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Welcome to Today’s Webinar! 

No Sound?
Make sure 
your Speaker 
is set to the 
correct device.

Post your 
questions in 
the Chat. 

Q&A Format
Post your questions in the Chat. 
While we may not answer every 
question during today’s session, 
all inquiries will be captured for 
follow-up.

Agency-Specific Questions
Will not be addressed today – 
please open a ticket instead.

All attendees have been muted.
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 This session highlights new features and changes in the Cardinal Upgrade. It is an 
informational overview, not a formal training class.

 If we have not discussed a particular Cardinal function in today’s webinar, it is likely 
unchanged as part of the upgrade.

 Agency users will not have access to a training environment to preview the upgraded 
system.

 All job aids, training, and support materials are being updated and will be made available 
before the upgrade. 

 Retaking completed Cardinal training is not required.

 This session is being recorded. The recording will be made available shortly after the 
event.

What to Expect in This Webinar
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What is the Cardinal Upgrade? 
● The Cardinal team is enhancing the Financials (FIN) and Human Capital Management 

(HCM) applications.
● This upgrade will deliver a range of new features designed to improve system 

functionality and your overall user experience.
● Scheduled to go live on September 8, 2026.

April - August

• Communications, 
Infographics, Videos, 
Website posts

• Webinars showcasing 
new features for core 
users

August

• Comprehensive user 
guidance: What to 
know and when.

September 8 September - October

• Updated job aids 
and training

• Webinars covering 
FAQs and Hot Topics

Awareness & 
Preparation Deployment Go-Live Support & 

Optimization
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As Cardinal transitions to a modern navigation experience, existing personalizations and 
favorites may be linked to pages or menu items that no longer exist. Please note the 
following impacts on your saved items:
● Homepage Personalization and NavBar Favorites: Automatically removed at go-live 

due to the new navigation structure. 
⚬  A communication will go out to all users with instructions about re-creating favorites 

in the upgraded system.
● Queries & Run Controls: Existing favorite queries and Run Control IDs will remain 

intact—no action required.

Cardinal Upgrade: Impact on Your Favorites
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02 New HR Tiles
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Query Viewer: Access the 
Query Viewer directly from the 
homepage.

Manage Human Resources:
Access core HR tasks from 
the homepage.

Cardinal HCM Homepage – New HR Tiles



Manage Human Resources groups the following HR Tasks in a tile-based menu:

Manage Human Resources

Create Employee

Modify Person

Manage Job

Add Jobs and 
Assignments

Manage Position

Name Changes

Return From 
Leave
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Core HR functionality and processes remain largely unchanged, with updates focused 
primarily on user experience and easier navigation.

Centralized Workspace: Core HR functions are now consolidated into the Manage Human 
Resources tile.

NavBar Access: Select HR activities remain accessible through the NavBar, including:
● Rewards and Recognition
● Disciplinary Actions
● Maintain Teleworkers
● Additional Pay
● Queries
● Reports
● Interfaces/Extracts

Level Set – Human Resources Functionality
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03 HR Enhancements



The Manage Position tile replaces NavBar > Menu > Organizational Development > 
Position Management > Maintain Positions/Budgets > Manage Position.

Manage Position

Current State Future State

15



Manage Position is now a 
dedicated tile inside Manage 
Human Resources.

Key Enhancement: Users can save 
custom search criteria using any 
search field and quickly retrieve 
them from the My Saved Searches 
drop-down menu.

Manage Position
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The Create Employee tile replaces NavBar > Menu > Workforce Administration > 
Personal Information > Add a Person.

Create Employee

Current State Future State
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Search for Matching Persons is now fully integrated as the first step in the Create Employee 
process.

Search: Enter the employee’s Social Security Number (SSN) to check for an existing record 
(SSN is required).

Create Employee – Search Match
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If Search Match yields no 
existing record, the system 
automatically opens Person 
Data as Step 1.
● Required details are 

consolidated on a single 
page. 

● Users can click sidebar 
tabs to jump directly to 
specific sections. 

● Completing Person Data 
automatically advances 
the process to Job Data.

Create Employee – Person Data
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The Validation section and 
Summary page are new features to 
help prevent errors before 
submitting and saving your work. 
They are available for Create 
Employee, Modify Person, and 
Manage Job.
● Validation: Provides warning or 

error messages for areas 
requiring attention or review.

● Summary Page: Gives a clear 
overview of every change made.

Validation Section & Summary Page
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The Modify Person tile replaces NavBar > Menu > Workforce Administration > 
Personal Information > Modify a Person.

Modify Person

Current State Future State
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Enhancements to Modify Person 
include a simplified Search page and 
a layout that matches the Person Data 
page in Create Employee.

Summary: Displays all edits for 
review before the final change is 
submitted.

Modify Person
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The Manage Job tile replaces NavBar > Menu > Workforce Administration > Job 
Information > Job Data.

Manage Job

Current State Future State
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The Manage Job search functions identically to the current Job Data search while delivering 
a modern, streamlined interface. Selecting a search result opens the new Job Actions 
Summary page directly.

Manage Job - Search
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Displays the employee’s most recent Job Action by default, with expanded view options for 
historical records by selecting Include History during the search or on the page.
● Updated Action Button: The Create Job Action button now replaces the former "Add 

Row" button to initiate new entries.

Manage Job – Job Actions Summary
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Initiating a Job Action opens a guided entry experience with built-in navigation and 
contextual links.

Manage Job – Create Job Action

● Progress Tracking: 
A side panel highlights 
each information section 
and tracks visited 
pages.

● Related Information: 
A panel on the right 
provides quick links to 
relevant pages.
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The Add Jobs and Assignments tile replaces NavBar > Menu > Workforce Administration 
> Job Information > Add Employment Instance & Add Additional Assignment.

Add Jobs and Assignments

Current State Future State
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The Add Jobs and Assignments tile simplifies how HR Administrators assign secondary 
roles to existing employees. The Search page on this tile uses the Employee ID and takes 
the user to the Organizational Relationship page, where they can choose to either Add an 
Organizational Relationship or Manage Job Data.

Add Jobs and Assignments
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The Name Changes and Return From Leave tiles are now located within the Manage 
Human Resources tile.

Name Changes and Return From Leave

Functionality for these tiles remain the 
same.
● Name Changes Tile: Notifies HR 

Admins of approved name changes for 
employees with active jobs in another 
agency.

● Return From Leave Tile: Displays 
employees who are on leave and are 
approaching their expected return date.
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LIVE DEMONSTRATION
Human Resources Enhancements
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Next Steps
EXPLORE THE CARDINAL UPGRADE WEBPAGE

cardinalproject.virginia.gov/upgrade

Communications & Infographics

Videos

Webinar Recordings & Presentations

Go-Live Resources

Share Your Feedback!
Scan the QR code or click the link 

below to take a brief survey.

https://forms.office.com/g/vBXaPJeEub

https://www.cardinalproject.virginia.gov/upgrade
https://forms.office.com/g/vBXaPJeEub


www.cardinalproject.virginia.govA copy of this presentation and the recording 
will be sent to all attendees and invitees.

Thank You
PRESENTATION CONCLUDED

We Value Your Feedback!
Scan the QR code or click the link 

below to take a brief survey.

https://forms.office.com/g/vBXaPJeEub

https://forms.office.com/g/vBXaPJeEub

	Sound Check!
	New Features in Human Resources
	Slide Number 3
	Welcome to Today’s Webinar! 
	What to Expect in This Webinar
	Slide Number 6
	Slide Number 7
	What is the Cardinal Upgrade? 
	Cardinal Upgrade: Impact on Your Favorites
	Slide Number 10
	Cardinal HCM Homepage – New HR Tiles
	Manage Human Resources
	Level Set – Human Resources Functionality
	Slide Number 14
	Manage Position
	Manage Position
	Create Employee
	Create Employee – Search Match
	Create Employee – Person Data
	Validation Section & Summary Page
	Modify Person
	Modify Person
	Manage Job
	Manage Job - Search
	Manage Job – Job Actions Summary
	Manage Job – Create Job Action
	Add Jobs and Assignments
	Add Jobs and Assignments
	Name Changes and Return From Leave
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Next Steps
	Slide Number 35

