/;)Cardinal Time & Attendance Job Aid
V4 ESS392 Time Entry Scenarios — Positive Time Reporter

Online Time Entry Scenarios Overview

This Job Aid provides scenarios for Positive Time Reporting in Cardinal for hourly and salaried
employees. Hourly employees and salaried employees with variable Work Schedules are always
positive time reporters, but salaried employees with set Work Schedules can also be positive time
reporters as determined by the agency. The Time Reporter Type displays on the Timesheet page in
the Time Reporter Type field.

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

Hourly employees must submit time in order for it to be processed by Payroll and to receive pay.

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 different ChartField
distributions.

1.

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

The Timesheet page displays.

4.

ESS392 Time Entry Scenarios — Positive Time Reporter

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.

Enter the regular hours worked that will be charged against the first set of ChartFields in the first
available row within the Time Entry grid. In this example, the regular hours for Monday through

Wednesday will be charged to this first set of ChartFields.

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

provided.

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 Search Options

SetiD: 40300 ‘ @ Speed Types

Help

ChartField Detail
Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2

PC Business

Unit

Q|

e [

550000 05403 o [511006 o [0 b | o [ o [ ey [ ey [ la |
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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
ChartField Details on the Timesheet located on the Cardinal website under Learning.

6.  Click the Ok button.
If the ChartFields combination entered is valid, the Timesheet page displays. Skip to Step 9.

If the ChartFields combination is invalid, a naotification displays in a pop-up window.

ChartField Common Component

uuuuuuuuuuuu

7.  Click the OK button on the message.
8. The invalid field(s) are highlighted in red. Correct the error(s) and then click the Ok button.

The Timesheet page displays.

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. Click the ChartFields link for the corresponding row.
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The ChartField Common Component page displays in a pop-up window.

ChartField Common Component X
g TR
| ChartField Detail
Employee ID Search Options
SetID: 20300 @ Speed Types

[ChartField Detail

Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2

595099 == T ooz T Jawrie ki | | | =\ | I

Ok Cancel
I
| B 1 e |
T T T e e e T TT

12. 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
ChartField Details on the Timesheet located on the Cardinal website under Learning

13. Click the Ok button.

The Timesheet page displays after validation if the charge distribution is valid.

Timesheet
Employee ID
Police Serpeant Empl Record 0
Time Reporting Type  Positive
Actions - P g Typ!

Earliest Change Date  03/27/2021

Select Another Timesheet
*View By | Week i Previous Week  Mext Week
-
sDate |04M22021 [

Scheduled Hours  40.00 Reported Hours  0.00

From Monday 04/12/2021 to Sunday 04/18/2021

Mon Tue Wed Thu Fri Sat Sun

412 4113 414 415 416 an? 418 potalinee Rercriing Codel

3.00 .00 300 REG - Regular Hours
2.00 .00 REG - Regular Hours

| save for Later | Submit |

| Reported Time Status H Summary H Leave / Compensatory Time ” Absence H Exceptions H Payable Time

~

v

v

“Taskgroup

40300CCOP

40300CCOP

40300CCOP

Note: If an error notification displays, refer to Steps 6-8 of this section to make the appropriate

adjustments.

14. Click the Submit button to submit the time for processing and approval.
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The Submit Confirmation page displays.

Timesheet
Submit Confirmation

B The Submit was successful.

Time for the Week of 2021-04-12 to 2021-04-18 is submitted

15. Click the OK button.

The Timesheet page returns.

From Monday 04/12/2021 to Sunday 04/18/2021 (&)

Mon Tue Wed Thu Fri Sat Sun -, o
412 413 414 4015 416 an7 418 jictal[jnme Reporting Code
500 500 16.00 | REG - Regular Hours
8.00 3.00 5.00 24.00 | REG - Reguiar Hours
| Save for Later ‘ ‘ Submit

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

Iieponed Time Status

5 Q 1-50f5 w

Date Reported Status Total TRC Description 5“;‘1‘2 Add Comments
041272021 Submitted 500 REG Regular Hours .00 O
0411312021 Submitted 800 REG Regular Hours 8.00 @]
041472021 Submitted .00 REG Regular Hours 2.00 =]
041572021 Submitted 5.00 REG Regular Hours 8.00 =]
0411812021 Submitted 500 REG Regular Hours 8.00 ]
Self Service

Time Reporting

16. 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, an adjustment is made for the previous week of the Timesheet. The adjustment is to
change the hours worked and to add hours of comp leave taken.

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 ID N
Empl Record 0

Time Reporting Type  Positive
Actions= Earliest Change Date  11/18/2019

3
Select Another Timesheet g
Y

*View By |Week v Previous Wesl  Naxt Weel

-
*Date | 117182019 b

Scheduled Hours  40.00 Reported Hours  40.00

From Monday 11/118/2018 to Sunday 112412019 @

Mon Tue Wed Thu Fii Sat sun E i
m 1018 1o 120 121 1122 1123 124 Total | Time Raporting Coda
‘ soo| | 0| | o] | son|| | 6.00 || 40.00 [ REG - Regular Hours [
[ Save for Later ] i Submit ]

|

[ |

Reported Time Status Summary

Exceptions “ Payable Time

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

3.  Scroall to the far right of the Time Entry grid.

The Timesheet displays the Add a New Row icon (+).

¢

f4 )
% “Taskgroup 'umf_ T Agency Value CharfFields f
{n\ 403000COP 40300 | a| “ CharfFields - ‘

e |
i

I SR P VR -~

4.  Click the Add a New Row icon (+).
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The Timesheet displays the additional row in the Time Entry grid.

Timesheet

Select Another Timesheet

Employee 1D [
Empl Record 0
Time Reporting Type  Positive

Earliest Change Date  11/18£2019

“view By | Week ~

*Date |11718/2019 i

Scheduled Hours  40.00

Reported Hours ~ 40.00

Previous Week  Next Week

From Monday 11/18/2018 to Sunday 11/24/2018 &

R

i 18 14550 1 158 155 1imi jLotal \Hme Beporting Code UG
[ soo| | soo| | soo]| | so0| | 600 | N | 40.00 | | REG - Regular Hours ~ 402000
[ N N N 1N | 200 | | | CCL - Compensatory Leave Taken 40300
[ Save for Later || Submit 1
I Reported Time Status } I Summary I I Absence } I Exceptions } [ Payable Time }

5.  Click in the applicable day in the new row and enter the hours. In this example, hours were added

to Friday in the new row that was added.

6. Select the applicable Time Reporting Code (TRC) for the hours using the drop-down menu
provided. In this example, CCL-Compensatory Leave Taken was selected.

7.  Click the Submit button to submit the adjusted time.

The Submit Confirmation page displays.

Timesheet

Submit Confirmation

& The Submit was successful.

Time for the Week of 2020-01-27 to 2020-02-02 is submitted

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

eTéct Ariciher Timesheet

“View By | Week

“Date 0112712020 @

Schedulad Hours  40.00

From Monday 01/27/2020 to Sunday 02/02/2020 G

Time & Attendance Job Aid

ESS392 Time Entry Scenarios — Positive Time Reporter

e NI Y ot e Y i R T DV WPV N

Previous Week  Next Week

Reported Hours  40.00

P 45 e e B o = Total | Time Reporting Coda *Taskgroup
[ | | 200 | || | 200 || CCL - Compensatory Leave Takan  [¥]| 40300CC0P
so0 | 5.00| a0 | a00 eoo| | |8 | 3800 || REG - Regular Hours ~ 20300CCOP

woa

B-..

F Save for Later 1 | Submit |

| Reparted Tima Stawa Summary || Loava / Compensatory Time H Absance H Exceptions H Payable Tima

Reported Time Status

Reported Status

012712020
D1/282020
. 0112812070
012002020
0173112020

01/31:2020

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted

1-6 of 6]
Total TRC Description Sched Hrs Add Comments.

300 REG Regular Hours 8.00 i=)
200 REG Regular Hours B.00 f=]
800 REG Regular Hours B.00 o
200 REG Regular Hours .00 i=}
200 CCL Compensatory Leave Taken 800

600 REG Regular Hours 8.00 =)

9.  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.

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 ID

Trainer and Instructor I Empl Record 0

Time Reporting Type  Positive

Actions~ Earliest Change Date  11/27/2019

Select Another Timesheet

“ViewBy Provious Week  Nexl Vieek
-
*Date |01/27/2020 “

Scheduled Hours  168.00 Reported Hours  0.00

From Monday 01/27/2020 to Sunday 02/02/2020 &

o B W B A B R ow e w5
| 8 on‘ ‘ s nn| ‘ s on‘ | 8 on‘ ‘ s nn| | ‘ | ‘ [ REG - Regutar Hours | | 40300CCOP @ ‘ ‘ 0300 Q ‘
[ I | s00f| | I I | Il || | | [uos -uncompensaes overtme v [a0z00ccor @ |[a0300 Q|
| ‘ ‘ | ‘ 300‘ | ‘ ‘ | | ‘ | ‘ [ ovs-oT @ Straignt Time v| |4uauoccop Q ‘ ‘wauo Q ‘
I Save for Later rl Submit I I Apply Schedule '
I Reported Time Status } ‘ Summary ‘ I Absence } [ Exceptions } I Payable Time ‘
Reported Time Status
B Q 1011 v

Enter the regular hours worked in the first available row within the Time Entry grid. In this example,
8 regular hours were entered for each day Monday through Friday.

Select the applicable Time Reporting Code (TRC) for the hours using the dropdown button
provided. In this example, REG — Regular Hours was selected.

Enter the hours of uncompensated overtime in the next available row. In this example, 5 hours
were entered on Tuesday.

Select the applicable TRC for the uncompensated overtime hours using the dropdown button
provided. In this example, UOS — Uncompensated Overtime was selected.

Enter the hours of straight overtime in the next available row. In this example, 3 hours were
entered on Wednesday.

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

Click the Submit button.
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The Submit Confirmation page displays.

Timeshest
Submit Confirmation

™ The Submit was successful.

Time for the Week of 2020-01-27 to 2020-02-02 is submitted

9. Click the OK button.

The Timesheet page returns.

I 3
From Monday 01/27/2020 to Sunday 02/02/2020 &

Mon Tue Wed Thu Fri Sat Sun

Reported Time Status

‘ H Q 17017 v ‘
Date Reported Status Total | TRC Description 5”:1?2 Add Comments

‘ 0112772020 Submitted | S.OD| REG | Regular Hours ‘ 24.00| @] ‘

| 011282020 Submitted 3.00| REG Regular Hours 24.00 @] ]

‘ 01/28/2020 Submitted | 5,0D| uos Uncompensated Overtime ‘ 24,4]0| o ‘ R

| 0112912020 Submitted 3.00| OVS OT @ Straight Time 24.00 =) )

‘ 01/29/2020 Submitted | E,GO| REG | Regular Heurs ‘ 24,4]0|

| 01130720 Sul 800 R

ton jlue Wed m en sa U0 fotar | Time Reporting Code “Taskgroup Business |
I i el | [ [T 1 wffocoemmm ] [wwor a) [ow a]
) —  — ] — | — ] — ) o] [womore a) [ a) &
| i || | | T o [ vmeeomm+]  [wmor @ [0 ) €
T .

G s || s || Sueston | [ zomerms |

10. 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.

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.

Select Another Timesheet

*View By | Week Previous Week  Mext Week
P
*Date |12232018 i

Scheduled Hours  40.00 Reported Hours 0,00

From Monday 12/23/2019 to Sunday 12/28/2019 (@

Mon Tue Wed
12123 12124 1225

Total |Time Reporting Code ‘ *Taskgroup

Sun
12i29

‘ | ‘ ‘ | N | s|[ | s | | ‘ ‘ | RE6 - Regular Hours 40300CCOP 40300 |
\ || Il
\ | |

l Save for Later “ Submit l

I 1Nl Il | 1N | [ |  |4os0ccop 40300

‘ ‘ ‘ ‘ | 40300CCOP 40300 ?

I Reported Time Status ” ‘Summary H Leave / Campensatory Time l Absence ” Exceptions H Payablz Time }

Note: When a holiday occurs during the week, it is populated as payable time but not visible on
the timesheet. Holidays can be viewed on the Monthly Summary page.

If the employee did not work the holiday(s), skip to Step 3. In this example, the employee did not work
the December 24th and 25" holidays.

If the employee worked the holidays and enters hours on a holiday, Cardinal displays a message that
the reported date is scheduled as a holiday.

T =) TSI YT T TYSAT TS

Warning -- 2019-12-24 is scheduled as a holiday (13504,3003)

E
Reporied Date is scheduled as a Holiday. Press OK to Save the Reporied Time and refurn to Timesheet page. Press cancel to refurn to Timesheet page to save or change your Reporied Time.

Note: Entering time on a holiday may be appropriate if the employee worked on the holiday.
2. Click the OK button on the message.

3. Enter the regular hours worked for the week on the first available row of the Timesheet page. In
this example, hours were entered on the Time Entry grid for Thursday and Friday.

4.  Select the applicable Time Reporting Code (TRC) for the hours worked. In this example, REG-
Regular Hours was selected.

5. Click the Absence tab to add an event.
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The Absence Events section displays.

[ P, %WM PO e VN VA AN A Pon P Vs SOV o N
Mon Toe Wed Thu Fri sal Sun . -
12023 12124 12125 1226 12027 12128 12i29 UL T
[ I N I s.00]| | s | N | 16.00 || REG - Reguiar Hours =]
[ Save for Later H Submit I
[ Reporied Time Status l [ Summary H Leave  Compensalory Time: 1 [ Absence ‘ I Exceplions ” Payable Time
Absence Events &
m [+4er1+]
n Absence Take 13
*Start Date End Date Absence Name Reason ?;'_:E Details status Approval Monitor source cancel Edit
i _ Administralor Absence
Delails Approval Monitor fies O [ Ear |
Add Absence Event
Absence Entitlement Balances

6. Click the Add Absence Event button.

The Absence Take tab displays the newly enabled row.

A N e R T N e U Sl O S T T e T T I R P g
L= aull I[+tanen | dl T I ] [ ey Y T NN
[ Save for Later I [ Submit I %
[ Reporied Time Slatus H Summary ” Leave { Gompensalory Time H Absence H Excepfions H Payable Time 5
Absence Events &) J
- {
Absence Take | Il
4
*Start Date End Date Absence Name Reason Duratiocn T#;Z Details Status Approval Monitor Source Cancel Forecast ‘
1ananoifEt | |[12pse019 B] || vacation )| || vacation j Hours  [Details I ‘Mew ‘Appmva\Mnnilnr .f_mp'"ge; [m] Foreca ‘
— | Imeshe |
‘ Add Absence Event |
Absence Entitlement Balances
‘ o |1—25nf26
| T T T
W”W eI, R

7.  Enter the details for the absence on the newly enabled Absence Take row. In this example,
Monday, December 23 was a vacation day.

a. Enter the first date of the Absence event in the Start Date field. In this example, 12/23/2019
was entered.

b.  Enter the end date of the Absence event in the End Date field. In this example, 12/23/2019
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.

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

§8 Create Absence Req x
~ Instrucfions .
Enter Start Date, End Date, and Absence Mame. Then complete the resl of the required fields before refurning to the Timesheet page.
ol
Absence Detail @
*Start Date [12232019 View Manthiy Schedule
End Date |12m2019 =]
Fitter by Type | All ‘
Absence Name |V;|caﬁgn ‘ Current Balance  132.00 Hours™ Il
*Reason | Vacation =)
Partial Days | None ‘ 5
ourion [s00 | rows |
Comments
Reporter Comments: €
*Required Fleld
**Disclaimer The current balance does not reflect ahsences that have not been processed. |
v

9.  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.

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

WWﬂMWﬁMMWMm%MWMMW\W ““WW
[ Leave / Gompensalory Time H Absence H Exceplions H Payable Time i

¢

u [ 011

\bsence Name Reason Duration IT’;"']‘E Details Approval Monitor

Source Cancel Forecast ‘ Edit ‘ Delete ‘

Employee -
Tinieshes! = (=N “ Edil || |

Vacation ‘ | Vacation ‘ 8.00 | Hours

Details | New ‘ Approval Moritor

W‘-WWMMW

11. Click the Forecast button.

Note: When an absence is entered and requires forecasting, the Forecast button is enabled.
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From Monday 12/23/2019 to Sunday 12/28/2019 @

The Forecast Successful message displays on the Timesheet above the Absence Events section.

R SV TP g B T S WMMMM#“MJMﬁM%

I

‘ Add Absence Event ‘

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

Mon Tue wed Thu Fri Sun . . Business |
1223 12124 12125 1226 227 12129 Qe Reroring Code WD nit
‘ | ‘ ‘ ‘ ‘ s.ou| | suo| | REG - Regular Hours 40300CCOP 40300 |
2.00 VAG - Vacation 40300CC0P 40300 ‘
[ Save for Later l Submit I (
[ Reporied Time Slatus } [ Summary H Leave ] Compensalory Time I I Absence I I Exceplions ” Payable Time
Forecast Successiul
You are eligible to take the requested absence and you may submit your request.
Date Time: October 12,2020 at 11:11
Absence Events (3
=
I Absence Take ‘ [ Foracast Resulls I I g
*Start Date End Date Absence Name Reason Duration lT’;':e Status Approval Manitor Cancel Forecast g
b
‘12&3&01@‘ |12.r23.'2019 ‘ ‘\Jaca:iﬂn | ‘Vacaﬁnn | 3.00 | Hours Savet Approval Moritor m] 5
Y

i

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.

Click the Submit button.

The Submit Confirmation page displays.

Timesheet

Submit Confirmation

B The Submit was successiul.

Time for the Week of 2018-12-23 10 2019-12-28 is submitted

Click the OK button.
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The Timesheet page displays.

I N N T A I I T e e N i T I e T e PSR " e
Select Another Timesheet

*View By |Week Previous Week  Nexi Week
-
*Date [12/2312019 k4

Scheduled Hours  40.00 Reported Hours  24.00

From Monday 12/23/2019 to Sunday 12/20/2019 @

Mon Tue Wed Thy Fri Sat Sun - - Business
12123 12124 12125 1235 12027 12128 12128 gotot| e Renoning Code CTIED Unit
I I I 50| | s00) | || 16.00 | | REG - Reguiar Hours 403000C0P 20300
800 8.00 | VAC - Vacation 40300CCOP 40300
[ Save for Later ] [ Submit T
I Reported Time Status ” Summary H Leave 1 Compensatory Time ” Absence H Exceptions ” Payable Time

mnpomzd Time Status

7 Q [13012[]|
Date Reported Status Total [TRC Description Sched Hre Add Comments
127232018 Needs Approval .00 | vAC vacation 2.00
1272602018 Submitied 5.00|REG Regular Hours 8.00 ]

122702018 Submitied 5.00|REG Regular Hours .00 =]

LA A AP St Pt it | i B It L A i B P

14. 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: Holidays 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 FLMA 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 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 ID
Empl Record 0
Time Reporting Type  Positive
Actions = P 9 TvP
Earliest Change Date  03/27/2021

Select Another Timesheet
“View By | Week v Previous Week  Next Week
|

“Date |041192021 ]

Scheduled Hours  40.00 Reported Hours  16.00

From Monday 04/19/2021 to Sunday 04/25/2021 &

e B et i & o S o TineReponng Cove T B
8.00 2.00 16.00 | REG - Regular Hours 4 40300CCOP 40300
| Save for Later ‘ ‘ Submit

I Reported Time Status H Summary H Leave / Compensatory Time |I Absence I‘ Exceptions H Payable Time

Reported Time Status
woQ 1202 v
Sched

Hrs

Date Reported Status Total TRC Description Add Comments

Re

Hours

s,

whpitted

04

2. Click the Absence tab.

The Absence Events section displays.

%ﬁg I,gg gg? :{,2'2’ 452 ﬁﬁ f,gg Total Time Reporting Code “Taskgroup
.00 .00 16.00 | REG - Regular Hours hd 40300CCOP
| Save for Later ‘ | Submit
[ Reported Time Status 1 ‘ Summary I I Leave f Compensatory Time I | Absence l | Exceptions I | Payable Time
Lbse\1ce Events (&
i
‘ Absence Take 1
“Start Date End Date Absence Name Reason %:;L Details Status Approval Menitor Source Cancel
i, ial Mo Administrator
Details Approval Monitor Absence Event
Add Absence Event I
Py Nl S
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3. Click the Add Absence Event button.

The Absence Take tab displays the newly enabled row.

| Save for Later | ‘ Submit ‘

‘ Reported Time Status H Summary H Leave / Compensalory Time || Absence H Exceptions H Payable Time

[Absence Events (2
5
Absence Take | ||

*Start Date End Date Absence Name Reason Duration H":e Details Status Approval Monitor Source Cancel Forecast Edit

o202 |oaaz0t [ Faily and Medice v FMLA Employee vl Hours || Detais New Approval anitor Ciployeo)

Add Absence Event

4.  Enter the details for the absence on the newly enabled Absence Take row. In this example, 3
days of intermittent FMLA were entered.

a. Enter the first date of the intermittent FMLA event in the Start Date field. In this example,
04/21/2021 was entered.

b.  Enter the last date of the intermittent FMLA event in the End Date field. In this example,
04/23/2021 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. In this example, FMLA
Employee was selected.

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

S8 Create Absence Reg X
Help =

Palica Sergeant {

Absence Event Details

*~!Instructions

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

Absence Detail (@

*Start Date | 04212021 T View Monthly Schedule
End Date |047232021 ()
Filter by Type | Al
+Absence Name | Family and Medical Leave v Current Balance 0.0 Hours**

*Reason | FMLA Employee

—

Partial Days | None - |
Duration Hours
1 Calculate End Date or Duration 1
Comments
\V
Reporter Comments: g

OK Cancel

* Required Field
*Disclaimer The curent balance doss not reflect absences that have not been processed.

6. Click the Calculate End Date or Duration button. In this example, 3 days of FMLA were used.

The Duration Hours field populates.

[ e =

*Start Date |04/21/2021  [i&] View Marihly Schedule

—

End Date | 04/23/2021 [

Filter by Type | All w
*Absence Name | amily and Medical Leave - Current Balance  0.00 Hours**
*Reason | FMLAEmployee -
I Partial Days | Mone v
b I Duration |24.00 Hours I

-..Calculate End Date or Duration . |

Comments

.
Reporter Comments: e

— i—

Cance!

* Required Fisld

Il **Disclaimer The current balance does nof reflect absences that have not been processed.

7. Click the OK button.
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The Absence Take tab returns.

Submit

‘ Save for Later ‘ |

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

[Absence Events (&

5
AbsenceTake | I
*Start Date End Date Absence Name Reason Duration . Details status Approval Monitor source Ccancel Forecast Edit
= = ) [ : Employee
oumimord] oasmoz 5| | remyamomeses w| | rmacmpoes v el e - P— Empiyee =

Add Absence Event

8. Click the Forecast button.

The Forecast Successful message displays above the Absence Events section.

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.

[ Save for Later 1 Submit 1

‘ Reported Time Status ‘ ‘ Summary | ‘ Leave [ Compensalory Time: ‘ | Absence | ‘ Exceptions | ‘ PBayable Time

Porecast Successtn

‘ou are eligible to take the requested absence and you may submit your request.
Date Time: June 21,2021 at 12:43

|Absence Events (3

5 11001 v,

Absence Take ‘FDrecaisesulls »

Unit

*Start Date End Date Absence Name Reason Duration Type Details Status Approval Monitor Source Cancel Forecast Edit
o4ztz02(]|  |oarzazozt 2 Family and Medice v FMLAEmployee 2400 Hours | Details Saved Approval Monitor Employes o | Foreca J | e |
£ = Timesheet

Add Absence Event

Absence Entitlement Balanges

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

Timesheet

Submit Confirmation
¥ The Submit was successful,

Time for the Week of 2021-04-19 to 2021-04-23 is submitted

OK

10. Click the OK button.

Rev 7/28/2021 Page 19 of 35



j Cardinal Time & Attendance Job Aid
V4 ESS392 Time Entry Scenarios — Positive Time Reporter

The Timesheet page returns.

‘ Reported Time Status H Summary H Leave / Compensalory Time H Absence H

|Absence Events (B
5 110f1 v

Absence Take |Fnrecasmesuus 13

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

42172021 04123/2021 Famiy and Medical FMLA Employee 2400 Hours | Delails Needs Approval  Appraval Monitor

T
F
b3
52
z
g1
o
(3

Add Absence Event

titleme,

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.

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

fbsence Events &

5
Absence Take | Forecast Resulls | Iy
*Start Date End Date Absence Name. Reason Duration %’:‘e Details Status Approval Monitor Source Cancel Forecasf t Edit
Family and Mecical . Employee
0472172021 047232021 Fomiy FULA Employes 2400 Hours  Details Needs Approval | Approval Monitor Biiied For Edit
e = Employee ‘ ‘
0412021 0430zt [ Vacation ~ Vacation vi I Hours  ff Details New Approval Monitor == Foreca Edit

Add Absence Event.

12. Enter the details for the absence on the newly enabled Absence Take row. In this example, 3
days of vacation were entered.

a. Enter the first date of the Absence event in the Start Date field. In this example, 04/21/2021
was entered.

b. Enter the end date of the Absence event in the End Date field. In this example, 04/23/2021
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.

13. Click the Details link.
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The SS Create Absence Req page displays.

§§ Create Absence Req X k
Help =

Absence Event Details

Police Sergeant

£'¥iInstructions

Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fislds before refuming lo the Timesheel page

Absence Detail @

*Start Date Viewr Mondhly Schedule
Fier by Tyos 1
Absence Name Current Balance  140.00 Hours*™
Partal Daya

Duration

I

Hours

I Calculate End Date or Duration l

Comments

[
4

Reporter Comments:

*Required Field

=Disclaimer The cument balance does not reflect absences that have not been processed.

14. Click the Calculate End Date or Duration button. In this example, 3 full days of vacation were
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.

The Duration Hours populate.

#Start Date | 04/21/2021 H View Monthly Schedule

End Date |04/23/2021 |22

Filter by Type | All v
*Absence Name | Vacation ~ Current Balance  140.00 Hours™
*Reason | Vacation v
Partial Days | Mone -
I Duration |24.00 Hours I

e GAlCUIAtE End Date or Duration . |

Comments

v
Reporter Comments: e

Cance!

* Required Field
4:Disclaimgg The currey

ces that have n

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

" Reported Time Status || Summary H Leave  Compensatory Time H Absence H Excsptions H Payable Time

|Absence Events &

5
Absence Take | Forecast Resulls | Il»

*Start Date End Date Absence Name Reason Duration Unt  Detais status Approval Monitor Source Cancel Forecast Edit

0472112021 0422372021 Family and Medical FMLA Employee 2400 Hours | Details Needs Approval | Approval Monitor Employee For Edit

Leave Timesheet

rec
— — Employee 2
04r2172027i5i] 0412372021 [ifi Vacation v Vacation v 2400 Hours [ New Approval Monitor s Foreca Edit

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.

[ Save for Later 1 Submit ||
‘ Reported Time Status H Summary H Leave I Compensalory Time H Absence ” Exceptions H Payable Time
Forecast Successful

You are eligible to take the requested absence and you may submit your request
Date Time: June 21,2021 at 12:58

Absence Events ()

5
Absence Take |Furecasmasuus "

1202 v

Unit

*Start Date End Date Absence Name Reason Duration P Details Status Approval Monitar Source Cancel Forecast Edit
i = ; N ’ Employee -
aarizozfi]| | [osrzaozt ] vacation v Vacation - 2400 Hous | Details Saved Approval Monitor Employee, o Foreca Edit
0412172021 0472312021 Famiy and Medical FMLA Empl 24.00 | H Detail Needs Aj A 1 Monit Employee -
L — mployee ours etails s Approval | Appraval Monitor S Forec Edit

Add Absence Event

ni 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 message displays in a pop-up window.

Timesheet
Submit Confirmation

¥ The Submit was successful.
Time for the Week of 2021-04-1% to 2021-04-25 is submitted

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

Il Reported Time Status ' Summary H Leave f Compensatary Time. H Absence H Exceptions H Payabls Time

Absence Events @

=

[ Save for Later I Submit

Absence Take | Forecast Resuts | I
*Start Date End Date Absence Name Reason Durati %’:’e Details Status Approval Monitor Source Cancel Fe t Edit
; . Employee :
0412112021 0432021 Vacation Vacation 2400 Hours  Details Heeds Approval | Approval Moritor Employes. o Edit
Employee — [ e |

Family and Medical .
= FMLA Employee 2400 Hours  Details Needs Approval | Approval Moritor E e

0412112021 0412372021

nt

ence Eves

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 leave 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

Employee ID
Empl Record 0

Time Reporting Type  Posilive

Earliest Change Date  03/27/2021

Select Another Timesheet

*View By ‘ Week v Previous Week  Mexl Week

"
*Date |03/29/2021 -

Scheduled Hours 4000 Reported Hours  0.00

From Monday 03/29/2021 to Sunday 04/04i2021 @

Mon Tue Wed Thu Fri Sat Sun -, .
3029 3130 3031 a1 a2 ans 44 Total | Time Reporting Code *Taskpro

Save for Later | | Submit |

[ Reported Time Status H Summary I[ Leave f Compensalory Time I[ Absence ” Exceptions I [ Payable Time l
d Timi u:

MWW A

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

The Leave/Compensatory Time Balance section displays.

[ Beported Time Status [ Summary ‘ [ Leave / Compensatory Time [ Absence ‘ [ Excepfions ‘ [ Payable Time
Leave and Compensatory Time Balances (@
H Q 120f2 w
Flan Type Plan Recorded Balance Minimum Allowed Maximum Allowed View Detail
Cormp Time OT_LEAVE 3.00 ] 1000 B3
Comp Time COMP_LEAVE 5.00 LU 1000 B
Self Service
Time Reporting

Note: This section displays compensatory and overtime leave balances. In this example, the
employee has 6 hours of Compensatory Leave (COMP_LEAVE) that can be taken.

Rev 7/28/2021 Page 24 of 35



/;)Cardinal Time & Attendance Job Aid
V4

ESS392 Time Entry Scenarios — Positive Time Reporter

3.  Click the View Detail icon or the Plan field COMP_LEAVE, to view additional compensatory time
balance details.

The Leave and Compensatory Time page displays in a pop-up window.

Leave and Compensatory Time E

Help

Detail

Employee ID

Employment Record 0

Displays the balance of LeavelC y time for an pl a5 of the specified dale. This balance may be positive or
negative, depending on how the plan is set up and what has been reported

Leave and Compensatory Time

F Q 1-20f2 v View All
Plan Plan Descrption Unit Type Expiration Date Starting Balance Units Eamed Units Taken | End Balance Accrual Date
a
COMP_LEAVE Compensatory Leave Plan | Hours 0372812022 3.000000 3.000000 0.000 &.000 03r26:2021
COMP_LEAVE Compensatory Leave Plan | Hours 0371512022 0.000000 3.000000 0.000 3.000 0311572021

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 03/26/2022.

5. Click the Close icon.

The Timesheet page returns.

Timesheet
Employee ID
Poiice Sergeant Empl Record 0
Time Reporting Type  Posifive
Actions=

Earliest Change Date  03/27/2021

Select Another Timesheet

=View By | Waek hd Previous Week  MNexi Waek
-
*Date | 03/29/2021 v
Scheduled Hours  40.00 Reported Hours  0.00

Fram Monday 03/29/2021 to Sunday 04/04/2021 (®

Mon Tue Wed Thu Fri Sat Sun - =
3029 3150 3031 41 52 413 4 jlotel|ime Regorting Code *T“kg’;

‘ 8| ‘ s| | a| | .3| | 4| | | | ‘ [ REG - Regular Hours M
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Enter the regular hours worked on the first available row In the Time Entry grid. In this example,
8.00 hours were entered for Monday, Tuesday, Wednesday and Thursday and 4.00 hours were
entered for Friday.

Select the applicable Time Reporting Code (TRC) for the hours using the dropdown button
provided. In this example, REG-Regular Hours was selected.

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

Select the applicable TRC for the hours using the dropdown button provided. In this example,
CCL - Compensatory Leave Taken was selected.

Click the Submit button.

The Submit Confirmation page displays.

11.

Timesheet
Submit Confirmation

& The Submit was successful.
Time for the Wesk of 2021-03-22 to 2021-04-04 is submitted

Click the OK button.

The Timesheet page displays.

12.

Mon Tue Wed Thu Fri Sat Sun

3129 130 331 4 an a3 44 Rkl sRenoning Code
4.00 4.00 | CCL- Compensalory Leave Taken ~
8.00 8.00 8.00 8.00 4.00 36.00 | REG - Regular Hours -
‘ Save for Later | ‘ Submit

l Reported Time Status I| Summary H Leave / Compensalory Time H Absence H Exceptions || Payable Time

Reported Time Status

H Q 1-60f6 W
Date Reported Status Total TRC Description sc:ﬁ: Add Comments
03/29/2021 Submitted 2.00 REG Regular Hours 5.00 o]

03/30/2021 Submitted 800 REG Regular Hours 800 2
033172021 Submitted 2.00 REG Regular Hours 5.00 o
04/01/2021 Submitted 3.00 REG Regular Hours 5.00 o
04/02/2021 Submitted 400 CCL Compensatery Leave Taken 5.00 o
04/02/2021 Submitted 400 REG Regular Hours 5.00 o

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

In this scenario, an absence event that was previously submitted will be edited. The original request is
for 2 days of vacation and needs to be updated as the first day of vacation will be adjusted to 4 hours.

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 ID
Pofice Sergeant Empl Record 0
. Time Reporting Type  Positive
Actions =
Earliest Change Date  03/27/2021

Select Another Timesheet
*View By | Week ~ Previous Week  Next Week

o
*Date |04/26/2021 2]

Scheduled Hours  40.00 Reported Hours  40.00

From Monday 04/26/2021 to Sunday 05/02/2021 (3

Mon Tue Wed Thu Fri sat Sun " . Busi
4i26 a7 4128 4128 a3 51 512 Total | Time Reporting Code *Taskgroup Uni
£.00 8.00 &.00 24.00 | REG - Regular Hours v 40300CCOP 403
8.00 8.00 16.00 VAG - Vacation 40300CCOP 403
‘ Save for Later ‘ ‘ Submit

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

2. Click the Absence tab.

The Absence Events section displays.

Save for Later

‘ Reported Time Status || Summary H Leave | Compensatory Time: || Absence || Exceptions H Payable Time

| Submit

IAbsence Events &

= 1ol v
Absence Take | Forecast Results | Ik
*Start Date End Date Absence Name Reason Duration Yome Details Status Approval Monitor Source Cance Forecas t Edit
A Employee
0472872021 0413072021 Vacation Vacation 16.00 Hours Needs Approval  Approval Monitor SheiEs Forec. | Eait |

Add Absence Event

3.  Click the Edit button for the absence that needs to be adjusted.
4.  Click the Details link.
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The SS Create Absence Req page displays in a pop-up window.

=

$S Create Absence Req X
Absence Event Details -

Puolice Sergeant

{’~!Instructions

Enter Start Date, End Date. and Absence Name. Then complste the rest of the required fields before retuming to the Timeshest page.

Absence Detail (@

*Start Date | 042002021 L] View Manihly Schedule
End Date |04/302021 [iF]
Filter by Type | Al v
“Absence Name | Vacation ~ Current Balance 140 00 Hours*
*Reason | Vacation v
I Partial Days | MNone v I
Duration | 16.00 Hours

Calculate End Date or Duration

Comments

[
Reporter Comments:

s

* Required Field
**Disclaimer The current balance does not reflect absences that have not been processed.

5.  Click the Partial Days dropdown menu to update the first day to a partial day.
The Partial Days list menu displays.
R N A o R U o VNSNS NPV g Ve NV Ve

Absence Detail @

4

"Start Date | 041282021 [i5] View Monthly Schedule

End Date |04/30/2021 M

Filter by Type | Al v u

T R Y L

*Absence Name | Yacation v Current Balance  140.00 Hours™ |

*Reason | Vacation

Partial Days | Mone ~

~ [&iDays
| Duration | Eng Day Only

None
‘ Calculate End Date orff S{ar Day On|
T and £nd Dars

T o

Comments

v
Reporter Comments: €

| ML

b *Required Field
**Disclaimer The current balance does nof reflect absences that have not been processed

6. Click the Start Day Only option from the list menu.
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The SS Create Absence Req page returns and the selected Partial Days option displays.

Sence D o~
*Start Date [04120/2021 [iF) Vieus Monihly Schadule
End Date |04i30/2021 [ |
e
Filter by Type | Al v
+Absence Name | Vacation v Current Balance 140,00 Hours™ [
*Reason | Vacation
Partial Days | Start Day Only -
——
Duration |16.00 Hours
I Calculate End Date or Duration
Comments
14
Reporter Comments:
4
* Required Field
*Disclzimer The current balance does not reflect absences that have not been processed. <

7. Enter the partial hours in the Start Day Hours field. In this example, 4.00 hours was entered.

8.  Click the Calculate End Date or Duration button to calculate the hours based on the adjustment.

The hours in the Duration field update.

WWW_
*Start Date |04/28/2021 ] View Monthly Schedule
End Date | 04/30/2021 — o
=
Filter by Type | Al ~
*Absence Name | Vacation v Current Balance  140.00 Hours™ [
*Reason | Vacation v
Partial Days | Start Day Only v
Start Day Hours | 4.00
I Duration |12.00 Haure I
............ Calculate End Date or Duration .} ‘
Comments
¢
Reporter Comments:
P
s
*Required Field
*Disclaimer The cument balance does not reflect absences fhat have not been processed. b
- 5

9. Click the OK button.
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The Timesheet page returns.

10.

Reportad Times Status H Summary || Leave / Gompensatory Time H Absence H Exceptions H Payabls Time

Absence Events (&

=
Absence Take ‘FwecastResu\ls I3

110f1 v

*Start Date End Date Absgence Name Reason Duration $ynplte Details Status, ‘Approval Monitor Source Cancel Forecast Edit
o429202(5] | 0402021 ) Vacation ~ Vacation ~ 1200 Hows D Needs Appraval  Approval Moniter Erelpice o Edit
1202133 & = 2 PR pp L bt i

I Add Absence Event

Absence Entitlement Balances

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

The Forecast Successful message displays above the Absence Events section.

11.

12.

From Monday 04/26/2021 to Sunday 051022021 (%)
fion = prod i 3 oot B Total Time Reporting Code *Taskgroup Dusinesz Telework Agency Value
8.00 800 800 400 24.00 | REG - Regular Hours v 40300€COP 40300 a
400 200 12.00 VAC - Vacation 40300€COP 40300
| Save for Later 1 Submit 1
‘ Reported Time Status ‘ ‘ Summary | ‘ Leave / Compensalory Time ‘ ‘ Absence ‘ ‘ Exceptions | ‘ Payable Time
Forecast Successful
You are eligible to take the requested absence and you may submit your request.
Date Time: June 21,2021 at 15:20
Absence Events (%)
5 1-10f1 ¥
Absence Take ‘ Forecast Resulls | v
*Start Date End Date Absence Name Reason Duration ?;";‘e Details Status Approval Monitor Source Caneel Forecast Edit
— = Employee el
04r29i2021] 043072021 ] Vacation - Vacation v 1200 Hours  Defails Saved Approval Monitor S a] Foreca Edit
Add Absence Event

In this example, 4 hours are
added in the Thursday field on the row for the REG-Regular hours TRC.

If needed, report any additional time required in the Time Entry grid.

Click the Submit button.

The Submit Confirmation page displays.

13.

Rev 7/28/2021

Timesheet
Submit Confirmation

¥ The Submit was successful.
Time for the Wesek of 2021-04-26to 2021-05-02 is submitted

Click the OK button.
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The Timesheet page returns.

From Monday 04/26/2021 to Sunday 0510212021 (3

Mon Tue Wed Thu Fri Sat Sun . v Business
s a8 e 45 P, ot o Total Time Reporting Code Taskgroup o Telework Ag
8.00 500 800 400 28.00 | REG - Regular Hours ~|  403000cc0P 40300 Q
400 .00 12,00 VAC - Vacation 40300CCOP 40300
‘ Save for Later | ‘ Submit

l Reported Time Status I ‘Summary H Leave / Compensatory Time H Absence H Exceptions. H Payable Time
uaeponea Time Status

5 Q 1-60f6 v

Date Reported Status Total | TRC Description gore Add Commenf ts
04m6r2021 submitted 500 REG Regular Hours 800 ]
0412712021 Submitted 800 REG Reqular Hours 800 =]
041282021 Submitted 500 REG Regular Hours 500 o]
0412972021 Submitted 400 REG Regular Hours 800 =]
041282021 Needs Approval 400 VAC Vacation 8.00

041302021 Needs Appraval 500 VAC vacation 8.00

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

Note: Vacation hours require approval before they can be processed.
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Cancelling an Absence
In this scenario, an absence that was requested and submitted will be cancelled.

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.

Timesheet

Employee 1D
Empl Record 0

Time Reporting Type  Posilive

Earligst Change Date  03/27/2021

Select Another Timesheet
“View By | Wiesk hd Previous Week  Next Week
"
*Date | 04/05/2021 v
Scheduled Hours 4000 Reported Hours  40.00
From Monday 04/05/2021 to Sunday 04/11/2021 (3
Mon Tue Wed Thu Fri Sat Sun - -
4i5 46 AT 478 419 410 411 Total Time Reporting Code *Taskgroup
s,nn| | 3,00| | 8 DD‘ ‘ 5.00 | ‘ | | ‘ ‘ 32.00 || REG - Regular Hours v 40300G
8.00 8.00 | VAC - Vacalion 40300CC
Save for Later | ‘ Submit |
I Reported Time Status | | Summary I ‘ Leave / Compensatory Time II Absence l Exceptions | | Payable Time

eported Time Status

| nmmmnet e

Click the Absence tab.

| Save for Later ” Submit r
| PReported Time Status. || Summary H Lesve { Compansatary Time H Absence ” Excsplions H Payable Time |
|Absence Events &
= 1-10f1 ¥
Absence Take ForscastResuts | b
*Start Date End Date Absence Name Reason Durafi %{‘;‘ Details Status Approval WMonitor Source Cancel Forecast Edit
0402021 0402021 ‘asation acation 200 Hours Details. Meeds Approval | Approval Monitor _Eﬁ:i‘:z::[ Forec. Edit
Add Absence Event
Absence Entitl=ment Balances

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

Save for Later Submit.

‘ Reporied Time Status || Summary || Lesve ] Compensatory Time H Absence H Excaptions H Payable Time |

[\bsence Events &

54 1-1af1 v
AbsenceTake || ForscastResuts | Ib
*Start Date End Date Absence Name Reason Duration ?;:E Details Status Approval Monitor Source Cancel Forecast Edit
|o4-0mzoz€:‘ ‘ ‘ o4varzozt [ ‘ ‘ Vacaton - | | iscation v 500|Hous | Datails Mesds Approval | Approval Manitor Emplayee Forec. Edit
5] 55| Timasheat
Add Absence Event

O e N N i T P U\ S S

4, Click the Cancel checkbox.
5. Click the Submit button.

The Submit Confirmation page displays.

Timeshest
Submit Confirmation

¥ The Submit was successiul.
Time for the Weelk of 2021-04-05 to 2021-04-11 is submitted

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

rom Monday 04/05/2021 to Sunday 04/11/2021 (&,

Mon Tue Wed Thu Fri sat Sun !
e, e yed . a5 P & Total | Time Reporting Coge “Tas]
[ s00]| | soo]| | soo]| | s.00]| | I Il | 32.00| [ REG - Regular Hours ~| 403
[ save for Later I Submit ]
|| Reported Time status || summary H Leave J Compensatory Time H Ansence H Exceptions H Bayable Time. I

Reported Time Status

5 Q 14074 v
Date Reported Status Total |TRC Description 55?_,‘“‘[2 Add Comments
040502021 Submitted 200 |REG Regular Hours 2.00

040612021 Submitted 200 |REG Regular Hours 200

040742021 Submitted 200 |REG Regular Hours 2.00 )

040312021 Submitted 200 |REG Regular Hours 800 o
Self Service

Time Reporting

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 canceled.
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Re-checking Future Absence Events

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
Polica Sergeant Empl Record 0
Time Reporting Type  Positive
Actions=-

Earliest Change Date  0127/2020

Select Another Timesheet

“View By | Week ~ Previous Week  Next Week
“Date 021242020 “

Scheduled Hours  40.00 Reported Hours  8.00

Reported time on or after 02126/2020 is for a future period.

From Monday 02/24/2020 to Sunday 03/01/2020 @
Mon Tue Wed Thu Fri Sat Sun

- Business
yod 208 e a7 228 2% T Total Time Reporting Code Taskgroup it Telework Agency Value
800 800 SDP - VSDP Sick Leave 40300CCOP 40300
Save for Later Submit

Reported Time Status Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Status
Q

2. Click the Absence tab.

The Absence Events section displays.

el TN N P e o s st N i e e N A N N e NN N e NN NN e AN

Save for Later Submit
Reported Time Status || Summary || Leave/ Compensatory Time || Absence || Exceptions Payable Time

Rbsence Events @

5
| Absence Take ‘l FmacastResu\:sIlb

Unit

“Start Date End Date Absence Name. Reason Duration Trpe Details Status Approval Monitor Source Cancel Foracast Edit
o240z 02242020 VSDP Sick Leave VSDP SickLeave v 800 Hours  Details Saved Approval Monitor Empuyeel [u] Foreca Edit
Add Absence Event
Absence Entitiement Balances
:= 1-260126 ~
Entitlement Name Balance as of 01/24/2020**  From To Accrual Period
Service Recognition Leave 0.00 Hours | 01102020 0110972021 Year to Date =

Other Leave 000 Hours  01/10/2020 01/08/2021 Year to Date

3. Click on the Forecast Results tab.
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The Forecast Results tab displays.

‘ Save for Later | ‘ Submit

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

Absence Events @

= 110f1 v
[ Absence Take ‘ [ Forecast Results I l»
*Start Date End Date Absence Name Reason Forecast Value Forecast DateTime Forecast Details

0212412020 [z55] 02/24/2020 VSDP Sick Leave v VSDP Sick Leave - INELIGIBLE 03/15/2021 3:55PM

‘ Add Absence Event |

Absence Entitlement Balances

=4 126 0f 26 +

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

01/09/2021

Year fo Date

Service Recognition Leave 0.00 Hours  01/10/2020

4. Review the Forecast Value.
5.  Click the Forecast Details link to get more information if the Forecast Value is INELIGIBLE.

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

Help

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

|| Forecast Balance Details

5 1303 ~ | f
| Forecast Results ‘ ‘ Accumulator Results | 1Y
]
/| Absence Name Forecast Element Value
VSDP Sick Leave VSDP Sick Leave 0.00
| vSDP Sick Leave SDP FORECAST PAID 0.00
i VSDP Sick Leave SDP FORECAST UNPD 8.00
4 »
T T T o

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

6. Click the Return to Timesheet link.
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