	~WEEKLY SLDCADA TIP~
This week’s tip is about selected Defense Civilian Payroll System (DCPS) T/A Reports
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Have you had your tip today?

	This week's tip is about selected DCPS T/A Reports. It is essential that time & attendance data passed from SLDCADA to DCPS is accurate and complete. DCPS provides four reports that should be used to verify that time & attendance was correctly passed from SLDCADA and received by DCPS: BIWEEKLY MISSING TIME, BIWEEKLY INVALID TRANSACTION, BIWEEKLY CONVERSION OF HOURS, and RETRO INVALID TRANSACTION. Only authorized users of DCPS will have access to DCPS reports.
Typically these reports are run and checked the Monday when the SLDCADA file is sent to DCPS and processed, but before the DCPS 1st pass. Check with your SLDCADA Administrator as to when SLDCADA sends the file to DCPS.  If your activity CSR office is set to receive the reports automatically, then reports get printed at different intervals when DCPS generates them; otherwise the DCPS user must log into DCPS and manually request the reports. The MISSING TIME REPORT is printed (if the DCPS auto-print feature is on) every time a SLDCADA file, including prior pays, is sent to DCPS.

If you turn your DCPS auto-print option off, and manually request the DCPS T/A Reports then you will not get multiple printed copies of the MISSING TIME REPORT.
Reports created at various 'passes' of pay processing are identified by the job name in parentheses after the report name. This allows the user to request a report created in daily passes (SDA and ND020), zero pass (NB000), first pass (NB010), or second pass (NB020). 
Steps to manually generate the selected DCPS Reports after a biweekly send of SLDCADA T&A:

Note: Please refer to DCPS CSR manual, Section F-27:
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DOPS MALN MENU — CUSTOMER SERVLCE REPRESENTATIVE

EMPLOYEE DATA HENU
2. LEAVE HENU

3. ON-LINE TNQUIRTES HENU

4. TABLES MAINTENANCE HENL

5. ULEW BROADCAST MESSAGES

6. CSR REPORTS HENU

7. TeA HENY

8. IN LIEU OF LEAVE AND ERRNINGS STATEMENT

ENTER OPTION # OR <PFZd> TO LOGOFF




Figure 1, DCPS Main Menu
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Figure 2, DCPS T/A Reports Submenu
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Figure 3, DCPS T/A Reports menu

Log into DCPS MAIN MENU - CUSTOMER SERVICE REPRESENTATIVE

Enter Option # 7. T&A MENU

Enter the T/A Site and T/A Group

For BIWEEKLY MISSING TIME REPORT:

Enter Option # 5. MISSING TIME (NB010)

Enter DCPS Printer Number

Press "Enter" to print

Check the report for errors. Make any corrections necessary. After corrections are made print the report again. Continue correcting and reprinting until the report shows no more data. 

For BIWEEKLY INVALID TRANSACTION REPORT:
Enter Option # 10. INVALID TRANSACTION (NB010)

Enter DCPS Printer Number

Press "Enter" to print

Check the report for errors. Make any corrections necessary. After corrections are made print the report again. Continue correcting and reprinting until the report shows no more data. 

For BIWEEKLY CONVERSION OF HOURS REPORT:
Enter Option # 13. CONVERSION OF HOURS (NB010)

Enter DCPS Printer Number

Hit "Enter" to print

Check the report closely. If LWOP generated for any employee you may need to research whether LWOP is the result of insufficient leave or user error. Make any necessary corrections.

For RETRO INVALID TRANSACTION REPORT:
Enter Option # 26. INVALID TRANSACTION

Enter DCPS Printer Number

Press "Enter" to print

Check the report for errors. Make any corrections necessary. After corrections are made, print the report again. Continue correcting and reprinting until the report shows no more data. 
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