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

To assure that time & attendance is entered accurately into SLDCADA, timekeepers are encouraged to run the SLDCADA Missing Timecards, Skipped Timecards and Incorrect Hours reports before data is sent to DCPS. The Missing Timecards & Skipped Timecards reports may be run any time after time & attendance is entered in SLDCADA. The Incorrect Hours report should be run after the batch job, cbxtens, is run at your site. 

Missing Timecards Report

The Missing Timecards report displays a list of employees for whom no labor records have been saved by the F9 key or skipped by the F11 key. The report allows you to quickly identify if you are missing a timesheet. 
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This report is run after you have input all time & attendance, but before the batch job, cbxtens. To generate this report, select Missing Timecards from the Reports menu.

Skipped Timecards Report

The Skipped Timecards Report displays employees that were flagged (marked as skipped) with the F11 key during time & attendance entry. Use the F11 feature if there is a question about the person’s time, even if hours are entered. Use the visual display (yellow triangle) as a reminder for any reason to go back to that particular record. The visual reminder can be passed to the supervisor during certification. Users must press F9 to remove the visual reminder.
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This report can be run before or after the batch job, cbxtens. To generate this report, select Skipped Timecards from the Reports menu.

Incorrect Hours Report

The Incorrect Hours report displays employees whose daily hours do not match their work schedule. The report will list any employees whose total daily hours (exceptions and regular) do not add up to their daily scheduled time. 
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This report is run after you have input all time and attendance and after SLDCADA generates hours. To generate this report, select Incorrect Hours from the Reports menu. If your site records time daily then you can use the report throughout the pay period to ‘eyeball’ that regular time has been recorded up to the day expected.  Although all employees would be on the report, the regular time shown would indicate whether there is missing time. This report does not reflect overtime.

Note: If these reports are not available on your Reports menu, contact your SLDCADA Administrator for access.
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