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

There may be times you need to delete an employee record from SLDCADA. SLDCADA handles three types of employees: civilian, military and non-employee (contractor). Each type has a different procedure for deletion as listed below.

Civilian Employee

A civilian employee is deleted from SLDCADA through the batch process, cbneww. For separated employees the CSR needs to change the T&A status on their DCPS work schedule screen to a “P” and enter a new work schedule in DCPS. (Do not use the “P” for employees on extended LWOP). A civilian employee that has not been completely processed by DCPS may still appear on the MER and will still appear in SLDCADA. 

To stop time & attendance from being sent by SLDCADA to DCPS, click Employee in the menu bar, and then click Employee Payroll. Search for the appropriate employee. On the Civilian tab, change the Work Sched field to 00 and the T&L category to 3, click the Civilian Predetermined tab and delete all records displayed on the screen. However, if the "P" is not set in DCPS, DCPS will populate LA for any hours not sent and the person may get overpaid. The ONLY way to prevent this is by putting the "P" code into DCPS.
Note: Although civilians are deleted through the SLDCADA batch process using the DCPS MER, it usually takes about two weeks or more for that to happen. 

Military Employee

A military employee is deleted from SLDCADA through the Military Deletes option on the Employee menu. Required deletions are accumulated on a weekly basis. To select this option, click Employee from the menu bar, and then Military Deletes. The Military Deletes window is displayed. Click the “Add” row icon. Enter the SSN for the military employee to be deleted. Click the "Save" icon. The actual deletion is accomplished during the cbneww batch process.

Non-Employee (Contractor)
A non-employee is deleted by entering the employee’s departure date into SLDCADA. To select this option, click Employee from the menu bar, and then click Employee Payroll. Search for the appropriate employee. On the Non-Employee tab, change the NTE date to the employee’s departure date. Click the Non-Employee Predetermined tab and delete all records displayed on the screen. Click the “Save” icon. The actual deletion is accomplished during the cbneww batch process.
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