~SLDCADA TIP~
Adding new shops
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Have you had your tip today?

SLDCADA provides the ability to add new shops to the database through the Shop Maintenance window (Figure 1). The SLDCADA System Administrator or the CSR office typically adds Shops and performs Shop Maintenance.
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Press Save (CtilS)to update the database, or Delete Row (F5) to cancelthe addinsert.
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Figure 1, Shop Maintenance window

The Shop and Shop Description fields require entries in order to create a new Shop record. The remaining fields are optional.

General:

Field Name
Description
New Shop 
Shop code. This field is required.

Active
An indicator that determines whether the Shop is active in SLDCADA. A checkmark indicates the shop record is active. No checkmark indicates the shop record is inactive.

Description
Text description for the shop, ex. Financial. This field is required.

Financial System Code*
An indicator that determines whether the Shop is generated and maintained by the financial system or by SLDCADA. A null (blank) field indicates that the Shop is generated and maintained by the financial system. An R in the field indicates that Shop is generated and maintained within SLDCADA.

Reported To DCPS
An indicator that designates whether SLDCADA sends labor data to DCPS. A checkmark in the check box designates SLDCADA to send data for this shop. A null (blank) checkbox designates SLDCADA not to send labor data to DCPS for this shop. 

Centralized
An indicator that determines if your site is Centralized or Decentralized. A checkmark in the check box designates your site as Centralized. Centralized means a timekeeper enters labor data for the group, the labor data is not electronically certified, and the timekeeper cannot enter his/her own labor data. A null (blank) checkbox designates your site as Decentralized. Decentralized means individual employees/timekeepers enter labor data and the labor data is electronically certified. 

*Also called the RMS (Resource Management System) Indicator.

Operation Code:

Field Name
Description

Code Required
An indicator that specifies whether or not an operation code (Op Code) must be entered on labor transactions. A checkmark in the check box designates SLDCADA to display a bypassable error message window indicating that an Op Code must be entered on the T&A record data for this shop. A null (blank) checkbox designates SLDCADA not to display any error message window. 

Match Required
An indicator that specifies that an operation code must match an operation code on the Operation Codes Table within SLDCADA. A checkmark in the check box designates SLDCADA to display a bypassable error message window indicating the entered Op Code on the labor record doesn’t match any Op Code in the Op Code table. A null (blank) checkbox designates SLDCADA not to display any error message window.

The G&A Overhead Rates, Production Overhead Rates and Stabilized Rates fields are not used by SLDCADA, but may be provided by your site’s financial system and are for display purposes only.

Field Name
Description 

Cross-Referenced Shop
Allows a user with a data access code of XC to access this shop. 

Sub Shop
A field that allows you to enter Sub Shops associated with the Shop. The Sub Shops will display in the Sub Shop drop down list on the T&A window.

Note: When data is entered into the New Shop field, the Cross-Referenced Shop and Sub Shop fields will display and be available for data entry.

To add a new shop:

Step 1
Click Validation or hold down the [image: image3.wmf]Alt

 key and type the letter [image: image4.wmf]D

.
Step 2
Click Shop or type the letter [image: image5.wmf]S

. 

Step 3
Click the Add Row ([image: image6.bmp]) or Insert Row ([image: image7.png]


) icon on the toolbar or press F2 (insert) or F6 (add).

Step 4
Enter Shop and Shop Description in the appropriate fields. (These field entries are required. The remaining field entries on the window are optional).

Step 5
Click [image: image8.bmp] or hold down the [image: image9.wmf]Ctrl

 key and type the letter [image: image10.wmf]S

.

Note: You can cancel the addition of the Shop record to the database by clicking the Delete Row ([image: image11.png]


) icon on the toolbar or by using the F5 if you have NOT saved the record. Once a Shop record is saved, it cannot be deleted only deactivated.
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