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Processing a Change in Full/Part/Quasi Status Overview

When updating an employee from full-time, part-time, or quasi status, the change must be made first
to the Position. Before making the change to the Position, review the employee’s Job Record to
determine the highest effective dated row. The effective date used on the Position update
transaction must be greater than the highest effective date on the employee’s Job Record so that the
Position change will flow over to the employee’s Job Record correctly.

After updating the applicable fields on the Position, navigate to the employee’s Job Record to update
the applicable fields that affect pay using the same effective date as the Position change and
incrementing the Effective Sequence field by one. Because the employee’s compensation has to
be updated, use an Action in Job Data of “Pay Rate Change” and the applicable Reason for the
change.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the processes within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes
3/1/2025 Updated the screenshots of the Search pages (Section 1, after Steps 1 and 19).
Added reference information to the Overview of the Cardinal HCM Search Pages
Job Aid.
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Updating a Change in Status from Full/Part/Quasi

Before beginning, navigate to the employee’s Job Record to check the effective date of the highest
effective dated row. When updating the Position, the effective date used must be after the effective
date on the employee’s highest effective dated Job Data row.

Step | Action

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

The Job Data Find an Existing Value page displays.

Job Data
Find an Existing Value

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

7) Recent Searches | Choose from recent searches v| / [1 Saved Searches | Choose from saved searches V| /

Empl Record ‘ = v| ‘

Name ‘ begins with V| ‘

Empl ID ‘ begins with V| I\ ]
|
|
|

Last Name ‘ begins with V| ‘

Second Last Name ‘ begins with v| ‘

Alternate Character Name ‘ begins with v| ‘

Middle Name | begins with | |

- Show fewer options

[ Case Sensitive (] Include History [ Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
0 “Overview of the Cardinal HCM Search Pages”. This Job Aid is located on the Cardinal

Website in Job Aids under Learning.

2. Search for the applicable employee by entering the Employee ID in the Empl ID field.

¥ Search Criteria

|Emp| D | begins with v| | I

Empl Record | = V| | ‘
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Step | Action

3. Click the Include History checkbox.

[] Case Sensitive O Include History [ Correct History

4, Click the Search button.

= -

The Job Data page for the employee displays (Work Location tab).

{ Work Location I | Job Information l [ Job Labor I [ Payroll I I Salary Plan | I Compensation I
Empl ID
Employee Empl Record 1

Work Location Details (3 @ \II \II

*Effective Date |P6/10/2024 Job Histery E\
v

Effective Sequence E “Action | Pay Rate Change
HR Status  Active Reason | FY25 Statewide Increase |
Payroll Status ~ Active *Job Indicator | Primary Job V|
Current ]
Position Number Victims Serv Grant Prog Specia
Override Position Data
Position Entry Date 04102023
Position Management Record
Regulatory Region USA United States
Company €JS Dept of Criminal Justice Svcs
Business Unit 14000 Dept of Criminal Justice Svcs
Department 10330 Victims Services
Department Entry Date  04/10/2023
Location CENT1 ‘Washington Building
Establishment ID Dept of Criminal Justice Serv. Date Created  05/02/2024
5. Locate the employee’s highest effective dated row and make note of that date.

Work Location Details (2 @ | I III

Y ] EENT
-

i Pay Rate Change
Effective Sequence E *Action | ¥y g
HR Status  Active Reason | FY25 Statewide Increase - ‘
Payroll Status  Active *Job Indicator | Primary Job ~ ‘

0 When updating the Position, the effective date used must be after the highest effective date

Record correctly.

found on the employee’s Job Record in order for the Position change to flow to the Job
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Step | Action

6. Access the employee’s Position to make the update to their full/part/quasi status using the
following path:

NavBar > Menu > Organizational Development > Position Management > Maintain
Positions/Budgets > Manage Position

The View Manage/Create Position page displays.

< Work Location Manage/Creaie Position

~ New Search View Manage/Create Position

Position Number

| e

Description

Position Status

Reports To Position Number
| al

Business Unit

| a

Department

| D

7. Enter the employee’s Position Number in the Position Number field.

+ New Search

Position Number
| cusoozr9 al

8. Click the Search button.

[
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Step

Action

The employee’s Position displays.

« New Search

Position Number

Description

CJS00279 aQ

View Manage/Create Position
1 results found.

~

chat () No )

04/10/2023 [}

01/0111801 0

1row
Position Status Pcosiuon Number oo iotion ¢ Roenons To Bcusiness Unit ccomnany Dcepanment S;atus Jghcoae ccunenl Head Count
N CJS00279 Victims Serv Grant Prog Specia ~ CJ500354 14000 cJs 10330 Active 19212 n
Reports To Position Number
= New Search View Manage/Create Position
1 results found
Position Number —
Chart No )
CJS00279 Q Wt )
Description
1row
Position Status PPSI{\OH Number Description < Rfuorls To B)JSII'IESS Unit C’?muany Dfnanmenl Sialus Jgh Code C:Jrrent Head Count
. ICJSDDZTQ Victims Serv Grant Prog Specia  CJS00354 14000 cls 10330 Active 19212 " I
Reparts To Position Number
£ Search Resulls Position Delails H
Pasition Number CJS00279
Headcount Status Filled
Current Head Count 10of 1
2rows
Effective Date ©  Effective Sequence Reason Business Unit & Department & Job Code © Location < Status ©  Approval Chain &

Position Data Update  Dept of Criminal Justice Svcs  Victims Services  Prog Admin Specialist Il Washington Building ~ Approved  Approval Chain

Mew Position Dept of Criminal Justice Sves  Victims Services  Prog Admin Specialist || Washington Building ~ Approved  Approval Chain

10.

Click the Add a New Row (+) button.

-+

04/10/2023

Effective Date ©

0

Effective Se

The Request Details page displays in a pop-up window.

fing

em|

Request Details

“Effective Date ||

Effective Sequence 0

Rev 3/1/2025

Page 6 of 16



Cardinal Human Resources Job Aid

HR351 Processing a Change in Full/Part/Quasi Status

Step | Action

11. Select the applicable effective date for the change using the Effective Date Calendar icon.

Note: The effective date must be after the date captured in Step 5.

*Effective Date || ""I

Effective Sequence 0

Reason Code | 0.|
12. Select the applicable reason for the update using the Reason Code Lookup icon.
*Effective Date [| “]

Effective Sequence 0

Reason Code I Q

13. Click the Continue button.

*Effective Date |02/01/2025

Effective Sequence 0

Reason Code |UPD Q| Position Data Update

The Step 1 of 4: Position Data page displays.

Position Number CJS00279
Headcount Status Filled
Current Head Count 10f1

Next ¥

o . a
Position Data Step 1 of 4: Position Data
Visited
Effective Date 02/01/2025 Review Date
2 S'pec\ﬁcn[nl\)rmatmn Effective Sequence 0
NetSiared “Position Months |12.00
Reason Code UPD
Stmt of Economic /<
3 BudgetIncumbents Interest Reqd L No )
Mot Started
VPA Covered Yes [ )
4 Reviewand Submit
Mot Started Position Information
*Position Status | Approved ~ Max Head Count
"Status Status Date |00/21/2022
Action Date | 02/14/2025 S0C Code / Extension |21-1099 Q
- \ Il
Alternate Work i ')
Job Sharing Permitted No |
Schedule D 9 @ M ) E
Key Position [_) Mo ) Available for Telework Yes [ )
Budgeted Position Yes “EEO-4 Job Category
Confidential Position [ ) No :I *Workers' Comp Code |8810
Job Information
*Business Unit | 14000 Q, | Dept of Criminal Justice Svcs *FulliPart Time | Full-Time v
~Job Code |19212 Q| Prog Admin Specialist Il Union Code \:I
*RegularTemporary Short Title |19212
*Regular Shift | Not Applicable - It
g ppl Description Program Administration Specialist ||
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Step | Action

provided.

14, In the Job Information section, update the Full/Part Time field using the dropdown button

Job Information

*Business Unit | 14000 Q,| Dept of Criminal Justice Sves
*Job Code | 19212 Q,| Prog Admin Specialist Il

*Full/Part Time I Full-Time vI

15. Click the Next button located in the top right corner.

The Step 2 of 4: Specific Information page displays.
Note: No changes are needed on this page.

Position Number CJS00279
Headcount Status Filled
Current Head Count 1 0f1

1 Position Data
Visited

Specific Information
Visited

3 Budgetincumbents
Mot Started

4 Review and Submit
Hot Started

Step 2 of 4: Specific Information
Effective Date 02/01/2025
Effective Sequence 0

Specific Information

Privatization () MNo )

Requig;srﬁlr:lﬂsl @

Certifications () No )

Language ( ) Ne \‘I

Reason Code UPD Position Data Update

Approval Status Not Available

License 1

L]
vomse2 [
L ]

License 3

Fingerprinting No Y
Required “—<————/

Safety Sensitive /T\‘
Position -

CriticalMard to Hire () No |

16. Click the Next button.
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Step | Action

The Step 3 of 4: Budget Incumbents page displays.
Note: No changes are needed on this page.

Position Number CJS00279
Headcount Status Filled
Current Head Count 1 of 1

1  Position Data Step 3 of 4: Budget Incumbents
Visited
i Effective Date 02/01/2025 Reason Code UPD Position Data Update
2 | Specific Information Effective Sequence 0 Approval Status Not Available
Visited
e Current Budget
Budget Incumbents Eamnings 0.000 Cdn Tax 0.000
siied Deductions 0.000 Total 0.00
4 Review and Submit Jax 0000
Not Started
Incumbents
Update Incumbents Yes
Include Salary Plan/Grade Yes
Force Update for Title Changes ( Yes |/—
o
1 ro\'\_
Override
o o Empl Full/Part Stnd  Effective RS 3 7 i Job Data
Name < EmplID ¢ Record & & HrsWk & Date & Action ¢ Action Reason < Pccasmon Data P
1 Full-Time 40.00 06/10/2024 Pay Rate Change FY25 Statewide Increase N Job Data

17 Click the Next button.

The Step 4 of 4: Review and Submit page displays.

Position Number CJS00278
Headcount Status Filled
Current Head Count 1 0f1

[<rmmon [ soni

1 Position Data . .
Visitad Step 4 of 4: Review and Submit
Effective Date 02/01/2025 Reason Code UPD Position Data Update
2 Specific Information
Visited Effective Sequence 0 Approval Status Mot Available
3 | Budget Incumbents Summary Of Changes
Visited
Description Proposed Value Current Value
Review and Submi Action Date 2024-10-10 2023-04-11
18. Review the changes made (Proposed Value column) and then click the Submit button.

Note: Use the Previous button if the change is not reflected accurately.

| < Previous | Submit
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Step

Action

The Position Confirmation page displays.

Position Confirmation fal : @

VThe Position Number CJ500279 has been successfully updated.

Position Number CJ300279
Headcount Status Filled
Current Head Count 1of1

[ Go to Position Details l I Go to Manage/Create Position l

19.

Re-access the employee’s Job Record to make the update. Navigate to the Job Data page
using the following path:

NavBar > Menu > Workforce Administration > Job Information > Job Data

The Job Data Find an Existing Value page displays.

Job Data
Find an Existing Value

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

{7) Recent Searches | Choose from recent searches V| / [ Saved Searches | Choose from saved searches V| /

Empl ID ‘ begins with V| [\ ]

Empl Record ‘ = v| ‘ ‘

Name ‘ begins with V| ‘ ‘

Last Name ‘ begins with V| ‘ ‘

Second Last Name ‘ begins with v| ‘ ‘

Alternate Character Name ‘ begins with v| ‘ ‘

Middle Name | begins with | | \

- Show fewer options

0 Case Sensitive [J Include History ] Correct History

For more information pertaining to the Cardinal HCM Search pages, refer to the Job Aid titled
“Overview of the Cardinal HCM Search Pages”. This Job Aid is located on the Cardinal
Website in Job Aids under Learning.
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Step | Action

20. Search for the applicable employee by entering the Employee ID in the Empl ID field.

¥ Search Criteria

|Emp| D | bagins with v| | I

Empl Record | = V| | ‘

21. Click the Include History checkbox.

[] Case Sensitive O Include History [ Correct History

22. Click the Search button.

=

The Job Data page for the employee displays (Work Location tab).

l Work Location I | Job Information } [ Job Laber l I Payroll l I Salary Plan ‘ ‘ Compensation ‘
Empl ID
Employee Empl Record 1

Work Location Details (%) @ \I\ IZ\
*Effective Date 021412025 |z Job History E
v]

Effective Sequence \I\ “Action ‘ Position Change
HR Status  Active Reason ‘ Position Data Update v|
Payroll Status  Active *Job Indicator ‘ Primary Job v|
Current

postton Number [cis00zrs G
Cisooz7e b Victims Serv Grant Prog Specia

Override Position Data

Position Entry Date
041102023

Paosition Management Record

Regulatory Region USA United Stales
Company CJS Dept of Criminal Justice Svcs
Business Unit 14000 Dept of Criminal Justice Svcs
Department 10330 Victims Services

Department Entry Date  04/10/2023
Location CENT1 Washington Building

i DCIS
Establishment ID Dept of Criminal Justice Serv. Date Created  02/14/2025

0 The highest effective dated row should now be the Position Data Update just completed.

Click the Add a New Row (+) button to add a new row.

(-
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Step | Action

The Job Data page refreshes (Work Location tab), and the row count increments by 1.

[ Work Location ‘ | Job Information I [ Job Labor } [ Bayroll } [ Salary Plan | | Compensation |
Empl ID
Employee Empl Record 1
Work Location Details () @ \I\ E
e
Effective Sequence \j\ “Action ‘ Position Change v|
HR Status  Active Reason \ Posifion Data Update v|
Payroll Status  Active *Job Indicator ‘ Primary Job v|
Current ]
23. Select the applicable effective date using the Effective Date Calendar icon.

o
HH

*Effective Date IOE.‘O1.’2025

0 Use the same effective date that was used for the Position update.

24, Increment the Effective Sequence field by 1 since the same effective date as the Position
Update is being used.

*Effective Date |02/01/2025

Effective Sequence

25. Click the Action field dropdown button and select “Pay Rate Change”.

|

“Action I Pay Rate Change vI
Reason | VI
26. Select the applicable reason using the Reason field dropdown button.
“Action | Fay Rate Change - |
Reason § Reduction of Duties '

27. Click the Job Information tab.

‘ Work Location \ Job Infarmation I Job Labor H Bayrall H Salary Plan H Compensation
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Step | Action

The Job Information tab displays.

-
[ Work Location H Job Information H Job Labor H Payroll H Salary Plan H Compensation

Employse

Job Information Details (2

Effective Date

Effective Sequence
HR Status
Payroll Status

Job Code

Entry Date
Supervisor Level
Reports To
RegularTemporary
Empl Class

Regular Shift
Classified Ind

Standard Hours (3

Standard Hours 40.00

FTE

Combined Standard Hours

Empl 1D
Empl Record 1

02012025
1 Action Pay Rale Change

Active Reason Reduction of Duties

Active Job Indicator  Primary Job

Current

19212 Prog Admin Specialist 1|

04/10/2023 80C Code 21-1099

E Employee Supervisor Name  CJS00354

CJS00354  vjiew Current Incumbents Vic 8vc Grant Monitoring Supr

Regular Full/Part Quasi

Not Applicable Shift Rate \:\

Classified

~
1.000000 *
Adds to FTE Actual Count?

As of Date

40.00 FTE 1.000000

Work Period W

Encumbrance Override

@] « « GmdB0]

Weeldy

02/01/2025

28.
made.

Review the Full/Part field and ensure accuracy based on the Position update that was

Full/Part Quasi

*Officer Code | Mong

v]

29.
field.

Update the Standard Hours field to reflect the employee’s new hours and tab out of the

Standard Hours (3

Standard Hours I

30.00'

The FTE field will calculate after tabbing out of the Standard Hours field.

Standard Hours (@

Standard Hours 30.00

L

FTE 0.750000

Rev 3/1/2025

Page 13 of 16



/) Cardinal Human Resources Job Aid
V4 HR351 Processing a Change in Full/Part/Quasi Status

Step | Action

The Job Data page refreshes (Job Information tab).

[ Work Location H Job Information H Job Labor H Bayroll ” Salary Plan H Compensation

Empl ID

Employee Empl Record 1

Job Information Details (@ @ |

Effective Date  j3;01/2025

Effective Sequence

Action Pay Rate Change

HR Status  Active Reason Reduction of Duties

Payroll Status  Active Job Indicator  Primary Job

Current
Job Code 19212 Prog Admin Specialist Il
Entry Date  04/10/2023 S0C Code  21-109%
Supervisor Level E Employee Supervisor Name CJS00354
Reports To  CJS00354 View Current Incumbents Vic 8vc Grant Monitoring Supr
Regular/Temporary Regular FulliPart Quasi
Regular Shift Not Applicable Shift Rate I:I
Classified Ind  Classified Shift Factor I:I
Standard Hours (@
Standard Hours 30.00 Work Period W Weekly
o
FTE 0750000 * As of Date 0210142025
Adds to FTE Actual Count? Encumbrance Override
Combined Standard Hours 30.00 FTE 0.750000
[ Work Location I Job Information I Job Lahor [ Payroll I Salary Plan Compensation

The Compensation tab displays.

[ Work Location H Job Information H Job Labor H Bayroll H Salary Plan H Compensation

Empl ID

Employse Empl Record 1

Compensation Details @ \EI | m E

Effective Sequence 1 Action  Pay Rate Change

HR Status  Active Reason  Reduction of Duties

Payroll Status  Active Job Indicator Primary Job

Compensation Rate 2,083.3333335] duency a Semimonthl

b Comparative Information @

Current

» Pay Rates ()

[ Default Pay Components ]

Pay Components @

I Amounts H Controls H Changes H Conversion Mb

*Rate Code Seq Comp Rate Currency Frequency Percent

1 ‘STATE Q ‘ | 0‘ ‘ 50,000.000000

A [uso al [a Q

[ Calculate Compensation 1
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Step

Action

31.

Click the Default Pay Components button.

Default Pay Components

32.

In the Pay Components section, update the Comp Rate field.

Pay Components (2

IE| 1-10f1 »

I Amounts H Controls H Changes H Conversion Iu»

*Rate Code Seq Comp Rate Currency Frequency Percent

1 ‘STATE Q| | 0‘ I 45‘OUD,UDOOOUI:| |USD Q| ‘A Q E

[ Calculate Compensation ]

This calculation must be completed manually as Cardinal does not auto-calculate the Comp
Rate. This calculation is based on the adjusted annual compensation percentage in
correlation to the employee’s new hours.

33.

Click the Calculate Compensation button.

Calculate Compensation

34.

Click the Benefits Program Participation link.

Job Data Employment Data Earnings Distribution Benefits Program Participation

The Benefits Program Participation page displays.

[ Benefit Program Participation ‘

Empl ID
Employes Empl Record 1

Benefit Status @ @ I II\
i
Benett Recora Number o 1

Effective Date 02/01/2025

Effective Sequence 1 Action  Pay Rate Change
HR Status  Active Reason  Reduction of Duties
Payroll Status  Active Job Indicator Primary Joh
Current
*Benefits System | Eenefits Administration ~ Benefits Employee SGtUS e

Annual Benefits Base Rate \: =] UsD AGCA Eligibility Details

Benefits Administration Eligibility @

BAS Group ID |OEC Q OF State
Elig Fld 1 HEY0000 Elig Fla2 | 140001000 Q@ Elig Fld 3

Elig Fid 4 Elig Fld 5 EligFld6 30140

Elig Fld 7 I:\ Elig Fld & |12-24 Q Elig Fld 9 |SF-GB Q
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Step

Action

35.

Update the Elig FId 9 field.

Elig Fid 8 | SQ-GE Q

Use the chart below to select the applicable values when updating the Elig Fld 9 field:

Valid Values Definitions

0 SF-GB Full Time Employee
SP-GB Part Time Employee
SQ-GB Quasi Employee
36. Click the Save button.
m l Return to Search l [ Previous in List Mextin List [ Motify l l Refresh ]
37. Highlight the employee’s Employee ID and copy it (right click on mouse and select “Copy”)
to run the Employee Activity Report.
38. Run the Employee Activity Report for the employee using the following navigation path:
NavBar > Menu > Workforce Administration > Job Information > Reports > Employee
Activity Report
39. Print the report and place the printed transaction in the employee file for future audit
requests.
Note: For additional information on the Employee Activity Report and the steps used to run
this report, refer to the Cardinal Human Resources Reports Catalog. The HCM Reports
Catalogs can be found on the Cardinal website in Reports Catalogs under Resources.
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