• TA WorkCenter > Reports/Processes > Most Run Reports > Time Entry Upload Error Report  
• NavBar > Menu > Time and Labor > Reports > Time Entry Upload Error Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
From Date 
To Date 
Output to File Server (checkbox) 
Business Unit 
Employee Type (Salary or Hourly) 
Reports to Position Number OR Empl ID OR 
Department OR Project OR Cost Center 
Department CF 
Pay Period End Date OR  
Show All Statuses OR Action Required Only 
Time Reporting Code 
 

Excel 
 

 
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.  
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Screenshot of the Time Entry Upload Error Report Run Control Page 

 
 
 
Screenshot of the Time Entry Upload Error Report  
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Timesheet Report (RTA026) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report contains details of reported time including a summary of the number of hours by ChartField 
distribution by day and shows productive and non-productive hours pending approval on the 
Timesheets.  
 
NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Must Run Reports > Timesheet Report 
• TA WorkCenter > Reports/Processes > Most Run Reports > Timesheet Report  
• NavBar > Menu > Time and Labor > Reports > Timesheet Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit 
Employee Type (Salary or Hourly) 
Reports to Position Number OR Empl ID OR 
Department OR Project OR Cost Center 
Department CF 
Pay Period End Date OR  
From Date 
Thru Date 
Show All Statuses OR Action Required Only 
Time Reporting Code 
 

Excel 
 

Notes:  
• For the Department field, enter a specific Department number or enter “99999” for all 

Departments 
 

• Parent Agencies can run this report for multiple Business Units in one instance by selecting the 
Run for multiple Business Units checkbox option. When this checkbox option is selected, the 
Business Unit field and the Employee Selection section will be disabled and the Business 
Unit Selection section displays  

 
• When the Action Required Only checkbox option is selected, the report will pull all 

transactions that require action for the last 365 days 
 

• By default, the report will run without comments but the Comments checkbox option can be 
selected to include them. The report will take longer to run when comments are included 
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Screenshot of the Timesheet Report Run Control Page 

 
 
ADDITIONAL INFORMATION: 
The Business Unit field is a required field. Selections of one option from the Employees to Process 
section and one option from the Select Pay Period End Date or From/To Date section are also 
required. 
 
“AJ” and “DL” are displayed as Reported Time statuses on the Timesheet Report in the following 
cases:  
• “AJ” (Adjusted): System generated offsets due to Timesheet adjustments (where quantity is less 

than 0)  
• “DL” (Deleted): Time that was deleted from reported time  
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Screenshot of the Timesheet Report 

 
 
Screenshot of the Timesheet Report (scrolled right) 

 
 
Screenshot of the Timesheet Report (continued scrolled right) 

 
 
Screenshot of the Timesheet Report (continued scrolled right) 
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Timesheet Schedule Exception and Overtime Review Report (RTA024) 
 
REVISED: 9/1/2026 
 
DESCRIPTION: 
This report is for supervisors and Administrators to review and manage employee overtime. It lists 
overtime entered in the Pay Period and compares the employee’s Work Schedule to the time entered 
on the Timesheet to identify variances.  
 
The report is broken down into the following three sections: 

1. Deviation from Scheduled Hours 
2. Overtime Review 
3. Overtime (OT) Exceptions Review 

NAVIGATION PATHS: 
• TA WorkCenter > Reports/Processes > Must Run Reports > Timesheet Exception Report 
• TA WorkCenter > Reports/Processes > Most Run Reports > Timesheet Exception Report 
• NavBar > Menu > Time and Labor > Reports > Timesheet Exception Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 
Business Unit (Leave Blank for All) 
Pay Period End Date OR 
From Date 
Thru Date 
Reports to Position Number 
Empl ID 
Department  
Node Only (checkbox) 
Show All Employees Variance Only (checkbox) 
Employee Type (Salaried or Hourly) 
Show Submitted Time Approved only (checkbox) 
 

PDF 
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Screenshot of the Timesheet Schedule Exception and Overtime Review Report Run Control 
Page 

 
 
ADDITIONAL INFORMATION: 
The Business Unit field is a required field, and the user must select one option from the Report 
Parameters section and one option from the Date Parameters section. 
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Screenshots of the 3 Sections on the Timesheet Schedule Exception and Overtime Review 
Report 
 
Screenshot of the Deviation from Scheduled Hours Section 
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Screenshot of the Overtime Review Section 

 
 
 
Screenshot of the Overtime (OT) Exceptions Review Section 
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