~WEEKLY SLDCADA TIP~
This week’s tip is about timesheets
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Have you had your tip today?

SLDCADA can produce hardcopy timesheets for existing employees. You can access this feature through the Labor Menu by clicking Labor and then Timesheets. If you do not have the Timesheet menu option on your menu and you need to print timesheets, contact your SLDCADA System Administrator and he/she can provide you access to the SLDCADA timesheets.

Timesheets can be created for an employee who has an employee record that currently exists in SLDCADA. You can suppress either the Employee Name or the SSN. The SLDCADA generated timesheet will display the employee information so you do not have to fill-in the generic employee information. You can print a hardcopy through the File Menu by clicking File then Print. You cannot send the SLDCADA generated timesheet electronically and you cannot save the timesheet as a Word document.

You may have a need for a blank timesheet when a new employee arrives. If the employee's record does not exist in SLDCADA, a timesheet cannot be generated. In this case, you can use the attached Word document to print out a blank timesheet. Open the attachment, save the Word document to your local drive and print it whenever a new employee is in need of a blank timesheet. Once the employee is added in SLDCADA, you can print a Timesheet from the Labor menu.



SLDCADA BI-WEEKLY TIME AND ATTENDANCE SHEET
Seq. No.
Dist. Code:

Shop
Supervisor Assignment
SSN
Name
Pay Period Ending Date







UIC: 

Activity:

Emp Type:

FLSA:

TYPE:






AWS:


Sun
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Wed
Thu
Fri
Sat

JON1:

HRS:
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ND Wk 1:
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T/L Cat:
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Job Order Number
Per Shop
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Employee Initial for Leave Taken.

Note:  If “LT”/”LU” Type HR is used, provide date of injury here (mm/dd/yyyy):



Available Injury Dates:


CERTIFICATION:  ATTENDANCE AND ABSENCES INCLUDING CHANGES MARKED HEREON ARE CERTIFIED CORRECT. LEAVE AND/OR OVERTIME APPROVED IN ACCORDANCE WITH EXISTING LAWS AND REGULATIONS.

I DID NOT SUFFER OR PERMIT ANY OVERTIME WORK OTHER THAN AS REPORTED HEREON FOR THIS WEEK, IF THIS EMPLOYEE IS NONEXEMPT.


Week 1
Week 2
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OUT
IN
OUT
EMP INIT





SUN










MON










TUE








Authorized Signature

WED










THU








Telephone No.

FRI










SAT


















THIS REPORT CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED
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