~SLDCADA TIP~
Creating New Work Schedules
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Have you had your tip today?
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1. Select “Validation” from the tool bar.

2. Select “Work Schedule” from the drop down.

3. Hit “Enter” on your keyboard to create a row for the new input. Clicking the “Add” or “Insert” icons on the toolbar can also create a new row.
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4. You will need to fill the block labeled “Schedule Code” with a two-digit code of your choice, which can be alpha, numeric or a combination of alpha and numeric. This must be a combination that has not previously been used.

5. Next click (check) in the block labeled “Active Ind”.

6. The next block, “Alternate Work Schedule” is very important. If you are uncertain which AWS code is appropriate for the schedule you are trying to create please refer to “Alternate Work Schedule” in our previous “TIPS”. Enter the correct alpha or numeric character.

7. Under the days of the week, enter the total number of hours per day to be worked for each day for both Week 1 and Week 2. If the schedule does not have set hours the total number of hours, either weekly or biweekly can be entered into the appropriate “Total” blocks.

8. Last, enter a brief description of the new work schedule into the “Schedule Description” block.

9. Be sure to “Save” your new transaction.

It is not recommended that existing schedules be modified. When a schedule is modified in the “Validation/Work Schedule” screen in SLDCADA it is modified for every employee on the database that is using that Work Schedule Code. If at all possible, please create a new work schedule rather than modifying an existing schedule.
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