~WEEKLY SLDCADA TIP~
This week’s tip is about adding new employees to SLDCADA

[image: image1.png]



Have you had your tip today?

There may be times when you need to add a new employee into SLDCADA. A new civilian employee who has not been completely processed by DCPS will not appear on the MER. If the employee is not on the MER then he/she will not appear in SLDCADA. If you plan to enter the new employee’s time & attendance in SLDCADA, you will need to first add a new employee record. When SLDCADA passes the new employee’s time to DCPS, if the new employee is still not completely processed in DCPS, the employee will appear on the DCPS Invalid Hours Report.

If a military or non-employee (contractor) employee is going to be a user (i.e. Timekeeper or Supervisor) of SLDCADA then they must have an employee record in SLDCADA. You need to add the new employee to SLDCADA. Military and non-employee data is not transmitted to DCPS. To obtain a SLDCADA login id for the new employee, see your site’s SLDCADA Administrator.

Since SLDCADA can process employee data for three employee types: civilian, military and non-employee (contractor) each employee type requires slightly different data.

You will need the following employee data in order to create a new civilian employee record (required fields). 

SSN
Shift Assignment
Full/Part Time

Employee Name
Time & Labor Category
Pay Plan

Shop
Employing Activity
FLSA Indicator

Work Schedule
Geographic Location
Graded/Ungraded Indicator

Supervisor Assignment
If Pay Basis Code is “Per Hour” or “Per Diem”:     Basic Hourly Rate


If Pay Basis Code is “Per Annum”:                           Annual Salary

You will need the following employee data in order to create a new military employee record (required fields).

Employee Name
Shift Assignment
Full/Part Time

Shop
Employing Activity
Military Rank

Work Schedule
Supervisor Assignment
Time & Labor Category
You will need the following employee data in order to create a new non-employee employee record (required fields).

Employee Name
Supervisor Assignment
Host Company

Shop
Shift Assignment
Local POC

Work Schedule
Time & Labor Category
Employing Activity

To add a new employee to SLDCADA:

Click the Employee menu, and then select the New option. (You can enter a new civilian, military, or non-employee employee into SLDCADA from this menu option). 

Enter the SSN of the new employee, and then press the <Enter> key. The employee type check boxes become active. Click the check box that corresponds to the appropriate employee type. The New Employee Data – All window displays. The window consists of two tabs: Civilian (Military or Non-Employee) and Civilian (Military or Non-Employee) Predetermined. You must fill in the required data fields on the Civilian (Military or Non-Employee) tab window. If the employee has a Time & Labor Category of 4 you must fill in a predetermined JON on the Predetermined tab window also. You can access the Predetermined tab window by clicking the Predetermined tab. When completed click the Save icon.
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