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Cardinal Information Regarding DHRM Policy 4.10 Annual Leave Amended – Veteran’s Service

The Cardinal Project <cardinal-comms@public.govdelivery.com>
Tue 12/6/2022 2:37 PM
To: Wall, Janeen (DOA) <Janeen.Wall@doa.virginia.gov>

This communication is being sent to all HR Administrators and AM Administrators.

 
As a follow-up to the November 18, 2022 communication from the Department of Human Resources Management entitled “Policy 4.10 –
Annual Leave Amended”, Cardinal is providing early guidance for HR Administrators to enact this policy starting on 1/10/2023. 
Agencies are impacted based on how they use Cardinal. 

Agencies that use Cardinal Absence Management (AM) must make the adjustments outlined in this email, in order for the Veteran’s
service to be applied towards the annual leave accrual rate calculation and carryover limit.
Agencies that do not use Cardinal Absence Management (AM) are not required to use this field to document these adjustments.

Starting Monday, January 16, HR Administrators will use the Leave Eligibility Service Date and Previous Months of Service fields on
the Employment Data page (accessed from Job Data) to update the annual leave accrual rate in Cardinal. 
 
Important: In order for the adjustment to the leave accrual to be reflected timely and accurately, the adjustments cannot occur until after
the leave period ending January 9 is finalized on January 16.  Adjustments to the data must be completed prior to Tuesday, January
31, for the finalization of the leave period ending January 24.
 
Please see the screenshot below, which highlights these fields. 

 

 
For additional information regarding determining Previous Months of Service and making leave eligibility service date adjustments, please
review the HR351 – Impacts in Breaks in Service Overview and HR351 – Impacts in Breaks in Service Calculator.
 
Questions?
Please review the DHRM communication, the revised Policy 4.10 – Annual Leave, and the Cardinal job aids shown above.

For questions regarding determining prior service and/or the Veteran’s service into Previous Months of Service, please submit an
email to Policy@DHRM.Virginia.gov.
For questions or assistance with applying Previous Months of Service in Cardinal, please submit a help desk ticket
to vccc@vita.virginia.govand include “Cardinal - …” in the subject line with a brief summary for routing.  In the email, provide
detailed information about your issue (i.e., functional area, page, actions, error message).  Be sure to include your name, email
address, and a phone number where you can be reached.

 

Regards,

The Cardinal PPS HR Team

 

https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDAsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMjEyMDYuNjc3NzExMDEiLCJ1cmwiOiJodHRwczovL2NvbnRlbnQuZ292ZGVsaXZlcnkuY29tL2FjY291bnRzL1ZBREhSTS9idWxsZXRpbnMvMzM4YjFkZSJ9.9yjqyvU35zi83XIWZgo7mbB7ZgxG5lVCJhIVcDia5Bw/s/2166752806/br/149709603712-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDEsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMjEyMDYuNjc3NzExMDEiLCJ1cmwiOiJodHRwczovL3d3dy5jYXJkaW5hbHByb2plY3QudmlyZ2luaWEuZ292L3NpdGVzL2RlZmF1bHQvZmlsZXMvMjAyMS0wNy9IUjM1MV9JbXBhY3QlMjBvZiUyMEJyZWFrcyUyMGluJTIwU2VydmljZSUyME92ZXJ2aWV3LnBkZiJ9.w6isktQbthhkHvX9Bw34g_b89wlh_8tEY6-rxF4h4mc/s/2166752806/br/149709603712-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDIsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMjEyMDYuNjc3NzExMDEiLCJ1cmwiOiJodHRwczovL3d3dy5jYXJkaW5hbHByb2plY3QudmlyZ2luaWEuZ292L3NpdGVzL2RlZmF1bHQvZmlsZXMvMjAyMi0wOS9IUjM1MV9JbXBhY3QlMjBvZiUyMEJyZWFrcyUyMGluJTIwU2VydmljZSUyMENhbGN1bGF0b3IueGxzeCJ9.HfUDYSG6wLkJQC2OXNSFLpb5wg3crIOiLgtIBrzYNBU/s/2166752806/br/149709603712-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDMsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMjEyMDYuNjc3NzExMDEiLCJ1cmwiOiJodHRwczovL2NvbnRlbnQuZ292ZGVsaXZlcnkuY29tL2FjY291bnRzL1ZBREhSTS9idWxsZXRpbnMvMzM4YjFkZSJ9.3rqUKCkO_FKRqT1NantZg0PMEvnlGbnm3F2gayBmzLI/s/2166752806/br/149709603712-l
https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDQsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMjEyMDYuNjc3NzExMDEiLCJ1cmwiOiJodHRwczovL3d3dy5kaHJtLnZpcmdpbmlhLmdvdi9ocnBvbGljaWVzIn0.XguMO6sT_Yfrw45t4JHmbVtlR8-6_RzoOwNFwRO3y3s/s/2166752806/br/149709603712-l
mailto:Policy@DHRM.Virginia.gov
mailto:vccc@vita.virginia.gov


12/16/22, 2:21 PM Mail - Wall, Janeen (DOA) - Outlook

https://outlook.office365.com/mail/deeplink?popoutv2=1&version=20221202007.16&view=print 2/2

This email was sent to janeen.wall@doa.virginia.gov using govDelivery Communications Cloud on behalf of: The Cardinal Project · 6800 Paragon Place, 3rd Floor • Richmond, VA 23230

https://lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDUsInVyaSI6ImJwMjpjbGljayIsImJ1bGxldGluX2lkIjoiMjAyMjEyMDYuNjc3NzExMDEiLCJ1cmwiOiJodHRwczovL3N1YnNjcmliZXJoZWxwLmdyYW5pY3VzLmNvbS8ifQ.a1430N43CKzOU31ujvUuxu4ONwguonBakJOyDTqp05M/s/2166752806/br/149709603712-l

