
Note:  These instructions assume agencies have reviewed EWP’s and 

confirmed duties and responsibilities of positions. 

 

Phase 1:  Pull applicable data from HR Data Insights (HRDI): 

1. Log in to SecurePass1 

 

1If you are unable to log in, browse to https://HuRMan.dhrm.virginia.gov. Click the Register link in the 

login form or help is available by clicking the Help link in the top right corner. 

2. Enter username 

 

 

 

 

https://securepass.dhrm.virginia.gov/Portal/
https://hurman.dhrm.virginia.gov/


3. Acknowledge you are a representative of your agency, confirm your personal security data, and 

enter password: 

 

 

 

4. Select “Applications” 

 



5. Select “HRDataInsights” 

 

 

6. Select navigation button  

 

 

 

 

 



7. Select “Employee Hub”: 

 

 

 

8. Select a date on or before the “last refresh” date: 

 

 

 

 

 

 

 

 



9. Select applicable business unit(s) and determine report columns to include under “columns”.  

Note:  you will only be able to view the business units in which you have access. 

 

 

10. Select Report parameters (see table below for recommended columns to include in report): 

 

 

 

 



The following columns are recommended to include in your FLSA status audit report: 

DataAsOfDate EmployeeStatus 

SecretariatName EmployeeLastName 

BusinessUnit EmployeeFirstName 

BusinessUnitName EmployeeMiddleName 

PositionNumber EmployeeType 

PositionJobCode EmployeeClassification 

PositionJobcodeName EmployeeCompensationRate 

PositionWorkTitle EmployeeStateSalary 

PositionFullQuasipartTime EmployeeNonStateSalary 

PositionFLSAStatus EmployeeSpecialPay 

PositionSalaryAdministrationPlan EmployeeTotalCompensation 

PositionGrade  

EmployeeID  

 

11. Select “Save Query” 

 

 

 

 

 

 

 

 



 

12. Enter Query Name to save search parameters for future use (e.g. FLSA Audit), then “Submit” 

 

 

 

13. Select “Run Query” 

 

 

 

 

 

 



14. Select “Download” 

 

 

 

15. Navigate to “downloads” (top right of browser) and select the download. 

 

  

 

 

 

16. Open zip file to find the file with the data you selected in HRDI and a separate file for the search 

parameters 

 

 

 

17. Open file that contains the data selected in HRDI.  It starts with “EmpHub_data_” 

 

 

 

 

 

 

 



Phase 2: Audit FLSA Status.  Options/views to audit: 

1. Filter by FLSA status only to review positions individually 

a. Select row 1 

 

 

 

b. Select filter under “Sort & Filter” group: 

 

 

c. Under column J, “PositionFLSAStatus”, select “Professional” to only view 

those within exempt positions only. 

 

Note:   

Professional = Exempt 



d. Assuming the EWP has been updated and verified for accuracy, review 

PositionJobcodeName (column G) and PositionWorkTitle (column H) determine if 

each position meets the requirements under the applicable duties test to determine 

exempt status.  If position should be exempt, continue with step-by-step 

instructions.  If position should be non-exempt, refer to Cardinal Job Aid Managing 

Position Data to make FLSA status update. 

 

2. Review “EmployeeType” (column Q) 

 

a. At this point, you’ve filtered by “professional” FLSA status, so you should only see 

“salaried”.  If you see “hourly”, filter by “hourly” and determine if the FLSA status 

should be updated to “nonexempt”.  If FLSA status should be updated to 

“nonexempt”, refer to Cardinal Job Aid Managing Position Data to make FLSA status 

update. 

b. If position should be exempt, refer to Cardinal Job Aid Managing Position Data to 

make Employee Type update to “salaried”. 

 

3. Review salaries under “EmployeeTotalCompensation” (column W) 
a. Review positions with salaries less than DOL’s current salary threshold: 

i. Review to confirm that position meets exemptions under duties test.  If 

position is confirmed to be exempt under duties test, minimum salary must 

be at least the minimum as outlined by the DOL. 

ii. If position is determined to be non-exempt due to not meeting the 

exemptions under the duties test and/or salary cannot be increased for an 

exempt position, refer to Cardinal Job Aid Managing Position Data to make 

FLSA status update. 

Note:  repeat the above steps intermittently (at least annually) to ensure FLSA 

status is accurate. 

https://www.dol.gov/agencies/whd/fact-sheets/17a-overtime
https://www.cardinalproject.virginia.gov/sites/default/files/2021-07/HR351_Managing%20Position%20Data.pdf
https://www.cardinalproject.virginia.gov/sites/default/files/2021-07/HR351_Managing%20Position%20Data.pdf
https://www.cardinalproject.virginia.gov/sites/default/files/2021-07/HR351_Managing%20Position%20Data.pdf
https://www.cardinalproject.virginia.gov/sites/default/files/2021-07/HR351_Managing%20Position%20Data.pdf
https://www.dol.gov/agencies/whd/overtime/salary-levels
https://www.dol.gov/agencies/whd/fact-sheets/17a-overtime
https://www.dol.gov/agencies/whd/fact-sheets/17a-overtime
https://www.dol.gov/agencies/whd/overtime/salary-levels
https://www.dol.gov/agencies/whd/fact-sheets/17a-overtime
https://www.cardinalproject.virginia.gov/sites/default/files/2021-07/HR351_Managing%20Position%20Data.pdf

