New Site Document

for the

Standard Labor Data Collection

[image: image1.png]


And

Distribution Application

(SLDCADA)
[image: image25.png]SLDCADA Version 21.0-00 - News

Goporate Systems Support Divsion 1999, Al Aghts eseried.

SLDCADA System News

Plaass have time entered for he pay period ending May 25th by OB May 26 dus to the Memorial Day weskend
holiday. Please direct any questions by caling or amailing the SLDCADA Representative

Gild on the SLDCADA MAIN MENU 1 go o afhar a1a3s of i appiication. Clld'Go' omoe you make your men selection.




SLDCADA-ClSrv-DOC-21.0
Version 21.0

Supported by:

Naval Sea Logistics Center Detachment Atlantic

Corporate Systems Support Division

Record of Revisions and/or Changes TC "Record of Revisions and/or Changes" \f C \l "1" 

Document Revision No.
Revision Date
Detailed Description of Change

[page no., paragraph no., & subparagraph no., (if necessary) + detailed description]

1.0.0
8 May 2000
Baseline document





































































































Table of Contents TC "Table of Contents" \f C \l "1" 
Title
Page

iRecord of Revisions and/or Changes

Table of Contents
iii
List of Figures
vii
List of Appendices
viii
List of Tables
ix
1.
Overview.
1
1.1
System Overview.
1
1.1.1
Features and Benefits of SLDCADA.
1
1.1.2
SLDCADA Documentation.
2
1.2
Site Requirements.
3
1.2.1
Hardware Environment for Site.
3
1.2.2
Software Requirements.
3
1.2.3
Application Access Control.
3
1.2.3.1
Login.
4
1.2.3.2
Access Rights.
4
1.2.3.3
Menu Codes.
4
1.2.3.4
Shop Classification.
4
1.2.3.5
Supervisor Assignment.
4
1.3
Overview of SLDCADA.
6
1.3.1
SLDCADA News Window.
6
1.3.2
The Main Menu Window.
8
1.3.3
Time and Attendance.
11
1.3.4
Times In/Out.
13
1.3.5
Civilian Employee Data Maintenance.
15
1.3.6
Advanced Labor.
21
1.3.7
Timesheets.
22
1.3.8
Online Certification.
23
2.
New Site Survey.
24
2.1
Master Employee Record (MER) evaluation.
24
2.2
Time Card or Source Data Automation (SDA).
24
2.2.1
Payroll Information.
24
2.3
Financial System Information.
25
2.3.1
Financial SystemTypes.
25
2.3.1.1
DIFMS.
25
2.3.1.2
STARS-HQ.
25
2.3.1.3
STARS-FL.
25
2.3.1.4
SABRS.
26
2.3.1.5
DWAS.
26
2.3.1.6
DBMS.
26
2.3.1.7
Local.
26
2.4
Frequency of Time and Attendance Collection.
26
2.5
Type of Collection Environment (Centralized or Decentralized).
26
2.6
Type of Employee Time and Attendance Collection.
27
2.6.1
Military.
27
2.6.2
Contractors.
27
2.7
Exception Reporting.
28
2.8
Attendance (Times In/Out) Processing.
28
2.8.1
Punch Clocks.
28
2.8.2
Muster Sheets.
28
2.8.3
Timesheets.
29
2.9
Data Profiling.
29
2.9.1
Activity Profile Configuration.
29
2.9.1.1
Activity Profile Maintenance Window.
30
2.9.1.1.1
UIC.
30
2.9.1.1.2
Station Code Description.
30
2.9.1.1.3
Employing Activity.
31
2.9.1.1.4
Employing Activity Description.
31
2.9.1.2
Activity Profile Tab.
32
2.9.1.2.1
Overtime Authorization Required.
32
2.9.1.2.2
Bypass Minor Labor Errors.
32
2.9.1.2.3
Allow Duplicate Labor Records.
33
2.9.1.2.4
DIFMS Interface.
33
2.9.1.2.5
Retention Weeks.
33
2.9.1.2.6
Edit Sub Shop Entry.
33
2.9.1.2.7
Edit Job Order Number Entry.
33
2.9.1.2.8
Generate Predetermined Without Job Order Number.
33
2.9.1.2.9
Generate Annual Leave Indicator When Labor Does Not Meet Schedule.
34
2.9.1.2.10
Field Lengths.
34
2.9.1.2.10.1
JON Length.
34
2.9.1.2.10.2
CON Length.
34
2.9.1.2.10.3
Shop.
34
2.9.1.2.11
Put All New Employees Into Default Supervisor Assignment.
35
2.9.1.2.12
Default Blank Type Hour Code to Regular.
35
2.9.1.2.13
Display/Certify Clocks.
35
2.9.1.2.14
Leave Availability.
35
2.9.1.2.15
New Employee Defaults.
35
2.9.1.2.15.1
Work Sched.
36
2.9.1.2.15.2
Shop.
36
2.9.1.2.15.3
Supv Asgn.
36
2.9.1.2.15.4
Time & Labor Cat.
36
2.9.1.2.15.5
Union Unit Cd.
37
2.9.1.3
DCPS Overlay Tab.
37
2.9.1.3.1
Available DCPS Overlay Fields.
37
2.9.1.3.2
Shop Overlay.
38
2.9.1.3.2.1
Start.
38
2.9.1.3.2.2
End.
Error! Bookmark not defined.
2.9.1.3.2.3
Zero Fill.
Error! Bookmark not defined.
2.9.1.3.3
Sub Shop Overlay.
Error! Bookmark not defined.
2.9.1.3.3.1
Sub Shop Overlay Start.
39
2.9.1.3.3.2
Sub Shop Overlay End.
Error! Bookmark not defined.
2.9.1.3.3.3
Zero Fill.
Error! Bookmark not defined.
2.9.1.3.4
Supervisor Assignment.
Error! Bookmark not defined.
2.9.1.3.4.1
Start.
39
2.9.1.3.4.2
End.
Error! Bookmark not defined.
2.9.1.3.4.3
Zero Fill.
Error! Bookmark not defined.
2.9.1.3.4.4
Zero Fill Length.
Error! Bookmark not defined.
2.9.1.3.4.5
Conditional Overlay.
39
2.9.2
Supervisor Profile Configuration.
39
2.9.2.1
Supervisor Assignment.
40
2.9.3
User Profile Configuration.
40
2.9.3.1
User ID.
40
2.9.3.2
Menu Codes.
40
2.9.3.3
Access Rights.
42
2.9.3.4
Access Blocked.
42
2.10
Database Sizing.
43
2.11
Firewalls.
43
2.12
Required Files.
43
3.
Responsibilities of the Site SLDCADA Application Administrator.
44
4.
Notes.
44
4.1
Acronyms.
44

Index
i
Document Improvement Proposal

List of Figures TC "List of Figures" \f C \l "1" 
Title
Page

6Figure 1, SLDCADA News window - PowerBuilder

Figure 2, SLDCADA News window - Web
7
Figure 3, Main Menu window – PowerBuilder
8
Figure 4, Main Menu window – Web
9
Figure 5, Time and Attendance Data window - PowerBuilder
11
Figure 6, Time and Attendance Data window - Web
12
Figure 7, Time and Attendance In/Out window - PowerBuilder
13
Figure 8, Time and Attendance In/Out window - Web
14
Figure 9, Civilian Employee Data Maintenance window - PowerBuilder
15
Figure 10, Civilian Employee Data Maintenance window - Web
16
Figure 11, Military Employee Data Maintenance window - PowerBuilder
17
Figure 12, Military Employee Data Maintenance window - Web
18
Figure 13, Non Employee Data Maintenance window – PowerBuilder
19
Figure 14, Non Employee Data Maintenance window - Web
20
Figure 15, Advanced Labor window - PowerBuilder
21
Figure 16, Sample Timesheet - PowerBuilder
22
Figure 17, Certification Statement window – PowerBuilder
23
Figure 18, Certification Statement window - Web
23
Figure 19, Activity Profile Maintenance window
30
Figure 20, DCPS Overlay tab window
37
Figure 21, Supervisor Assignment Maintenance window
39
Figure 22, User Profile Maintenance window
40


List of Appendicestc "List of Appendices" \f C \l 1
Title
Page

A-1Default Menu Access

Identifying Users & Access Rights
B-1
Batch Processing Schedule
C-1
Major/Minor Errors
D-1



List of Tables TC "List of Tables" \f C \l "1" 
Title
Page

3Table 1, Minimum Client PC Requirements

Table 2, Required Software for Client PC - PowerBuilder
3
Table 3, Required Software for Client PC - Web
3
Table 4, Activity Profile Tab Field Defaults
32
Table 5, Menu Codes
41
Table 6, Access Rights
42
Table 7, Monday Batch Processing Schedule
C-1
Table 8, Tuesday Batch Processing Schedule
C-2
Table 9, Wednesday Batch Processing Schedule
C-2
Table 10, Thursday Batch Processing Schedule
C-3
Table 11, Friday Batch Processing Schedule
C-4



1. Overview.

1.1 System Overview XE "System overview" .

The Standard Labor Data Collection and Distribution Application (SLDCADA) is a Naval Sea System Command (NAVSEA) developed Time and Attendance System that has recently been chosen as the Department of Navy standard.

The SLDCADA is a timekeeping system that allows for centralized or distributed input, provides the capability to track civilian, military, as well as contractor labor hours against job order numbers for financial purposes, and hours against type hour codes for pay purposes. 

Other notable features include a leave availability check, prior pay adjustments, exception reporting, ability to query Defense Civilian Payroll System (DCPS) files (MER and BiMER), for easy access to employee information by authorized users.

The SLDCADA provides a single Time & Attendance window for input, correction, certification, prior pays, and review, which ultimately reduces the training effort and makes user input easy. All reports are on-line, resulting in a reduction of hard-copy reports.

Interfaces are in place with the Defense Civilian Payroll System DCPS, the Department of Defense standard financial systems (DIFMS, STARS-FL, STARS-HQ) as well as other various local financial systems.

The SLDCADA is parameter driven so it can be tailored to meet individual site requirements. By being able to customize the SLDCADA application, the site is provided with maximum flexibility thus making it possible to satisfy a site’s particular needs.

All of these attributes are what makes the SLDCADA a robust, flexible and quality system.

The Corporate Systems Support Division (CSSD), Naval Sea Logistics Center Detachment Atlantic, Yorktown, Virginia, holds responsibility for the functionality and software maintenance.
1.1.1 Features and Benefits of SLDCADA XE "features" 

 XE "SLDCADA features" .

· Single source of entry (Payroll/Cost Accounting)

· Allows for centralized or distributed input

· Single window for input, correction, certification, prior pay period adjustments and review

· All elements are edited online

· Data validation mirrors DCPS edits

· Exception reporting

· Allows for multiple predetermined Job Order Numbers

· Automatic holiday generation

· Automatic leave generation

· Allows pre-authorization of overtime

· Allows authorization of long term leave and off-station charges

· Look-up menus for validation and reference files

· Leave availability check

· Provides electronic certification

· Accommodates civilian, military and contractor data

· Accommodates firefighters

· Easy access to employee information by authorized users

· Allows query of DCPS files (MER, BiMER)

· Retrieval of employees by name as well as SSN

· Reduction of hard-copy reports (replaced by online reports)

· Validation of JONs results in the reduction of unallocated cost/unmatched disbursements

· Historical data available (52 weeks total)

· Customer Support

· Customer Service Center (Help Desk availability 24/7)

· Production support 

· User Conference (annually)

· Customer Service Representatives

· Functional Review Board (as required)

· Customer Training

· Interface

· Civilian time and attendance (SDA file vs. direct input) to DCPS

· Civilian prior pay period adjustments to DCPS

· Military Employee Master

· Military Labor

· Various Financial Systems

· Accounting Classification

· Financial Reference Files

1.1.2 SLDCADA Documentation XE "SLDCADA documentation" 

 XE "documentation" .

· Web Access

· http://www.sldcada.navy.mil/
·  User Manuals:

· Database Design Description (DBDD)

· Software Center Operator Manual (SCOM)

· Software Input/Output Manual (SIOM)

· Software Installation Plan (SIP)

· Software User Manual (SUM)

· Software Version Description (SVD)

1.2 Site Requirements XE "Site requirments" .

1.2.1 Hardware XE "Minimun hardware required" 

 XE "Hardware requirements"  Environment for Site.

The hardware required to install, configure, maintain, and run SLDCADA is detailed in Table 1, Minimum Client PC Requirements.

Type
Absolute Minimum 
Recommended Minimum

CPU
486/33
Pentium 166

Memory
16 Mb
64 Mb

Video display
SVGA 800 x 600 resolution
SVGA 800 x 600 resolution

Disk storage
30 Mb free space)
30 Mb free space

Data link
Ethernet (802.3 compatible)
Ethernet (802.3 compatible)

Table 1, Minimum Client PC Requirements

1.2.2 Software Requirements XE "Software requirements" 

 XE "Required softwareware requirements" .

The software required to install, configure, maintain, and run SLDCADA is detailed in Table 2 and Table 3, Required Software for the Client PC.

Software
Version
Source

MS Windows
9x or NT 4.0
Appropriate vendor

SLDCADA
21.x
SLDCADA Representative

Oracle Client
8i Client 
Appropriate vendor

Table 2, Required Software for Client PC - PowerBuilder

Software
Version
Source

MS Windows
9x or NT
Appropriate vendor

Netscape
4.5 or later
Appropriate vendor

Table 3, Required Software for Client PC - Web

1.2.3 Application Access Control.

SLDCADA allows access only to authorized users. Application access is determined from a combination of your user ID, Access Code, and Menu Code. To access SLDCADA, you must be defined as a user within SLDCADA and have a current employee record within SLDCADA.

1.2.3.1 Login.

When you attempt to execute the on-line SLDCADA, your login is evaluated to determine if access is allowed. If you are not verified as a valid SLDCADA user, you receive a warning message and then are returned to the SLDCADA Login Window.

When you are determined to be valid in the application access tables, your access record is used to determine menu options and data access. From this point, you are forwarded to the SLDCADA News window and from there to the SLDCADA Main Menu.

1.2.3.2 Access Rights. XE "access" 

 XE "user access to the SLDCADA" 
Employee-related data within SLDCADA is considered sensitive and subject to the Privacy Act of 1974. Due to this restriction, employee and employee-related data is protected, and access is granted only to authorized individuals. These data Access Rights Codexe "access rights" combine with the application Menu Code to restrict your ability to the functions required to perform your duties.

1.2.3.3 Menu Codes. XE "Menu access" 
A Menu Code XE "Menu Code"  assigned to a user determines what menus and functions within the SLDCADA application the user can access. 

1.2.3.4 Shop Classification XE "Shop classification" .

When a site inputs time and attendance centrally, they typically group civilian employees by shop. Shop is usually the same value as the Organization code on the DCPS MER. Timesheets are distributed by shop, collected by shop, and time and attendance is entered easily by shop.

The value of the civilian employee’s shop is typically controlled at a high level. When the employee’s shop equals the MER Organization code, only authorized users of the Defense Civilian Personnel System (DCPDS) are able to change the value. This change takes place via a form 50 in DCPDS, which is updated in DCPS, and then updated in SLDCADA. Once the organization code changes on the interface files, the shop is changed in SLDCADA.

Military and contractor shop values are maintained in SLDCADA and can be updated directly in SLDCADA by authorized users.

1.2.3.5 Supervisor Assignment XE "Supervisor Assignment" .

The value of the Supervisor Assignment data element is completely different than the Shop value. They do not and ideally should not relate to each other. Shop XE "Shop"  typically refers to the organization to which the employee belongs and Supervisor Assignment is an arbitrary grouping of employees for timekeeping and certifying purposes only.

When a site is decentralized, meaning time and attendance is entered by timekeepers in the departments or by the employees and certified electronically by supervisors, employees are typically grouped by supervisor assignment. Supervisor assignment should be used to group employees for easy input of their time and attendance and easy certification by the supervisor. All employees who are certified by the same supervisor should be assigned to the same supervisor assignment. When the supervisor certifies time in SLDCADA, all employees belonging to the same supervisor assignment will be selected together. The supervisor then has the group of employees in SSN order for easy certification.

Supervisor Assignment can be from one to 10 positions in length. Authorized users can update employee’s Supervisor Assignment directly in SLDCADA. Supervisor Assignment typically is not updated from the interface files. Appendix B -- 

 REF _Ref477148133 \h 
Identifying Users & Access Rights is a sample survey form that collects data for identifying users.

1.3 Overview of SLDCADA XE "Overview of the SLDCADA" .

1.3.1 SLDCADA News Window XE "News window" 

 XE "SLDCADA News window" .

The SLDCADA News window displays after a successful login. The News window can be used to display messages such as greetings, reminders (e.g., early collection of time and attendance as during a holiday week) or informational messages (e.g., the system will be brought down at a specified time for maintenance). All SLDCADA users see the News window but only designated users have access to update the window.

Once the proper Login ID has been entered the Login window closes and the SLDCADA News window for the PowerBuilder version (Figure 1) or the SLDCADA News window for the web version (Figure 2) displays. 
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Figure 1, SLDCADA News window - PowerBuilder
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Figure 2, SLDCADA News window - Web

1.3.2 The Main Menu Window XE "Main Menu window" . 

The Main Menu window is where all the SLDCADA actions are initiated. The menu allows you to select options from SLDCADA for execution. Figure 3 displays all available menu options for SLDCADA. The options displayed will vary from user to user, depending on the assigned access rights.
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Figure 3, Main Menu window – PowerBuilder


Window Element XE "Window Element" 
Element Description XE "Window element description" 

1
Title Bar XE "Title Bar" 
Displays the name of the window and its revision number.

2
Menu Bar XE "Menu Bar" 
Represents all of the menu options currently available to the user.

3
Tool Bar XE "Tool Bar" 
Icons representing all the data/window manipulation functions available to the user. If you hold the cursor on the icon, a message describing the icon function is displayed. In addition, the tool bar can be moved around the window and anchored in other positions.

4
Status Box XE "Status Box" 
Status line for displaying prompts and informational messagesxe "messages".

5
User XE "User" 
User ID of individual currently running SLDCADA.

6
Screen Mode XE "Screen Mode" 
Indicates whether the current window is in inquiry or update mode.

7
SLDCADA Version Number XE "SLDCADA Version Number" 
Represents the version number assigned to the current application software.

8
Current Date and Time XE "Current Date and Time" 
The date is displayed in mm-dd-yy format and the time is displayed in hh:mm:ss format. This field is updated continuously.
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Figure 4, Main Menu window – Web


Window Element XE "Window Element" 
Element Description XE "Window element description" 

1
Title Bar XE "Title Bar" 
Displays the name of the window and its revision number.

2
Menu Bar XE "Menu Bar" 
Represents all of the menu options currently available to the user.

3
Tool Bar XE "Tool Bar" 
Icons representing all the data/window manipulation functions available to the user. If you hold the cursor on the icon, a message describing the icon function is displayed. In addition, the tool bar can be moved around the window and anchored in other positions.

4
Status Box XE "Status Box" 
Status line for displaying prompts and informational messagesxe "messages".

5
User XE "User" 
User ID of individual currently running SLDCADA.

6
Screen Mode XE "Screen Mode" 
Indicates whether the current window is in inquiry or update mode.

7
SLDCADA Version Number XE "SLDCADA Version Number" 
Represents the version number assigned to the current application software.

8
Current Date and Time XE "Current Date and Time" 
The date is displayed in mm-dd-yy format and the time is displayed in hh:mm:ss format. This field is updated continuously.

1.3.3 Time and Attendance.

The Time and Attendance function XE "Time and Attendance function"  in SLDCADA includes entering, updating, and correcting labor charges and time and attendance. Figure 5, Time and Attendance displays information about the employee and the labor hours data collected for the week selected. Both weeks of the pay period are displayed with week one of the pay period always first. Biweekly sites have access to both weeks of the pay period while weekly sites have only the current week available for update. When a group of individuals has been selected for labor collection and correction, you may use the available arrow keys to move among the employee data records and/or labor data records.
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Figure 5, Time and Attendance Data window - PowerBuilder XE "Time and Attendance Data window" 
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Figure 6, Time and Attendance Data window - Web XE "Time and Attendance Data window" 
SLDCADA collects time and attendance for civilian, military, and contractor employees. You can also set up military and contractor employees to use SLDCADA for the collection of their own time and attendance. Only civilian data is sent to DCPS. Civilian, military, and contractor employee data can be sent to a local financial system.

You can set up military and contractor employees as users of SLDCADA without collecting their time and attendance as in the case of a military supervisor certifying time for civilians.

1.3.4 Times In/Out. XE "Times in/out." 
SLDCADA can process the times in/out. SLDCADA can calculate elapsed time between punch in/outs. SLDCADA can display the times in/out or hide them.

[image: image8.png]SLDCADA _ (Revision 21.0)
Fle Edt Lsbor Cetiicatin Employee Reports Sysédmin Valdation Baich Toos Window Help

H &0 7 » 28|98 & @ CERREAN | 0

|- [5]x]

Time & Attendance (Revision 21.0) o=

SSH  Type  Employee Hame WEDate Acty SupvAsgn Shop WS Certified By Temp Supy GIUPF TL LA i‘

Towee7s [C FARARDT DALE e e )

FFFO
FFFO -

275107 [C [EDRORRGC GmeRs [oooios [ o[ 0255 [EreseseE
Fow o1& Searched by SUPY_ASGN - 0211
7 Tme s Atendonce (yClocks | Tin & Aterince | Cloks | ek Shecle
2558 2589 anam anoss | Beameiaror vae
gt Clocks In/Dut T for Weekl
n ouw o ou n o ow o ow

> Sunday (D000

ety 700 [ 1630

[ 700 [ 1630

Wednesday 07:00 ] 16:30

[ 700 [ 1630

ity 700 [ 1630

Saturday

Vs time " values based on a 24-haur clack (00:00 - 23:59).
Asterish (%) indicates manual punches.

Ready [User el Mode: Update. Nersion 21000 [2300142340




Figure 7, Time and Attendance In/Out window - PowerBuilder XE "Time and Attendance In/Out window" 
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Figure 8, Time and Attendance In/Out window - Web XE "Time and Attendance In/Out window" 
1.3.5 Civilian Employee Data Maintenance XE "Employee data maintenance" . 

Civilian employee data can be maintained through the Employee Data Maintenance window XE "Employee Data Maintenance window" . The windows for Civilian Employee Data Maintenance (Figure 9 and Figure 10), the Military Employee Data Maintenance (Figure 11 and Figure 12), and Non Employee Data Maintenance (Figure 13 and Figure 14) are shown.
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Figure 9, Civilian Employee Data Maintenance window - PowerBuilder
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Figure 10, Civilian Employee Data Maintenance window - Web
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Figure 11, Military Employee Data Maintenance window XE "Military Employee Data Maintenance window"  - PowerBuilder
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Figure 12, Military Employee Data Maintenance window - Web XE "Military Employee Data Maintenance window" 
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Figure 13, Non Employee Data Maintenance window – PowerBuilder XE "Non Employee Data Maintenance window" 
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Figure 14, Non Employee Data Maintenance window - Web XE "Military Employee Data Maintenance window" 
1.3.6 Advanced Labor XE "Advanced Labor" .

The Advanced Labor window allows for the maintenance of advanced labor data. (This  is not the same as advanced leave in DCPS).
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Figure 15, Advanced Labor window - PowerBuilder

1.3.7 Timesheets XE "Timesheets" .

SLDCADA can produce timesheets as shown in Figure 16, Sample Timesheet.
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Figure 16, Sample Timesheet XE "Sample Timesheet"  - PowerBuilder
1.3.8 Online Certification XE "Online certification" .

SLDCADA allows for online certification. The Certification Statement XE "Certification Statement"  automatically appears at the start of each process in the Certification option (Figure 18 and Figure 18).
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Figure 17, Certification Statement window – PowerBuilder
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Figure 18, Certification Statement window - Web

A button will appear on the window of the Time and Attendance window allowing for electronic certification.

2. New Site Survey XE "Site survey" 

 XE "New Site survey" 

 XE "survey" .

2.1 Master Employee Record (MER) evaluation.

The SLDCADA representative will request a one-time MER Format 2 (P6631) file XE "MER Format 2 (P6631) file"  from DCPS and then produce a MER evaluation XE "MER evaluation"  and send the results back to your site.

If your site has predetermined (standing) Job Order Numbers (JONs) loaded in DCPS and would like those numbers imported to SLDCADA, the SLDCADA representative will request a one-time daily MER from DCPS. 

2.2 Time Card or Source Data Automation XE "Source Data Automation"  (SDA XE "SDA" ).

SLDCADA replaces the manual online entry of timecards to DCPS by Source Data Automation (SDA) XE "DCPS" . SDA is an electronic file of time and attendance XE "electronic file of time and attendance"  that is sent to DCPS from SLDCADA. DCPS must grant approval of using SLDCADA as a replacement for online entry XE "online entry"  of timecards.

Does your site enter timecards directly into DCPS?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

Are you currently using a DCPS SDA?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

If your site is currently using a DCPS SDA, what is the name of the time and attendance collection system?


If you checked YES to either question above, the SLDCADA representative will work with DCPS to complete the SDA approval process.

2.2.1 Payroll Information XE "Payroll information" .

Which payroll office(s) does your activity use:
 FORMCHECKBOX 
 Charleston
 FORMCHECKBOX 
 Pensacola
 FORMCHECKBOX 
 Denver

Did you include their employing activity in the DCPS form?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.3 Financial System Information.

SLDCADA interfaces with several financial systems. SLDCADA formats the 30-position JON in the DCPS time and attendance records according to the financial requirements. Each employing activity can be attached to a different financial system.

What is your site’s financial system?


If your site has more than one financial system, list the employing activities with a corresponding financial system:

Employing Activity

Financial System













2.3.1 Financial SystemTypes.  XE "Financial System" 
2.3.1.1 DIFMS XE "DIFMS" .

JON length?

Shop* length?

CON length?


(*The shop is defined as the organizational element to which an employee is assigned).



Does your shop match your organization code in DCPS?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO



Do all your shops report to DIFMS?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.3.1.2 STARS-HQ XE "STARS-HQ" .

Your site must provide a file of employing activities and JONs to the SLDCADA Representative. The users will not input the JON. SLDCADA will format the JON when sending the data to DCPS. 

What is the format of your JON?


2.3.1.3 STARS-FL XE "STARS-FL" .

The format for the STARS-FL is typically the employing activity (5 positions), fiscal year (1 position) and JON (5 positions). Users usually input just the JON portion. SLDCADA proceeds the JON with employing activity and fiscal year when formatting the JON to DCPS.

If your site uses the STARS-FL, what is the format of your JON?





Does your site use “R” in the JON field for reimbursable expense?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO




What position of JON do you place the “R”?


2.3.1.4 SABRS XE "SABRS" .

What is the format of your JON?





Does your site use “R” in the JON field for reimbursable expense?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO




What position of JON do you place the “R”?


2.3.1.5 DWAS.

What is the format of your JON?





Does your site use “R” in the JON field for reimbursable expense?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO




What position of JON do you place the “R”?


2.3.1.6 DBMS.

What is the format of your JON?


2.3.1.7 Local.  XE "Local" 
Will your site provide a file of valid JONs on a weekly basis for JON editing in SLDCADA?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO



Will your site provide a file of valid shops on a weekly basis for editing in SLDCADA?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.4 Frequency of Time and Attendance Collection XE "weekly time and attendance collection" 

 XE "time and attendance collection" . XE "biweekly time and attendance collection" 
SLDCADA can be configured to collect and send time and attendance on a weekly or biweekly basis to DCPS. Typically STARS XE "STARS"  users are biweekly. DIFMS XE "DIFMS"  and other financial systems are weekly. Which of the following describes your users?

 FORMCHECKBOX 
 Weekly
 FORMCHECKBOX 
 Biweekly

SLDCADA can be configured to collect time in tenths or hundredths of an hour. How does your installation want to collect time?

 FORMCHECKBOX 
 Tenths of an hour
 FORMCHECKBOX 
 Hundredths of an hour

2.5 Type of Collection Environment (Centralized or Decentralized).

SLDCADA can be configured for either a centralized XE "centralized environment"  or a decentralized environment XE "decentralized environment" . Employees cannot enter their own time and attendance in a centralized environment. Centralized typically means that timesheets are distributed to employees, then collected in one central place and the time and attendance data is entered into SLDCADA. No electronic certification takes place. Uncertified time and attendance data is sent to DCPS. Reports are printed centrally. 

Decentralized typically means that employees or timekeepers in the departments enter the time and attendance data in SLDCADA at their desks and then supervisors certify the data. Reports can be printed at the desk.

Each shop in the database can be configured to collect time and attendance in either a centralized or a decentralized environment. Which of the following describes your environment?

 FORMCHECKBOX 
 Entire database is centralized.

 FORMCHECKBOX 
 Entire database is decentralized.

 FORMCHECKBOX 
 Each shop will be configured separately.

2.6 Type of Employee Time and Attendance Collection XE "type of employee" .

2.6.1 Military.  XE "Military employee" 
Do you have military users of SLDCADA?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO


If YES, do you collect time and attendance for military?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO


If YES, do you send military time and attendance to your Financial System?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO


If YES, do you have a local Military Master File?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.6.2 Contractors XE "Contractor employee" .

Do you have contractor users of SLDCADA?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO




If YES, do you collect time and attendance for contractors?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO




If YES, do you send contractor time and attendance to your Financial System?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO




If YES, do you have a local Contractor Master File?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.7 Exception Reporting XE "Exception Reporting" .

SLDCADA can be an exception only reporting system. Employees can be set up with a predetermined (standing) JON XE "predetermined JON" 

 XE "standing JON" . An employee may have up to 99 predetermined JONs in SLDCADA. If an employee has a predetermined JON, only the exception to regular work needs to be entered in SLDCADA. Each predetermined JON can be assigned a number of hours to be worked in one day. If the JON has no hours, then the hours will be determined by the system using the employees work schedule. If the first predetermined JON has two hours, then that JON will be used to make up only 2 hours of the day. The system will then use the next predetermined JON.

Does your site use predetermined (standing) JONs?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.8 Attendance (Times In/Out) Processing.

NAVCOMPT regulations require employees to record their times in/out (times present at work). This can be accomplished by signing in and out on a log sheet or by recording times in/out in the In/Out window in SLDCADA. The times present on the job would be displayed in the In/Out window. If your site does not require inputting of times in/out, a log sheet to record times present on the job should be used.

How does your site want to handle attendance? Check only one of the following.

 FORMCHECKBOX 

Enter times in/out and view in certification.

 FORMCHECKBOX 

Hide times in/out (clocks will not be entered or reviewed).

 FORMCHECKBOX 

Require clocks to be viewed in order for certification to be allowed.

2.8.1 Punch Clocks XE "Punch Collection" .

SLDCADA can interface with an external time collection mechanism. The external mechanism would collect employee SSN and time in and time out then generate an ASCII file of employee punches on a daily basis. The layout of the ASCII file must adhere to the file layout in the SLDCADA SIOM. SLDCADA can accept the in and out times then calculate the elapsed time between punches on a daily basis. The punches would reflect the time the employee is present on the job and would be displayed on the times in/out window. 

Does your site use an external punch clock to punch in and out?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

What kind of mechanism do you use?


2.8.2 Muster Sheets.  XE "Muster Sheets" 
Some sites use Muster sheets for the collection of time and attendance.  

Does your site use muster sheets for times in and out?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

Does your site want to retain muster sheets for times in and out?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.8.3 Timesheets XE "Time Sheet" .

SLDCADA can produce timesheets. This is typically used in a centralized environment where there is no certification in SLDCADA. The signed timesheet is the certified document. Timesheets can also be used in departments in a decentralized environment.

Will your site require hardcopy timesheets?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.9 
Data Profiling XE "Data Profiling" .

The SLDCADA representative will help customize and configure many of the data element formats to fit the needs your installation. There are four windows: Activity Profile Maintenance window, Supervisor Assignment Maintenance window, Shop Maintenance window, and User Profile Maintenance window that configure the SLDCADA defaults for your installation.

2.9.1 Activity Profile Configuration XE "Activity Profile Configuration" .

The Activity Profile Maintenance window is composed of five tabs that are illustrated in Figure 19.

2.9.1.1 Activity Profile Maintenance Window XE "Activity Profile Maintenance window" .

The Activity Profile Maintenance window, Figure 19 consists of four fields and 5 tabs. The four fields that define an activity record are UIC, Station Code Description, Employing Activity and Employing Activity Description. The five tab windows display the fields required to configure an activity’s profile.
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Figure 19, Activity Profile Maintenance window XE "Activity Profile Maintenance window" 
2.9.1.1.1 UIC XE "UIC" .

The UIC (Identification Code) field is the Unit Identification Code of an activity.

2.9.1.1.2 Station Code Description XE "Station Code Description" .

The Station Code Description field is the English-language description of the station designated by the UIC.

2.9.1.1.3 Employing Activity XE "Employing Activity" .

The Employing Activity field is a code that identifies the employing activity. The Navy uses the six-position UIC, the Air Force uses the last four positions of the PAS Code followed by spaces, and the Army uses the six-position UIC.

2.9.1.1.4 Employing Activity Description XE "Employing Activity Description" .

The Employing Activity Description field is the English-language description of the employing activity.

Fill out the following table for all UICs in your activity.

UIC

Station Code Description

Employing Activity

Employing Activity Description

































2.9.1.2 Activity Profile Tab XE "Employing Activity:Activity Profile tab" 

 XE "Activity Profile tab" .

The Activity Profile Maintenance window, Figure 19 displays the Activity Profile fields. The twelve check box fields are all required on the database. Table 4 displays the default configuration of the fields.

Field Name
Default 
“Y” / “N”

Create Early Weekly on Split Week
Y

Overtime Authorization Required
N

Bypass Minor Labor Errors
Y

Allow Duplicate Labor Records
N

DIFMS Interface
N

Edit Sub Shop Entry
N

Edit Job Order Number Entry
N

Generate predetermined without Job Order Number
N

Generate Annual Leave Indicator when Labor does not meet Schedule
N

Send Uncertified Data to DCPS
N

Put all new employees into default Supervisor Assignment
N

Default Blank THC to Regular
Y

Table 4, Activity Profile Tab Field Defaults XE "Activity Profile Tab Field Defaults" 
2.9.1.2.1 Overtime Authorization Required XE "Overtime Authorization Required" .

The Overtime Authorization (Required Overtime Authorization Indicator switch determines whether overtime hours must be authorized. If the field is checked, SLDCADA will generate a warning message if overtime/comptime is entered without preauthorization. Overtime/comptime will be dropped on Saturday if it is not authorized. Overtime/comptime is allowed without authorization during certification.
Does your site want to preauthorize overtime/comptime?





 FORMCHECKBOX 
 YES – Authorization is required. The employee, timekeeper or supervisor will be responsible for inputting overtime authorization.

 FORMCHECKBOX 
 NO –  Authorization is not required. Overtime/comptime can be entered without a warning message.

2.9.1.2.2 Bypass Minor Labor Errors XE "Bypass Minor Labor Errors" .

The Bypassed Record Switch is a switch set in a labor record which indicates the record had minor errors on creation/update which the user chose to bypass. The Bypass Minor Labor Errors field indicates whether the bypass of minor errors within labor will be allowed. Typically sites choose to bypass. See Appendix D -- 

 REF _Ref480611372 \h 
Major/Minor Errors for a list of major and minor labor hour errors that can occur.

Does your site want to allow the bypass of minor labor errors?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.9.1.2.3 Allow Duplicate Labor Records XE "Allow Duplicate Labor Records" .

The Allow Duplicate Labor Records(Allow Duplicate Key on Labor Hours) determines whether labor records with duplicate key information to be entered in labor processing.

Does your site want to allow duplicate labor records?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.9.1.2.4 DIFMS Interface XE "DIFMS Interface" .

The DIFMS Interface (DIFMS Financial Indicator) determines whether the Employing Activity uses a DIFMS interface.

Does your site use a DIFMS interface?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.9.1.2.5 Retention Weeks XE "Retention Weeks" .

The Retention Weeks (Retention Weeks Backward) fields are used to setup the number of weeks to maintain employee and labor data. SLDCADA can retain up to a maximum of 52 weeks of history records in the database. When the designated number of weeks is reached the oldest week is dropped from the database. The Retention Weeks fields are both required on the database. The valid values are 0 – 52.

How many weeks of history records do you want to retain in the database?


2.9.1.2.6 Edit Sub Shop Entry XE "Edit Sub Shop Entry" .

The Edit Sub Shop Entry (Edit Subshop Indicator) determines whether entry of the Sub Shop should be edited against the Subshop table.
Does your site want to edit Sub shop?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

(If YES, you must provide the SLDCADA representative with a file of valid Subshops).

2.9.1.2.7 Edit Job Order Number Entry XE "Edit Job Order Number Entry" .

The Edit Job Order Number Entry (Edit Job Order Number -gf_jon_edit – Default N -- NO) determines if entered Job Order Numbers will be edited. SLDCADA can edit the JON against several JON tables maintained in the database.

Does your site want to edit the JON against a valid JON table?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.9.1.2.8 Generate Predetermined Without Job Order Number XE "Generate predetermined without Job Order Number" .

The Generate Predetermined Without Job Order Number (Generate Predetermined Without JON Indicator -gf_gen_predet_wo_jon- Default 0 -- NO )specifies that predetermined labor should be generated although the predetermined job order number does not exist. Typically this option is used for STARS HQ activities where employees do not have individually assigned JONs.

Does your site want to generate predetermined labor without a valid JON?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.9.1.2.9 Generate Annual Leave Indicator When Labor Does Not Meet Schedule XE "Generate Annual Leave Indicator when Labor does not meet Schedule" .

The Generate Annual Leave Indicator When Labor Does Not Meet Schedule field (Generate Annual Leave Indicator gf_gen_ann_lve_ind – Default 0 -- NO) specifies that annual leave should be generated for any full-time employee who does not have required hours based upon their work schedule for a day. This will cause the batch Labor Generation process to generate annual leave for any hours not accounted by entered exceptions or standing JONs set to generate.
Does your site want to generate annual leave automatically when the hours entered or predetermined hours generated are less than the scheduled hours? Typically sites respond NO.
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.9.1.2.10 Field Lengths XE "Field Lengths" .

The Field Length fields are required for sites that use DIFMS Financial.

2.9.1.2.10.1 JON Length XE "JON" .

The JON (Job Order Number) is a free form field that contains the costing elements to be charged for the associated Type Hour Code and hours. It is used for T&A input reporting, as preloaded job orders, and in output interfaces. Valid values are 0 – 13.

What length do you want to use?


2.9.1.2.10.2 CON Length XE "CON" .

The CON (Customer Order Number) a number assigned by the comptroller used to control charges. Valid values are 0 – 10.

What length do you want to use?


2.9.1.2.10.3 Shop XE "Shop" .

The Shop field is the organizational element to which an employee is assigned. Valid values are 0 – 7. Typically sites use 2.

What length do you want to use?


2.9.1.2.11 Put All New Employees Into Default Supervisor Assignment. XE "Put all new employees into default Supervisor Assignment" 
The Put All New Employees Into Default Supervisor Assignment (New Employees to Default Supervisor Assignment Indicator gf_new_to_default_supv Default 0 – NO)indicates whether or not all new employees are to be placed in the Default Supervisor Assignment. If this is not set, the MER Process program, cbmerl, will attempt to form a supervisor assignment from the MER Organization Code using the Supervisor Assignment Start/Stop/Zerofill values. on the UIC record.

 FORMCHECKBOX 
 YES - Put all new employees into the Default Supervisor Assignment.

 FORMCHECKBOX 
 NO -  New employees will be placed in the Supervisor Assignment based on overlay positions for Supervisor Assignment from the MER Organization.

2.9.1.2.12 Default Blank Type Hour Code to Regular XE "Default Blank THC to Regular" .

The Default Blank THC to Regular (Assume Regular Hours Indicator gf_assume_regular Default 1 – Yes) indicates that whether or not the type hour code in labor should default to the employee’s regular type hour code if it is blank.

 FORMCHECKBOX 
 YES- Assume regular labor. Blank type hour codes will be set to RG, RF, RS, RT depending on graded/ungraded code and shift assignment.

 FORMCHECKBOX 
 NO - Do not assume regular labor. Blank type hour codes will trigger an error for user correction.

2.9.1.2.13 Display/Certify Clocks XE "Display/Certify Clocks" .

The Display/Certify Clocks (Certify Clocks, gf_clock_cert Default 2 – Required to View for Certification) indicates whether or not clocks are to be displayed, are updateable, and/or are required to be viewed prior to certification. Valid values are 0 – No Clocks (Clocks screen not accessible), 1 – Clocks can be entered. Not required for Certification, 2 – Clocks must be viewed for Certification. The default value is 2.

What value do you want to use for Display/Certify Clocks?


2.9.1.2.14 Leave Availability XE "Leave Availability" .

The Leave Availability (Leave Availability Check) indicator determines whether or not leave availability should be checked when leave labor is entered. The Leave Availability that verifies against the current biweekly MER leave balance. The Leave Availability is required by the database. Valid values are no check and check. The default value is No check.

 FORMCHECKBOX 
 YES - Verify leave balance against Biweekly MER balances. Minor error will inform user. Can be bypassed.

 FORMCHECKBOX 
 NO -  Leave should not be verified.

2.9.1.2.15 New Employee Defaults XE "New Employee Defaults" .

Some of the new employee defaults are required while others default to null or valid values. New Employee Defaults fields are required on the database. The valid values for fields with the exception of Time & Labor Cat and Union Unit Cd are the existing entries in their respective tables. The valid values for the all the fields with the exception of Time & Labor Cat and Union Unit Cd are the existing entries in their respective tables.

2.9.1.2.15.1 Work Sched XE "Work Sched" .

The Work Sched (Default Work Schedule) is Work Schedule Code that new employees should be placed in if a match cannot be found vis MER/schedule check. The Work Sched code must be a valid Work Schedule code in SLDCADA. Typically the code SS is used for an Alternate Work Schedule of 0, eight-hour Monday through Friday workweek. This field cannot be null. We suggest the code to be main schedule worked by the majority of the employees.

What do you want for your site’s Default Work Schedule Code?


2.9.1.2.15.2 Shop XE "Shop" .
The Shop (Default Shop) is the shop to use for new employees if the value generated from the MER Organization is invalid. Typically, the Payroll Shop code is used so that the Customer Service Representative can detect new employees. This field may not be null.

What code do you want for your site’s Default Shop?


2.9.1.2.15.3 Supv Asgn XE "Supv Asgn" .

The Supv Asgn. (Default Supervisor Assignment) is the Supervisor Assignment to use for new employees if the value generated from the MER Organization is invalid. This field may not be null.

What do you want for your site’s default supervisor assignment for new employees?


2.9.1.2.15.4 Time & Labor Cat XE "Time & Labor Cat" .

The Time & Labor Cat.(Default Time and Labor Category) is a one-character default code used for new employees. If your site calculates elapsed time then the category must be 1, 2, 6, or 7. Sites typically assign 3 as the default. Valid values are 1 – 7. The default is 3.

What value do you want to assign for your site’s default time and labor category for new employees? (Check only one of the following).

 FORMCHECKBOX 

1
Required to punch, elapsed time calculated.



 FORMCHECKBOX 

2
Required to punch, elapsed time calculated for audit purposes only.



 FORMCHECKBOX 

3
Required to submit all labor daily.



 FORMCHECKBOX 

4
Exception reporting daily only – has predetermined JON.



 FORMCHECKBOX 

5
Weekly reporting for all labor reporters – may or may not have predetermined JON.



 FORMCHECKBOX 

6
Required to punch. Elapsed time calculated.



 FORMCHECKBOX 

7
Required to punch. Elapsed time calculated for audit purposes only.

2.9.1.2.15.5 Union Unit Cd XE "Union Unit Cd" .

The Union Unit CD (Union-Unit Code gf_default_union_unit_cd default NULL U = Union T = Unit) designates employees who are union members or eligible to be a member of the bargaining unit. Valid values are Union Unit or blank.

What value do you want to use?


2.9.1.3 DCPS Overlay Tab XE "DCPS Overlay tab" .

 DCPS Overlay tab window displays the DCPS overlay options.
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Figure 20, DCPS Overlay tab window

2.9.1.3.1.1 Available DCPS Overlay Fields XE "Available DCPS Overlay Fields" .

Figure 20 displays the DCPS Overlay fields. Shop, Sub Shop, Supervisor Assignment determine whether the corresponding field will be overlaid from the MER Organization Code each time a new MER is loaded. Your site may choose not to overlay any or all of the fields if your site’s Shop, Sub Shop or Supervisor Assignment does not correspond to the MER Organization Code.

Do you want to overlay Shop?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO





Do you want to overlay Sub Shop?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO





Do you want to overlay Supervisor Assignment?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

SLDCADA can use the Organization Code from the MER to generate the Shop, Sub Shop and Supervisor Assignments for new employees. If your site chooses not to generate any of the available fields than SLDCADA will substitute the default values that your site has designated.

Do you want SLDCADA to generate Shop for new employees?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO





Do you want SLDCADA to generate Sub Shop for new employees?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO





Do you want SLDCADA to generate Supervisor Assignment for new employees?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

If your site chooses not to overlay or generate any of the fields than skip to the paragraph 2.9.2, Supervisor Profile Configuration.

2.9.1.3.1.2 Overlay Start/End/Zerofill/Length XE "Shop Overlay" .

The Shop, Sub Shop and Supervisor Assignment overlay values are generated from the DCPS MER Organization Code. The Start and End fields determine which part of the MER Organization Code to use for the value. Your site determines which part of the MER Organization Code to use by setting the Start/End positions for each field. i.e., MER Organization Code is A1234.  Your site determines that Shop will be a 2 -position code and that the Start is the first position and the End is the second position. SLDCADA would generate the employee Shop as A1. The overlay value for Shop and Sub Shop may be up to seven positions long while the overlay value for Supervisor Assignment may be up to ten positions long. Typically, sites use a 2-position shop code, 3-positon sub shop code and a 5-position supervisor assignment code. The Shop and Supervisor Assignment overlay values are required. Valid values Null, 1 – 7. Null means Zero Fill is set to NO. The Sub Shop overlay is optional. The Zero fill switch determines whether to fill the remaining positions with zeros. Your site can determine the length of the Zero Fill for Supervisor Assignment. 

If the site has chosen not to overlay and to use the new employee defaults than the Start/End fields for Shop and Supervisor Assignment must contain numbers. The Start/End values are 1 in the both the Shop and Supervisor fields. The Sub Shop Start/End can be null.

2.9.1.3.1.3 Shop Overlay Positions.

What position do you want for Shop Start?





What position do you want for Shop End?






Do you want the Shop to be zero filled?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO





2.9.1.3.1.4 Sub Shop Overlay Positions (Optional​).

What position do you want for Sub Shop Start?





What position do you want for Sub Shop End?





Do you want Shop to be zero filled?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

2.9.1.3.1.5 Supervisor Assignment Overlay Positions XE "Start" .

What value do you want for Supervisor Assignment Start position? 





What value do you want for Supervisor Assignment End position?






Do you want to zero fill Supervisor Assignment as indicated by the Zero Fill Length?
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO





What value do you want for the Supervisor Assignment Length?

The Zero Fill Length field is required if the Zero Fill field is YES.


2.9.1.3.1.6 Conditional Overlay XE "Conditional Overlay" .

The Conditional Overlay (Conditional Supervisor Assignment Overlay) indicates whether or not to overlay the Supervisor Assignment only when the Shop has changed. The Conditional Overlay is required on the database. The switch will have no effect if the MER Assignment Overlay Indicator is set to NO.

Do you want the Conditional Supervisor Assignment Overlay?



 FORMCHECKBOX 
 YES - Supervisor Assignment Overlay only if employee changes shop.



 FORMCHECKBOX 
 NO -  Do not overlay Supervisor Assignment regardless of shop change status.

2.9.2 Supervisor Profile Configuration XE "Supervisor profile configuration" .

The Supervisor Assignment Maintenance window, Figure 8 displays the fields that are used by SLDCADA to configure the Supervisor profile.
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Figure 21, Supervisor Assignment Maintenance window XE "Supervisor Assignment Maintenance window" 
2.9.2.1 Supervisor Assignment XE "Supervisor Assignment" .

A unique number assigned to each supervisor to identify employees who work for that supervisor. Each employee must be assigned a supervisor. An employee may also have a temporary supervisor assigned.

2.9.3 User Profile Configuration XE "User Profile configuration" .

The User Profile Maintenance window, Figure 22, displays the fields used by SLDCADA to configure a user profile. If the User ID field is not Null, then the Menu Code and Access Rights fields are required.
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Figure 22, User Profile Maintenance window

2.9.3.1 User ID XE "User ID" .

The User ID (User Identifier)field is the logical ID of a system user. The recommended naming convention is first initial and the first seven characters of the last name.

2.9.3.2 Menu Codes XE "Menu Code" .

The Menu Code field is a character code used to group SLDCADA menu choices and designate access to specific users. Menu Codes are created and maintained within SLDCADA system administration. Valid values for Menu Code can be any existing entry in the Menu Code table as shown in Table 5, Menu Codes. A “SA” (System Administrator) rated user will be able to access menu functions such as the Sys Admin menu that a “SE” (Self rated) user cannot see. Each user type is set up to have a different set of default SLDCADA system function accessibility. Access to system menu functions can be configured differently according to the individual site requirements. The default system access XE "default system access"  for each Menu Code XE "default menu Code"  can be found in Appendix A -- 

 REF _Ref478895404 \h 
Default Menu Access.
Menu Code
User Type

AO
Admin Officer

CS
Customer Service Representative

HD
Help Desk

HR
HRO Technician

MP
Military Personnel

OP
Operations

SA
System Administrator

SE
Self

SU
Supervisor

TK
Timekeeper

Table 5, Menu Codes
2.9.3.3 Access Rights XE "Access Rights" .

The Access (Code) Rights field is a character code used to determine which employees’ data a user is allowed to access. The Access (Rights) Codes, listed in Table 6, determine whose data a user is allowed to see i.e., which employee labor data can viewed and/or updated. An “AL” (All Employee Data) rated user can view everyone’s data while a “SE” (Self-Only) rated user can only view their personal data. In addition, users with Access Codes of “S1” (Supervisor Level 1) and above can grant their access to another user with equal or higher access.

Note:
A user may be rated as “SE”/“SE”. The user can have an access code of “SE” from the Access Rights table and a menu code of “SE” from the Menu Codes table.

AccessCode

Description

Access Granted

SE
Self Only
User can only access their personal SSN.

T1
Timekeeper Level Supervisor Assignment
User has access to their personal SSN and to all other employees within their supervisor assignment.

T2
Timekeeper Level Supervisor
User has access to their personal SSN and to all other employees who report to the user’s supervisor.

S1
Supervisor Level 1
User can access their own SSN and all employees whom they supervise. 

S2
Supervisor Level 2
User can access their own SSN, all employees whom they supervise and all employees within their supervisor assignment. Combination of SE, S1 and T1.

S3
Supervisor Level 3
User can access their own SSN, all employees whom they supervise and all employees who report to the user’s supervisor. Combination of SE, S1 and T2.

CC
Shop
User may access all of those employees who have the same shop as the user does (exact match of shop).

XC
Cross Referenced Shop
User may access all of those employees who have the same shop as the user and all employees whose shop is cross-referenced to the user shop.

AL
All Employee Data
User may access data for all employees.

Table 6, Access Rights

2.9.3.4 Access Blocked XE "Access Blocked" .

The default value for the Access Blocked is NO. The Access Blocked field is set to YES when a user's shop changes. The switch blocks the user from connecting to SLDCADA until the administrator goes into the user profile window and verifies that the user still needs the level of access that he or she had with the old shop. The administrator checks the access rights, makes any necessary changes, and turns off the "Access Blocked" field.
2.10 Database Sizing XE "Database sizing" .

Please fill-in the appropriate numbers. The information is used by the SLDCADA representative to size the SLDCADA database.

Number of Civilian Employees 


Number of Military Employees








Number of Contractors


Number of Timekeepers/users








Number of Shops


Number of Subshops








Number of Supervisors


Number of standing JONs


2.11 Firewalls.

Does your site have a firewall?

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO





Who is the point of contact for firewall access?
Name:















Phone:














Email Address:





Are any forms required to obtain firewall access?

 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO




What forms are required to obtain firewall access?





2.12 Required Files XE "Required files" .

SLDCADA will require certain data files from the sites prior to loading a database. The following is an example. Some may not apply depending on how the previous questions were answered.

· One time weekly MER format 2 from DCPS

· One time Daily MER from DCPS if standing JON will be imported from DCPS

· File of valid JONs

· File of valid shops

· File of valid subshops

· File of leave JONs by leave code and by shop if different by shop

· File of military employees

· File of military ranks and rates

· File of contractor employees

· File of employing activities and JON

· File of logins
3. Responsibilities XE "Responsibilities of application administrator"  of the Site SLDCADA Application Administrator XE “SLDCADA application administrator” .

· Troubleshoot user errors

· Maintain SLDCADA Batch Schedule (Sample batch processing schedules can be found in Appendix C -- 
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Batch Processing Schedule.)

· Maintain SLDCADA access (Menu Codes, User Logins, Access Rights)

· Utilize News window to send messages to users

4. Notes.

4.1 Acronyms.

BiMER
Biweekly Master Employee Record

CON
Customer Order Number

CSR
Customer Service Representative

CSSD
Corporate Systems Support Division

DBDD
Database Design Description

DCPDS
Defense Civilian Personnel System

DCPS
Defense Civilian Payroll System

DIFMS
Defense Industrial Financial Management System

DWAS
Defense Working Capital Accounting System

JON
Job Order Number

MER
Master Employee Record

NAVSEA
Naval Sea Systems Command

PC
Personal Computer

PDF
Project Data File

SA
System Administrator

SABRS
Standard Accounting, Budget And Reporting System

SCOM
Software Center Operator Manual

SDA
Source Data Automation

SIOM
Software Input/Output Manual

SIP
Software Installation Plan

SLDCADA
Standard Labor Data Collection and Distribution Application

SSN
Social Security Number

STARS-FL
Standard Accounting and Reporting System-Field Level

STARS-HQ
Standard Accounting and Reporting System-Headquarters

SUM
Software User Manual

SVD
Software Version Description

THC
Type Hour Code

T&A
Time and Attendance

UIC
Unit Identification Code

Appendix A --  Default Menu Access TC " Default Menu Access " \f A \l "1" 

I = Inquiry

U = Update (Add, Delete, Update, Inquiry)

Menu Code Setup (defaults Shown)



Access (U/I) or spaces = None

Menu Bar
Drop-down Menu
AO
CS
HD
HR
MP
OP
SA
SE
SU
TK

Labor
Time & Attendance

U

U


U
U
U
U


Advanced Labor



U


U

U



Crew Labor












Failure to Clock












Late Arrival Approval












Overtime Authorization












Prior Pay Corrections

U

U




U
U


DIFMS Labor Corrections












DIFMS Labor Corrections (Field)












Timesheets






I


I

Certification
Correct and Certify








U



Certify Only








U



Compressed








U


Employee
Payroll

U

U


U

U
U


Field

U

U


U
I
U
U


New

U

U


U

U
U


New Military

U

U


U

U
U


New Non-Employee

U

U


U

U
U


Military Deletes

U

U


U

U
U


MER

U










BiMER

U










Shops Updateable

U









Reports
Activity/Job Order Number






I





Additional Labor






I





Advanced Labor Report






I





Certification Listing






I





Civilian Employee Additions



I


I





Civilian Employee Deletions






I





Civilian MER Load Errors






I





DCPS T&A






I





Default JON Rejects






I

I
I


Elapsed Time Errors






I





Employee Transaction Audit






I

I



Employee Work Schedules






I

I



Family/Union Codes






I

I
I


Hours Summary






I





Incorrect Hours

I




I

I



Invalid Standing JONs






I





Labor Transaction Audit

I




I





Late Arrival/Failure to Clock






I





Missing Timecards






I

I



Predetermined Audit






I





Prior Pay Transaction Audit






I





Project Data File






I





Shift Assignments






I





Skipped Timecards






I

I



Supervisor Assignments






I

I



Total Hours Summary






I





Unauthorized Overtime






I





Unavailable Leave Recorded

I




I

I
I


Uncertified Employees






I





Work Schedules






I





Report Viewer






I




SysAdmin
Access Privileges Grant






U





Activity Profile






U





Broadcast/News






U





Customer Service Message






U





Geographic Location






U





Holiday Dates






U





Menu Security






U





User Profile






U





Users Online











Validation
Default JON












Environmental Hazard/Other

U




U





Job Order Numbers

U




U





Leave Job Order Numbers

U




U





Local Job Order Numbers

U




U





Operation Codes

U




U





Project Data File

U




U





Shift

U




U





Shop

U




U





Supervisor Assignments

U




U





Type Hour Codes

U




U





Work Schedule

U




U




Batch
Schedule





U
U





View





I
I





Build





U
U




Appendix B --  Identifying Users & Access Rights TC " Identifying Users & Access Rights" \f A \l "1" 

IDENTIFYING USERS & ACCESS RIGHTS FORM

SLDCADA users must be identified by Name and SSN. Each user of SLDCADA will be identified by a login and an access right. The access right determines what data the user will be able to access. A sample survey form follows that can be used by the site to collect data for identifying users. Decentralized sites only.

DATE:


OFFICIAL AUTHORIZED TO CERTIFY TIME AND ATTENDANCE:

PRIMARY:

Name:

Title:

Signature:


SSN
:

Shop:

Phone No:


For CSR Only:

Menu Code:
Access Rights:
Login:

ALTERNATE:

Name:

Title:

Signature:


SSN
:

Shop:

Phone No:


For CSR Only:

Menu Code:
Access Rights
Login

TIMEKEEPER

PRIMARY:

Name:

Title:

Signature:


SSN
:

Shop:

Phone No:


For CSR Only:

Menu Code:
Access Rights
Login

ALTERNATE:

Name:

Title:

Signature:


SSN
:

Shop:

Phone No:


For CSR Only:

Menu Code:
Access Rights
Login

PERSONNEL ASSIGNED TO TIMEKEEPING UNIT:


NAME:

SSN:

NAME:

SSN:























































For CSR Only:


Supervisor Assignment:

THIS DOCUMENT CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED.
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SLDCADA Batch Processing Schedule  XE "batch processing sample schedule"  

Monday 
Date:


0400
Copy Financial files using sldcps menu (JON, Shop, Auth Shop)


Count for 
JON:
Shop:
Auth Shop:

0400
LOCK OUT USERS, KILL ANY USERS STILL ONLINE

0400
PRE and POST BATCH DUMP

0400
cnldall - Load DIFMS files

0400
UNLOCK USERS

1200
Copy DCPS MER from sldcps to sldnf using SLDCADA menu

1200
Count for MER

Batch Run 1

1200
LOCK OUT USERS, KILL ANY USERS STILL ONLINE

1200
PRE and POST BATCH DUMP

1200
cdmerl - Load MER to database (Parameters: A)

1200
cbpT&A - Create DCPS Civilian Interface

1200
cdpT&A - Dump DCPS Civ Interface to Disk

1200
cbcrtr - Certification Listing Report (Parameter: WE:MM/DD/YYYY)

~1300
Manual Transfer of DCPS T&A to DCPS - Batch processing will alert you when the T&A file is ready for transmission to DCPS. This will be after cdpT&A completes. Do not wait for other processes to complete before transmitting files.


Site's UIC = xxxxxx


Time sent:
Record count:
Time verified with DCPS:

Batch Run 2

1330
POST BATCH DUMP ONLY

1330
cbneww - Create New Week Employees

1330
cbcurr - Update System to New Week

1330
cbempr - Employee Transaction Audit Report (Parameters WE:MM/DD/YYYY)

1330
cbaudr - Labor Transaction Audit Report (Parameters WE:MM/DD/YYYY)

1330
cbclean - Database Cleanup Process

Batch Run 3

1400
POST BATCH DUMP ONLY

1400
cbchld - Update Employees From Held Changes

1400
UNLOCK USERS

Table 7, Monday Batch Processing Schedule 

SLDCADA Batch Processing Schedule  XE "batch processing sample schedule"  

Tuesday 
Date:


0400
Copy Financial files using sldcps menu (JON, Shop, Auth Shop)

0400
Count for JON: 
ShopAuth:
Shop:

0400
LOCK OUT USERS, KILL ANY USERS STILL ONLINE

0400
PRE and POST BATCH DUMP

0400
cnldall - Load DIFMS files

0400
cbchld - Update Employees From Held Changes

0400
cbxtens - Daily Generation of Employee Labor (Parameter: 2)

0400
UNLOCK ONLINE USERS WHEN BATCH COMPLETES EACH WEEK

0400-1200
Verify and copy labor file from DCPS Item #5, then Item #1

WEEK 2 ONLY

0400-1200
Verify and copy labor, grosspay and 15day labor files from DCPS


labor
record count:
date of file


15day labor 
record count:
date of file:


Grosspay 
record count:
date of file:

Table 8, Tuesday Batch Processing Schedule 

SLDCADA Batch Processing Schedule

Wednesday 
Date:


0400
Copy Financial files using sldcps menu (JON, Shop, Auth Shop)

0400
Count for JON_________Shop___________Auth Shop_____________

0400
Copy DCPS MER files using sldcps menu Count for MER: __________

0400
LOCK OUT USERS, KILL ANY USERS STILL ONLINE

0400
PRE and POST BATCH DUMP

0400
cnldall - Load DIFMS files

0400
cbchld - Update Employees From Held Changes

0400
cbxtens - Daily Generation of Employee Labor (Parameter: 3)

0400
cdmerl - Load DCPS MER to database (Parameters: A)

0400
cbmerl – Process MER against Current Week

0400
UNLOCK USERS WHEN BATCH COMPLETES

Table 9, Wednesday Batch Processing Schedule

SLDCADA Batch Processing Schedule  XE "batch processing sample schedule"  

Thursday 
Date:


0400
Copy Financial files using sldcps menu (JON, Shop, Auth Shop)

0400
LOCK OUT USERS, KILL ANY USERS STILL ONLINE

0400
PRE and POST BATCH DUMP

0400
cnldall - Load DIFMS files

0400
cbchld - Update Employees From Held Changes

0400
UNLOCK ONLINE USERS WHEN BATCH COMPLETES

2100
LOCK OUT USERS, KILL ANY USERS STILL ONLINE

2100
PRE and POST BATCH DUMP

2100
cbxtens - Daily Generation of Employee Labor (Parameter: 4)


UNLOCK USERS WHEN BATCH COMPLETES

Table 10, Thursday Batch Processing Schedule

SLDCADA Batch Processing Schedule  XE "batch processing sample schedule"  

Friday 
Date:


Batch Run 1

0400
Copy DCPS MER/BiMER files to sldnf using sldcps menu


Count for 
MER:
BiMER:

0400
Copy Financial files using sldcps menu (JON, Shop, Auth Shop)


Count for 
JON:
Auth Shop:

0400
LOCK OUT USERS, KILL ANY USERS STILL ONLINE

0400
PRE and POST BATCH DUMP

0400
cbxtens - Daily Generation of Employee Labor (Parameter: 5)

0400
cnldall - Load DIFMS files

0400
cdmerl - Load MERs to database (Parameter: A)

0400
cbmerl - Process MER against Current Week

0400
cbchld - Update Employees From Held Changes

0400
cdbmrl - Load DCPS BiMER to Database

0400
cbbmrl - Update Civilian Data from BiMER


UNLOCK ONLINE USERS WHEN BATCH COMPLETES

Batch Run 2


LOCK OUT USERS, KILL ANY USERS STILL ONLINE

2100
PRE and POST BATCH DUMP

2100
cbxtens - Daily Generation of Employee Labor (Parameter: 7)

2100
cbpT&A - Create DCPS Civilian Interface

2100
cdpT&A - Dump DCPS Civ Interface to Disk

2100
UNLOCK USERS WHEN BATCH COMPLETES





DO NOT TRANSFER THIS FILE (T&A) TO DCPS. THIS IS FOR BACKUP PURPOSES ONLY. DO NOT TRANSMIT TO DCPS UNLESS CARDEROCK FOLLOWS CONTINGENCY PLAN.

Table 11, Friday Batch Processing Schedule 

Appendix D --  Major/Minor Errors TC "Major/Minor Errors" \f A \l "1" 
Data Name
Existing Edits
Major Minor
Comments

Job Order Number (JON)
No special characters allowed.
Major



JON length must match activity profile for DIFMS sites.
Minor
If DIFMS switch is YES.


JON must exist on JON, PDF or Local JON table.
Minor
If JON edit switch is YES.


JON type must be “L” for leave type hour code.
Minor
If JON edit switch is YES.


If restriction code begins with 9, JON is closed for T&A.
Minor
If JON edit switch is YES.


If restriction code begins with 8, JON is invalid for T&A.
Minor
If JON edit switch is YES.


If restriction code begins with 1, 2, or 4 employee must be civilian.
Minor
If JON edit switch is YES.


If restriction code begins with 1 or 3, employee must military.
Minor
If JON edit switch is YES.


If shop indicator = 2, only selected shops can charge to JON.
Minor
If JON edit switch is YES.

Subshop
If entered must exist on subshop table.
Minor
If subshop edit switch is YES.

Environmental Hazard
Must exist on environmental hazard code table.
Major



E- and F- series can only be used by graded employees.
Minor



Certain type hour codes allow certain env/hazard codes. 
Major
Follows DCPS edits.


Family leave and representational codes can only be used with specific type hour codes.
Major


Night Differential Code
Must be ND or spaces.
Major



Allowed only with certain type hour codes.
Major
Follows DCPS edits.

Type Hour Code
Must exist on type hour table.
Major



Type hour codes beginning with “S” must have hours on Saturday, Sunday or Monday
Major



Credit hours (CD, CN) cannot be used by AWS 0, 6, 7, 8.
Major



RG, SG, HG can only be used by graded employees.
Minor
Graded/Ungraded = G


RF, RS, RT, SF, SS, ST, HF, HS, HT can only be used by ungraded employees and must match shift.
Minor
Graded/Ungraded = U; F=first shift; S=second shift; T=third shift


Firefighters cannot use OS.
Major
Employee Type Code = F, G, X


Graded firefighters cannot use H-, S- series, CD,CN,OA,ON,OX,LH,LW,KF 
Major
Employee Type Code = F, G, X and Graded/Ungraded = G


Only firefighters can use RW, RN.
Major
Employee Type Code = F, G, X


Intermittent employees cannot use OS, ON, OU.
Minor
Part Time/Full Time Code = I


Employee on COP cannot use CC, CD, CE, CR and O-series.
Major
Employee Type code = C

Injury ‘LT’, ‘LU’
Allowed only for civilian employees.
Major



LT must have injury date on civilian table.
Major



LU cannot have more than 4 injury dates.
Major


Hours
Cannot be > 24 or less than 0.
Major



Injury ‘LU’ can only have hours on one day.
Major



Full time non-first 40/80 employees cannot have regular hours on rest days.
Major



Full time, non-first 40/80 employees cannot have regular hours greater than schedule.
Major



Full time, non-first 40/80 employees cannot use credit hours on rest days.
Major



No day can have more than 24 hours recorded.
Major
This includes adding all rows for each day for all type hour codes.


Full-time employee hours must equal scheduled hours.
Minor

Major
Major only during certification process


Hours must be entered for at least one day for “LT” type hour code.
Major


Injury Date
Can only be used with LT, LU type hour codes.
Major



Cannot be greater than current day.
Major



Must be within the last 90 days.
Major



Limited to 4 injury dates.
Major


Operation Code
Must input for non-leave type hour codes.
Minor
If Operation Code Required switch is YES.


Must exist on operation code table.
Minor
If Operation Code Required switch is YES.

Leave Availability
Leave hours edited against DCPS leave balances.
Minor
If Leave Availability switch is YES.

Overtime Authorizations
Overtime hours edited against the overtime authorization table.
Minor
If pre-authorization of overtime is required.

Allow Duplicate Rows
No duplicate rows allowed.
Major
If Duplicate Rows Allowed switch is NO

Index



A
access
4

Access Blocked
44

access rights
4

Access Rights
44

Activity Profile Configuration
29

Activity Profile Maintenance window
30

Activity Profile tab
32

Activity Profile Tab Field Defaults
32

Advanced Labor
21

Allow Duplicate Labor Records
33

Available DCPS Overlay Fields
38

B
batch processing sample schedule
C-1, C-2, C-3, C-4
biweekly time and attendance collection
26

Bypass Minor Labor Errors
32

C
centralized environment
26

Certification Statement
23

CON
34

Conditional Overlay
41

Contractor employee
27

Current Date and Time
9, 10

D
Data Profiling
29

Database sizing
45

DCPS
24

DCPS Overlay tab
37

DCPS Overlay tab window
38

decentralized environment
26

Default Blank THC to Regular
35

default menu Code
42

default system access
42

DIFMS
25, 26

DIFMS Interface
33

Display/Certify Clocks
35

documentation
2

E
Edit Job Order Number Entry
33

Edit Sub Shop Entry
33

electronic file of time and attendance
24

Employee data maintenance
15

Employee Data Maintenance window
15

Employing Activity
31

Activity Profile tab
32

Employing Activity Description
31

End
39, 40

Exception Reporting
28

F
features
1

Field Lengths
34

Financial System
25

G
Generate Annual Leave Indicator when Labor does not meet Schedule
34

Generate predetermined without Job Order Number
33

H
Hardware requirements
3

J
JON
34

L
Leave Availability
35

Local
26

M
Main Menu window
8

Menu access
4

Menu Bar
8, 9

Menu Code
4, 42

MER evaluation
24

MER Format 2 (P6631) file
24

messages
8, 10

Military employee
27

Military Employee Data Maintenance window
17, 18, 20

Minimun hardware required
3

Muster Sheets
28

N
New Employee Defaults
35

New Site survey
24

News window
6

Non Employee Data Maintenance window
19

O
Online certification
23

online entry
24

Overtime Authorization Required
32

Overview of the SLDCADA
6

P
Payroll information
24

predetermined JON
28

Punch Collection
28

Put all new employees into default Supervisor Assignment
35

R
Required files
45

Required softwareware requirements
3

Responsibilities of application administrator
46

Retention Weeks
33

S
SABRS
26

Sample Timesheet
22

Screen Mode
9, 10

SDA
24

Shop
4, 34, 36

Shop classification
4

Shop Overlay
38

Site requirments
3

Site survey
24

SLDCADA application administrator
46

SLDCADA documentation
2

SLDCADA features
1

SLDCADA News window
6

SLDCADA Version Number
9, 10

Software requirements
3

Source Data Automation
24

standing JON
28

STARS
26

STARS-FL
25

STARS-HQ
25

Start
38, 40

Station Code Description
30

Status Box
8, 10

Sub Shop Overlay
39

Sub Shop Overlay End
39

Supervisor Assignment
4, 40, 41

Supervisor Assignment Maintenance window
41

Supervisor profile configuration
41

Supv Asgn
36

survey
24

System overview
1

T
Time & Labor Cat
37

time and attendance collection
26

Time and Attendance Data window
11, 12

Time and Attendance function
11

Time and Attendance In/Out window
13, 14

Time Sheet
29

Times in/out.
13

Timesheets
22

Title Bar
8, 9

Tool Bar
8, 10

type of employee
27

U
UIC
30

Union Unit Cd
37

User
8, 10

user access to the SLDCADA
4

User ID
42

User Profile configuration
42

W
weekly time and attendance collection
26

Window Element
8, 9

Window element description
8, 9

Work Sched
36

Z
Zero Fill
39, 40

Zero Fill Length
40









123-55-678








1





2





3





   4         5     6     7 





Buddy Miles

















� EMBED Word.Picture.8  ���





Exit SLDCADA





Show work schedule


Reference list


Error List


Certify /Uncertify Week 2


Certify /Uncertify Week 1


Last Record


Next Record


Previous Record


First Record


Add a row


Display Search window


Save








�PAGE \# "'Page: '#'�'"  �Page: 1��� Appendices. Appendixes may be used to provide information published separately for convenience in document maintenance (e.g., charts, classified data). As applicable, each appendix shall be referenced in the main body of the document where the data would normally have been provided. Appendices may be bound as separate documents for ease in handling. Appendices shall be lettered alphabetically (A, B., etc.).


�PAGE \# "'Page: '#'�'"  �Page: 1��� Appendices. Appendixes may be used to provide information published separately for convenience in document maintenance (e.g., charts, classified data). As applicable, each appendix shall be referenced in the main body of the document where the data would normally have been provided. Appendices may be bound as separate documents for ease in handling. Appendices shall be lettered alphabetically (A, B., etc.).





i


_1024472803.doc
[image: image1.png]/A Standard Labor Data Collection and Distribution Application

A SLDCADA Version 21.0-00 - News

Gorporate Systems Support Divsion 1999, Al Aghts reseried.

Employee Payroll
Ermployee Field

Syster News
Exit SLDCADA

SLDCADA System News.

[This is the NEW Oracle DEVELOPMENT Database on SLDDEVOO1. SID = SLDCADAO

Clidk on the SLDCADA MAIN MENU 1o go o afhar areas of e appiication. Cild"Go' onoe you make your menu selection

& D= Document Dore )








_1024731925.doc
[image: image1.png]SLDCADA Version 21.0-00 - News

Goporate Systems Support Divsion 1999, Al Aghts eseried.

SLDCADA System News

Plaass have time entered for he pay period ending May 25th by OB May 26 dus to the Memorial Day weskend
holiday. Please direct any questions by caling or amailing the SLDCADA Representative

Gild on the SLDCADA MAIN MENU 1 go o afhar a1a3s of i appiication. Clld'Go' omoe you make your men selection.







