	~WEEKLY SLDCADA TIP~
This week’s tip is about SLDCADA’s Missing Timecards, Skipped Timecards & Incorrect Hours Reports
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Have you had your tip today?

	It is essential that time & attendance data entered in SLDCADA is complete and accurate. SLDCADA provides timekeepers three reports to help facilitate the completeness and accuracy of data: the Missing Timecards Report, Skipped Timecards Report and Incorrect Hours Report.

The Missing Timecards Report displays all employee records that were not saved using the F9 key or skipped by the F11 key during time & attendance entry. The report allows you to quickly identify if you are missing an employee’s timesheet. Generate the Missing Timecards Report after you have input all your exceptions (time & attendance) and before the batch job, cbxtens (automatic generation of labor hours). To generate this report, select Missing Timecards from the Reports menu.
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Figure 1, Missing Timecards Report

Note: The F9 key does NOT send any data to DCPS, nor does the F9 guarantee the data is complete for an employee record. The F9 key is used to save the time and attendance data to the SLDCADA database. Using the F9 key on a record that has no exceptions entered, acknowledges that the employee has worked their default work schedule. The F9 key does not pull down nor generate hours in SLDCADA as it does in DCPS. The SLDCADA batch job, cbxtens, generates the hours.
The Skipped Timecards Report displays all employee records that were flagged (marked as skipped) with the F11 key during time & attendance entry. The report allows you to quickly identify all employee records that need to be double checked or completed. Generate the Skipped Timecards Report after you have input all your exceptions (time & attendance) and before the batch job, cbxtens (automatic generation of labor hours). To generate this report, select Skipped Timecards from the Reports menu.

[image: image3.jpg]Report Date:  10/30/2001 Page Lot 1

Skipped Timecards

Employee Week Ending  Employee Supervisor
SSN Name Date Type Shop Assignment

400-00-0004  DOE aaNE X 077212001 c 5995 99955




Figure 2, Skipped Timecard Report

The Incorrect Hours Report displays all employee records whose daily hours do not match their work schedule. The report will list any employees whose total daily hours (leave exceptions and regular) do not add up to their daily scheduled hours. In Figure 3, Jane Doe is scheduled for forty hours but only has 38 hours accounted for. Timekeepers MUST generate this report prior to the cut-off time on Monday to ensure that all hours are accounted for. Generate the Incorrect Hours Report after the batch job, cbxtens (automatic generation of labor hours). To generate this report, select Incorrect Hours from the Reports menu.
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Figure 3, Incorrect Hours Report

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