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Revision History 
Revision Date Summary of Changes 

5/30/2025 Updated the Employee Data Change Audit Report and updated the associated 
screenshots. 

4/29/2025 New Compensation Analysis Query added. 

2/4/2025 Baseline 
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Learning Materials and Resources 
 
The Cardinal HCM Human Resources Reports Catalog covers the Human Resources (HR) 
functional area.  Each functional area contains queries and reports specific to that area.   
 
Note: Since reports and queries may be used by more than one functional area, if you do not find the 
report or query in your functional area, please use the Find feature (ctrl F) to search the other Cardinal 
HCM Reports Catalogs, as the report or query may be located in a different functional area.  
 
After reviewing this Cardinal HCM Human Resources Reports Catalog, if any additional information 
or guidance is needed, please refer to the following: 
 

• Cardinal SW NAV225 Cardinal Reporting (HCM):  This Web Based Training (WBT) course 
provides training and interactive demonstrations that cover the fundamentals of how to run or 
access reports and queries. This course is available in Cardinal Learning and on the Cardinal 
Website.   The course provides: 
 
− Key concepts in Cardinal HCM reporting 

 
− How to navigate to the Query Viewer, how to search for and run an HCM query and how to 

access query results online or by download 
 

− How to run HCM reports and how to navigate to the Report Manager and view reports 
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Human Resources Queries 
 
 

Mass Upload Queries  
V_HR_JOB_MASS_DATA_CHANGE 
V_HR_PERFORMANCE_RATING 
V_HR_POS_FUNDING_MASS_LOAD 
V_HR_REWARD_RECOGN_MASS_DATA 
V_HR_TELEWORK_MASS_UPLOAD 

V_TA_LEAVE_BAL_ADJ 
V_GENL_DEDUCTION_MASS 
V_ADDLPAY_MASS 
 
REVISED:  12/22/2023 
 
DESCRIPTION: 
The Mass Upload Queries are covered in the Performing a Mass Upload Job Aid, located on the 
Cardinal website under Learning.  Please refer to this Job aid for assistance when processing mass 
uploads. 
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Active Written Agreement Query  
V_HR_ACTIVE_WRITTEN_AGREEMENTS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies employees with a written agreement for leave awards, bonuses, and other types 
recorded on the Rewards and Recognition page.    
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > 
V_HR_ACTIVE_WRITTEN_AGREEMENTS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit (Leave Blank for All) 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Active Written Agreement Query 
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Additional Pay/Comp Rate Query  
V_HR_ADDLPAY_COMPRT 
REVISED:  03/20/2023 
 
DESCRIPTION: 
This query provides details of all active Additional Pay for employees and can be used to validate that 
temporary payments have been entered correctly. VRS and PRW earning codes are excluded from this 
query. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_ADDLPAY_COMPRT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit  
Department ID  
Employee ID 
Employee Classification 
 

HTML 
Excel 
 

 
Screenshot of the Additional Pay/Comp Rate Query 
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Additional Pay Mass Upload Query  
V_Addlpay_Mass 
REVISED:  5/10/2024 
 
DESCRIPTION: 
This query provides details of all active Additional Pay for employees and can be used to validate that 
temporary payments have been entered correctly. VRS and PRW earning codes are excluded from this 
query.  Agencies should use this extract to provide the information needed to populate the data 
changes to the PY361_Additional Pay Mass Upload Template. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_ADDLPAY_MASS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit  
Department ID  
*Earn Code 
*As of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Earn Code and As of Date fields are required fields. 
 
Screenshot of the Additional Pay Mass Upload Query 
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Cardinal HRPY Reconciliation Query 
V_HR_REW_PAY_RECON 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used to reconcile monetary rewards and recognitions (bonuses) awarded to the employee 
versus what is paid through Single Use Payroll Online Transactions (SPOT) and Addl Pay tools in 
Payroll. The report compares the sum of the rewards and recognition paid in Payroll (paid check) to the 
recorded sum on the rewards and recognition page in a given date range.  If the sums match, results 
do not display.  If the sums do not match, results display all transactional history for that employee.   
 
End users are Agency HR, Agency PY, and Department of Human Resource Management (DHRM). 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_REW_PAY_RECON 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department 
Employee ID 
From Date 
To Date 
 

HTML 
Excel 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Cardinal HRPY Reconciliation Query 
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Cardinal Compensation Analysis Query 
V_HR_COMP_CHANGE_ANALYSIS 
 
 
REVISED: 04/25/2025 
 
DESCRIPTION: 
This query can be utilized when retroactive compensation rates are changed on job data. The query will 
provide the state, non-state, and special pay compensation rates before the effective date of the 
retroactive change(s). This query will also provide the amount of the change, and all changes within the 
date range selected. This query may be used by both payroll and HR offices to identify any retroactive 
compensation rate changes that may require SPOT transactions to make employees’ pay whole. 
 
NAVIGATION PATH: 
NavBar > Main Menu > Reporting Tools > Query > Query Viewer > 
V_HR_COMP_CHANGE_ANALYSIS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit (Leave Blank for All) (optional) 
Department (Leave Blank for All) (optional) 
Employee Type (Leave Blank for All) (optional) 
From Date (required) 
To Date (required) 

HTML 
Excel 
 
 
 
 

 
Screenshot of the Compensation Analysis Query 
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Compensation Frequency Compare Query 
V_HR_COMP_FREQ_COMPARE 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query of job data is used to make sure compensation frequency values are correct.  It is used to 
identify active employees where Employee Type indicates Salary and the Compensation Frequency is 
not equal to semi-monthly.   
 
Agency HR Administrators and DHRM have access to this query. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_COMP_FREQ_COMPARE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit (Leave Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields. 
 
Screenshot of the Compensation Frequency Compare Query 
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Department Budget Carry Over Errors Query (RPY543) 
V_PY_NEWFY_ROLLOVER_ERRORS 
 
REVISED:  06/06/2024 
 
DESCRIPTION: 
This query will provide a list of any generated errors, within a specified business unit, when bringing the 
old fiscal year Chartfield Values forward into the new fiscal year on the Department Budget table.  
 
Users can use the report to determine whether corrections to the new department-position funding are 
needed. The report can be run ad hoc for the specified business unit. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_PY_NEWFY_ROLLOVER_ERRORS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Year 
Business Unit 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Year is a required field.  

 
Screenshot of the Department Budget Carry Over Errors Query 
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Dept-Posn Funding Mass Upload Query 
V_HR_Pos_Funding_Mass_Load 
 
REVISED:  12/19/2023 
 
DESCRIPTION: 

Agencies should use this extract to provide the information needed to populate the data changes to the 
Department Position Funding Mass Upload Template. 

  
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_POS_FUNDING_MASS_LOAD 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

*As Of Date 
SETID (Leave Blank for All) 
DEPTID (Leave Blank for All) 
FISCAL YEAR (Leave Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date field is required. 
 
 
Screenshot of the Department-Position Funding Mass Upload Query 
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Disciplinary Actions Audit Query 
V_HR_DISC_ACTIONS_AUDIT 
 
REVISED:  12/19/2023 
 
DESCRIPTION: 
This query details changes made on the Disciplinary Actions pages to identify changes/corrections 
made to written notices and disciplinary actions.  This query also provides who made the changes and 
when. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_DISC_ACTIONS_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Blank for All) 
Department (Blank for All) 
Employee ID (Blank for All) 
From Date 
To Date 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Disciplinary Actions Audit Query 
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Disciplinary Actions (Detailed) Query  
V_HR_DISC_ACTIONS_DETAIL 
 
REVISED:  1/11/2023 
 
DESCRIPTION: 
This query lists written notices and disciplinary actions along with relevant employee demographic data. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_DISC_ACTIONS_DETAIL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Blank for all) 
Department ID (Blank for all) 
Employee ID (Blank for all) 
**From Date 
**To Date 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Disciplinary Actions (Detailed) Query 
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Disciplinary Actions History Query  
V_HR_DISC_ACTIONS_HISTORY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides disciplinary action history by employee.  Written notices are shown as active or 
inactive based on whether the expiration date has passed.   
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_DISC_ACTIONS_HISTORY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Employee ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Employee ID field is a required field.  
 
Screenshot of the Disciplinary Actions History Query 
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EEO4 State and Local Government Listing Query  
V_HR_EEO4_STATE_AGENCY_LIST 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides a list of agencies that are included in the centralized federally-required EEO-4 
report (State and Local Government Report) due in September in odd-numbered years. Agencies may 
use this report to confirm that Cardinal and DHRM will be submitting EEO4 data to the EEOC on their 
behalf.   
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_EEO4_STATE_AGENCY_LIST 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

 (none) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
No input fields are required to generate this query.  
 
Screenshot of the EEO4 State and Local Government Listing Query 
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Emergency Contact Query  
V_HR_EMERGENCY_CONTACT 
 
REVISED:  6/2/2023 
 
DESCRIPTION: 
This query is used to view emergency contact information. It indicates when changes were made to an 
emergency contact. This query should be run on a recurring basis to ensure personnel files contain up 
to date emergency contact information. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_EMERGENCY_CONTACT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
No input fields are required to generate this query.  
 
Screenshot of the Emergency Contact Query 
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Employee Data Upload Error Query  
V_HR_EMPLOYEE_UPLOAD_ERROR 
 
REVISED:  2/4/2025 
 
DESCRIPTION: 
The query will select the data from HR003 Employee Data Upload Error Table and generate the data 
into a workable excel file that includes error and warning messages. The current HR005 Employee 
Data Upload Error report pdf version will be the model for the new report. Further, this query is used to 
research and review Employee Upload Errors based on user requests.    
 
This query will provide interfacing agencies the ability to view Employee Data Upload errors created 
when loading data from agency systems into Cardinal.  The Agency HR, DHRM, and PPS will be the 
primary audience for the use of this query. This new query will supplement, not replace the existing 
VHRR005 Error Report. It will be used to produce excel (or any format supported by query) output to 
allow end user to manipulate data as needed.   
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_EMPLOYEE_UPLOAD_ERROR 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (required)  
Company (Optional)  
Date From (Required)  
Date To (Required: must be > or = to Date From)  
 

HTML 
Excel 
CSV 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required.  This query may be run by submitting agencies only, not by 
child agencies who do not have access to submitting agencies data.  The Business Unit parameter is 
the submitting agency business unit and the Company may be specified if multiple companies are 
included within the submitting agency’s purview. 
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Screenshot of the Employee Data Upload Error Query 
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Employees with Temporary SSNs Query  
V_HR_TEMP_SSN 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This custom query is used to monitor employees with temporary social security numbers (SSN). In 
Cardinal, temporary SSNs begin with a 907 and were assigned by Virginia Retirement System (VRS) 
for salaried employees or by DHRM for hourly employees. The user can monitor and take action on 
SSNs that need updating.  
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_TEMP_SSN 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit  
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields for this query. 
 
Screenshot of the Employees with Temporary SSNs Query  
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EPR Audit Query  
V_HR_EPR_AUDIT_Query 
 
REVISED:  12/05/2024 
 
DESCRIPTION: 
This is an audit query that identifies changes made to the EPR tool by agency.  This query includes 
date and time of EPR tool changes, user ID and name of person who made the change, and the fields 
on the page that were changed including value before and after change made.  Also provided is the 
user ID and name of who certified the EPR data for said month. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_EPR_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
No input fields are required to generate this query.  
 
Screenshot of the EPR AUDIT QUERY 
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EPR Certification Query  
V_HR_EPR_CERT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies which agencies have not certified the Employee Position Reports (EPR) process 
for the month.   
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_EPR_CERT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
No input fields are required to generate this query.  
 
Screenshot of the EPR Certification Query 
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EPR Data Validation Query  
V_HR_EPR_DATA_VALIDATION 
 
REVISED:  12/06/2024 
 
DESCRIPTION: 
This query is used by agencies to validate that their EPR data is accurate prior to completing the 
certification process.  The query provides a detailed spreadsheet of job and position department default 
funding data results for all filled positions as of the end of the month.  Results should then be summed 
and filtered by reporting category, General vs Non-General funding, position type, and employee class. 
This query provides details regarding split funded positions that are filled; therefore, an employee may 
be returned on multiple rows of this query to include percentages within each fund or program code. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_EPR_DATA_VALIDATION 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
No input fields are required to generate this query.  
 
Screenshot of the EPR Certification Query 
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HR Location Code Query  
V_HR_LOCATION_CODE QUERY 
 
REVISED:  1/30/2024 
 
DESCRIPTION: 

This query displays all the active and inactive location codes by business unit.  Agency HR can use this 
query to extract location codes within their agency. 

NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_LOCATION_CODE 
 
INPUT / SEARCH CRITERIA: 

 
OUTPUT FORMAT: 

Business Unit (Blank for all) 
Status (Blank for all)  
 

HTML 
Excel 
 

 
Screenshot of the Location Code Query 
 

 

 
“This query displays all the active and inactive location codes by business unit.  
 
Agency HR can use this query to extract location codes within their agency.” 
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Job Code Table Query  
V_HR_JOBCODE_SALARY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query lists active job codes and related information including the date on which they are effective, 
and the associated salary Minimum and Maximum range.   
 
HR Administrators and DHRM Operations use this query as a reference tool of the Job Code Data 
Table. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_JOBCODE_SALARY  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Set ID HTML 
Excel 
XML 

ADDITIONAL INFORMATION: 
The Set ID field should always be ‘STATE’, not the agency Set ID. This field is a required field and 
cannot be left blank. 
 
Screenshot of the Job Code Table Query  
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Job Data Query  
V_HR_JOB_QUERY 
 
REVISED:  11/20/2024 
 
DESCRIPTION: 
This query provides current job and employee demographic details by action and action reason based 
upon the As of date generated. This query may not show future dated hires. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_JOB_QUERY  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

*As of date 
Business Unit (Leave Blank for All)  
Dept ID (Leave Blank for All) 
Action (Leave Blank for All) 
Reason (Leave Blank for All) 
VPA Only (Leave Blank for All) 
Empl_Type (Leave Blank for All) 
Job Code (Leave Blank for All) 
SOC (Leave Blank for All) 
HR Status 
 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
As of date field is a required field.  
 
Screenshot of the Job Data Query 
 

 
 
Screenshot of the Job Data Query (scrolled right) 
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Job Mass Update Query  
V_HR_JOB_MASS_DATA_CHANGE QUERY 
 
REVISED:  12/19/2023 
 
DESCRIPTION: 
This query Is used to get the most current effective dated row of job data as a starting point for building 
a Job Data Mass Upload file.  Additional guidance is provided on the Job Data Mass Upload Template. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_JOB_MASS_DATA_CHANGE  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

*As of date 
Unit  
Dept ID  
 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
As of date field is a required field.  
 
Screenshot of the Job Mass Update Query 
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Screenshot of the Job Mass Update Query (scrolled right) 
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Legislative Salary Increase Query  
V_HR_LEG_SALARY_INC QUERY 
 
REVISED:  10/11/2024 
 
DESCRIPTION: 

This query is configured to identify employee's eligible for salary increases based upon requirements 
published in the DHRM Fiscal (FY) Authorizations and Compensation Memorandum. This automated 
tool should be used by the agency to evaluate, verify, and process salary increases. This query is also 
used to retrieve legislative salary Increases that were processed in previous cycles after those cycles 
have been closed. 

NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_LEG_SALARY_INC  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

*Salary Increase Cycle 
Business Unit  
Department (Optional) 
Salary Admin Plan (Optional) 
Employee ID (Optional) 
System Block Only (checkbox) 
Errors Only (checkbox)  
 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
Salary Increase Cycle field is a required.  
 
Screenshot of the Legislative Salary Increase Query 
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Missing Email Query   
V_HR_MISSING_EMAIL 
 
REVISED:  07/26/2022 
 
DESCRIPTION: 
This query lists employees that are pending the assignment of a business email and those employees 
who have an employee provided email of “noemail@virginia.gov".  No other variations of this email 
address will show up in this query. Without a valid email address, the employee will not be able to log 
into Cardinal. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_MISSING_EMAIL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Email Option 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Email Options are Agency Provided Email (A), Employee Provided Email (E) or Pending Agency 
Provided Email (P).  The report displays only the business units the user has access to.   
 
Screenshot of the Missing Email Query  
 

 
 

  

mailto:noemail@virginia.gov
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Multiple Active Jobs Query  
V_HR_MULT_JOBS_QRY 
 
REVISED:  06/28/2024 
 
DESCRIPTION: 
This query lists employees that have multiple active job records either in the same agency or different 
agencies (including employees on leave, layoff, or other active statuses).   
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_MULT_JOBS_QRY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Bus Unit (Leave Blank for All) 
Employee ID (Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of the Multiple Active Job Query 
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Performance Ratings Audit Query 
V_PERFORMANCE_RATINGS_AUDIT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query details changes made on the Performance Ratings page including deleted rows.  Results 
include performance ratings fields, user ID/username of person who made the change, and the date the 
change was made.  
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_PERFORMANCE_RATINGS_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department ID 
Employee ID 
From Date 
To Date 

Excel 
CSV 

 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Performance Ratings Audit Query 
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Performance Ratings Mass Upload Query 
V_PERFORMANCE_RATING 
 
REVISED:  12/19/2023 
 
DESCRIPTION: 
This query should be used by the Agency HR to extract the necessary data to populate the data 
changes to the HR371_Performance Rating Mass Upload Template. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_PERFORMANCE_RATING 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
*Effective Date 
*Rating Type 
*Rating Cycle 

Excel 
CSV 

 
ADDITIONAL INFORMATION: 
Effective Date, Rating Type and Rating Cycle fields are required.  
 
 
Screenshot of the Performance Rating Mass Upload Query 
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Personal Data Query  
V_HR_PERSONAL_DATA 
 
REVISED:  6/28/2024 
 
DESCRIPTION: 
This query displays personal data and employment status as of a specific date.   The Exclude Contact 
Information field was added to assist agencies with identifying employees whose contact information is 
omitted from employee and active directory extracts.  This query may not return personal data if the 
hire is future dated. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_PERSONAL_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Bus Unit (Leave Blank for All) 
Dept ID (Leave Blank for All) 
Emp Status ((Leave Blank for All) 
Empl Type (Leave Blank for All) 
VPA Only (Leave Blank for All) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
As of Date field is a required field. 
 
Screenshot of the Personal Data Query  
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Screenshot of the Personal Data Query (scrolled right) 
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Position Data Information Query  
V_HR_POSITION_DATA 
 
REVISED:  1/11/2024 
 
DESCRIPTION: 
This query provides an extract of position data for Agency HR Administrators and DHRM Operations.  
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_POSITION_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Bus Unit (Leave Blank for All) 
Deptid (Leave Blank for All) 
Posn# (Leave Blank for All) 
Title (Leave Blank for All) 
Full/Part (Leave Blank for All) 
Pos Status (Leave Blank for All) 
Status (Leave Blank for All) 
Job Code (Leave Blank for All) 
Grade (Leave Blank for All) 
SOC (Leave Blank for All) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
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Screenshot of the Position Data Information Query 
 

 
 
Screenshot of the Position Data Information Query (scrolled right) 
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Position Data Upload Error Query  
V_HR_POSITION_DATA_UPLOAD_ERROR 
 
REVISED:  2/4/2025 
 
DESCRIPTION: 
This query will select the data from HR006/RHR041 Position Data Upload Error Table and generate the 
data into a workable excel file that includes error and warning messages. Further, this query is used to 
research and review Position Upload Errors.  The Agency HR, DHRM, Payroll Service Bureau and 
PPS.  
 
This query will provide interfacing agencies the ability to view Position Data Upload errors created when 
loading data from agency systems into Cardinal.  This query is used to produce excel (or any format 
supported by query) output to allow end user to manipulate data as needed. 
  
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_POSITION_UPLOAD_ERROR 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Required) 
Company (Leave Blank for All)  
Date From (Required)  
Date To (Required: must be > or = to Date From) 

HTML 
Excel 
CSV 
 

  
ADDITIONAL INFORMATION: 
From Date and To Date fields are required.  This query may be run by submitting agencies only, not by 
child agencies who do not have access to submitting agencies data.  The Business Unit parameter is 
the submitting agency business unit and the Company may be specified if multiple companies are 
included within the submitting agency’s purview. 
 
Screenshot of the Position Data Upload Error Query 
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Position Default Funding Query  
V_HR_POSN_DFLT_EMPL_DATA 
 
REVISED:  11/01/2024 
 
DESCRIPTION: 
This query pulls Position and/or Department Level Default Funding for incumbents and includes the 
employee's name, position number, and pay rate (compensation).  This query is used by HR 
Administrators and Budget Processors to verify position type, funding, and distribution percentages.  
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_POSN_DFLT_EMPL_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Business Unit (Blank for All) 
Department (Blank for All) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
Screenshot of the Position Default Funding by Employee 
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Privatization Query  
V_HR_PRIVATIZED 
 
REVISED:  0/15/2021 
 
DESCRIPTION: 
This query identifies positions with the Privatization Flag checked within a given time period.  This 
query is for DHRM to monitor positions that have been privatized.  
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query Viewer - Search V_HR_PRIVATIZED 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit (Leave Blank for All) 
As Of Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date field is a required field. 
 
Screenshot of the Privatization Query 
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Rewards and Recognition Audit Query 
V_HR_REWARD_RECOG_AUDIT 

REVISED:  12/20/2023 
 
DESCRIPTION:  This query will display details of all changes to Rewards and Recognition including the 
user ID and name of the person who made the change, the date of the change, and the action (Add, 
Delete, or Update).  The end users of this query will be DHRM and Agency HR. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query Viewer - Search V_HR_REWARD_RECOG_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Bus Unit (Leave Blank for All) 
*From Date 
*To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required. 
 
 
Screenshot of the Rewards and Recognition Audit Query 
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Rewards and Recognition Query 
V_HR_REWARD_RECOGN_MASS_DATA 
 
REVISED:  08/25/2023 
 
DESCRIPTION: 

This query serves two different purposes: 

1. New Reward checked: used to extract employee data needed to begin building a Rewards and 
Recognition Mass Upload Template. Additional instructions are provided on the Template.  

2. New reward not checked: used as a query to provide employee rewards already entered, including 
amounts Authorized and Paid. 

 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query Viewer - Search 
V_HR_REWARD_RECOGN_MASS_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

*As of Date 
Bus Unit (Leave Blank for All) 
Department (Leave Blank for All) 
Reward Type (Leave Blank for All) 
*New Reward 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date and New Reward fields are required. 
 
 
Screenshot of the Rewards and Recognition Mass Query 
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Rewards Review Query 
V_HR_REWARDS_TRANSACTIONS 
 
REVISED:  08/1/2024 
 
DESCRIPTION: 

This query should be used by Agency HR, DHRM, PPS and PSB, to identify employees that may be 
eligible for rewards and recognition using the timeframe the reward(s) data was entered (the date 
keyed, not the effective date) in the Rewards page in Cardinal.  The results of this query do not include 
leave reward data only entered in Absence Management. 

 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query Viewer - Search V_HR_REWARDS_TRANSACTIONS 
 
INPUT / SEARCH CRITERIA: 

 
OUTPUT FORMAT: 

*Start Date 
*End Date 
Business Unit (Blank for All) 
Department (Blank for All) 
Reward Type (Blank for All) 
Reward Cat (Blank for All) 
Empl Type (Blank for All) 
VPA Covered (Blank for All) 
Emplid (Blank for All) 
Empl Class (Blank for All) 
HR Status (Blank for All) 
 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Start Date and End Date fields are required. 
 
Screenshot of the Rewards Review Query 
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Salary Grade Query  
V_HR_SAL_GRADE 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 

This query provides existing Salary Plan structures associated with the Agency Head (AH), as well as 
VPA Statewide (SW), and Northern Virginia (NV) Salary Plans using SET ID = STATE.   The Salary 
Plans of FA, WG, and UG are set up under their respective Job Codes and can be reviewed using the 
V_HR_JOBCODE_SALARY_query. 

 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query Viewer > V_HR_SAL_GRADE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Set ID 
Salary Plan 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields for this query. 
 
Screenshot of the Salary Grade Query 
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Salary Grade/Step Query  
V_HR_SALARY_GRADE_STEP_QUERY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides existing step structures within agencies that are using salary steps. If access to 
multiple agencies, the table configuration values displays for all applicable Business units.   
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > 
V_HR_SALARY_GRADE_STEP_QUERY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Set ID (blank for all) 
Salary Plan (blank for all) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields for this query. 
 
Screenshot of the Salary Grade/Step Query 
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Teleworker Mass Upload Query  
V_HR_TELEWORK_MASS_UPLOAD 
 
REVISED:  12/20/2023 
 
DESCRIPTION: 

This query will extract telework agreement data from Cardinal.  Agencies should use this query to 
extract the information needed to populate the data changes to the HR520_Teleworker Mass Upload 
Template.   

 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_TELEWORK_MASS_UPLOAD 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

*As Of Date 
Business Unit (blank for all) 
Department (blank for all) 
*New Telework Agreement (checkbox) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As Of Date is a required fields for this query. 
 
Screenshot of the Teleworker Mass Upload Query 
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Seniority Date Review Query  
V_HR_CMPNY_SENIORITY_DT_REVIEW 
 
REVISED:  12/20/2023 
 
DESCRIPTION: 
This query identifies changes made to the company seniority date, which is automatically updated 
when an Agency HR Administrator changes the Annual Leave Eligibility Date on the Job Data, 
Employment Data page.  Agencies should use this query to identify missing Leave Eligibility and 
Company Seniority dates as well as who changed these date fields and when, because these fields 
populate to Absence Management and drive the employee leave accrual rates. 
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > 
V_HR_CMPNY_SENIORITY_DT_REVIEW 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Department ID 
Employee ID 
From Date 
To Date 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
Business Unit, From Date and To Date fields are required fields.  
 
Screenshot of the Seniority Date Review Query 
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Terminated Employee Query for DGS 
V_HR_DGS_TERM_EMPLOYEES 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides Department of General Services (DGS) the ability to identify terminated employees 
to support building security access.  
 
NAVIGATION PATH: 
NavBar > Menu > Reporting Tools > Query > Query Viewer > V_HR_DGS_TERM_EMPLOYEES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business (Blank for All) 
From Date 
To Date 

HTML 
Excel 

 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Terminated Employee Query for DGS 
 

 
 
 
 

  



 
 

Rev 5/30/2025  Page 52 of 135 
  

Human Resources Reports 
 
 
<This page is intended to be blank> 
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Action Reason Validation Report (RHR489) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report shows Job Data changes that are inconsistent with the definition of the action/action reason 
for classified employees only.  The report only shows rows where the defined field level criteria were 
not met, such as a promotion transaction where the employee did not experience the required change 
in pay band/grade.  Agencies and DHRM should use this report to identify transactions that do not 
comply with the DHRM Compensation policy and pay practice guidelines. 
 
This report is used by Agency and Department of Human Resource Management (DHRM) HR staff to 
ensure actions comply with the Compensation Policy for Classified Employees.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Action Reason Validation 
Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
From Date 
To Date 
 

PDF 
 

Screenshot of the Action Reason Validation Report Run Control page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Action Reason Validation Report 
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Compensation Eligibility Report (RHR361) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report monitors eligibility for compensation changes.  The report displays three years of 
performance data and displays gross earnings and bonus balances for year to date.   
 
Agency and DHRM HR Subject Matter Experts (SMEs) and Managers use this report to validate 
eligibility for legislatively mandated and other compensation changes.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Compensation Eligibility Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Department ID (Leave Blank for All) 
Employee ID  
Virginia Personnel Act (VPA) Only? (checkbox) 

Excel 

 
Screenshot of the Compensation Eligibility Report Run Control Page 
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Screenshot of the Compensation Eligibility Report 
 

 
 
Screenshot of the Compensation Eligibility Report (scrolled right) 
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Compensation Levels by Job Code and SOC Report (RHR427) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is used to analyze compensation levels detailed by Job Code, Standard Occupational 
Classification (SOC) Code, or both.  Once the compensation data is detailed by the desired code, the 
report displays the information by average, min, mid, median, max, and quartiles. Process this using 
the agency BU for agency-wide quartile data.  Leave the BU field blank for statewide quartile data. 
 
The end users are Agency HR and DHRM HR Staff.   
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Comp Levels by Job Code & 
SOC  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave blank for all) 
As of Date 
Department (Leave blank for all) 
VPA Only (checkbox) 
Radio button for Code Level (Job Code, SOC 
Code, or Both) 
 

Excel 
 

Screenshot of the Compensation Levels by Job Code and SOC Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
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Screenshot of the Compensation Levels by Job Code and SOC Report 
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COVA Personnel Actions History Report (RHR086) 
 
REVISED:  1/11/2024 
 
DESCRIPTION: 
This is a custom report listing all employees within a Business Unit affected by job actions that were 
entered by a user between the From and To date requested in the report parameters.  This report is 
used by agencies to populate and research multiple rows of historical job data for audit and analysis 
purposes.  The report run control page provides the ability to drill into specific actions or to run 
populating all actions within a specific period of time.  The Show Components checkbox will return the 
Compensation Salary Plan level (STATE vs BU alternate plan) 
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > COVA Personnel Actions 
History  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
Thru Date 
Show Components 
Company 
Actions 
 

CSV 
HTM 
PDF 

Screenshot of the COVA Personnel Actions History Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
Select CSV on the Process Scheduler and the report will be provided as a .csv download for use 
in Excel. 
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Screenshot of the COVA Personnel Actions History Report 
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Demotions with Salary Increase Report (RHR491) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This audit report shows intra-agency and inter-agency demotions (reductions in grade) with salary 
increases for classified employees only.  The report displays relevant field level change information.  
 
This report is used by Agency and DHRM HR staff to ensure Compensation Pay actions comply with 
the Compensation Policy for Classified Employees.   
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Demotions with Salary 
Increase  
 
INPUT / SEARCH CRITERIA OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
From Date 
To Date 
 

PDF 
 

Screenshot of the Demotions with Salary Increase Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
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Screenshot of the Demotions with Salary Increase Report 
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Disciplinary Actions Summary Report (RHR248) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report summarizes counts of disciplinary actions by Business Unit and by Department.  Report 
includes percent of employees with disciplinary actions by type and by Department, and also rolls up by 
agency and statewide for DHRM use. 
 
This report includes sensitive information, and therefore, access to generate this report is limited to 
specific user roles.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Labor Administration > Reports > Disciplinary Actions 
Summary  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave blank for all)  
From Date  
To Date 

PDF* 

 
Screenshot of the Disciplinary Actions Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
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Screenshot of the Disciplinary Actions Summary Report 
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EEO Data Reports (RHR198) 
 
REVISED:  01/15/2025 
 
DESCRIPTION: 

This Equal Employment Opportunity (EEO) reports display counts and percentages for federal reporting 
purposes of the employee population based on selected data prompts.  These reports replace the 
following DHRM legacy system reports: pm7260, pm7250, pme210, pme220. 

1. The EEO Data Report returns a compilation of employee demographic data and percentages by 
SOC code. 

2. The EEO Salary Report returns employee demographic data and totals by annual compensation 
ranges. 

3. The EEO Role Report returns employee demographic data and totals by Role/Job Code. 

 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > EEO Data Reports 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

VPA Only (checkbox) 
Report Selection (checkbox) 
As of Date 
Business Unit 
Department 
Job Code 
SOC Code 
 

HTML 
Excel 
CSV 
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Screenshot of the EEO Data Reports Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.   
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Screenshot of the EEO Data Report 
 

 
 
Screenshot of the EEO Salary Report 
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Screenshot of the EEO Role Report 
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Employee Activity Report (RHR223) 
 
REVISED:  10/4/2022 
 
DESCRIPTION: 
This report generates a one page change document for either Personal or Job transactions. This report 
is printable to be filed in the employee personnel file upon completion of Job or Personal Data 
transactions made. Report validates changes to employee personal and job data (e.g., Job change, 
Salary Change, Marital Status change, Address change, employee Standard Hours change).   
 
Only HR Administrators who key transactions need access.   This report should be generated and used 
when a reviewer signs off on validation of completed transactions prior to filing in personnel file with 
supporting documentation.  This report includes sensitive information, and therefore, access to 
generate this report is limited to specific user roles. 
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Employee Activity Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Employee ID  
Employee Record Number  
Effective Date  
Effective Sequence  
‘Personal’ or ‘Job Change’ (radio button) 

PDF 

 
Screenshot of the Employee Activity Report Run Control Page 
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ADDITIONAL INFORMATION: 
Employee Record field and Effective Sequence field default to “0”, but can be updated.  Employee 
ID, Employee Record, Effective Date and Effective Sequence fields are all required fields. Personal 
Change or Job Change radio button must be selected.  
 
Screenshot of the Employee Activity Report 
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Employee Data Change Audit Report (RHR002) 
 
REVISED:  05/30/2025 
 
DESCRIPTION: 
This report displays relevant Job and payroll Data fields, such as comp rate, empl status, HR Status, 
direct deposit, and Dept that were changed within a date range to review and ensure there are no HR 
transactional or pay discrepancies.  The report includes the employee’s name, ID, details old and new 
values, and HR Administrator that made change.   
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Employee Data Change 
Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date   
End Date  
Business Unit  
 

CSV (use checkbox option on Run Control) 
HTM 
PDF 

Screenshot of the Employee Data Change Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  If the Business Unit field is left blank, the report 
displays all business units the user has access to.   
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Screenshot of the Employee Data Change Audit Report  
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Employee Data Upload Error Report (RHR005) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This custom error report provides details regarding errors for agencies who are interfacing employee 
demographic (HR003) information. This report should be reviewed, and errors addressed quickly in 
order to minimize corrections requests, which require Cardinal Post Production Support (PPS) tickets 
through the VITA Customer Care Center (VCCC).  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Employee Data Upload 
Error Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Output to File Server (checkbox)) 
Tree Name BU_HR003_EXT 
How Specified Detail – Selected Parents 
 

PDF 

Screenshot of the Employee Data Upload Error Report Run Control Page 
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ADDITIONAL INFORMATION: 
Output to File Server checkbox to only be used by Batch user. 
From Date and To Date fields are required fields.   
 
Tree Name and How Specified fields are also required fields.  The Tree Node Selector section 
populates after the required fields are entered and the Tree icon is selected.  Expanding the Tree and 
selecting the desired business unit (BU) populates the Select Value/Nodes section.  Tree nodes are 
built with all of the agencies and their respective departments. They are applied in different forms to 
include or exclude data.  
 
Screenshot of the Employee Data Upload Error Report 
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Employee Disability and Veteran Status Report (RHR294) 
 
REVISED:  2/4/2025 
 
DESCRIPTION: 
This report captures the employee Disability Status, Veteran Status, Employee Type, Handicap Codes, 
counts by category, and percentage of population in summary format.  This report can also be run in 
detail format to provide individual disability and veteran status employee information.  
 
DHRM and Agency HR Managers/SMEs use this report to examine agency veteran and disability 
statistics and details. This report includes sensitive information, and therefore, access to generate this 
report is limited to specific user roles. 
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Disability and Veteran 
Status  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
*As of Date   
VPA only (checkbox)  
Report Level (Detail or Summary)  
Employee Type (Salary/Hourly/Both) 
Employee Status (Active/Inactive/Both) 
 

PDF 
Excel 
 
 

ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
Screenshot of the Employee Disability and Veteran Status Report Run Control Page 
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Screenshot of the Employee Disability and Veteran Status Report – Summary View 
 

 
  
 
 
 
Screenshot of the Employee Disability and Veteran Status Report – Detail View 
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Employee Position Summary Report (RHR019) 
 
REVISED:  12/06/2024 
 
DESCRIPTION: 
This report is used to determine accurate totals for Hourly/Wage FTE and headcount by agency for 
EPR reporting. This report is only for Hourly/Wage employees (PS_JOB.EMPL_TYPE = ‘H’).  Agencies 
should use this report monthly to identify actual Hourly/Wage FTE and headcount totals and overwrite 
wage numbers generated from job data by the EPR tool. 
 
The report results deliver hours paid within the time-period and the funding information associated with 
the payment of regular and overtime hours based upon the hourly employees’ actual paychecks, not 
FTE/headcount related to employees’ job data. The purpose for this is to capture actuals as wage 
employees remain active in their agency jobs, but do not work based on standard hours on job data. 
The work may be seasonal where they pull 40-hours or more during peak season and less than, or 
even to 0 hours during slower periods.  
 
The FTE Count on the Summary Report is automatically calculated within the report results based upon 
the amount from “Total Hours” divided by the “Available Hours to Work in Month”.  The headcount totals 
generated by this report equate to the number of Hourly/Wage employees that worked within the time-
period.   
 
The detailed report does not require “Available Hours to Work in Month” because this version of the 
report will require the user to perform calculations manually.  This version provides the pay period end 
date for the period of time indicated in the “from” and “to” run control. 
 
This report is used by Agency HR and DHRM Analysts and Managers.   
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Employee Position Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Report Type (Summary or Detail) 
Hours Available to Work in a Month 
Company 

PDF 
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Screenshot of Employee Position Summary Report Run Control Page.  
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.   
 
Screenshot of the Employee Position Summary Report - Summary 
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Screenshot of the Employee Position Summary Report - Detail 

 

 
 
  



 
 

Rev 5/30/2025  Page 82 of 135 
  

Employee Turnover Analysis (RHR422) 
 
REVISED:  12/06/2024 
 
DESCRIPTION: 
This report displays employee turnover data, at detailed or summary level, by counts and percentages, 
during a specified date range.  Utilize the Department Detail checkbox when running the report at the 
Summary level to gain insight into employee turnover statistics by department. If department-level 
summary statistics are unnecessary, simply leave this checkbox unchecked to generate agencywide 
summary statistics only. 
 
End users are Agency HR and DHRM  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > Employee Turnover Analysis  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Department (Leave Blank for All) 
From Date 
To Date 
Department Detail (checkbox) 
Total By (Job Code, Employee Class, or Years of 
Service) 
Employee Type (Hourly, Salaried, or Both) 
Report Level (Detail or Summary) 
 

Excel 
 

Screenshot of the Employee Turnover Analysis Report Run Control Page. 
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ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  Selection of an option to Total By Job Code, 
Employee Class or Years of Service is also required. 
 
Screenshot of the Employee Turnover Analysis Summary Report – Summary View 
 

 
 
 
 
Screenshot of the Employee Turnover Analysis Summary Report – Detail View 
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EPR Full Time Equivalent Totals by Agency Report (RHR398) 
 
REVISED:  11/01/2024 
 
DESCRIPTION: 
This report is an Employee Position Full Time Equivalent (FTE) Report that displays FTE totals by EPR 
category.  This report displays totals for all business units based on Salary/Wage, Non-Faculty/Faculty, 
General Funded/Non-General Funded, and Restricted/Non-Restricted.  End Users are DHRM and 
Agency HR.  Agencies must certify their positions using the EPR Tool in order for the report to generate 
as it produces the results from completion the EPR tool.   
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > EPR FTE Totals by Agency  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date Excel 
 

Screenshot of the EPR Full Time Equivalent Totals by Agency Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field defaults to current day but can be updated. 

In order to review results, user must click on Report Manager after running the report and refreshing to 
success. 
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Screenshot of the EPR Full Time Equivalent Totals by Agency Report 
 

 
 
 
Screenshot of the EPR Full Time Equivalent Totals by Agency Report (scrolled right) 
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EPR Full Time Equivalent Trend by Agency Report (RHR397) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Employee Position Report (EPR) provides a Full Time Equivalent (FTE) Historical Trend by 
Agency table over a historical time period.  This headcount report displays the total FTE by agency and 
month excluding wage employees (salary employees only) in tabular format.  
 
Report used by DHRM, and Agency HR SMEs and Managers.    
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > EPR FTE Trend by Agency  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date  
To Date 

Excel 
 

 
Screenshot of the EPR FTE Trend by Agency Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the EPR Report - Full Time Equivalent Trend by Agency 
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EPR Monthly Employment Data Report (RHR305)  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This EPR report displays headcount of FTE data for a specific month.  Two Excel tables are generated.  
Table 1 displays Executive Department Salaried Employees FTE employment data listed by Cabinet 
Secretariat.  Table 2 displays FTE employment data based on branch of government (Executive, 
Legislative, Judicial, and Independent) for Salaried and Temporary (wage) employees.  The results are 
generated from the EPR tool certified data and replaces the Legacy FTE report from DHRM EPR tool. 
 
Report is used by DHRM, Agency HR Managers and Agency HR SMEs.    
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > EPR Monthly Employment Data  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Prior Administration End Date (End of Month 
Only) 
As Of Date (End of Month Only) 

Excel 

 
Screenshot of the EPR Monthly Employment Data Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Prior Administration End Date and As of Date fields are required fields.   
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Screenshot of the EPR Monthly Employment Data Report Table One 
 

 
 
 
Screenshot of the EPR Monthly Employment Data Report Table Two 
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Exceptional Transfer Report (RHR349) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report monitors transfers from non-covered positions to covered positions under the Virginia 
Personnel Act.  This is a DHRM only report.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Exceptional Transfer Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for all)  
From Date  
To Date   

PDF 

 
Screenshot of the Exceptional Transfer Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Exceptional Transfer Report   
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Incumbent History Report (RHR461I) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Incumbent History Report contains compensation components and displays incumbent and 
compensation data as it relates to a specific position.  Used to review position classification and 
incumbent changes. 
 
NAVIGATION PATH: 
NavBar > Menu > Organizational Development > Position Management > Position Reports > 
Incumbent History 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Position Number 
Show Components (checkbox) 
 

Excel  

Screenshot of the Incumbent History Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
Position Number field is a required field.   
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Screenshot of the Incumbent History Report 
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Job Group Diversity Analysis (RHR293) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides an analysis of the makeup of your workforce by job groups or job functions within 
the agency and each department.  These totals are further detailed by ethnicity and gender, and 
furthermore by ethnicity within each gender.  Agencies may use this report to analyze disparate impact 
and to review ethnicity date prior to the EEO4 report deadline. 
 
DHRM, Agency HR Managers and Agency HR SMEs use this report to examine job groupings in 
relation to company structure.  This report includes sensitive information, and therefore, access to 
generate this report is limited to specific user roles. 
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > Job Group Diversity Analysis  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date   
Job Category (Job Function or Job Code) 
Business Unit (Leave Blank for All)   
Department (Leave Blank for All)   
VPA only (checkbox) 

Excel 

 
Screenshot of the Job Group Diversity Analysis Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field defaults to current day but may be updated.  
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Screenshot of the Job Group Diversity Analysis Report 
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Job Group Diversity Analysis- New Hires (RHR503) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a custom report of new hires by Secretariat and the occupational group/job function to examine 
job groupings in relation to company structure.  Report provides totals by ethnicity, by gender, and by 
ethnicity within gender.  This report replaces the legacy DHRM PME210. The results include salaried 
hires or rehires only.  Used to analyze disparate impact with regard to Hiring. 

 
This report is used by Agency and DHRM HR Analysts, SMEs, and Managers.  Parameters include 
VPA and Run by Secretariat.  
  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > Job Group Diversity – New Hire  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date  
Business Unit (Leave Blank for All) 
Secretariat (Leave Blank for All) 
VPA Only (checkbox) 
 

PDF 
 

Screenshot of the Job Group Diversity Analysis- New Hires Report Run Control Page  
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Job Group Diversity Analysis - New Hires Report 
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Leave of Absence Report (RHR205) 
 
REVISED:  04/13/2023 
 
DESCRIPTION: 
This is a custom report run at the summary or detail level and used to monitor employees on paid and 
unpaid leave. Report summary displays counts of employees on leave of absence by Action/Action 
Reason, percentage of population, and average leave duration.  Report includes percentages of 
employees by leave type and by Department that roll up to Detail report list of employees on leave.   
 
Report is used by payroll and HR who are responsible for managing leave data.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration> Job Information > Reports > Leave of Absence Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date  
To Date  
VPA Only (checkbox)  
Business Unit  
Department   
Action  
Reason Code 
Report Type (Summary or Detail) 
 

Excel 

Screenshot of Leave of Absence Report Run Control Page 
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ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields. 
 
Screenshot of the Leave of Absence Report – Summary Report 
 

 
 
Screenshot of the Leave of Absence Report – Detail Report 
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Performance Ratings Detail & Summary Reports (RHR265) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays performance ratings available at summary or detail level.  Summary provides 
counts and percentages of employee ratings. Detailed report provides employee names, ID, EEO 
codes, rating, effective date, re-evaluation date and status.   
 
This report is used by agencies and DHRM to determine outstanding ratings and re-evaluation 
statuses, as well as EEO analysis. This report includes sensitive information, and therefore, access to 
generate this report is limited to specific user roles. 
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Development > Performance Management > Reports > Performance 
Rating Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Effective Date  
Report Type (Detail or Summary)   
Business Unit 
Department  
Department Detail 
Department Detail (checkbox) 
Rating Type 
 

PDF 

Screenshot of the Performance Ratings Detail & Summary Reports Run Control Page 
 

 
ADDITIONAL INFORMATION: 
Effective Date field is a required field.  Business Unit and Department fields are optional fields; leave 
Blank for all results. 
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Screenshot of the Performance Ratings Detail Report 
 

 
 
Screenshot of the Performance Ratings Summary Report 
 

 

  



 
 

Rev 5/30/2025  Page 102 of 135 
  

Person Data Changes Report (RHR501)    
 
REVISED:  08/1/2024 
 
DESCRIPTION: 
This is a custom report to capture all personal data changes within a range of dates.  The report 
displays the field that was changed, the date the change was made, who made the change, the old 
value, and the new value.  
 
This report is used by Payroll, Benefit (BN), and HR Administrators to audit and validate personal data 
changes that impact downstream processes.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > Person Data Changes Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
From Date 
To Date 
 

PDF 
XLS 
 

Screenshot of the Person Data Changes Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Person Data Changes Report 
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Position Data Upload Error Report (RHR041) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a report to be used by interfacing agencies only.  This custom report displays errors for agencies 
who are interfacing position data (HR006). This error report should be reviewed by interfacing agencies 
regularly to address and correct errors online timely.   
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Position Data Upload Error  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date   
To Date 
Output to File Server (checkbox)  
Tree Name BU_HR006_INTIN 
How Specified Detail  Selected Parents 

PDF 
 

 
Screenshot of the Position Data Upload Error Report Run Control Page 
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ADDITIONAL INFORMATION: 
Output to File Server checkbox to only be used by Batch user. 
From Date and To Date fields are required fields.   
 
Tree Name and How Specified fields are also required fields.  The Tree Node Selector section 
populates after the required fields are entered and the Tree icon is selected.  Expanding the Tree and 
selecting the desired BU populates the Select Value/Nodes section.  Tree nodes are built with all of 
the agencies and their respective departments. They are applied in different forms to include or exclude 
data.  
 
Screenshot of the Position Data Upload Error Report 
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Position History Report (RHR461H)  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report shows position history details for active and inactive positions. This report displays all 
relevant position fields and position sibling information requested by the run control parameters.  
Agencies may use this report to analyze changes made to positions over a period of time for 
classification study purposes.  
 
This report is used by DHRM and Agency HR.   
 
NAVIGATION PATH: 
NavBar > Menu > Organizational Development > Position Management > Position Reports > Position 
History 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Position Number 
 

CSV  
 

Screenshot of the Position History Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Position Number field is a required field. Report output only available in CSV format. 
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Screenshot of the Position History Report 
 

 
 
Screenshot of the Position History Report (scrolled right) 
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Position Summary Report (RHR471) 
 
REVISED:  1/11/2024 
 
DESCRIPTION: 
This report displays specific position details and summarize position data including position counts and 
percentage of population’s filled positions by Business Unit and Department and average vacancy rate.    
 
This report is used by Agency HR and DHRM Analysts and Managers.  
 
NAVIGATION PATH: 
NavBar > Menu > Organizational Development > Position Management > Position Reports > Position 
Summary Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Report Type (Detailed or Summary) 
Business Unit (Leave Blank for All) 
Job Code (Leave Blank for All) 
Department (Leave Blank for All) 
SOC Code (Leave Blank for All) 
Pos Status (Leave Blank for All) 
Sal Plan (Leave Blank for All) 
Pos EFF Status (Leave Blank for All) 
Grade (Leave Blank for All) 
 

PDF 
 

Screenshot of the Position Summary Report Run Control Page 
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ADDITIONAL INFORMATION: 
As Of Date field is a required field.  
 
Screenshot of Position Summary Report – Summary View 
 

 
 
Screenshot of Position Summary Report – Detail View 
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Reward and Recognition Compliance Report (RHR490) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report audits the Rewards and Recognition page entries by applying edits (e.g., lifetime max, fiscal 
year limits, occurrence limit, and referral bonus limit) for classified employees only.  This report displays 
transactions logged on the Rewards and Recognition page that are outside of policy defined 
compliance criteria with supporting field level detail (e.g., effective date, agency, employee, reason 
code, amount, and written agreement expiration).   
 
This report is used by Agency and DHRM HR staff to ensure Bonus and Leave Actions comply with 
DHRM Policy for all classified employees.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Development > Rwd and Recogn Compliance Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Reward Type (Leave or Monetary) 
Fiscal/Leave Year 
 

Excel 
 

Screenshot of the Reward and Recognition Compliance Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Fiscal/Leave year field is a required field.   
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Screenshot of the Reward and Recognition Compliance Report (Monetary Reward) 
 

 
 
 
Screenshot of the Reward and Recognition Compliance Report (Leave Reward) 
 

  



 
 

Rev 5/30/2025  Page 112 of 135 
  

Reward and Recognition Leave Report (RHR280) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays leave award options of summary or detail from Reward and Recognition pages as 
well as from Cardinal Absence Management.  Summary also displays leave award totals, percentage of 
population, and average amounts granted.  
 
Report is used by DHRM, Agency HR Analysts, Agency HR Managers and by Payroll to validate and 
audit exceptional and recognition leave and bonus award payments, and audit SPOT payments.   
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Development > Rwd and Recogn Leave Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date  
To Date  
Business Unit (Leave Blank for All)  
Department (Leave Blank for All)  
Report Type (Summary or Detail) 
Absence Mgmt Agency? (Yes or No) 
VPA Only (Yes or No or Both) 
  

Excel 

Screenshot of the Reward and Recognition Leave Report Run Control Page 
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ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
Screenshot of the Rewards and Recognition Leave Report (Detail Report) 
 

 
 
Screenshot of the Rewards and Recognition Leave Report (Summary Report) 
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Salary Above and Below Pay Grade Report (RHR177) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a custom report listing employees with a salary above or below the pay grade maximum or 
minimum.   
 
This report is used by Agency Compensation Managers, HR Managers and DHRM to audit VPA 
employee Salary Grades.  
 
NAVIGATION PATH: 
NavBar > Menu > Compensation > Base Compensation > Salary Plan Reports > Salary Pay Grade 
Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Department ID (Leave Blank for All) 
Report Type (checkbox) 

CSV 
PDF 

 
Screenshot of the Salary Above and Below Pay Grade Report Run Control Page. 
 

 
 
ADDITIONAL INFORMATION: 
If the Business Unit and/or Department ID fields are left blank, the report displays all business units 
and departments the user has access to.  Run Control includes radio buttons to select Report Type 
(Above Maximum, Below Minimum, and Both Reports).  
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Screenshot of the Salary Above and Below Pay Grade Report. 
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Salary Grade/Step Components Table (PER706B) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays Salary Plan/Grade/Step by SETID based on components applicable configuration 
tables at the time the report is run.   
 
NAVIGATION PATH: 
NavBar > Menu > Compensation > Base Compensation > Salary Plan Reports > Salary Grade/Step 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Show Components (checkbox) 
 

CSV  
HTM 
PDF 
 

Screenshot of the Salary Grade/Step Components Table Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report may be run with or without the Show Components checkbox checked. . 
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Screenshot of the Salary Grade/Step Components Table 
 

 
 
Screenshot of the Salary Grade/Step Components Table (Show Components) 
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Salary Grade Table Report (PER706A) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays Salary Plan and Grade table data.   
 
NAVIGATION PATH: 
NavBar > Menu > Compensation > Base Compensation > Salary Plan Reports > Salary Grade 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

(No input required) 
 

PDF 
 

Screenshot of the Salary Grade Table Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
In order to review results, user must click on Report Manager after running the report and refreshing to 
success. 
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Screenshot of the Salary Grade Table Report 
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Salary Structure Report (CMP001) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays Salary Grade Structures by SET ID.   
 
NAVIGATION PATH: 
NavBar > Menu > Compensation > Base Compensation > Salary Plan Reports > Salary Structure  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
 

CSV 
HTM 
PDF 
 

Screenshot of the Salary Structure Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Defaults to current day if As Of Date field is left blank. 
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Screenshot of the Salary Structure Report 
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Separation Detail Report (including Layoff Details) (RHR423) 
 
REVISED:  7/5/2024 
 
DESCRIPTION: 
This report displays separation details for a specified period of time.  Generates results based on data 
where employees became inactive and are still inactive during the specified period of time. 
 
End users for this report are Agency HR and DHRM.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > Separation Detail Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit (Leave Blank for All) 
Empl Class (Leave Blank for All) 
*From Date 
*To Date 
 

PDF 
XLS 

Screenshot of the Separation Detail Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Separation Detail Report 
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Statewide Report for Veteran’s Services (RHR394) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays veterans that were hired or rehired into an agency for use by Veterans Services.  
 
The end users are DHRM, Agency HR SMEs, HR Managers, and Department of Veterans Services 
(DVS).  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Workforce Reports > Reports > Veteran’s Services 
Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Quarter End Date 
VPA Only (checkbox)  
Business Unit 

PDF 

 
Screenshot of the Statewide Report for Veteran’s Services Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As Of Quarter End Date field is a required field.  
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Screenshot of the Statewide Report for Veterans Services 
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Teleworkers Detailed Report (RHR521) 
 
REVISED:  02/6/2023 
 
DESCRIPTION: 
This report provides a detailed listing of data in the Maintain Teleworkers functionality. 
   
 
The end users are Agency HR and DHRM.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Teleworkers Detailed Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Secretariat (Leave Blank for All) 
Department (Leave Blank for All) 
Job Code (Leave Blank for All) 
Agreement Status (With An Active Agreement, 
Without An Active Agreement, Both) 
VPA Covered (checkbox) 
Employee Type (Leave Blank for All) 
Business Unit (All Business Units, Parent 
Business Units, Specific Business Units) 
 

CSV 
 

Screenshot of the Teleworkers Detailed Report Run Control page. 
 

 
 
ADDITIONAL INFORMATION: 
As Of Date, Agreement Status, and Business Unit Option fields are required fields. 
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Screenshot of the Teleworkers Detailed Report 
 

 
 
Screenshot of the Teleworkers Detailed Report (scrolled right) 
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Teleworkers Statistics Report (RHR525) 
 
REVISED:  3/29/2023 
 
DESCRIPTION: 
This report provides statistics related to teleworker data in Cardinal.  It produces two statistics outputs 
each time it is run: vhrr0525_DETAILED_COUNT_PCT and 
vhrr0525_TELEWORKER_SUMMARY_STATS.  The Detailed Count Pct Report gives the percentages 
of employees who do not have an active teleworker agreement and the reasons as well as percentages 
of employees with an agreement broken down by the number of days they are approved to telework per 
week.  The Teleworker Summary Stats output provides a different view of the statistics for employees 
with an active agreement.  Central users with statewide access can run it statewide or by secretariat.  
Agency users can run it for the Business Units that they have access to.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Teleworkers Statistics 
Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Level (Statewide, Secretariat, Business Unit) 
Secretariat (Leave Blank for All) 
Business Unit Option (All Business Units, Specific 
Business Unit(s)) 
 

CSV 
 

Screenshot of the Teleworkers Statistics Report Run Control page (Statewide Level selected). 
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Screenshot of the Teleworkers Statistics Report Run Control page (Secretariat Level selected). 
 

 
 
Screenshot of the Teleworkers Statistics Report Run Control page (Business Unit Level 
selected (All Business Units option)). 
 

 
 
Screenshot of the Teleworkers Statistics Report Run Control page (Business Unit Level 
selected (Specific Business Unit(s) option)). 
 

 
 
ADDITIONAL INFORMATION: 
As Of Date and Level fields are required fields. 
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Screenshot of the Teleworkers Statistics Report (vhrr0525_DETAILED_COUNT_PCT) 
 

 
 
Screenshot of the Teleworkers Statistics Report (vhrr0525_TELEWORKER_SUMMARY_STATS) 
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Transfer Report (RHR447) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is used to monitor intra-agency and inter-agency transfers.   
 
The end users are Agency HR and DHRM.  
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Transfer Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Intra Agency, Inter Agency or Both 
 

Excel 
 

Screenshot of the Transfer Report Run Control page. 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Transfer Report 
 

 
 
Screenshot of the Transfer Report (scrolled right) 
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Years of Service Report (RHR475) 
 
REVISED:  08/23/2024 
 
DESCRIPTION: 
This report lists workers and their approaching years of service milestones as of the date specified and 
can serve as a reminder of workers who are eligible for vested benefit plans or service recognition 
awards.  This report also provides service dates for VSDP enrollment and leave eligibility. 
 
NAVIGATION PATH: 
NavBar > Menu > Workforce Administration > Job Information > Reports > Years of Service  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date 
Business Unit (Leave Blank for All) 
Department (Leave Blank for All) 
 

Excel 
 

Screenshot of the Years of Service Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field and defaults to current day but can be updated.  
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Screenshot of the Years of Service Report 
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