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Updating an Employee Profile Overview
An employee profile must be entered in Cardinal before:

o An employee can be granted access to Cardinal
° An employee’s travel or expense transactions can be entered or reimbursed

The employee profile contains the employee name, address, employee status, Agency Business Unit,
department, supervisor, cash advance level, and payment information (such as EDI bank account
information).

Employee Profiles are added/updated by the agency HR Administrator in Cardinal HCM and these
additions/updates are synced to Cardinal Financials. Limited updates to the Employee Profile pages
are permitted by agency users with the Employee Profile Sync Maintenance role.

Adding a Proxy

In order to have expense transactions entered, every employee must have at least one proxy
(authorized user) set up. After creating the employee profile, be sure to add a proxy or proxies for
every employee profile created. For more detailed information about how to authorize a proxy, see the
job aid entitled AP315 Authorizing a Proxy for an Employee located on the Cardinal website in Job
Aids under Learning.

The Cardinal Remittance Electronic Data Interchange (REDI) Authentication Interface process verifies
all newly created employee accounts in the REDI Virginia system.

Banking information is interfaced daily from the Cardinal Human Capital Management (HCM) system.
The DOA EDI Coordinators have access to enter this information when necessary (e.g., when HCM
update has not yet been processed).
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Employee Working for Multiple Cardinal Agencies

If the employee is working for more than one state agency, a profile must be created in HCM for each
agency from which the employee is requesting a reimbursement of expenses:

1. Employees working in multiple agencies will be setup with one Employee Profile associated to
multiple agency records reflecting each job (i.e., Employee Record Number)

2. In Cardinal HCM, each employee will only have one Cardinal Employee ID. Cardinal Employee
IDs are established based on PMIS IDs in the format of (00 + 7-digit PMIS ID + 00).

Only one Employee Record Number can be set as “Default” and Expense transactions (Expenses,
Travel Authorizations & Cash Advances) can only be created against the record marked as “Default”.
When an agency needs to submit transactions for a different Employee Record Number (job) other than
the one marked as “Default”, the “Default” check box on the Employee Profile must be updated
accordingly before creating the transactions.

The screenshot provided below highlights the key changes of the HCM impacts to the “Organizational
Data” tab for the Employee Profile page:

o Multiple Employee Records

o Default Profile flag (can be updated to the record of expense transaction)

¢ HR and Supervisor information are synced from HCM and therefore are grayed out. Supervisor
information is based on “Reports To” from HCM and cannot be modified

o Default ChartField Values can be updated as needed

Favorites « Main Menu « » Travel and Expenses » > Manage Employee Information » > Update Profile
Employee Data Organizational Data User Defaults
Expenses Processing Data Find | View All First 20f2 Last
e
Valid for Expenses Yes Default Profile
lgnore Authorized Amounts
Reason for Status Passed All Validation Edits

lgnore Group Location Amounts
Per Di Active

HR Information Supervisor Information Armount
Employee Status Active ID
Hire Date 06/24/2018
Name
GL Unit 18200 Virginia Employment Commission

Department 931200 Finance Treasury

Designated Approver
Hours Per Period Use Business Unit Default

Default ChartField Values Personalize | Find | L2 | &R First 20f2 b Last
Default ChartField Values [
GL Unit Fund Program Cost Center Task FIPS Assat Agency Use 1 Agency Use 2 Affiliate
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Updating an Employee Profile

If the Employee Profile already exists, there are various reasons why it may need to be updated.

The edits to the Employee Profile for these three scenarios would need to be made by the HR
Administrator in Cardinal HCM:

o Employee works for your agency and requires changes (e.g., moves to another department,
assigned to a new supervisor, etc.).

o Employee moves from one state agency to another state agency.

o Employee leaves your agency and you need to update the status to terminate.

These edits to the Employee Profile are made by an employee with the Employee Profile Sync
Maintenance role:

o Update the “Default ChartField Values” section on the Employee Profile Organizational Data page
o Update information on the “User Defaults” page

o Changing the “Default” flag for employees with multiple records so that the expenses can be
submitted by the related agency
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Updating the Default Chartfield Values and User Defaults

The “Default ChartfField Values” section is updated on the Employee Profile Organization Data page
and information may also be updated on the “User Defaults” page.

1. Navigate to the Employee Profile (Edit) page using the following path:
Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

The Employee Profile (Edit) Search page displays.

Favorites ~ Main Menu - » Travel and Expenses = > Manage Employee Information » >  Update Profile

Employee Prefile (Edit)

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

| Find an Existing value |

Search Criteria

Search by begins with | x|

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

Advanced Sesarch

Find an Existing Value | Add a Naw Value

2.  Click the Find an Existing Value tab.
3. Enter the Employee ID number.
4.  Click the Search button.
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Farenrtes = W ey » v Trawel ord Experaes = - Manage Empioyes bdormaton =+ Lipdate Profie
Emgioves Cata | Ovgasizational Data | User Defsulis Bark Accourts
Jane Doe
Expensas Processng Data Firnd | 'viarw &1 Ft 4 1af1 & Lt
PP ——— WA l?n-h-rhur-
| ignore Authorired Amounts
Reanon bor Status [] ignare Group L ocation Amounts
P (Db Amaant Ty | A tew Amourss w
HE Information Supervisor Information
Employes Siatuy A tux b ]
Hirw Date 0974 Name
OL Urit *
Departret 1 T
Howry Per Peried  Uie Busireis Uit Ditauit
Delault C hartF ebd Valses Personaize | Fing | L | G Firt & 10f1 & Lsst
Delailt ChartF isld Valass [T w
Gl L] [Py o i Ciaenll Cproiipr Tl L ] LT i daparary Line hpency Lne 1 AMiaiw Faarl
12200 O 01000 O Teeod aQ aQ a Q qQ aQ a aQ
£ >
Cash Advance Level
# Business Lnd 400000 USD
FpeCing Amasyng
None
Expense Role
T oeared BT ERDENSEY O B0 D ZAOC N wER T BTDIDvEE Paane ol I Oy O O B0 DE gt pe
ENgiGree o Pl how Fde Ty oG0S Py hoisl Wil P (OS5
Expanss Processing Rok | v
F R sown | o s Ass
5.  Click the Organizational Data tab.
6. Update the Default ChartField Values with those from your Business Unit.
7. Click on the User Defaults tab.
Note: These are defaults only and can be changed during data entry.
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The User Default tab page displays.

Favoriies « | Main Menu + > Travel and Expenses » > Manage Employee Information » > Update Profile
| Employes Data || Organizational Data || User Defaults || _
Default Creation Method
*Expense Report| Cpen a Blank Report vl
*Time Report| Cpen a Blank Report v|
*“Travel Authorization [ Open a Blank Authorization ~|
Expense Defaults
Report Description Per Diem Range| vl
Business Purpose | | Rilling Tuno | ~]
Originating Location Lo} Payment Type |CHK 2 dheck
Expense Location Q ereoTreaTe |
Transportation ID Q, Number of Nights
| Accounting Detail Default View| Expanded | l
Expense Type Defaults Persanalize | Find | 3| [ First ‘4 1of1 "}/ Last
Expense Type || Merchant |
*Expense Type Payment Type Billing Type
1 | > | v (=]
Project Defaults for Expenses Personalize | Find | View All | B3| = First ‘4 10of1 '»' Lasl
Reoiect Dafaylts for Expenses
EgﬂBusiness Project Description Activity Description Source Type Category ul
] Q Q Q Q Q
< >
Time Defaults
Country Q. Select Project ChariFields Display -
State G, (®) pefault : Codes
Locality Q, @] Descriptions
Billing Type | <] O codes
Project Defaults for Time Personalize | Find | View All | | E First ‘&' 1of1 '») Last
Project Defaults for Time
Enabled Eg“BUSi SIOEE Project Description Activity Description Source Type Category Sul
O Q Q Q Q =
£ >
(Gsave | (St | Rl

8. Make any necessary updates to specify defaults that reduce data entry time for Travel
Authorizations, Cash Advances, and Expense Reports. The Time Defaults fields are not used.

9. Select Payment Type of Check in the Expense Defaults section to avoid having to key this
value on every expense line.

10. Select Expanded in the Accounting Detail Default View field to display the Accounting Detall
section on the Expense Report or Travel Authorization as opened instead of having to click to
open.

Note: Project ChartFields can be defaulted in the Project Defaults for Expenses section.
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11. Click the Enabled checkbox so these values default on the Travel Authorization and Expense
Report.
12. Click the Save button.

Note: Review edits on the Employee Profile Expense Employee synced from HCM to Cardinal
Financials (FIN). For additional information, please contact your HR Administrator or refer to Job
Aid titled HR351 Managing an Inter-Agency Transfer located on the Cardinal Website in Job

Aids under Learning.
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Changing the Employee Profile “Default” flag

If an employee has multiple employee records, change the default flag for the submitting agency so that
the expenses can be submitted by the related agency.

Navigate to the Update Profile page by using this path:

Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Favoriies « Main Menu - » Travel and Expenses ~ > Manage Employee Information » >  Update Profile
Employee Profile (Edit)
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by’ begins with{ x |

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

[ Acvancea searh

Find an Existing Valua | Add a New Value

1. Enter the Employee ID.
2. Click the Search button.

Rev 9/24/2022 Page 8 of 13



Accounts Payable Job Aid

/}) Cardinal

Thte Employee Profile page displays.

SW AP316 Updating an Employee Profile

Favorites Main Menu ~ > Travel and Expenses -

Employee Data ‘Organizational Data User Defaults

Jane Doe
Employee Information
*Last Name Beaver *
Telephone
*Personnel Status|Emp oyee £

Home Address
Country [USA |Q, United States
Address 1 123 Mockingbird Lane
Address 2
eVA VLIN
eVA Address ID:
City |Richmond
County
state VA Q virginia
Mailing Address
Country |USA |Q United States
Address 1
Address 2
eVA VLIN
eVA Address ID:
City
County
State Q

(5] Save ||[@h Return to Search =] Notify

Employees Data | Crganizational Data | User Defaults | Bank Accounts

¥

IManage Employee Information ~ >

Update Profile

*First Name |Bob

Employee
Base:

Payments Sent To:

'Home Address
ailing Address

Postal 23219

Postal

s Add

3.  Click the Organizational Data tab.
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The Organizational Data tab displays.

Faeories = M Many v »  Travel srd Experses = > Manage Employes bdormation = »  Uipdabe Profie
Emgioyes Data | Ovgasizatonal Dais Liser Datauts Bark Accourts
Jane Doe
Expenses Processing Data Firsd | Wi All First 'Y 1001 & Last
Valid for Expenses No waidae B Detauit Profise
L] ipnare Authorired Amaunts
Reason lor Status [ ignare Group Location Amounts
Per Dieen Amount Type [Acive Acusss ]
MR Inlormation Supervisor Information
Empiloyes Status Actve -0
Hire Date D400 Wame
OL Urit 18200 Virgrua Emgpioyme
Department 511, Finanie Ty
Hours Per Pericd | Use Butiseis Unit Detault
Default ChartFleld Values Persoraize | Fird | L) B Pt 4 1001 & Lam
Delault Charlf isld Values
"GL Ut Fand Progrem Conf Canter Tank e Awwed Ay Line 1 Agency Use T AMGahe Fand
12200 [, 09000 |Q, Tee0d a a Q Q, Q QL a
£ >
Cash Advance Lavel
* Business Uit 500000 LSO
) Specific Amount
) Nons
Expenss Role
W Seared, 30 EDENSES Mol CN D EESCCizied wiEh tha empioyes. Fease nobs Tl only ofe rols CaN De HISigred, D
amployee. "o MENEr how My ok By hold withn e compang "
EXpanss Processing Rt | v
.:"Rnrnnhnn ] hoaty L Add
4.  Update the employee profile information as appropriate.
5.  Click the Save button. Any changes made to the employee profile are saved.
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Employee Moved from One Cardinal Agency to Another Cardinal Agency

If an employee has moved to your agency from another Cardinal agency, there are several steps that
you will need to complete.

Example: If an employee is leaving Agency A and moving to Agency B

Agency A must:

Have the HR Admniistrator change the
employee status on the profile to
Terminated for your agency.

If this employee is a Supervisor
(approving other employee’s expenses
at your agency), have the HR
Admniistrator remove the employee
from the Supervisor role for all
impacted employees and update with
new Supervisor.

Delete all proxies for that employee.
For more details, see the Job Aid titled
SW AP315 Authorizing a Proxy for
an Employee located on the Cardinal
Website in Job Aids under Learning.

Agency B must:

With the implementation of Cardinal
Human Capital Management (HCM),
Expense Employee profile information
will be synced from HCM to Cardinal
Financials (FIN)

Add a proxy/proxies for the employee.
For more details, see the Job Aid titled
SW AP315 Authorizing a Proxy for

an Employee located on the Cardinal
Website in Job Aids under Learning.
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Changing an Employee Profile Status to Terminated

When an employee no longer works for your agency, there are some necessary steps to take before the
Employee Profile Status is changed to Terminated. You will need to verify all Expense transactions have
been either paid or deleted, and there are no items in the queue for the employee to approve. After this
verification, then contact the HR Administrator for HCM to update the Employee Profile to show the
employee as Terminated.

Verify there are no pending transactions
1. Runthe V_AP_EXPENSES_ IN_PROCESS query to identify any transactions in progress.
2.  Navigate to the Query Viewer page using the following path:

Main Menu > Reporting Tools > Query > Query Viewer

The Query Viewer page displays.

Favorites = ‘ Main Menu » > Reporing Tools » > Query» > Cuery Viewer

Query Viewer

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

“Search By egnswitn AP EXPENSES INPROCESS ]
Advanced Search

Search Results

*Eolder View |— All Folders - S
Query Personalize | Find | View Al | &) B8 First (0 1011 O Lagt
Query Name Description Owner Folder E#:"I]ib E:Setlo E:.['"Lto Schedule Definitional References J:S\[r’otr‘]ates
V_AP_EXPENSES_IN_PROCESS Expenses In Process Public HTML [Excel XML Schedule Lookup References Favorite

3.  Enter the Query Name V_AP_EXPENSES_IN_PROCESS.
4.  Click the Search button.
5.  The Query Name displays in the Search Results section of the page. Click the HTML link.
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The Expenses in Process query displays.

V_AP_EXPENSES_IN_PROCESS - Expenses In Process
Business Unit (% for al) 15100
Dent 1D (% for all) 1%
=
View Results
Download results in:  Excel SpreadSheet CSV TextFile XMLFile (5kb)
View All First 1-
Business Department Current Report Employee Report Total AmtDue Budget Accounting Submit  Entered By Outof Duplicates Assockated|Associated
Report Type. ™ g Approver ApproverType  ReportlD - sppys | BRIV O “name  Description Amt Employee Status  Date Date | Useid FPoicy Exst o | Advance
1 Advance 15100 95400 0000000872 Staged §0098762016% Ranger, Pete ZlassFee 250.00 250.00 1HT72016 111712016 FINUSERDM
Business
2 Advance 15100 95400 0000000873 Staged 00387620169 Ranger, Pete  Ariting 250.00 250.00 111712016 111712016 FINUSERD1
Class Fee
Registration
3 Advance 15100 95400 0000000874 Staged 00287620169 Ranger, Pete “eeand 25000 250.00 11/28/2016 11/29/2016 FINUSERDM
EXpEnses
e Submitte BUsiness
4 Ref]ort 15100 95400 UHK37558 SUPERVISOR 0000106196 for 00387620169 Ranger, Pete  Nriting 6153 6153 N 11H7/2016 111712016 FINUSERDT N N
Approval Class
Expense Duarterly
Report 15100 95400 0000106195 Staged J009B7E2016 Ranger, Pete feeting 105.30 10530V 11/30/2018 1117/2016 FINUSEROT N N
Exgense Business
] ReJ:]ort 15100 95400 0000106197 Staged 00987620169 Ranger, Pete Nriting 31188 1188V 11/30/2016 11/28/2016 FINUSERD1 N N
Class
Travel Submitte Quarterly
15100 95400 UHK37558 SUPERVISOR 0000005164 for 0098762016 Ranger, Pete 137.10 000V 111712018 1117/2016 FINUSEROT N N
Authorization Approval Megting

6. Enter your agency Business Unit in the Business Unit field.

7. Enter the Department ID of the employee that needs to be terminated or % to show all
departments.

8.  Click the View Results button to run the query.

9. Review the results to determine if the employee you need to terminate has any transaction in
progress. If so, ensure the transaction(s) are approved or deleted prior to terminating the
employee in the system.

Once all items are clear and the employee does not display on the list, you can start the process to
terminate the employee in Cardinal.

Terminate the employee in Cardinal

Contact the HR Administrator for Cardinal HCM to update the Employee Profile to show the employee as
Terminated.
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