~SLDCADA TIP~
System Generated Leave

For Customer Service Representatives and/or SLDCADA Administrators
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Have you had your tip today?

SLDCADA’s Generate Leave feature can be used to automatically generate leave hours for employees when the majority of employees will be on Administrative Leave, Annual Leave or Furlough on any given day(s). SLDCADA generates LN (Admin Leave), LA (Annual Leave), or KE (Furlough) for a specified number of hours or the number of hours needed to meet the employee’s schedule. Leave hours must be manually entered for any employee who is not on a fixed daily schedule.

Generate Leave for a full day:

Example: UIC 999999 is comprised of 3 employing activities: 999999, 888888 and 777777 and the employee population consists of a variety of set work schedules, 10 hour days, 9 hour days, 8 hour days, and work schedules with no set daily scheduled hours. The entire UIC has been closed for inclement weather on January 26, 2004 and Administrative Leave was granted for all onsite employees.

To generate Administrative Leave for an entire work day:

1. On the menu bar, click SysAdmin.

2. From the drop-down menu, click Activity Profile.

3. In the search window, select the appropriate UIC, and then click Search. The Activity Profile Maintenance window displays.

4. On the top part of the window, click the appropriate Employing Activity (In the example, the employing activities are 999999, 888888 or 777777). The arrow indicates the Employing Activity (999999) to enter leave for.

5. Click the Generated Leave Tab. A blank Generated Leave tab window displays.

6. Click on the ‘Add’ row or ‘Insert’ row icon on the toolbar. A new row displays.

7. Under Date, type the date of leave (01/26/2004). The Maximum Hours field displays zero hours.

8. Leave the Maximum Hours field as is.

9. Under Leave Indicator heading, click the type of leave (Administrative).

10. Click Save.

11. Repeat this process for each Employing Activity that is affected. (In the example, if the Employing Activity 777777 was located in Florida and was not closed due to the inclement weather, then Administrative Leave would be entered for Employing Activities 888888 and 999999 only and not for Activity 777777.).
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Figure 1, Generated Leave Example 1

Generated Leave Results:
After the cbxtens batch job is run, employee labor records (with set work schedules) display a Type Hour Code of ‘LN’ and the corresponding number of hours scheduled for that day as determined by their work schedule:
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Figure 2, Employee with 8 hours scheduled
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Figure 3, Employee with 9 hours scheduled
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Figure 4, Employee with 10 hours scheduled

SLDCADA does not generate hours for employees who do not have fixed daily work schedules or who do not have hours scheduled for the date of the generated leave. If an employee’s labor record has some regular hours manually entered, SLDCADA generates LN hours up to but not exceeding the employee’s scheduled hours for that day.

Generate Leave for a partial day:
Example: UIC 999999 is comprised of 3 employing activities: 999999, 888888 and 777777 and the employee population consists of a variety of set work schedules, 10 hour days, 9 hour days, 8 hour days, and work schedules with no set daily scheduled hours. The Employing Activity 999999 is having an onsite Recreational Day/Picnic on May 15, 2003. Two hours of Administrative Leave are granted to all employees for that Employing Activity only.

Procedures for setting Administrative Leave:

1. On the menu bar, click SysAdmin.

2. From the drop-down menu, click Activity Profile. 

3. In the search window, select the appropriate UIC, and then click Search. The Activity Profile Maintenance window displays.

4. On the top part of the window, click the appropriate employing activity (In the example, the employing activity is 999999). The arrow indicates the employing activity to enter leave for.

5. Click the Generated Leave Tab. A blank Generated Leave tab window displays.

6. Click on the ‘Add’ row or ‘Insert’ row icon on the toolbar. A new row displays.

7. Under Date, type the date of leave (05/15/2003). The Maximum Hours field displays zero hours.

8. In the Maximum Hours field, type the number of hours of leave (In the example, the leave hours are 2).

9. Under Leave Indicator heading, click the type of leave (Administrative).

10. Click Save.

Note: Any employee who is not on a fixed daily schedule must enter the leave manually in SLDCADA.

Generated Leave Results:

After the cbxtens batch job is run, employee labor records (with set work schedules) display a Type Hour Code of ‘LN’ and 2 hours. 

SLDCADA does not generate any administrative hours for employees who do not have fixed daily work schedules. If an employee already has the full scheduled hours entered in SLDCADA, no additional hours will be generated nor will the time be adjusted to include the LN hours.

Note: The Generated Leave window can be used to enter more than one day. If an employing Activity has been closed for two or more days, additional lines can be added by clicking the ‘Add’ or ‘Insert’ icon. Each additional date requires an additional line of data.
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Figure 5, Generated Leave for multiple days
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