~SLDCADA TIP~
Gaining Civilian Employees in SLDCADA

Transfers and New Hires

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

Civilian employee records are added to the SLDCADA database when the Master Employee Record (MER) file is sent from DCPS. New civilian employee records can also be added through the New option on the Employee menu. SLDCADA provides the Civilian Employee Additions report to help identify new civilian employees. This report lists employees who have an employee record on the selected week, but do not have an employee record on the previous week, thereby indicating the employee record as new. 

Note: The Civilian Employee Additions report can only be generated using the Client (Powerbuilder) version of SLDCADA.
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Figure 1, Civilian Employee Additions report
The Civilian Employee Additions report must be generated weekly by selecting week 1 of the pay period as well as week 2 of the pay period to ensure that all new employees are identified for processing. 
To generate the Civilian Employee Additions report:

1. On the menu bar, click Reports.

2. From the drop-down menu, click Civilian Employee Additions report. A Week Ending Date Selection dialog box displays.
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Figure 2, Week Ending Date Selection dialog box

3. From the Week Ending Dates drop-down list, click the week ending date of week 1, and then click [image: image4.png]


. The report is generated and displayed in the Civilian Employee Additions report window.

4. If your activity is biweekly, repeat step 3 for the week 2 ending date of the pay period. If your activity is weekly, generate the report for the current (default) week only.

Once a new employee has been identified in SLDCADA, verify the Work Schedule, Shift, Supervisor Assignment and/or Time & Labor Category are correct on the Employee/ Payroll or (Field) window. If your activity automatically assigns default Work Schedules, Shifts, Supervisor Assignments and/or Time & Labor Categories to new employees, then the new employee record must be updated to reflect the correct assignments.
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Figure 3, Payroll window

To update a Work Schedule, Shift, Supervisor Assignment, or Time & Labor Category:

1. On the menu bar, click Employee. 

2. From the drop-down menu, click Payroll or Field.

3. Enter the appropriate search criteria.

4. On the Payroll or Field window, make any necessary changes.

5. Save the record.

If an employee transfers to your activity mid-pay period, verify that the Work Schedule code is correct in the Employee window and set the Time & Labor category (T/L) to 3. You must manually input all T&A for only the days for which the employee was active with your activity. SLDCADA cannot generate time for partial pay periods. Do not use the ‘K*’ codes in SLDCADA or in DCPS to fill the days before the employee became active with your activity. On the Tuesday following the T&A send to DCPS it is important to check the time in DCPS to ensure that the T&A is correct. 

The Employee Status Code should be checked (and corrected if necessary) in DCPS before the T&A send on Monday to ensure that DCPS will accept the T&A that is sent. DCPS will not accept T&A for an employee with an Employee Status Code of P or X. On the Tuesday following the T&A send, verify the T&A was properly received by DCPS.

Once the full pay period for the new employee begins, the employee can be assigned a predetermined JON. If the employee is assigned a predetermined JON, change the Time and Labor category to a 4 or 5. SLDCADA will then generate time for the full pay period based on the employee’s work schedule.
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