~SLDCADA TIP~
This week’s tip is Alternate Supervisor Assignments

(Windows application)
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Have you had your tip today?

     For many reasons, supervisors may not be present when it is time to certify employees' time. If you hold a primary supervisor assignment, you can add, modify, activate, deactivate, and delete alternate supervisors and timekeepers for that assignment. You may also view the assignments for which you are an alternate supervisor, or primary or alternate timekeeper. You can only modify alternate supervisor/timekeeper information for supervisor assignments you are responsible for. You cannot modify information if YOU are listed as an alternate, you can only view it.

     To assign alternate supervisors, select "Alternate Supervisor Assignments" from the SysAdmin dropdown of the SLDCADA main menu.
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Figure 1, Alternate Supervisor Assignments Window

     This function of SLDCADA allows you to enter alternates. When you no longer require an individual to act as a supervisor in your absence, simply deactivate them. This provides you the capability to just activate an alternate the next time a need arises. There is no need to delete an individual if their services will be required in the future.

     There is no limit to the number of alternate supervisors/timekeepers you can have.

     The alternate supervisor should be the same level as your self or above.

     If you do not see the name of the person you want to make an alternate, more than likely they do not have a Userid for SLDCADA. Contact your SLDCADA Administrator for them to give the desired person a Userid/password.

To set up an Alternate Supervisor Assignment

Step 1
Click on the Supervisor Assignment for which you wish to add an alternate.

Step 2
Place the mouse in the bottom window and click. This will place the focus in this window.

Step 3
Click the Insert [image: image3.wmf] or Add [image: image4.wmf] icon. A blank row is displayed.

Step 4
In the first dropdown, select AT (Alternate Timekeeper), PT (Part-time Timekeeper), or AS (Alternate Supervisor).

Step 5
In the second dropdown, select the person who will be the alternate.

Step 6
Click the 'Save' [image: image5.wmf] icon
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