Electronic Data Interchange Guide for State Employees
Commonwealth of Virginia

State EmployeeProgram

What Is the
Employee EDI Program?

The Commonwealth of Virginia uses a system called Financial Electronic Data Interchange (EDI), instead of
checks, to pay vendors, localities, grantees, agencies, non-state agencies and employees who have signed up to
be EDI trading partners.

Financial EDI electronically transfers the payment from the Commonwealth’s bank account to our trading partners’
bank account. This provides funds quicker than by paper check because the mailing time is eliminated. The
associated remittance data is posted to the REDI Virginia website.

The financial EDI program includes State employees who wish to have their funds deposited in a bank account for

them. If you receive more than two (2) travel reimbursements a year from the Commonwealth, this program is
designed for you!

Benefits To You

e Funds available sooner

« No more waiting for a Commonwealth of Virginia
check to arrive in the mail

« No more trips to the bank to make a deposit

 No lost or stolen checks

e Facilitates better cash management

< Emalil notification of deposit when signed up for REDI
Virginia



How Does the
Employee EDI Program Work?

1. Per Chapter 3, 2012 Special Session |, Virginia Acts of Assembly §4-504 e.5. State employees
traveling on official business of state government shall be reimbursed for their travel costs
using the same bank account authorized by the employee in which their net pay is deposited.

If an employee is not enrolled in Payroll Direct Deposit, their payroll is not executed through CIPPS, or
their net pay is executed via an EPPICard, the employee will need to complete a State Employee EDI
form found on EDI web page of DOA’s website (www.doa.virginia.gov) and return it to their Agency EDI
Coordinator. The Agency EDI Coordinator is often the person who processes travel reimbursements.
Your Agency EDI Coordinator forwards the completed form to the Department of Accounts (DOA).

2. Immediately begin coding the suffix portion of the Vendor ID field on Travel Reimbursement forms
with 33 (not required for Cardinal). Generally, the suffix follows your Social Security. Please refer to
your agency'’s internal procedures for completing the Travel Reimbursement form. For Cardinal
processing, 33 is hard-coded on employee reimbursements.

3. One cent will be deposited in your account to ensure your banking information is correct. Payment
notification and/or remittance data will be provided on the REDI Virginia website
(http://REDIVirginia.doa.virginia.gov). For employees of agencies who have transitioned to
Cardinal, there is no penny deposit.

4. Your Agency EDI Coordinator may have you confirm that one cent has been deposited in the correct bank
account and then notify the DOA eCommerce Unit that the prenote test worked accordingly.

5. You will be notified by your Agency EDI coordinator when your EDI account is activated. Going
forward, any travel reimbursements will be electronically deposited into your bank account and
remittance data will be provided on the REDI Virginia website. EDI Coordinators will only receive
notifications of prenotes and activations for those forms that continue to be required.

6. You should obtain the REDI Virginia Procedure Guide from the EDI web page of the Department of
Accounts’ website (www.doa.virginia.gov). Logon to the REDI Virginia website following the directions in
the REDI Virginia Procedure Guide. You can elect to receive an E-mail Alert that is generated the day
before money is deposited in your bank account. Note: If your e-mail address changes, it is your
responsibility to update it in the REDI Virginia website.

7. If any travel reimbursement is not deposited electronically after your EDI account has been activated
(i.e., you receive a check), then:

e Review your banking and employee enrollment information and submit corrections to your
HR/Payroll Coordinator or submit a Employee EDI form if required to your Agency EDI Coordinator

e Request your Agency EDI Coordinator to check the coding of the travel reimbursement, specifically
your Social Security Number and suffix 33 or Employee ID.


http://www.doa.virginia.gov/Admin_Services/EDI/EDI_Main.cfm
http://redivirginia.doa.virginia.gov/
http://www.doa.virginia.gov/

How Do | Know the Money Has Been Deposited Into

My Bank Account?

For the one penny test deposit*, your Agency
EDI Coordinator may notify you when the funds
have been deposited in your bank account.

For deposits of actual travel reimbursements,
remittance data will be provided on the REDI

. Virginia website and in an E-mail Alert from the
™ REDI Virginia website if you elected to receive the
*U/ e-mail alerts.

*No penny test is conducted for Cardinal
agencies.

How Do | Sign Up?

Each employee is automatically enrolled
in EDI with their Payroll Direct Deposit
information, except as noted above. If
required, complete an Employee EDI
Form and return to your Agency EDI
Coordinator.

If your agency does not have an Agency
EDI Coordinator, request that the
appropriate person in your agency’s
fiscal area send an e-mail to
edi@doa.virginia.gov to inquire about
EDI for State Employees.

a8

Contact Your Agency EDI
Coordinator for State
Employees

Questions?


mailto:edi@doa.virginia.gov

hanges in Name, Addr Banking or Emplo

Enrollment Information

If any of your information changes (Name, Address, Banking or employee enrollment information),
please communicate the information to your HR/Payroll Officer. They will make the necessary updates in
CIPPS. The updated information will flow to the financial system on the next payroll certification date. If
required, obtain an Employee EDI Form from your Agency EDI Coordinator.

Remember that if your bank merges, the ABA routing number and/or bank account number may
change. This information should also be updated with the appropriate parties.
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