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

Did you know SLDCADA can generate time for rotating work schedules? If your SLDCADA version is 21.2 or higher, employees who work a rotational work schedule can be placed on a rotating schedule in SLDCADA. Rotating work schedules are assigned to employees in the Employee Field or Employee Payroll window. To assign a rotating work schedule you must assign a rotation code and a rotation sequence to the employee record.
To assign a Rotation Code:
1. Click Employee from the SLDCADA main menu.

2. Click Field (or Payroll).

3. Type the appropriate search criteria.

4. Click [image: image2.bmp] next to the Rotation Code field.

5. Click the applicable Rotation Code from the list. A description is displayed next to the code to assist you.

[image: image3.png]Employee Data - Field

ame: 53z somr ssii: [pO5-11-1002  Tyve: [Fivilian Milivary  Week
Etctve D for Employes Updstows | [11/377 2001
Chilian Loave BIMER | BIMER Wiltary
cvLan
Predetermined Avaﬂahm'v‘ VER || @ | MR | predeterminea
Shop:[TorTIT = Mame (Last First: foRms Tom
Sub Shop:
e ot [ [ aen 2 Tz o0t e[
Supu Assignment[FroD0L =
| Sun Mon Tue Wed Thu Fi Sat Sun Mon Tue Wed Thu Fi  Sat
Work Sched:[65 = s-o 5ol .o s.o[ asf [ [ =0 s.of 0] .o

Rotation Code:(B] =

[ [ [ [ [ [ [ [ [ [ I [ [

Rotation Sed

Time & Labor Cat:

v vowm or s/svs

Injury Dates:
First: 0070070000
Second:[00700/0000

hird:[270070000

Fourth:[2070070000




Figure 1, Rotation Code



To assign a Rotation Sequence:

1. Click [image: image4.bmp] next to the Rotation Seq field. 

2. Select the appropriate rotation sequence. A description is displayed next to the code to assist you.

3. Click the Save icon on the toolbar.
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Figure 2, Rotation Seq

After entering the Rotation Seq, the Work Schedule area will reflect the new schedule.

The Rotating Work Schedules report displays all rotation codes and corresponding descriptions, the rotation sequence numbers for that code, the work schedule and corresponding description of the work schedule.

To create the Rotating Work Schedules Report:
1. Click Reports from the SLDCADA main menu.

2. Click Rotating Work Schedules. 
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Figure 3, Rotating Work Schedules Report



Your site’s SLDCADA Administrator can create a new rotating work schedule from the Validation menu in the Rotating Work Schedule window. To create a new Rotation Code, the code must be added with the corresponding rotation sequence and corresponding work schedule. The following steps illustrate how a new rotating work schedule is created.

To create a new Rotation Code:

1. Click Validation from the SLDCADA main menu.

2. Click Rotating Work Schedule. 
3. Click the Add button 
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 or the Insert button [image: image8.png]


. 

Note: Add will insert a row at the bottom of the list. Insert will insert a row above the active row, which is indicated by a right facing arrow [image: image9.bmp].
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Figure 4, Rotation Code Area of the Rotating Work Schedule Window

4. Enter a 2 character Code and corresponding description for the Rotation Code.

5. Click the Rotation Code area of the window (bottom half) and it will become active.
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Figure 5, Rotation Sequence of the Rotating Work Schedule Window

6. Click the [image: image12.bmp] below the Work Schedule field.
7. Click the appropriate work schedule from the list for the Rotation Sequence.

8. Click the Save icon on the SLDCADA toolbar.

9. To add additional Rotation Sequences, click the Add button 
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 or the Insert button [image: image14.png]


 and repeat steps 6-8.

PAGE  
1
SLDCADA TIP #021502


_1063189185.doc
[image: image1.png]






_1075118148.doc
[image: image1.png]






