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Managing Leaves of Absence (Paid and Unpaid)

The Leave of Absence business process is used to place salaried employees in a paid or an unpaid
leave status. Hourly employees are paid for hours worked, so this business process does not apply
to them. The HR Administrator must ensure all leave related paperwork is received prior to updating
the employee’s status in Cardinal.

The Turn Off Auto Pay and Holiday Schedule fields may have to be updated for employees on
paid leave related to short-term disability, long-term disability, or worker’'s comp. Be sure to work
with your Payroll Administrator to ensure the employee gets paid correctly, anytime the Turn Off
Auto Pay field is updated. The Payroll Administrator must also work with the Time and Attendance
Administrator in case the employee wants to use their eligible leave to supplement their pay when
out on certain types of paid leave. Communication is important to ensure the transaction is
processed accurately.

If an employee is on leave of absence and they are an approver of timesheets and/or absence
requests in the Time and Attendance module, the approvals will route to the person in the next
highest position for approval. This temporary change of routing is automatic and will stay in place
until the person returns from leave status. The HR Administrator does not need to update the
Reports To field on the employee’s position for temporary vacancies such as this.

Note: For agencies that use Payroll Services Bureau (PSB) please follow their guidance on
updating the Turn Off Auto Pay field.

Note: Update the Holiday Schedule field on the Payroll tab to “HOLSTD” whenever the Work
Schedule needs to be reverted so that the employee does not get holiday pay. Please refer to
DHRM Policy 4.25 Holidays.

Navigation Note: Please note that you may see a Notify button at the bottom of various pages
utilized while completing the processes within this job aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.

Table of Contents

Entering a Paid Leave Of ADSENCE...........oouiiiiiii et a e 2
Changing from Short Term Disability-Working to Long-Term Disability-Working ...........cccccccovvviviviiiieennen. 7
Entering an Unpaid Leave Of ADSENCE .........ueiiiiiiiiiiiiiieiiee ettt 11
EXteNding @ LeAVE OF ADSENCE ... ..ot e e e e e e e e e e e e e e eaaeas 14
Returning from Leave Of ADSEINCE ..........uiiiiiiiiiieeee ettt 17

9/20/2023 Page 1 of 20


https://www.dhrm.virginia.gov/docs/default-source/hrpolicy/pol4_25030618f4c73643e6a96a1156d35616e0.pdf?sfvrsn=56cf35b_6

ijardinal Human Resources Job Aid
7 HR351_Managing Leaves of Absence-Paid and Unpaid

Entering a Paid Leave of Absence

Use this process to enter paid leaves to include short term disability. Follow the steps in the section
called Changing from Short Term Disability-Working to Long-Term Disability-Working when transitioning
an employee from short term disability to long-term disability.

1. Navigate to the Job Data page using the following path:
Menu > Workforce Administration > Job Information > Job Data

The Job Data search page displays.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value |

w Search Criteria

Empl ID | begins with ~ | | |

Empl Record ‘ = v‘ ‘ ‘

Name ‘ begins with V‘ ‘ ‘

Last Name ‘M‘ ‘ ‘

Second Last Name ‘ begins with V‘ ‘ ‘

Alternate Character Name ‘ begins with V‘ ‘ ‘

Middle Name | begins with v | | |

|l—. Include History | (J Case Sensitive

Limit the number of results to (up to 300): 300 |

Clear ‘ Basic Search @& Save Search Criteria

2. Enter the employee’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known.

3. Click the Include History checkbox.
4. Click the Search button.
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The Job Data page for the employee displays.

Work Location | Job Informatien

‘ PBayroll || Eszlary Plan

| LCompensation

Emgloyes

Work Location Details @

Q71712023

*Effective Date

!

Effactive Sequence
HR Status  Active

Payroll Status  Active

Position Number |CJISTRNDT Q,

Pr

Empl IO
Empl Record 0O

&) (W S0
== @

| Pay Rat= Change

*Action
Reason | Compstitive Salany Cifer L |
*Job Indicator | Primary Job o |
Histary G

rog Admin Specialist 11

5. Click the Add a New Row icon (+) to add a new effective dated row.

A new row is created.

Work Location Details (9

IEHective Date |p8/22/2023

0|

Effective Sequence ‘
HR Status Active

Payroll Status Active

Position Number | CJSTRNO1 Q

Override Position Data

Position Entry Date 0711012023

[ ‘Work Location } | Job Information ‘ ‘ Payroll | | Salary Plan ‘ | Compensation ‘
Empl ID
Employee Empl Record 0

Position Management Record

all Lrora v [ [ [[¥]

Go To Row |__
+| -
v| -

*Action ‘ Pay Rate Change
Reason ‘ Competitive Salary Offer - |

*Job Indicator ‘ Primary Job

Current

Prog Admin Specialist Il

Note: When a new row is created, the row count increases by one and the effective date displays

the current date.

Update the Effective Date to reflect the start of the employee’s leave.

6.
7. Select the Action of Paid Leave of Absence.
8. Select the applicable Reason.

Note: If the reason is related to Short Term Disability or Workers Compensation, additional fields at
the bottom of the Work Location page must be completed.

9/20/2023
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The bottom of the Work Location page.

I Payroll I Salzry Plan

Employes Empl Record 0O

Work Location Details (3 \El II’ II’
Go To Row
e )]
>

[ Work Location I Job Infarmation | LCompensation

Empl 1T+

*Effective Date |07M7/2022

Effective Szquence E ~Action | Paid Leave of Absznc=
HR Status  Active Reason | Shart-Term Disability b |
Fayroll Status  Leawe With Pay *Job Indicator | Primary Job hd |
Current
Position Number Prog Admin Specizlist Il
Owerride Position Data
Position Entry Date 0711012025
Position Management Record
Regulatory Region  USA United States
Company CJS Dot of Criminal Justios Swes
Business Unit 14000 Diept of Criminal Justics Swves
Department 10320 Juvenile Services
Department Entry Date 071002023
Location CENTR C=pt of Criminal Justice Sery.
Estzblishment D |05 a Dest of Criminal Justice Sery Date Craated  pg22/2023

B STD Claim Number | 287854321

09/052022

Expected Return Date

' Qverride Last Date Warked Layoff NE’-ice =]

late
I Recall Eligibility Flag

Last Date Worked  Q7/16/2023

Turn Of-fAuto Pay

C Yes ® No
Job Oata Employment Data Earnings Distribution Benefits Program Participation
e | e e R ]
Wiork Location | JobInformation | Payrell | Salary Plan | Compensstion

9. Enter the date the employee is expected to return from leave in the Expected Return Date field.
10. If applicable, enter the short-term disability claim number in the STD Claim Number field.

Note: If you do not have the STD claim number, it can be entered later by adding a new row and
using the Action of Data Change and Reason of Data Change.

11. If applicable, select Yes for Turn Off Auto Pay.

Note: If your agency uses Payroll Services Bureau (PSB) please follow their guidance regarding
updating the Turn Off Auto Pay field.

Note: If Turn Off Auto Pay is set to Yes, no payments (salary or additional pays) will be made
unless the Agency Payroll Administrator enters a Single Use Payroll Online Tool (SPOT) transaction
for the employee.
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Note: If the leave starts in the middle of a pay period, the salary and additional pay will be turned off
the entire pay period. Updating the Turn Off Auto Pay field in the middle of the pay period will not
prorate the employee’s pay. Work with your agency Payroll Administrator to adjust an employee’s

pay using SPOT transactions as applicable.

12. If the leave is related to Short Term Disability, Long Term Disability or Workers Comp, go to step 13.

If it is any other type of paid leave, click the Save button and go to step 16.
13. Click the Payroll tab at the top of the page.

The Payroll Information page displays.

| Yiork Locsticn | | Job Infarmation | | Payrall l | Salary Flan | | Compensation
Empl I
Ermploys= Empl Recard 0

Effactive Sequence 1 Action  Paid Leave of Absencs
HR Status  Active Reason  Shom-Term Disabify
Payroll Status  Leave With Fay Job Indicator  Primary Job

Payrall Systern  Payroll for Mosh Americz

Absence Systemn | Absencs Management L

Payroll for North America (3

Fay Group | SM1 R | semimonthly Class (SUNSATOT)

Current

Emvtopeetype [5 O] uureg

Holiday Schedule |HOLSAL Q, | 2zl HalSch

Tax Location Cede |750 Q

Richmaond (City)

Combination Ceds Edit ChartFislds

Absence Management System

Pay Group | SM1 Q Semi-monthly Classiisd

Setting Eligibility Group |VSDPELGGRP Q EDP Eligibllity Group
ClUse Pay Group Eligibility
Exch Rate T Q
Use Pay Group Rate Type xehange hate lype

Use Pay Group As Of Date

Use Rate As OF | hdl

Jokb Data Emplayment Data E=rnings Distribution B=nefits Program Participation

Retumn to Search Previous in List | Mext in List | | Moty

| Fefr=sh | Update/Display

opatpe [ | Sube -
v FICA Status | |

Payroll Information (3 @ E E

1

History

14. Update the Holiday Schedule to HOLSTD for Short-Term Disability, Long-Term Disability or

Workers Comp related leaves. Otherwise, do not update.

9/20/2023
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15. Click the Save button.

16. If applicable, run the Employee Activity Report. This report can be found in the Cardinal HCM
Human Resources Report Catalog. The HCM Reports Catalog can be found on the Cardinal
website under Resources.
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Changing from Short Term Disability-Working to Long-Term Disability-Working

When an employee is transitioning from Short Term Disability-Working to Long Term Disability-Working,
it not necessary to process a return from leave transaction first. They can go straight into a Long Term
Disability Working status.

1. Navigate to the Job Data page using the following path:
Menu > Workforce Administration > Job Information > Job Data

The Job Data search page displays.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

Empl ID | begins with v | | |

Empl Record | = v|

Name | begins with v | \ |

Last Name | begins with “| ‘ |

Second Last Name | begins with V| ‘ |

Alternate Character Name | begins with ~ | ‘ |

Middle Name | begins with v | | |

JInclude History |(J Case Sensitive

Limit the number of results to (up to 300): 300 |

Clear ‘ Basic Search &' Save Search Criteria

2. Enter the employee’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known.

3. Click the Include History checkbox.
4. Click the Search button.
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The Job Data page displays.

{ Work Location Job Information [ Payroll [ Salary Plan [ Compensation
Empl ID
Employee Empl Record 0

Work Location Details ? @ I EI II]

“Effective Date |07/17/2023 ﬂ =
Effective Sequence I [ Paid Leave of Absence VI
‘Action

HR Status  Active Reason [ Short Term Disability-Working v]

Payroll Status  Leave With Pay *Job Indicater [ Primary Job v]

I Calculate Status and Dates

5. Click the Add a Row (+) button.

A new row is created.

{ Work Location ’ Job Information ’ Payroll [ Salary Plan [ Compensation
Empl ID
Employee Empl Record 0

Work Location Details @ @ I lz] [E
*Effective Date |008/22/2023 E]

Effective Sequence Ijl SR b I Paid Leave of Absence VI
Action

HR Status Active Reason I Short Term Disability-Working VI

Payroll Status  Leave With Pay *Job Indicator I Primary Job "‘

I Calculate Status and Dates I

Current

Note: A employee can go straight from Short Term Disability-Working to Long-Term Disability-
Working without entering a return from leave transaction.

6. Update the Effective Date to reflect the start of the employee’s long-term disability-working status.
7. Select the Reason of Long-Term Disability-Working.
8. Scroll to the bottom of the page.
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The bottom of the Work Location page displays.

[ Work Location I Job Infarmation | Payroll | Salzry Plan | LCompensation
Empl 1T+
Employes Empl Record 0O

Work Location Details (%) \El II’ II’

== e
Effective S2quence E . | Paid Leave of Absznc= o |
*Action
HR Status  Actwe Reason | Long-Term Disakility-VWorking ' |
Fayroll Status  Leave With Pay *Job Indicater | Prirmary Job hd |

| Caleulate Status and Dstes

Current
Fosition Humber Prog Admin Specislist I
Owerride Position Data
Position Entry Date 0711012023
Position Management Record
Regulatary Region  USA United States
Company CJ3 Crept of Criminal Justic= Swes
Business Unit 14000 Dept of Criminal Justice Sves
Department 10320 Juvenils Servicss
Depzrtment Entry Date 0701002023
Location CENTR Diept of Criminal Justics Serv
Estzblishment 1D | D545 a Dect of Criminal Justics Seru Date Created Ri22/2023

Last Start Date  07/10/2023 ST Claim Number :
Expected Refurn Date ‘: - Il
' Qverride Last Date Worked Layoff Notice |:

Date

Last Date Warked  07/16/2023 U Recall Eligibility Flag

Turn Off Auto Pay

i®iYes O Ne

Job Osta Employment Data Ezrnings Distribution Benefits Program Participation

Previous in List | Mext in List | | Moty
Work Locstion Job Information | F[',".:-II ala'y Flan | Compensation

9. Verify the Turn Off Auto Pay is set to Yes.

| Refrzsh |

Note: Turn off Auto Pay should still be set to Yes if transitioning the employee from Short Term
Disability-Working to Long-Term Disability-Working. Do not update this field if your agency uses
Payroll Services Bureau.

10. Click the Payroll link at the bottom of the page or the Payroll tab at the top of the page.
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The Payroll Information page displays.

| WVork Locstion | Job Information I Payroll ” Salary Flzn

| Compensstion

Empl 1T+
Ernployss Empl Record 0

Payrall Information @ @ | II“I'

Effective Sequence 0 Action  Faid Leave of Absancs
HR Status  Active Feason  Long-Term Disability-Working
Payroll Status  Leavs With Pay Job Indicator  Primary Job

Current

Fayroll Systern  Payroll for Morh Americs

Absence System | Abz=ncs Mznagement e

Payroll for North America &)

Fay G =M1
ayleroup |: Szmimonthly Clsss (SUNSATOT)
Employes Type |5 Y H-:Ii|13'_.' Scheduls [HOLSTD Q | Hoizeh-5TD I
Tax Locafion Cede TG0 Q
Richmand (City)
GL Pay Typs |:| Subjeo ~
e FICA Status | |

Edit ChartFicids

Combination Code

Absence Management System

'
Pay Graup | SM1 Q Semi-rmonthly Classifisd

Setting Eligibility Group |VSOPELSGRP 4 EDP Eligibiliy Sroup
ClUse Pay Group Eligibility
Exch Rate T Q.
Use Pay Group Rate Type xehange Rate lype

Use Pay Group As Of Date

Use Rate As OF | htl

Joo Diata Employmant Data E=rnings Distribution Benefits Program Participation

m Previous in List Wext in List | | Motify | | Refrzsh | Updat=Displzy Include History

Work Location Job Information | Payrell | Salary Flan | Compensstion

11. Click the Save button.

12. If applicable, run the Employee Activity Report. This report can be found in the Cardinal HCM
Human Resources Report Catalog. The HCM Reports Catalogs can be found on the Cardinal
website under Resources.
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Entering an Unpaid Leave of Absence

This section of the job aid should be referenced when you are creating and processing a Life Event on
on behalf of the employee wherein one or more dependents is being removed from the employee’s
coverage (divorce, death, etc.). The steps included in this section of the job aid are based on the
following example scenario:

1. Navigate to the Job Data page using the following path:
Menu > Workforce Administration > Job Information > Job Data

The Job Data search page displays.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

’ Find an Existing Value

¥ Search Criteria

Empl ID | begins with | | |

Empl Record | = V| ‘

Name | begins with v| ‘ |

Last Name |M| ‘ |

Second Last Name | begins with V| ‘ |

Alternate Character Name | begins with v | ‘ |

Middle Name | begins with | | |

| include Historyl [J Case Sensitive

Limit the number of resuls to (up to 300). |300 |

‘ Clear ‘ Basic Search Gy Save Search Criteria

2. Enter the employee’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known.

3. Click the Include History checkbox.
4. Click the Search button.
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[ Work Location { Job Information { Payroll H Salary Plan

[ Compensation

Empl ID

Employee

Work Location Details ®

*Effective Date |D7/17/2023
Effective Sequence E

HR Status  Active

Payroll Status  Active

Empl Record 0

Q

.
Go To Row |

]

*Action I Pay Rate Change

~

Reason I Competitive Salary Offer

<

*Job Indicator I Primary Job

v

)
l
)

q

Current

-

5. Click the Add a New Row (+) button.

A new row is created.

{ Work Location H Job Information H Payroll H Salary Plan H Compensation

Employee

Work Location Details (2

*Effective Date |D8/22/2023

o]

Effective Sequence ‘
HR Status  Active

Payroll Status  Active

Empl ID

Empl Record 0

£y K

‘ Go To Row

ors <[ [ > |[ V]

=

*Action | Pay Rate Change

v ‘

Reason | Gompetitive Salary Offer

M ‘

*Job Indicator | Primary Job

v ‘

6.

7. Select the Action of Leave of Absence — Unpaid.
8. Select the applicable Reason.

9. Scroll to the bottom of the page.

9/20/2023
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I Work Location Eszlary Plan H Compensation

| Job Information H Payrall |

Empl I

Emgloyes Empl Record 0O

Work Location Details (%)

*Effective Date |08/21/2023

Payroll Status

Position Mumber

CJSTRMOM =1

Ciyemide Position Daia

Prog Admin Specialist |l

Position Entry Date

u?lfl']}l:;%%zl:lsmanagsment Record
Regulatory Region US4 United Ststes
Company CJ3 Diept of Criminal Justicz Sves
Business Unit 14000 Diept of Criminal Justicz Sves
Department 10320 Juvenilz Services

Department Entry Date 0711002023
Location CENTR Drept of Criminal Justice Serw.
Establishment ID | DSJ5 Q Diept of Criminal Justicz Serv

ast Start Date  07010/7023

Expected Return Date =]

Last Date Worked  Q2/20/202%

[ Owerride Last Date Worked

Turn Off Auto Pay

T Yes ® No

Job Data

| Retumn to Search | | Pravious in List | Mect in List

Salary Plan | Compensation

Employment Data Ezrnings Distribution

Work Locstion Job Infarmation | Payroll

Effective S=quence Ijl . | Leaus of Absence - Unpaid
*Action -
HR Status  Actve Reason | Educstion Leave o |
Leave of Absence #Job Indicator | Frimary Job o |

G« Gmep

Go To Row
T e
|

Current

Date Created  gumeaz/2023

ST Claim Number I:l
Layoff Notice ....
Date

rat
' Recall Eligibility Flag

Benefits Program Participation

UpdatsTi

10. Enter the date the employee is expected to return in the Expected Return Date field.

11. Click the Save button.

12. If applicable, run the Employee Activity Report. This report can be found in the Cardinal HCM
Human Resources Report Catalog. The HCM Reports Catalog can be found on the Cardinal website

under Resources.

9/20/2023
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Extending a Leave of Absence
1. Navigate to the Job Data page using the following path:

Menu > Workforce Administration > Job Information > Job Data

The Job Data search page displays.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

Empl ID | begins with V| ‘ |

Empl Record | = v|

Name | begins with V| ‘ |

Last Name | begins with “| ‘ |

Second Last Name | begins with V| ‘ |

Alternate Character Name | begins with v | ‘ |

Middle Name | begins with v | | |

() Include History | [J Case Sensitive

Limit the number of results to (up to 300): 300 |

Clear Basic Search & Save Search Criteria

2. Enter the employee’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known.

3. Click the Include History checkbox.
4. Click the Search button.
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The Work Location page displays.
[ Work Location { Job Information [ Payroll { Salary Plan [ Compensation
Empl ID
Empioyee Empl Record 0

Work Location Details @ @ | \I] m
*Effective Date (|08/21/2023 B
.

Effective Sequence [j “Action { Leave of Absence - Unpaid
HR Status  Active Reason [ Education Leave v‘
Payroll Status  Leave of Absence *Job Indicator ’ Primary Job v‘
- Current ]

Position Number | CJSTRNO1 Q ) L
Proo Admin Specialist 11

5. Update the Effective Date. It can be the current date.

Note: This date represents the date of notification of the extension.
6. Select the Action of Data Change.
7. Select the Reason of either Paid Leave Extension or Unpaid Leave Extension.

8. Scroll to the bottom of the page.
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The bottom of the Work Location page.

[ Work Location l Job Infarmation | | PBayrall | | Salzry Plan | | LCompensation |
Empl I
Emgloyes Empl Record 0

Work Location Details (3 @ Iﬂ IE

- [+](=]
Effective S2quence E “Aotion | Data Changs [ |

*Effective Date

HR Status  Active Reason | \Unpsid Leave Extension hd |
Fayroll Status  Lesve of Absence *Job Indicater | Primzry Jab i |
Current
Position Number Prog Admin Specizlist I
Owerride Position Data
Position Entry Date o700
Positien Management Recaord
Regulatary Region  USA United States
Company CJ3 Dept of Criminal Justics Swes
Eusiness Unit 14000 Dot of Criminal Justics Sues
Department 10320 Juvenils Services
Department Entry Date  07010/2023
Location CENTR Dot of Criminal Justics Serw.
Establishment I | DCJS a Dect of Criminal Justios Serv Date Created  poi22/2023

Last Start Date  07/10/2023

Z == e — - STD Claim Humber :
I Expected Refurn Date |DQ'DE"2C23 =l I . —
O Qverride Last Date Worked Layoff N:E:-"-“l'e e
ate

' Recall Eligibility Flzg

Last Date Worked  oRiz0/2023

Turn Off Auto Pay

CYes ® No
Job Osta Employment Data Ezrnings Distribution Benefits Program Participation
| Retumn to Search | | Pravious in List | Meset in List Updst=/Disp
Work Locstion Job Information | Payrell | Salary Flan | Compensstion

9. Enter the new date the employee is expected to return in the Expected Return Date field.
10. Click the Save button.

11. If applicable, run the Employee Activity Report. This report can be found in the Cardinal HCM
Human Resources Report Catalog. The HCM Reports Catalog can be found on the Cardinal
website under Resources.
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Returning from Leave of Absence
1. Navigate to the Job Data page using the following path:
Menu > Workforce Administration > Job Information > Job Data

The Job Data search page displays.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

Empl ID | begins with V| ‘ |

Empl Record | = v| ‘

Name | begins with V| ‘ |

Last Name | begins with “| ‘ |

Second Last Name | begins with V| ‘ |

Alternate Character Name | begins with v | ‘ |

Middle Name | begins with v | | |

Jinclude Historyl [J case Sensitive

Limit the number of results to (up to 300): 300 |

Basic Search & Save Search Criteria

2. Enter the employee’s Employee ID in the Empl ID field.

Note: Users can also search for the applicable employee using the various Name fields if the
Employee ID is not known.

3. Click the Include History checkbox.
4. Click the Search button.
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The Work Location page displays.

[ Work Location ‘ [ Job Information ‘ { Payroll ‘ [ Salary Plan \ [ Compensation ‘
Empl ID
Employee EmplRecord 0
Work Location Details (7 | Q | ‘ Tof4 ~ | |T| ‘T|
“Effective Date |D8/22/2023 |?|
Effective Sequence | 0| ~nction | Data Change - | T
HR Status  Active Reason | Unpaid Leave Extension v |
Payroll Status  Leave of Absence *Job Indicator | Primary Job v |
5. Click the Add a New Row (+) button.
A new row is created.
[ Work Location \ [ Job Information \ [ Payroll ‘ [ Salary Plan ‘ [ Compensation
Empl ID
Employee Empl Record 0
Work Location Details @ | Q | | 1075 v | |T‘ |T|

[ o E) (e e
~ | -

Effective Sequence | O‘ “Action ‘ Return from Leave
HR Status  Active Reason | Retum From Leave v

Payroll Status  Active *Job Indicator | Primary Job |

Enter the date the employee is returning in the Effective Date field.
Enter the Action of Return from Leave.

Enter the Reason of Return from Leave.

© ® N 9

Scroll to the bottom of the page.
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The bottom of the Work Location page.

[ Work Location I Job Infarmation | Payroll | Salzry Plan | LCompensation
Empl IO
Employes Empl Record 0O

Work Location Details (%) \El II’ II’

T
Effzctive Sequence “Action | Return from Leave LY |

HR Status  Active Reason | Retum From Leave e |
Payroll Status  Active *Job Indicator | Primary Job v |
Futurz
Fosition Number @ Prog Admin Specialist 11
Cwerride Posibon Data
Fosition Entry Date 7HOE0I
Fosition Manazpement Record
Regulatory Region  USA Unit=d States
Company CJS Crept of Criminz| Justice Sves
Business Unit 14000 Cept of Criminzl Justice Svos
Departmant 10320 Juvenile S=nices
Department Entry Date 071002023
Location CENTR Crept of Criminz| Justice S=rv.
Establishment D |9CSS 2 Dept of Criminal Justice S=rv. Date Created  Da/23/2023

tart Date  D7HO2022 .
Last Start Date  O7/10V202 STD Clzim Mumber :I
Layoff Notice Data |

I Recall Eligibility Flag

Turn Off Auto Pay
CYes ® No

Job Osta Employment Data Ezrnings Distribution Benefits Program Participation

E| Ri=wm to Search | | Previous in List | hext in List Updzt=/Display

Work Location Job Information | I Payrall I Salary Flan | Compensstion

10. If the employee was on a leave related to Short Term Disability, Long Term Disability or Workers
Comp and Turn Off Auto Pay is Yes, change it to No. Otherwise, go to step 11.

Note: This will activate the regular salary and additional pay payments due to the employee’s return
from leave. Changing the Turn Off Auto Pay field in the middle of the pay period will not prorate the
employee’s pay. It will automatically process the employee’s salary and additional pays for the entire
pay period. Please consult with your agency Payroll Administrator so a SPOT transaction can be
entered to reduce the employee’s pay for the portion of the pay period the employee was on leave.

11. If the employee was on a leave related to Short Term Disability, Long Term Disability or Workers
Comp, click the Payroll link. Otherwise, click the Save button.
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The Payroll Information page displays.

| Yiork Locsticn | | Job Infarmation | | Payrall l | Salary Flan | | Compensation
Empl I
Ermployes Empl Recard 0

Effective Sequence 0 Action  Rstum from Leave
HR Status  Active Reason  Rsturn From Leave
FPayroll Status  Active Job Indicator  Primary Job

Future

Payrall Systern  Payroll for Mosh Americz

Absence Systermn | Absencs Management L

Payroll for North America (3

Pay Group |SM1 Q| semimonthly Class (SUNSATOT)
Employea Type |2 Q Salzried Holiday Schedule |HOLSAL Q, | 231 HolZch
Tax Location Code |760 Q
Richmond (City)
GL Pay Type I:I Subjzot e
FICA Status | |

Edit ChartFislds

Combination Code

Absence Management System

Pay Group | SM1 Q Semi-monthly Classiied

Setting Eligibility Group |VSDPELGGRF Q VEDP Efigibility Group
ClUse Pay Group Eligibility
Exch Rate T Q
Use Pay Group Rate Type rehange hats lype

Use Pay Group As OFf Date

Use Rate As OF | hdl

Job Data Emplayment DatE E=rnings Distribution B=nefits Program Participation

Payroll Information (3 @ E E

- | Retumn to Search | | Pravious in List | Meset in List Update/Display Inchede History

12. If the Holiday schedule was updated to “HOLSTD” when the employee was placed on leave, update

the Holiday Schedule field to the appropriate option (Example: “HOLSAL”).
13. Click the Save button.

14. If applicable, run the Employee Activity Report. This report can be found in the Cardinal HCM
Human Resources Reports Catalog. The Cardinal HCM Reports Catalogs can be found on the

Cardinal website under Resources.
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