~SLDCADA TIP~
Tips for Decentralizing

For all SLDCADA Users
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Have you had your tip today?

This month’s tip lists suggestions that will assist your Activity in decentralizing SLDCADA.

SLDCADA defines the process of decentralizing as distributing SLDCADA to the department level from the CSR/Payroll Office. Each department is responsible for entering time and attendance in SLDCADA and certifying the time and attendance in SLDCADA. The CSR Office continues to monitor time and attendance in SLDCADA and continues to enter payroll type changes in DCPS.

If your Activity is in the process of decentralizing SLDCADA, here are some tips to remember.

Tip: Establish timekeeping policy and procedures for your Activity. There are many rules of timekeeping, i.e., employees are not allowed to use court leave to pay traffic fines, that must be documented and available for new timekeepers or employees. For policy requirements refer to the GAO document GAO-03-352G: "Maintaining Effective Control Over Employee Time and Attendance Reporting" which can be obtained from the SLDCADA Documentation downloads link on the SLDCADA Web page at www.sldcada.navy.mil. A login is required for documentation downloads and can be obtained from the SLDCADA Customer Support Center. See below for the SLDCADA Customer Support Center contact numbers. Refer to http://neds.nebt.daps.mil/directives/dirindex.html for SECNAVINST 5215.1C - DON Directive Issuance System.

Tip: Determine whether your Activity will enter time and attendance by employee or timekeeper. Employees or timekeepers can enter time and attendance in SLDCADA provided that certifiers certify the time and attendance in SLDCADA. 

Tip: Determine which version of SLDCADA, the web or client, your Activity will use. If your Activity determines that employees will enter their own time and attendance we recommend the web version since no installation of software is required. SLDCADA Version 21.5 is NMCI certified.

Tip: Consider downloading the training guide from the SLDCADA Documentation downloads link on the SLDCADA Web page at www.sldcada.navy.mil. The training guide is a Word document that can be tailored to meet your Activity’s needs. The guide can then be placed on your local network for user download. A self-extracting Computer Based Training (CBT) application (for SLDCADA web only) is also available from the documentation downloads link on the SLDCADA Web page. A zipped version of the CBT (for SLDCADA web only) is also available from the documentation downloads link on the SLDCADA web page. The self-extracting CBT is for non-NMCI users and the zipped CBT is for NMCI users. 

Tip: Once your Activity has determined the level of decentralization, timekeeper or employee level, the SLDCADA Customer Support Center can assist your Activity by creating your entire SLDCADA user ids with the corresponding user access and menu code. The SLDCADA Customer Support Center can build your Activity’s user ids with SE menu code and SE access rights. You can reassign individuals as TK (timekeeper) or SU (Certifier/Supervisor) or you can supply the Customer Support Center with a list of names, corresponding user access (TK or SU) and menu codes. The SLDCADA Customer Support Center can update the user information accordingly.

Tip: Identify your Supervisors/Certifiers. SLDCADA uses these terms interchangeably, but for decentralization purposes, anyone who certifies time and attendance is a certifier and should have SG access rights. Begin grouping your employees into supervisor assignments. Each supervisor assignment must have a primary certifier (one who certifies time for all employees in that assignment) and at least one alternate certifier. Create a meaningful supervisor assignment value from 1 to 10 positions. Do not put the primary or alternate certifier in that assignment. Put only the employees who will be certified in that assignment.

Tip: Call the SLDCADA Customer Support Center for additional assistance!


Toll free:
1-866-817-4332
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