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ESS392 Time Entry Scenarios — Exception Time Reporter

Online Time Entry Scenarios Overview

This Job Aid provides scenarios related to online time entry in Cardinal for Exception Time Reporters.
The type of time reporter displays on the Timesheet page in the Time Reporter Type field.

As an Exception Time Reporter, enter exceptions when the work hours differ from the Work
Schedule. Even if the Work Schedule rotates, there is an expectation for the employee to work the
set number of hours on the selected days of the week as defined by the employee’s Work Schedule.

If an employee worked their assigned Work Schedule for the week without exceptions, they do not
need to submit a timesheet. Cardinal generates hours based on the scheduled work hours.

The following are examples of exceptions that must be reported on the Timesheet:
o Employee worked a different day than their Work Schedule

e Employee worked more than the number of hours scheduled as overtime or other types of hours
such as on-call, uncompensated overtime, etc.

o Employee worked their normal schedule but need to charge some (or all) hours to a different
department or project by entering a different ChartField distribution.

e Employee teleworked some or all days of their Work Schedule. The employee must enter the
“TELE” code on their timesheet.

Note: If an exception is reported on a day, then all hours for that day must be reported for that day.

It is important to enter and submit time correctly on the timesheet in order for it to route for approval.
Be sure to follow agency guidelines as to when timesheets need to be submitted.

Salaried employees must submit time for overtime and shift payments to be processed and paid, for
accounting distributions to be accurate, and for absences to be updated timely (for agencies using
Cardinal as their leave system of record).
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Entering Regular Time and Multiple ChartField Distributions
In this scenario, time is being entered for regular hours worked and charged to two different ChartField

distributions.

1. Click the Time tile on the Cardinal Homepage to navigate to the Timesheet page.

Note: If the correct week is not displayed use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

The Timesheet page displays.

Timesheet

CrnAdni

Adtians

Select Another Timesheet

Employee ID
EmplRecord 0

Time Reporting Type  Exception

Earliest Change Date 11252010

[ v| | 40aceccor

40300

“ViewBy Previous Week NextVieek
—_|
“Date |0BIOT2021 [

Scheduled Hours  40.00 Reported Hours 000
rom Monday 08/07/2021 to Sunday 06/13/2021 @

P e o

o T s m o o= B o e Aeporng cose gy 5 Jower - S— ,
[ o[ | o | of | I | | | | O] wwecor o | al| | e |

| |nartrieiss

|‘ v] ‘mem:cor-‘

‘mem

| |cn;1re\c's

Save for Later ” Submit |

‘ Reported Time Status. H Summary H Leave [ Compensatory Time H Absence

H Exceptions || Bayable Time ‘

eported Time Status

m

2. Enter the regular hours worked that will be charged against the first set of Chartfields in the first
In this example, the regular hours for Monday through

available row within the Time Entry grid.
Wednesday will be charged to this set of Chartfields.

3.  Select the applicable Time Reporting Code (TRC) for the hours using the dropdown button

provided.

4.  Click the ChartFields link for the corresponding row.

The ChartField Common Component page displays in a pop-up window.

ChartField Common Component

ChartField Detail
Employee ID

SetID: 40300

Search Options

® speed Types

ChartField Detail

Program

Department Cost Center

FIPS

Agency Uss 1

Agency Use 2

| [511006

I Y

o, [42109

Jal Jal

lal

Ja

Ja |
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5.  Enter the Chartfield information (charge distribution) for the hours entered. In this example, the
Fund, Program, and Department were entered. If an employee has questions regarding which
distribution to enter, they should reach out to their supervisor for guidance.

Note: For more information on entering ChartFields, refer to the Job Aid titled Entering and
Updating Chartfield Distributions on the Timesheet located on the Cardinal website under

Learning.

6. Click the Ok button.

If the ChartField entered is valid the Timesheet page displays. Skip to Step 9.

If the ChartField is invalid, a notification displays in a pop-up window.

ChartField Detail

setiD:

ChartField Detail

Account

ChartField Common Component

Search Options

The

value entered in the field does not match ane of the allowable values. You can see the allowabie values by pressing the Prompt button or hyperlink

Invalid value - press the prompt button or hyperlink for a lst of valid values (15,11)

Bt

508000 03403 (W [eEm T Q Q Q Q

7.  Click the OK button on the message.
8. The invalid field(s) are highlighted in red.
The Timesheet page displays.

Correct the error(s) and click the Ok button.

Timesheet

GanAdminManagert

Select Anather Timesheet

View By | Week v Pravious Vieex  Nest Week

[From Monday 06/07/2021 to Sunday 0671372021 @

Business

[Raparirine s || sorray || Smmret amprasy i || simaee || B || Evpiteri

Reported Time Status
5.9

9.  Enter the regular hours worked that will be charged against the second set of ChartFields in the
next available row within the Time Entry grid. In this example, the regular hours for Thursday and

Friday will be charged to this set of Chartfields.

10. Select the applicable Time Reporting Code (TRC) for the hours using the dropdown button

provided.

11. Repeat Steps 4-8 of this section to enter ChartFields.
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The Timesheet page displays after validation, if the charge distribution is valid.

Timesheet

Earliest Change Date  11/252018

w By | Wesk v ey

pate |0aOTIZOZt [T 7

Scheduled Hours  40.00 Reported Hours 000

From Monday 06/07/2021 to Sunday 0611312021 @

Mon Tue. Wed Thy Fri sat Sun o
= e e 4B it & & Total Time Reporting Code Taskgroup

Unit Telework Agency Value ChartFields.
8 2] REG - Ragular Hours. v 40300CCOP 40300 Q ChartFields
v 40B00CCOP 40300 Q ChartFields.
T s |
[ reponea i s || svmay || ooes comparsryrine || e || soepions || mspmerim

Reported Time Status
5.2

12. Click the Submit button to submit the time for processing and approval.

The Submit Confirmation page displays.

Timesheet
Submit Confirmation

& The Submit was successful.
Time for the Week of 2021-08-07 to 2021-06-13 is submitted

oK

13. Click the OK button.

The Timesheet page returns.

O e T O Y e R e VAN
l Reported Time Status I‘ Summary ‘ ‘ Leave f Compensatory Time ‘ ‘ Absence ‘ ‘ Exceptions ‘ ‘ Payable Time ‘
Reported Time Status
B Q 150f5 »
Date Reported Status Total TRC Description sc?ﬁ_‘i Add Comments
06/07/2021 Submitted 800 REG Regular Hours 8.00 @]
06/08/2021 Submitted 800 REG Regular Hours 8.00 o
06/09/2021 Submitted 800 REG Regular Hours 8.00 o
06/10/2021 Submitted 800 REG Regular Hours 8.00 (o]
06/11/2021 Submitted 800 REG Regular Hours 8.00 o
Self Service
Time Reporting

14. Scroll down as needed and review the reported time status information to verify the time has been
submitted.
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Making a Timesheet Adjustment

In this scenario, the employee will make an adjustment to time from the previous week. The adjustment
is to change the hours worked.

1. Click the Time tile on the Cardinal Homepage to navigate to the Timesheet page.

Note: If the correct week is not displayed use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

The Timesheet page displays.

Timesheet Z
[—— Employee D [ (
Sensdmin Manager | Emp! Record 0

Time Reporting Type Exceplion \{
Aclions~ Earliest Chanpe Dafe  12/09/2019 ;
Select Another Timesheet LY
“iev By | Week v Previous Week  Nex! Week 5
e
*Date | 12/08/2013 e 1
Scheduled Hours 4000 Reporfed Hours 2000 a
{
From Monday 12/09/2018 to Sunday 121572019 @& (
Mon Toe Wed Thu Fri Sat Sun - N
1213 12110 1211 12112 213 1214 1215 Total| Time Reporting Code 1
‘ | | I| | I 200] | 200]| | || | | 4.00| [ OVT- 0T @ Time and Hal ~]
‘ Il I | N a0 | 00| | || | 2600 || REG - Regular Hours ~| 5
l Save for Later ” Submit |

2. Click in the applicable day of the Time Entry grid to be changed and update the hours. In this
example, the Thursday hours were increased.

3. Click the Submit button.

The Submit Confirmation page displays.

Timeshest
Submit Confirmation

B The Submit was successful
Time for the Week of 2019-12-09 fo 2018-12-15 is submitted

4, Click the OK button to return to the Timesheet.
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The Timesheet page returns.

ESS392 Time Entry Scenarios — Exception Time Reporter

Timesheet

GenAdrin Manager|

Actions-

Select Another Timesheet

Employee ID

Empl Record 0
Time Reporting Type
Earliest Change Date

Exozption

12/cav2a1a

View By | Wesk v

|
*Date [1zo@zn1e G

Scheduled Hours  40.00

Reported Hours  21.00

Previous Week  Mext Week

From Monday 12/08/2018 to Sunday 12/15/2018 &

h

Mon Tue Wed Thu Fri Sat Sun :
12i9 1210 1211 12712 1212 12014 12115 Total | Time Reparting Code {
T T T T T T T T A
| | ‘ | | | | | 3,EG|I | 2,Eﬂ|l ‘ | | | 5[}3I|0\|"I'-OT@T|meandHa\r v|)
]
| ‘ | | | | | B-CO| | E.C0| ‘ | | | 16.00 | REG - Regular Hours w
| Save for Later I ‘ Submit [
I Reported Time Status [I Summary ‘ Leave f Compensatory Time fibsence | | Evxcaptions Eayable Time
Reported Time 5tatus
| ? Q 140ft v ‘
e Sched
Date Reported Status Total | TRC Deseription e Add Comments
bl X T imz an EN X n-
12122010 Subrmitted 300:0\F oT@T d Half soo: o]
1201202018 Submitted 5.00| REG Regular Hours 500 o]
ubmi | T fme and Haj 1
12132010 Subrmitted 200:0\F oT@T d Half 200

5.  Scroll down as needed and review the reported time status information to verify the time has been

submitted.
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Uncompensated Overtime and Straight Overtime

In this scenario, time will be entered for regular time, uncompensated overtime, and straight overtime.
The employee is scheduled to work Monday to Friday, 8 hours each day.

1. Click the Time tile on the Cardinal Homepage to navigate to the Timesheet page.

Note: If the correct week is not displayed use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

The Timesheet page displays.

Timesheet

Employee 1D
ArehtectEnginesrog M 1 EmPl Recard 0
Time Reporting Type  Exceplion

Actions Earliest Change Date  11/11/2019

Select Another Timesheet

AN o

o By Fredaus Wk Next ek
P
*Date | 1111172049 ¢

Scheduled Hours  32.00 Reported Hours  0.00

From Monday 11/11/2019 to Sunday 11/17/2019 @

Busln
Tatal | Tim: Feporting Code “Tackaroup u:.; e

| somwoccrA S| ((zown G .

| ‘ ‘ | | ‘ | m:-| ‘ | | ‘ | ‘ [ ove- ot g s Tee W ‘smo:.::ﬁ.n f-\| ‘mm ﬂ‘
L Ll L

Misn Tus rne T Frl Eat Bun
i EEEH 41442 1144 1aME 1142 147

[ 7|

2| | =] | | |

20| | zoo|| | 20| | | | REG - Foguiar Hours bl ‘50|0:|:ERD ﬂll ‘mmn Q‘ E

S, ||

| Eave far Lader HI Eubmit I | Apaly Joheduls I

[ Reported Time Status H Summary H Absence H Exceplions ” Payable Time 1

Reported Time Status
5 Q 110f1 v

- cher
Date Total TRC Description Hrs

0.000000 0.00

o

2
g

o

]

El

H

o

g

H

Note: An Exception Time Reporter must enter all hours worked on any day where exception
hours are reported.

2.  Enter the uncompensated overtime hours worked for Tuesday and Wednesday. In this example,
the employee worked 3 hours of Uncompensated Overtime on Tuesday and 2 hours of
Uncompensated Overtime on Wednesday.

Note: Because the hours are assigned to different TRCs (e.g., REG, UOS, OVS), they must be
entered on separate rows

3.  Select the applicable Time Reporting Code (TRC) for the hours using the dropdown button
provided. In this example, UOS — Uncompensated Overtime was selected.

4.  If applicable, click the ChartFields link to select or enter the ChartField distribution. In this
example, ChartFields are not applicable.

Note: For more information on entering ChartFields, refer to the Job Aid title Entering and
Updating ChartField Distribution on the Timesheet located on the Cardinal website under
Learning.
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Enter the overtime hours worked for Thursday. In this example, the employee worked 2 hours of
Straight overtime.

Note: Because the hours are assigned to different TRCs (e.g., REG, UOS, OVS), they must be
entered on separate rows.

Select the applicable TRC for the hours using the dropdown button provided. In this example, OVS
— OT @ Straight Time was selected.

If applicable, click the ChartFields link to select or enter the ChartField distribution. In this
example, ChartFields are not applicable.

Enter the regular hours worked on days where exception hours are reported. In this example, 8
regular hours were entered for each day Tuesday, Wednesday and Thursday.

Note: An Exception Time Reporter must enter all hours worked on any day where exception
hours are reported.

Select the appropriate TRC for the hours using the dropdown button provided. In this example
REG — Regular Hours was selected.

If applicable, click the ChartFields link to select or enter the ChartField distribution. For this
scenario, ChartFields are not applicable.

Click the Submit button.

The Submit Confirmation page displays

12.

Timesheet
Submit Confirmation

& The Submit was succassful.
Time for the Weelk of 2019-11-11 to 2019-11-17 is submitted

0K

Click the OK button.
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The Timesheet page displays.

Timesheet

Employee ID
Empl Record 0

Time Reporting Type  Exception

Actions =

Earliest Change Date  11111/2019
Select Another Timesheet
ewy | Wesk v Previous Week  Next Week
*Date [1/1r2019 | ¢

Scheduled Hours  32.00 Reported Hours  31.00

From Monday 11/11/2019 to Sunday 11/17/2019 @&

P N N N WP VA WL

Hﬂq 11‘5‘1“; 1“1\5'152 1;‘-/'1‘: 11fF1[5i 11‘?1% 11%% Total| Time Reporting Code “Taskgroup E:\Sli“es
200 2.00 | OVS-OT @ Straight Time: hd 50100CCRQ Q 50100
200 8.00 8.00 24.00 | REG - Regular Hours - 50100CCRQ @ | ||50100
300 200 500 | UOS -Uncompensaled Overtime 50100CCRQ @ | 50100
Save for Later ‘ ‘ Submit ‘
I Reported Time Status. I‘ Summary | [ Absence 1 [ Exceptions 1 [ Payable Time
eported Time Status
H Q -Boi6 v

Date Reported Status Total TRC Description Sehed  Add Comments Exception

111122019 Submitted 800 REG Reqular Hours 8.00 o &

11122019 Submitted 3.00 UOS Uncompensated Overtime 8.00 © &

1713 Subrpit 8, EG Regular Hour; 8.00 8]

13. Scroll down as needed and review the reported time status information to verify the time has been
submitted.
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Reporting Holiday and Leave the Same Week

In this scenario, time is entered for a week which contains a holiday and a leave request. For this
scenario, the employee is taking a vacation day on 11/25, worked 11/26-11/27, and 11/28-11/29 are
holidays.

Note: This scenario only applies to agencies using Cardinal Absence Management.
1. Click the Time tile on the Cardinal Homepage to navigate to the Timesheet page.

Note: If the correct week is not displayed use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

The Timesheet page displays.

Timesheet

Employee 1D
Genddmin Mansger] Empl Record 0
Time Reporting Type  Excaplion

Aclions = Earligst Chanpe Date  12/09/2019

Select Another Timesheet

*View By i Week 4 Previous Week  Next Wask

M
*Date | 11/25/2019 hd

Scheduled Hours  16.00 Reperted Hours  0.00

From Monday 11/25/2019 to Sunday 12/01/2019 (D

Wl ¢ :ﬂ\,&m oty A /\,\,w

s 11iss a5t i " 11790 i Total | Time Reporting Code
) | I| I| I| I| I| | I | | |

| I| [ I| [ I| [ I| [ I| | )| | | |

| I| | I| | I| | I| | Il | l| | \ | {
{ Save for Later “ Submit | %
[ Reported Trme Status } Sarmmary H Leave ! Gompensalory Time || sbsence il Excoptions H Payable Time }
Reported Time Status

5 Q 110f1 ¥

Date Total |TRC Descripfion Sched Hrs Commen fs

Note: When a holiday occurs during the week, it is populated in payable time but not visible on the
Timesheet.

If the employee did not work the holiday(s), skip to step 3. In this example, the employee did not work
the 11/28 and 11/29 holidays.

If the employee worked the holidays and enters hours on a holiday, when the time is either saved or
submitted, Cardinal displays a message that the reported date is scheduled as a holiday.

Warning - 2019-11-28 is scheduled as a holiday (13504,3003)

Reported Date is scheduled as a Holiday. Press OK to Save the Reported Time and return to Timesheet page. Press cancel fo return to Timesheet page to save or change your Reported Time.

I 0K I Cancel

Note: Entering time on a holiday may be appropriate if the employee worked on the holiday or
needs to enter other hours to make up the difference between holiday hours and scheduled hours.
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2. Click the OK button on the message.
3. Click the Absence tab to add an event.

The Absence Events section displays.

—
T I o W an e N NI S IR I NI A RS o e N
%,
I Reported Time Status H Summary H Leave / Gompensalory Time H Absence H Exceplions H Payable Time I (
\,
Absence Events @
=1 110f1 v ‘
Absence Take | ]
*Start Date End Date Absance Nsme Reasan %[‘p“e Details Status Approval Monitor Source Cancel Edit
] Administrator :
Details Approval Monilor e o | Edit
I Add Absence Event ‘
N ‘,\-——4—-
| qunner-

4, Click the Add Absence Event button.

The Absence Take tab displays the newly enabled row.

#;‘p"e Details Status Approval Monitor Sourcs Cancel Forecast

I
= Employee
~ | | Vacation v | I tHours [ Details New Approval Monitor et aet o Foreca

5.  Enter the details for the absence on the new enabled Absence Take row. In this example,
Monday, November 25" was a vacation day.

a.  Enter the first date of the Absence event in the Start Date field. In this example, 11/25/2019

was entered.
b. Enter the end date of the Absence event in the End Date field. In this example, 11/25/2019

was entered.
c.  Select the applicable Absence Name using the dropdown button provided. In this example,

Vacation was selected.
d.  Select the applicable Reason using the dropdown button provided. In this example, Vacation
was selected.

0. Click the Details link.
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The SS Create Absence Req page displays in a pop-up window.

5§ Create Absence Req ® I

Help = |
Absence Event Details

Gen Admin Manager |

~ Instructions

||  EnterstarDate. End Date. and Absence Name. Then complete the rest of the required fislds befors returning to the Timesheet page

|| Absence Detail @

*Start Date | 112502018 View Manthly Scheduls

End Date | 112502018
Filter by Type | All
+Absence Name | Wazation CurrentBalance 212,00 Hours™

“Reason | Vazation

B
<|l¢ll¢]l¢

Partial Days | None

Duration

|

Hours

Calculate End Date or Duration

Comments
: L3
Reporter Comments:
|
Caneel
“Required Fizid
**Disclaimer Tha surrant balance does not refizct absences that have not been prosessad. o
‘

Click the Calculate End Date or Duration button. In this example, a full day of vacation was used.

Note: Comments can be entered in the Reporter Comments field. Please note, comments
entered are visible to others and therefore should not contain personal information.

8.  Click the OK button.
The Timesheet page displays.

ence Events

PN AN N e N MWW\/\H%

Start Date End Date Absence Nama

Farecast Edit

— ) Emplayes
[vacation v 800| Hows | Dtz Newr Approval Wonior Bty ] l Foreca l | Edt

Reason Duration %{‘:E Detzils Status Approval Monitor Sourze Caneel }

‘11}25:2010 "'|

[vasstion v]

9. Click the Forecast button.

Note: When an absence is entered and requires forecasting, the Forecast button is enabled.
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The Forecast Successful message displays above the Absence Events section.

gt P Vo N A ey BN o BN e RTINS e M
'T 500 | \“‘T ‘ ‘ ‘ 300 | VAG - Vacation 40300CC0P 40300 \
[ Savefor Later || Submit 1

Reported Time Slatus

Summary

Leave f Compensalory Time Absence

Exceplions

Payable Time

Forecast Successiul:
You are eligible lo take the requesied absence and you may submit your request.
Date Time: October 12,2020 at 11:11

Absence Events ()
m

I Absence Take H Foracast Resulls }H»

e En senc e on urat et

etails Approval Magitor Source Can; Forecagt

Note: If the employee does not have a sufficient balance for the dates or duration requested, a
Forecast Error message displays. The employee will not be able to submit the request if they
receive a Forecast Error message. If the employee feels they should have a sufficient balance,
they should contact their Supervisor or agency Absence Management Administrator.

10. Click the Submit button.

The Submit Confirmation page displays.

Timesheet
Submit Confirmation

B The Submit was successful.
Time for the Week of 2019-11-25 to 2018-12-01 is submitted

11. Click the OK button.
The Timesheet page displays.

A anm
er,ﬁ\ ABITTTEN e T TN N e an TN A
Mon Tue Wed Thu Fri Sat Sun (
1125 1126 1iz7 11128 1129 11130 121 jotey e Repprtie Coue P
8.00 8.00| PER - VSDP Personal Leave {
[ Save for Later ” Submit | I Apply Scheaute | }
N Reported Tims Status | Summary ‘ [ Leave I Compensatory Time ” Absence H Exceptions I I PBayable Time i
Reported Time Status
B Q 110f1 v |
Date Reported Status Total |TRC Description Schoy) Add Comments
1172502019 Needs Approval 200 | PER VSDP Parsonal Leave 200

12. Scroll down as needed and review the reported time status information to verify the time has
submitted. Notice that the Vacation hours require approval before they can be processed.

Note: Holiday hours are not included in the Reported Hours or the Reported Time Status tab in
Cardinal.
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Reporting Intermittent FMLA

In this scenario, intermittent FMLA will be used. The employee has already been approved for FMLA
and an Administrator has added the appropriate balance in Cardinal for the employee.

Note: This scenario only applies to agencies using Cardinal Absence Management.
1. Click on the Time tile on the Cardinal Home page to navigate to the Timesheet page.

Note: If the correct week is not displayed use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

The Timesheet page displays.

Timesheet

Employee ID
Empl Racord 0

Time Reporting Type  Exoeplion

Earliest Change Date  12/08:2010

Select Another Timeshest

“ew By Presious Weske Nexteck
i
*Date |OtCER020 [

Scheduled Hours  40.00 Reported Hours  0.00

From Manday 01/05/2020 to Sunday 01/12/2020 @

o Tue vied T o s P e — I B | ion J— {
\ || | J | | J || I \ \ ] |soccor | e
\ I I | J || I \ \ ] |snoccor wor [ ]
\ I [ | J | [l \ \ ] |smoccor wor [ e K
[ e | ] |
[ s | [ |[[samr o e [ )| s | [ o |

2. Click the Absence tab.

The Absence Events section displays.

Timesheet

Employee ID
Empl Record 0

Time Reporting Type  Exception
Esrliest Change Date  12/04/2010

Select Another Timesheet
“aewEy Prevous sk Next ek
=
*Date |ON0BR020

Scheduled Hours 40,00 Reported Hours  0.00

From Monday 01/06/2020 to Sunday 01/12/2020 3

Mon Tue Wed Thu Fri Sat Sun - Business

I [ J| | J J J J | | ] | snoccor wo [ a] :{
\ I [ Il ) | J [ [ | | ] | smoocece wm [ af
I I J J I I | | ] | senoccor o[ af ﬁ

‘ Save for Later ” Submit r

‘ Report=d Time Ststus || Summary H Leave ! Compensstory Time: H Absence H Esteptions || Payable Time |

Absence Events (3
]

Absence Take | IIb

*Start Date End Date Absence Name. Reason Details Status Approval Monitor Source Cancel Forecast Edit

=r
5
Delete
‘m;l)ﬁ.‘EUZE_:—:':_‘ ‘owa.‘zozu "‘ [ setzatabsznce i+ | Details New Approval Manitor Barr Farec. Edit

[
Add Absence Event
|
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3. Click the Add Absence Event button.

The Absence Take tab displays the newly enabled row.

Details Status Approval Monitor Source Cancel Forecast

Employee

e eason on
vl |lia|:auun v| I Hours lumus New Approval Monitor ECAtEet [a} Foreca

4.  Enter the details for the absence on the newly enabled Absence Take row. In this example, 1 day
of intermittent FMLA was entered.

a. Enter the first date of the intermittent FMLA event in the Start Date field. In this example,
01/06/2020 was entered.

b. Enter the last date of the intermittent FMLA event in the End Date field. In this example,
01/06/2020 was entered.

c. Select the applicable Absence Name using the dropdown button provided. In this example,
Family and Medical Leave was selected.

d.  Select the applicable Reason using the dropdown button provided. The types of FMLA are
Employee, Family, or Military. In this example, FMLA Employee was selected.

5.  Click the Details link.
The SS Create Absence Req page displays in a pop-up window.

$5 Create Absence Req

Absence Event Details

G=n Adrin Manzger |

£ ¥ Instructions
Enter Start Date, End Date, and Absence Nama. Than complete the rest of the required fizlds bafore retuming to the Timasheet page.

Absence Detail &

View Menthly Scheduls

4 3

6. Click the Calculate End Date or Duration button. In this example, 1 day (8 hours) of FMLA were
used.
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ESS392 Time Entry Scenarios — Exception Time Reporter

Note: Based on the dates entered and Partial Days options, Cardinal will calculate the number of
hours that will be taken. The Calculate End Date or Duration button will need to be clicked each
time a change is made to recalculate.

Click the OK button.

The Timesheet page returns with the Absence Take tab displayed by default.

8.

O N I e P N e N T A R e A
g

[ Absence Take ForecasiResulls | v

*3Start Date End Date Absence Name Reason Duration ?;::Iute Details Status Approval Monitor Source Cancel Forecast

‘01{05/‘202(@‘ |O1Fﬂﬁﬁ?[|20 ‘ ‘ Family and Medicz v ‘ FMLA Employee V| 800 | Hours | Delails Saved Approval Manitor Employee 0 Foreca
i ¢ oy o Timesheet

Add Absence Event

MWMM—‘AWW‘“

Click the Forecast button.

The Forecast Successful or Forecast Error message displays above the Absence Events section.

—rhrh TSP
mvﬂ to Sunday 07T W%’WM ™ ™
Mon Tue Wed Thu Fri Sat Sun . Business
116 17 118 119 1010 111 11z Total | Time Reporting Cade “Taskgroup Unit {
8.00 8.00 FML- Family Medical Leave 40300CCOP 40300
| Save for Later ‘ I Submit I

‘ Reporied Time Status ‘ Summary | Leave / Gompensalory Time Absence Exceplions Payable Time
Forecast Error.
‘You do not have sufficient leave balance for the date(s) or duration requested. Please contact Human
Resources regarding FMLA leave eligibility and usage.
Date Time: December 31,2020 at 12:18
Absence Events (3
=
| Absence Take \ Forecast Results | |3
*Start Date End Date Absence Name Reason Duration 1".F;‘|;'e Details Status Approval Monitor Source Cancel

By

01/06/202¢53] 01/06/2020 2] Family and Medics FMLA Employee ~ 800 Hours | Details Saved Approval Monitor %:'ﬂ';‘:g:; [u]
Add Absence Event
| i - -

Note: If the employee does not have a sufficient leave balance for the dates or duration requested,
a Forecast Error message displays. The employee will not be able to submit the request if they
receive a Forecast Error message. If an employee feels they should have a sufficient balance, they
should contract their Supervisor or agency Absence Management Administrator.

Click the Submit button.
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The Submit Confirmation page displays in a pop-up window.

Timesheet
Submit Confirmation

B The Submit was successful
Time for the Week of 2020-01-05 to 2020-01-12 is submitted

10. Click the OK button.

The Timesheet page returns.

yable Time ‘

W o VPN L e WP ‘Wﬁ’l\_ﬂwﬂb/_ﬂ 1 N Am,ﬂM%MMAW \f-*‘ﬂﬂ»-——"‘*w\,ram-\ﬂ
‘ Reporied Time Status ‘ ‘ Summary ‘ | Leave / Compensalory Time ‘ Absence ‘ Exceplions ‘ ‘ Ba s

Forecast Successful:
You are eligible to take the requested ansence and you may Submit your request.
Date Time: January 04,2021 at 10:23

Absence Events @

5 110f1 ¥
Absence Take ‘ Forecast Resulls | v

*Start Date End Date Absence Name Reason Duration %[:‘E Details Status Approval Monitor Source Cancel Forecast Edit

010620238 |0n0arz020 ) Famiy and Medicz v FMLAEmployee v 500 Hous  Detals Saved Approval Moriter %:‘“Egs; o ‘ Foreca | | Edit ‘

Add Absence Event

Note: When using FMLA, another absence must be used for the same day(s).

11. Click the Add Absence Event button. This will enable a new row to enter the absence to be used
in conjunction with FMLA.

The Timesheet page displays with the new absence row enabled.

- B e S U USRS Oy o o W\M'MAWN-M~MMM\JAAM%~W»
‘ Reported Time Status H Summary H Leave / Compensatory Time ” Absence H Exceptions. ” Payable Time ‘ i
Forecast Successful

Date Time: January 04,2021 at 10:27

You are eligible to take the requested absence and you may SUDMIt your request.
Absence Events (@
120f2 v

=
AbsenceTake | | ForecastResults | Iy
“Start Date End Date Absence Name Reason Duration ‘TJ;‘;L Details Status Approval Monitor Source Cancel Forecast t
I 01/061202(%] 01/06/2020 Vacation v| Vacation v| 8.00 I-Iunrs IDs\aiIs ISzved Approval Monitor %’r"‘“';';’g:; o ‘ Foreca ‘
010612020 0110612020 Family SedMedical FMLAEmpl 800 H Detal; Needs Approval  Approval Monls Employee
famiy mployee .00 Hours etails eeds Approval | Approval Monitor SR Forec

E Add Absence Event
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12. Enter the details for the absence on the newly enabled Absence Take row. In this example, 1 day
of vacation was entered.

a. Enter the first date of the Absence event in the Start Date field. In this example, 01/06/2020
was entered.

b.  Enter the end date of the Absence event in the End Date field. In this example, 01/06/2020
was entered.

c. Select the applicable Absence Name using the dropdown button provided. Select an
allowable absence type that can be used along with FMLA. In this example, Vacation was
selected.

d. Select the applicable Reason using the dropdown button provided. In this example, Vacation
was selected.

Note: The user will receive an error message stating the dates overlap if an unallowable absence
type is used along with FMLA (e.g., Volunteer Service Leave).

13. Click the Details link.

The SS Create Absence Req page displays.

SS Create Absence Req X

Absence Event Details

Gen Admin Manager |

~ Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.

Absence Detail @
“Start Date |01/06/2020 View Menthly Schedule

End Date |01/06/2020

Filter by Type | All

“Absence Name | Vacation Curren tBalance  212.00 Hours™

“Reason | Vacation

Sll<][ <[ ¢

Partial Days | None

Duration Hours

I Calculate End Date or Duration \I

Comments

v
Reporter Comments: &

* Required Field
*“*Diselaimer The current balance does not reflect absences that have not been processad

14. Click the Calculate End Date or Duration button. In this example, 1 day of vacation was used.

Note: Comments can be entered in the Reporter Comments field. Please note, comments
entered are visible to others and therefore should not contain personal information.

15. Click the OK button.
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The Timesheet page returns with the Absence Take tab displayed by default.

TN T A e N I e MY

S
‘ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceplions H Payable Time |

Forecast Successful
You are eligible to take the requested absence and you may submit your request.
Date Time: January 04,2021 at 10:27

120f2 v

Absence Events @

5
Absence Take Forecast Resulis |
“Start Date End Date Absence Name Reason Duration ?;;L Details Status Approval Monitor Source Cancel Forecast
01/06/202(] 01106/2020 Vacation v Vacation v| 800 Hows | Details Saved Approval Monitor %’y‘;‘";';’x:; u]
01/0612020 010612020 hamiy and Medcay FMLA Employee 800 Hours  Details Needs Approval | Approval Monitor F
Leave e PP PP Timesheet 5

E Add Absence Event.

16. Click the Forecast button.

The Forecast Successful message displays above the Absence Events section and the absence is
added to the Timesheet.

I T i S e S o P R YA " VNIV 0, ¥ WIS N e W L, SR it “'\J\__/-"\,~--~~ s ,-ar\J"x-av—Hv—f"\.——»w e

el

Reported Time Status Summary Leave | Compensatory Time Absence Exceptions Payable Time

Forecast Successtul:
You are eligible 1o take the requesled absence and you may submit your request
Date Time: January 04,2021 at 10:27

Absence Events (@

=
Absence Take | Forecast Resulls | Iy
“Start Date End Date Absence Name Reason Duration 1;';‘;'? Details Status Approval Monitor Source Cancel Forecas | Edit
. - = ) scoroval Mo Employee )
u 0106720203 0110672020 fif] Vacation - Vacation v 800 Hours  Details Saved Approval Monitar Cul ] Foreca Edit
01106/2020 011062020 Family and Medical FMLA Employes 800 Hous  Detalls Needs Approval  Approval Montor Employeo e Edit
5 Leave M y atalls proval M Timeshoot ]

Add Absence Event

Absence Eptitlement Balances

Note: If the employee does not have a sufficient leave balance for the dates or duration requested,
a Forecast Error message displays. The employee will not be able to submit the request if they
receive a Forecast Error message. If an employee feels they should have a sufficient balance, they
should contract their Supervisor or agency Absence Management Administrator.

17. Click the Submit button.

The Submit Confirmation page displays.

Timesheet
Submit Confirmation

&  The Submit was successful.
Time for the Week of 2020-01-06 to 2020-01-12 is submitted

OK

18. Click the OK button.
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The Timesheet page displays.

Timesheet

Employee ID
Gen Admin Manager | Empl Record 0
Time Reporting Type  Exception

Actions~ Earliest Change Date  12/02/2019

Select Another Timesheet

*View By | Week v Previous Week Next Week

-Date 01062020  [iHl| ¥

Scheduled Hours  40.00 Reported Hours  16.00

VS e YA St Vo W

From Monday 01/06/2020 to Sunday 01/12/2020 ®

Mon Tue Wed Thu Fri Sat Sun : - Business
116 ur 118 18 110 111 112 Total Time Reporting Code Taskgroup Unit el
8.00 8.00 | VAC - Vacation 40300CCOP 40300
8.00 8.00 | FML - Family Medical Leave 40300CCOP 40300
I Save for Later ‘ [ Submit

I Reported Time Status ‘I Summary H Leave f Compensatory Time H Absence H [Exceptions H Payable Time

19. Scroll down as needed and review the reported time status information to verify the time has
submitted.
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Using Compensatory (Comp) Leave
In this scenario, compensatory time that was previously earned will be taken.

Note: This scenario only applies to agencies using Cardinal Absence Management.
1. Click the Time tile on the Cardinal Homepage to navigate to the Timesheet page.

Note: If the correct week is not displayed use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

The Timesheet page displays.

Timesheet

Emplayee ID
EmplRecord 0
Time Reporting Type  Exosption

Earliest Change Date  12/082019

Select Another Timesheet
View By | Wesk - Previous Wesk  Next Wesk
sDate | 120202018 [

Scheduled Hours  40.00 Reported Hours  0.00

From Monday 12/02/2019 to Sunday 12/08/2019 (3

Mon Tue Wed Tha Fii sat Sun :
1212 1213 1214 125 126 127 1218 Total | Time Reporting Code

‘ Save for Later | | Submit |

| Reported Time Status H ‘ Absence || Evcaptions H Payable Time

T Y I e N T

Reported Time Status
"oQ

Date Total TRC Description Sched Hrs. Add Comments

Q.00 0.00

2.  Click the Leave/Compensatory Time tab to verify the balance.

The Leave/Compensatory Time tab displays.

——,
V| Reported Time Status |memmﬁrﬁé;}f{mpnms || Payable Time w T

Leave and Compensatory Time Balances (3

1-20f2 W

m oQ
Plan Type FPlan Recorded Balance Minimum Allowed Maximum Allowed View Detail
Comp Tima | COMP_LEAVE I 25.00 a 1000

12.50 a [

OT_LEAVE

Comp Time

Note: This section displays compensatory and overtime leave balances. In this example, the
employee has 25 hours of Compensatory Leave (COMP_LEAVE) that can be taken.

3.  Click the View Detail icon or the Plan COMP_LEAVE link to view additional detail information.
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The Leave and Compensatory Time page displays in a pop-up window.

[————— [ RINNFIHCARDINAL
Leave and Compensatory Time E

Help

Detail

Employee ID
Gen Admin Manager | Employment Record 0
Actions~

Displays the balance of Leave/Compensatory time for an employee as of the specified date. This balance may be positive or
negative, depending on how the plan is set up and what has been reparted

Leave and Compensatory Time

B Q

1-1of1 » | View Al

Plan Plan Description Unit Type Expiration Date Starting Balance Units Earned Units Taken  End Balance Accrual Date

COMP_LEAVE Compensatory Leave Plan | Hours 1112020 0.000000 25.000000 0.000 25.000 11#11/2019 ’:_

4, Check the Expiration date field, which is the last date this leave can be taken. In this example, the
employee’s Compensatory Leave Plan Hours expire on 11/11/2020.

5. Click the Close icon.

The Timesheet page returns.

Timesheet

Employee ID 8
Empl Record 0
Gen Admin Manager |
Time Reporting Type Exception
Actions = Earliest Change Date  12/16/2019

Select Another Timesheet

*View By | Week - Previous Week  Next Week

"
“Date |12/02/2019 b

Scheduled Hours 40.00 Reported Hours  0.00

From Monday 12/02/2019 to Sunday 12/08/2019 @

K | | | | | | | ] | | | | e
|| || I i ] | I P o = W

| | | I | | I | [ v]  smeco

l Save for Later II Submit I {

[ e Slalus Ll m) 1 ! n l : Exceptions !

6.  Enter the hours of compensatory leave on the first available row in the Time Entry grid. In this
example, 4.00 was entered in the Fri field

7.  Select the applicable Time Reporting Code (TRC) for the hours using the dropdown button
provided. In this example, CCL — Compensatory Leave Taken was selected.

8.  Enter the regular hours worked in the next available row. In this example, 4.00 was enter in the Fri
field.
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9. Select the applicable TRC for the hours using the dropdown button provided. In this example,

REG-Regular was selected.

10. Click the Submit button

The Submit Confirmation page displays.

Timesheet

Submit Confirmation

& The Submit was successful.

OK

Time for the Week of 2019-12-02 to 2019-12-08 is submitted

11. Click the OK button

The Timesheet page displays.

Timesheet

Gen Aamin Manager |

Actions -

Select Another Timesheet

Week v
(= kg

Reported Hours  8.00

“View By
“Date  12/02/2019

Scheduled Hours  40.00

From Monday 12/02/2018 to Sunday 1208/2018 @

Mon

Tue Wed Thu
1272 1213 1214 12i8

Save for Later Submit

Reported Time Status Summary Leave / Compensatory Time

Reported Time Status
5 Q

Absence

Date Reported Status Total TRC

800 CCL

1240662019

Submitted

12.
submitted.

Rev 8/03/2021

Employes ID
Empl Record 0

Time Reporting Type  Exception

Earliest Change Date  12/02/2019

Previous Week  Next Week

Fri sat sun
74 ] ] Total Time Reporting Code
8.00 800 | CCL- Compensalory Leave Taken  +
Exceptions Payable Time
— Sched
Description =] Add Comments

Compensatory Leave Taken 8.00 o

Scroll down as needed and review the reported time status information to verify the time has
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Editing an Absence Event

In this scenario, an absence event that was previously submitted will be edited. For this scenario, the
employee will make an adjustment to change Vacation to VSDP Personal Leave for 11/25/2019.

Note: This scenario only applies to agencies using Cardinal Absence Management
1. Click the Time tile on the Cardinal Homepage to navigate to the Timesheet page.

Note: If the correct week is not displayed use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

The Timesheet page displays.

Timeshest z
Employes 10
Gen Admin Mansger| Fm! Record 0
Time Repeorting Type  Exceplion
Actiong = -
Earliest Change Date  12/09/2019
Select Another Timesheet
*View By ] Week w Previous VWeek Mext Week
-
*Date | 117252019 ¢
Scheduled Hours  16.00 Reported Hours  8.00
From Monday 11/25/2019 to Sunday 12/01/2019 (D ’
Mon Tue Wed Thu Fri Sat Sun - -
11125 1126 1 1128 11125 130 121 Total| Time Reporfing Cods }
u a.00 .00 | VAC - Vacalion ‘?
l Save for Later [ \ Submit [
| Reported Time Status Surnmary l Leave / Compensalory Time I Absence I[ Exceplions Payable Time
gported Time Status

2. Click the Absence tab.

The Absence Events section displays.

W oA
'—‘-/\___,_,-—-\/‘""""\_/““W WM

WMJW r\,\n\’/_f"‘ ‘\
5 ot v (
Rbsence Take | | ForscastResuts | I \

*Start Date End Date Absence Name Reason Duration %":E Detils Status Approval Monitor Sourze Cancel Foresast Edit

. " ) . ] Emplagee | r

fme | 1262019 Vagation Vacation 800 Hours | Datals Neads Approval | Approval Meritor Employez G Edit

Add Absence Event

3.  Click the Edit button for the absence that needs to be adjusted.
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The Timesheet page refreshes and the absence event row is enabled to edit.

W—’“M\,J‘“\MWI"

J Absence Take Farecast Resulls | I 3
*Start Dat= End Date Absence Nams Reascn
|tuzsiz0teds| || 1amota EE| ] vaeation v [ vscaion w

Donated Leave Rec (Lv Sharz)
Educationzl Leave Pay Docking
Add Absence Event Educationzl Leave wi' Pay
Emergency Service Voluniear
Family and Medical Leave
Absence Entitlement Balances Military Bank Leava

- Military Leave

iy Military Leave Dizaster
Military Physical
Entitiernant Name Crg Recognition Leave From To
Cther Leave

Farzntzl Leave

Service Recognition Leave Pay Docking 017102018 01082
Fre-Layoff Leave
Other Leave Fublic Healih Emargency 017102018 O1/0alz

Select Absence Nama
Saryvica Becoopii =
WSDF Persanal Leave
g o

Parental Leave 0171012012

4.  Select the applicable absence type to change to using the drop-down button provided in the
Absence Name field. In this example, VSDP Personal Leave was selected.

A pop-up message displays confirming the change.

The abs=nc= nam:= was changed. Some detailed informatiion assooated with the medified absence name will be clearsd. Would you like fo continue?

| Ye =
jr|

TET

5. Click the Yes button to continue.
The Timesheet page refreshes.

Y. N SOV e O s NSO VOO i, NV N OO scommech GRVSP. wpwwmﬁk/h’
5

Absence Take. Forecast Resuks | Iy

111 w

*Start Date End Date Absence Name | Reason Duration %"é‘g Details Status Approval Monitar Source Cancel Forecast Edit
|
= — _ Employee =
eseo| | [veseow F VDR Personal Le w VSDP Personal Leaw v Hours | Datais Mesds Approval | Approval Moritor Empiy el o Foreca Edit
7 | - 4
Setect Fbme o

VSDE Fasar ve)

A

vent

6. Select the applicable Reason using the drop-down button provided. In this example, VSDP
Personal Leave was selected. Typically, the reason will be the same as the absence name

7. Click the Details link.

Rev 8/03/2021 Page 25 of 31



Time & Attendance Job Aid

//) Cardinal

ESS392 Time Entry Scenarios — Exception Time Reporter

The SS Create Absence Req page displays in a pop-up window.

S5 Creats Absence Req

Absence Event Details

KENNETH CARDINAL
Gan Adrin Manager |

[ #Hinstructions
Erter Stort Date, En Dste, and Absence Name, Then o

mplste tre rest of the requied fieiss bafore returRing to the Tinesheet page
Absence Detail @

*StartDate [11252018 ] View Morthly Sshedula

EndDate |11252018 ]

< ¢ <<
o
Fl
@

| [ Eer——— |

Comments

Reporter Comments:

Hals

%

»

8.

Click the Calculate End Date or Duration button. In this example, there are no additional

changes that need to be made to the absence event.

9. Click the OK button.

The Timesheet page returns.

' e A -

Absence Events ()

5}
Absence Take Forecast Resuts | Il

1101 v

Unit

*Start Date. End Date Absence Name Reason Duation |2 | Details Stafus Appraval Monitor Source. Cancel Foresast Edit
‘mzsmcs.::';‘_‘ |1'V25f20(9 "‘| [veoP persmalLe w]  |[ VDR Personal Leau v 8.00 Hows | Baiis MNeeds Approval | Approval Woritor Empioyel o l Foreca I Edit

Add Absence Event

10. Click the Forecast button to verify that the time requested is available.

The Forecast Successful message displays above the Absence Events section.

g, v Ay 12

WW’M—W—‘“

~
Non Tue Wed Thu Fri Sat Sun Ty
11728 11726 27 11528 11528 1530 1241 o=
200 200
u | Save for Later I Submit I
‘ Feportad Time Status | Summary | | Leave / Compensatory Time | Absence | | Exosptions | Payasle Time

Forecask Successiul:
“You are eligible to take the requesied absence and you may submit your request.
Date Time: December 30,2020 at 13:34

Absence Events (2

Iz
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11. Click the Submit button.

The Submit Confirmation page displays.

Timesheet
Submit Confirmation

B The Submit was successful
Time for the Week of 2019-11-25 to 2019-12-01 is submitted

12. Click the OK button.

The Timesheet page returns.

Timesheet "Z
EmployeelD |
Gen Admin Manager | Empl Record 0
Time Reporting Type  Exceplion
Actions = Earliest Change Date  12/08/2019
Select Another Timesheet
*View By | Week ~ Previous Wask  Mext Wesk
"
*Date |11/25/2019 s
Scheduled Hours  16.00 Reported Hours  3.00 L
From Monday 11252019 to Sunday 12/01/2019 & {
Mon Tue Wed Thu Fri Sat Sun .
11125 11126 11127 11128 11129 11130 121 jioid [T Reporiing Code g
&.00 6.00| PER - VSDP Personal Leave }
Save for Later T [ Submit l [ Apply Schedule l 2
I Reported Time Status II Summary l [ Leave f Compensatory Time I I Absence l I Exceptions I [ Payable Tima {
leported Time Status
B Q 1-10f1 v ‘
Date Reported Status Total |TRC Description 5”;;'; Add Comments ‘ é
11/25/2013 Needs Approval 200| PER VSDF Personal Leave 2.00 7

13. Scroll down as needed and review the reported time status information to verify the time was

submitted.
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Cancelling an Absence

In this scenario, an absence request will be cancelled once it is in Saved status. The same process
applies to cancel an absence that is in Submitted status.

Note: This scenario only applies to agencies using Cardinal Absence Management.

1. Click the Time tile on the Cardinal Homepage to navigate to the Timesheet page and to the week
which contains the absence to cancel.

Note: If the correct week is not displayed use the Previous Week link, Next Week link, or Date
field to navigate to the correct week.

The Timesheet page displays.

New Window |
Timesheet

Employee ID
iy Mrager | EmplRacord 0
Time Reporting Type  Excepiion

Actons= Earliest Change Date 121082018

Select Another Timesheet

View By Prevus sk flitesk

=~

Scheduled Hours 1600 Reported Hours  16.00

From Monday 11/25/2019 to Sunday 12/01/2019

HZ v

Man Tue Wed Thu Fri Sat Sun Business

ot o b v, s 11z = 2 Total | Time Reporting Code Taskgroup it Telework Agency Value g
b

2.00 8.00 | PER - VSDP Personal Leave 40300CCOP 40300

u 8.00 8.00 | SDP - VSDP Sick Leave 40300CCOP 40300

| Save for Lafer ‘I Submit |I

[ BepotesTimesats | [ summary | [ Lemve rcampensatory e |[Fabsence ] Eweptions || payasieTime

Absence Events (@)

] 12082 v
Absence Take | | ForeqastResuts |
*Start Date End Date Absence Name Reason Duration ¥y"p“g Details Status Approval Manitor Source Cancel Farecast Edit
Tnzsiz0t0 112512019 VSDP Parsons VSDP Parsonsl Lesua 00| Howrs | Datails Nesds Approval | Approusl haritor Employes [ = Eait
Lee Timeshest
2E2010 HZE010 WSDP Sick Leava VSDP Siek Leave 200 Hours | Datails Neads Approval | Approval Monitor oy D o Edit (

2. Click the Absence tab.

3.  Click the Edit button on the row of the absence that needs to be cancelled. This opens the
absence for editing.

Note: An absence that is in Approved status cannot be cancelled by an employee. For approved
absences, contact the approver to cancel.

4, Select the checkbox in the Cancel field.

5. Click the Submit button.
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The Submit Confirmation page displays

Timesheet
Submit Confirmation

®  The Submit was successful.
Time for the Week of 2019-11-25 to 20119-12-01 is submitted

6. Click the OK button.
The Timesheet page displays.

*ﬁﬁ%&/ﬁnday 121011 mem\wrﬁnmmw—ﬂ\
Mon Tue Wed Thu Fri Sat Sun -
11125 11126 izt 11128 11129 11130 1201 oGl e Rereing tods
200 2.00 | PER - W'SDP Personal Leave
I | Save for Later | | Submit |
I Reported Time Status I| Summary | | Leave § Comnpensatory Time | | Absenca | | Exc=ptions | | Payable Tirme
Reported Time Status K
" Q 1-16f1 w
e, Sched
Date Reported Status Total | TRC Description Hrs Add Comments
172620128 MNeeds Approval £.00| PER WEDP Personal Leave

7.  Scroll down as needed to verify the absence does not appear on the Timesheet or in the reported
time status information to confirm that the absence has been cancelled.
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In this scenario an absence event forecast balance will be re-checked to ensure that the absence event

for a future date has sufficient hours to cover the request.

Note: Any portion of the absence that exceeds the entitlement balance is treated as LNP (Pay Docking)

1. Click the Time tile on the Cardinal Homepage to navigate to the Timesheet page and to the week

which contains the absence to re-check.

Note: If the correct week is not displayed use the Previous Week link, Next Week link, or Date

field to navigate to the correct week.

The Timesheet page displays.

Timesheet

Employee ID
Empl Record

Time Reporting Type

Earliest Change Date

Select Another Timesheet

“View By | Week e
“Date |02724/2020 &
Scheduled Hours 4000 Reported Hours  8.00

Reported time on or after 02/256/2020 is for a future period.

From Monday 02/24/2020 to Sunday 03/01/2020 &

Reported Time Status
o _Q

2. Click the Absence tab.

The Absence Events section displays.

Save for Later Submit

Absence Entitlement Balances

=

Entitlement Name Balance as of 01/24/2020™  From To

Service Recognition Leave 0.00 Hours | 01/10/2020 0110972021

Other Leave 0.00 Hours  01/10/2020 01/09/2021

3. Click the Forecast Results tab.

Rev 8/03/2021

L]
Positive

011272020

Previous Week  Next Week

Mon Tue Wed Thu Fri Sat Sun
2124 225 226 2127 2028 229 n
B.OD

Save for Later Submit

Payable Time

Reported Time Status Summary Leave / Compensatory Time Absence Exceptions Payable Time
Absence Events ()
=
‘ Absence Take | Forecast Results e
“Start Date End Date Absence Name Reason Duraton 0% Dails
02241202038 0212412020 VSOP Sick Leave VSDP Sick Leave 800 Hours  Details
Add Absence Event

Accrual Period

Year to Date

Year to Date

Total Time Reporting Code

800 SDP - VSDP Sick Leave

status Approval Monitor

Saved Approval Monitor

*Taskgroup

40300CCOP

Source

Employee
Timesheet

Business
Unit

40300

e T o N i o el WP ‘,M~Mh\f_mm‘f"\%~‘xxﬁﬂﬁ_r/\mww, et A N e

Cancel

Telework Agency Value
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The Forecast Results tab displays.

4.
5.

‘ Save for Later | ‘ Submit

[ Reported Time Status H Summary H Leave / Compensatory Time H Absence H Exceptions H Payable Time

JAbsence Events &

5 1-10f1 ~
Absence Take [ Forecast Results | Iy
“Start Date End Date Absence Name Reason Forecast Value Forecast DateTime Forecast Details

02/24/2020[153] 02/24/2020 VSDP Sick Leave v VSDP Sick Leave v INELIGIBLE 03/15/2021 3:65PM

‘ Add Absence Event ‘

Absence Entitlement Balances

5 1260126

Entitlement Name Balance as of 01/24/2020 From To Accrual Period

Service Recognition Leave 0.00 Hours | 01/10/2020 01/09/2021 Year to Date

Review the Forecast Value.

Click the Forecast Details link to get more information if the Forecast Value is INELIBIBLE.

The Absence Forecast Results page displays in a pop-up window and shows the expected hours to be
paid and/or unpaid and the remaining balance after the absence has been deducted. In this example, it
shows that 8 hours will be unpaid (LNP — Pay Docking).

Absence Forecast Results X

View forecast element results. For more details please contact your absence administrator.

Forecast Balance Details

Ea 1-30f3 ~ ;

o Forecast Results I ‘ Accumulator Results | [ I
|

i Absence Name Forecast Element Value

VSDP Sick Leave VSDP Sick Leave 0.00
. VSDP Sick Leave SDP FORECAST PAID 0.00
—‘ VSDP Sick Leave SDP FORECAST UNPD 8.00
J

l »
T T THNT

Note: Adjust absence events that have insufficient balances; otherwise, Cardinal processes the
absence as LNP (Pay Docking).

Click the Return to Timesheet link.
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