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[bookmark: _Toc115107142]Create and Maintain Position
[bookmark: _Toc115107143]HR01: Unique Position ID management  
Who is impacted?
HR Specialists
Process Change: 
All agencies will use Position IDs for all employees in Cardinal HCM.  
Position IDs will be unique across the Commonwealth in Cardinal.
VCCS Impact: 
All employees must be assigned to a position.  Once they are assigned to the position, position data will populate on the job record.
Resources: 
HR351_Managing Position Data - Job Aid

[bookmark: _Toc115107144]HR03: Reuse of Positions in Cardinal
Who is impacted?
HR Specialists 
Process Change: 
In Cardinal, positions cannot be deleted once a position number is established.  Positions are effective dated. 
Agencies should review and re-activate positions that were inactive, where possible, instead of creating new positions.
VCCS Impact: 
It is recommended that agencies reuse position numbers, so their position list remains manageable. 
When reactivating positions, review and/or change the attributes before reusing the number.
Resources: 
HR351_Managing Position Data - Job Aid

[bookmark: _Toc115107145]HR04: Position Default funding
Who is impacted?
HR Specialists 
Process Change: 
In Cardinal, position default funding will not be directly defined on the position page.  Positions can be saved in Cardinal without defining position default funding.  
Position and/or department default funding is maintained on a separate page.  Position default funding is recommended for all positions. Department default funding is required. 
Cardinal reports will help agencies monitor positions without position default funding.  
VCCS Impact: 
Agencies need to be made aware of the criticality of defining default position/department funding due to the impact to payroll.  
This information is also reported to the Department of Planning and Budget (DPB) and used for Employee Position Reporting (EPR). 
If position default funding is not defined, department default funding will be used. 
Resources: 
HR351 Position ChartField Assignment/Update - Job Aid

[bookmark: _Toc115107146]HR05: Virginia Personnel Act (VPA) Flag Process
Who is impacted?
HR Specialists
Process Change: 
There will be a flag on the position record in Cardinal to indicate whether the position is covered under the Virginia Personnel Act (VPA).  Agencies need to actively maintain this field. 
VCCS Impact: 
Many HR reports use VPA classification as a parameter.  Additionally, performance ratings, rewards*, and disciplinary actions can only be reported for employees in VPA covered positions in Cardinal. 
* includes gubernatorial appointees
Resources: 
HR351_Managing Position Data - Job Aid
Position Management - word doc 
Employee Attributes Chart - excel sheet
[bookmark: _Toc115107147]HR06: Department ID to Position Assignment Process
Who is impacted?
HR Specialists and Finance
Process Change: 
Employee data, except for expense transaction default ChartField values and user preferences, will be maintained in Cardinal HCM and synced to Cardinal FIN to set up the employee profile in the  Expenses module.
The Department ID assigned to a position flows to the employee profile in the Expenses module.  
Department ID drives an alternate workflow routing on cash advances, expense reports, and travel authorizations after the supervisor level of approval. 
VCCS Impact: 
Agencies will need to consider the multiple uses of Department ID in Cardinal HCM when setting up an employee.  
Employee personal and job-related data on the Expenses employee profile in Cardinal FIN will originate from Cardinal HCM. 
Resources: 
HR351_Managing Position Data - Job Aid
HR351 Position ChartField Assignment/Update - Job Aid

[bookmark: _Toc115107148]Hire/Rehire Employee
[bookmark: _Toc115107149]HR08: View Current/Previous Agency during Hire/Rehire 
Who is impacted?
HR Specialists
Process Change: 
Agencies have the ability to view an employee’s current and/or previous agency of employment (post-conversion records only) during the hire/rehire process in Cardinal.* 
* Includes employees of localities participating in the health benefit program
VCCS Impact: 
Agencies will now be able to see current and prior state employment when hiring/rehiring.  This will help agencies during onboarding (e.g., break in service, years of service, continuation of benefits, dual employment).
An online checklist will be available in Cardinal to assist agencies with new hires (see HR14 for related transfer impact). 
Resources: 
HR351 Impact of Breaks in Service Overview - job aid
Cardinal HR351 Impact of Breaks in Service Calculator - job aid 
[bookmark: _Toc115107150]Maintain Employee Data
[bookmark: _Toc115107151]HR09: Employee Classification Requirement  
Who is impacted?
HR Specialists
Process Change: 
Employee Classification (e.g., adjunct faculty, general wage, classified, student, wage non-employee) is required for Cardinal processing.  
The Employee Classification will be used to apply Department of Planning and Budget (DPB) designated expense account codes (Cardinal Account ChartField values) for productive time payroll earnings.
VCCS Impact: 
Agencies must accurately assign and maintain the Employee Classification in Cardinal for accurate payroll accounting.  
Employee Classification will also be included in many HR reports to help identify the various types of employees. 
Resources: 
HR351_Managing Position Data - Job Aid
Cardinal HCM Configuration Values - excel sheet
Employee Attributes Chart - excel sheet
[bookmark: _Toc115107152]HR10: HR Data Impact to Health Benefits
Who is impacted?
Employees and HR Specialists
Process Change: 
Cardinal will allow for the interfacing of HR data (e.g., personal, position, employee job data) from agency systems to Cardinal.
Employees at agencies that are interfacing personal data to Cardinal will have view-only access for personal data in Employee Self-Service (ESS).
ESS users will still be able to manage open enrollment and other ESS functions based on agency attributes. 
VCCS Impact: 
Because HR data directly impacts employee health benefits and statewide payroll, interfacing agencies will need to submit files, review error reports, and take appropriate corrective action in a timely manner.
Resources: 
Personal Info Change Form - word doc
Name Change - word doc

[bookmark: _Toc115107153]HR12: Single Personnel Record Across all Agencies
Who is impacted?
HR Specialists
Process Change: 
In Cardinal, an employee has only one personal data record (e.g., name, address, SSN, birth date).
VCCS Impact: 
The personal data record for an employee can be viewed by any agency where the employee has worked, and can be updated by any agency where the employee is currently working.
ESS-initiated name changes will be routed to HR staff at all current agencies of employment. 
Upon approval by one agency, the name change is finalized in Cardinal.  A notification will display on the HR staff’s Cardinal HCM home page, for all applicable agencies. 
Resources: 
H2R Processing Change Proposal_No Longer using Additional Names Page - word doc
Personal Info Change Form - word doc
Name Change - word doc
[bookmark: _Toc115107154]HR13: Action/Action Reason Code Requirements
Who is impacted?
HR Specialists
Process Change: 
Currently, PMIS utilizes transaction codes to enforce DHRM policy through extensive system edits.  This often requires DHRM system intervention to process numerous policy exceptions. 
In Cardinal, Action/Action Reason codes are utilized and system edits are predominately limited to critical statewide rules that impact pay. 
VCCS Impact: 
In Cardinal, agency users will need to know and follow HR policy to properly enter HR transactions with the correct Action/Action Reason codes. 
Agencies will have greater flexibility and responsibility when entering compensation and job data changes.  
Reduced edits will lead to fewer system exception interventions.  
Reports are available to monitor compensation changes and correct HR transaction entry. 
Resources: 
HR351 Action/Action Reasons - job aid
HR352 Action/Action Reasons (Benefits Only) - job aid
Appendix A: VCCS Action/Actions Reasons Crosswalk
[bookmark: _Toc115107155]Transfer Employee
[bookmark: _Toc115107156]HR14: Employee leaving agency and job record process
Who is impacted?
HR Specialists
Process Change: 
In Cardinal, if an employee is leaving an agency, it is imperative that the agency terminate the employee’s job record.
Inter-agency transfers will be entered as a termination of the existing job record in the sending agency, and entered as a new hire/rehire record in the receiving agency.
VCCS Impact: 
Unless terminated in the application, employees will continue to be paid and/or benefited in Cardinal by that agency.  
For employees transferring between agencies, a specific Action/Action Reason code should be applied to allow for the continuation of the employee’s health benefits. 
An online checklist will be available in Cardinal to assist agencies with new hires and terminations.
Resources: 
VCCS Action/Actions Reasons Crosswalk

[bookmark: _Toc115107157]Mass HR Data Maintenance 
[bookmark: _Toc115107158]HR15: Mass Update Options
Who is impacted?
HR Specialists and System Office IT (Technical Team)
Process Change: 
In Cardinal, agencies will have the option to use mass update processes for certain transactions when a large volume of data changes is required (i.e., position, new hires, job, leave awards, bonus awards, performance ratings, and additional pays).  These mass update processes should be used on an infrequent basis. 
The procedure for loading the mass updates will vary slightly depending on the type of data.  
To initiate the mass update, the agency will populate the spreadsheet template with the data changes and either run the mass upload through the run control page in Cardinal or submit the request to DHRM (i.e., job data, new hires, position) for review, approval, and processing. 
VCCS Impact: 
Agencies can reduce online data entry for certain high volume updates. 
Resources: 
Performing a Mass Upload - job aid

[bookmark: _Toc115107159]Maintain Additional pay
[bookmark: _Toc115107160]HR16: Automatic Special Pays and Recurring Pays
Who is impacted?
HR Specialists and Payroll
Process Change: 
CIPPS automatic special pays with fixed, recurring amounts (other than temporary pay and military pay) are maintained by Payroll staff.
In Cardinal, HR staff will both approve and enter recurring additional pays (e.g., temporary pay, military pay,, cell phone stipends).
VCCS Impact: 
HR and Payroll staff will need to be notified of all recurring additional pays that require entry in Cardinal. 
VCCS Specific: Same process and same data just a different page. Instead of the Job Data page it will be on the additional pay page.  An Action and Action-Reason code will need to be entered on the Job Data page in order to trigger the data on the Additional Pay Page to interface to Cardinal.

[bookmark: _Toc115107161]HR20: Adjunct Payroll Process
Who is impacted?
HR Specialists and Payroll 
Process Change: 
VCCS will use Additional Pay and a mass upload process for adjunct pay.
VCCS Impact: 
This is a new process for some colleges.
Resources: 
Communications supporting this change will be forthcoming. 

[bookmark: _Toc115107162]Enter and Maintain Disciplinary Actions
[bookmark: _Toc115107163]HR17: View All Disciplinary Action from Current and Previous Agencies
Who is impacted?
College HR
Process Change: 
The current agency will be able to view all written notice and disciplinary action history for their employees in Cardinal, including previous agency history from disciplinary actions taken in Cardinal.  Any disciplinary actions that were inactive prior to Cardinal go-live will not be available in the application.
VCCS Impact: 
Agencies will no longer need to reach out to previous agencies for written notices and disciplinary action history, except for notices prior to Cardinal go-live.
Resources: 
HR351 Entering and Maintaining Disciplinary Actions - Job Aid
HCM Reports Catalog - Disciplinary Actions Summary Report (RHR248)

[bookmark: _Toc115107164]Enter and maintain Rewards and Recognitions
[bookmark: _Toc115107165]HR19: Reward and Recognition Edits
Who is impacted?
College HR (Leave Awards) and HR Specialists (Monetary Bonuses)
Process Change: 
Currently, PMIS enforces statewide reward and recognition policy limits using system edits. 
In Cardinal, reward and recognition edits do not exist.  Agency HR staff will need to know reward and recognition policy to remain compliant. 
Additional edits and/or controls will be provided for agencies using Cardinal AM and/or Payroll. 
VCCS Impact: 
Year-to-date amounts and hours are visible online and in reports for agencies to review prior to and after granting awards, to ensure they are compliant with policy.
Resources: 
HR351 Rewards and Recognition - Job Aid
HCM Reports Catalog - Specifically Cardinal HRPY Reconciliation Query V_HR_REW_PAY_RECON 


[bookmark: _Toc115107166]General Finance and Cardinal Links
https://www.cardinalproject.virginia.gov/job-aids - When using this website, please pay attention to the modules and applications to avoid confusion. 
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