How to Establish a New UIC
Action Items:

1. Must inform SLDCADA Help Desk (sldcada.helpdesk@navy.mil) of new UIC.  They will inform DCPS to attach new UIC to our SDA.
2. Must inform DCPS via Remedy Ticket Table Update Request to build UIC record.
3. Must inform SLDCADA Help Desk whether the new UIC will be a new group on HQMC’s SLDCADA or if it will be its own group (own SLDCADA database).

4. Must coordinate with SLDCADA batch scheduling.

5. Must submit Remedy Ticket to DCPS to create new Organization Codes.

6. After org codes are created, must update the Organization Leave JONs and Organization Classification Records in DCPS.

7. Must build org codes (shops) (same as BEA/BESA/FC) in SLDCADA on shop table.

8. Must build leave JONs by shop.

9. Must build Table 30 in DCPDS (matches block 42 on RPA).

10. Must build matching records in SABRS.

11. Complete RPAs.

a. Effective Date = Must be beginning of a pay period
b. Block 41 = UIC (095490) Use 0 vice ‘M’ in 1st position
c. Block 42 = ORG (This stays in DCPDS – must be on Table 30)
d. Block 43 = CC (BEA/BESA/FC – must be 6 positions, must be a valid shop in SLDCADA, must be a valid org in DCPS, and must exist in SABRS. Does not have to exist in DCPDS – there is no editing on block 43.
12. Must update PBDD.

13. Must update SABRS tables.

14. SLDCADA Help Desk can assist with loading employee predetermined JONs and other Reference tables.
15. CSR must update employee records – shop, work schedule, shift, email address in SLDCADA.
16. CSR may have to load user profiles in SLDCADA.
17. CSR must load supervisor assignments and military certifiers.
18. Data needed:

a. Effective Date

b. Mailing Address of UIC

c. Department Code

d. Basic Symbol

e. Subhead

f. BCN

g. Program Element Number?

h. Organization Codes (Shops)

i. JON format (M?)

j. CAC for JON
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