SLDCADA Leave Authorization

This information is intended to provide an overview and supplement the information in the Software Users Manual.

SLDCDA Leave Authorization provides the ability for you to replace your paper-based leave request and authorization process with an on-line SLDCADA process. SLDCADA can also generate approved leave.

Please note that SLDCADA does not stop anyone from taking leave. Your Supervisor may stop you or DCPS may not pay you but SLDCADA will not stop you from taking leave. Even if you require your people to use the SLDCADA Leave Authorization process there is nothing in SLDCADA that will stop a person from posting leave directly to their T&A screen.

The remainder of this document presents a typical Leave Request/Authorization/Usage scenario and then describes the process. It ends with a listing of the steps that need to be done to implement SLDCADA Leave Authorization at your site.

Typical Leave Request/Authorization/Usage scenario

A person wants to take some leave in the future. They use the SLDCADA Leave Request Screen to request the leave. Once a week, SLDCADA will send an email to the requestor’s supervisor listing all the pending Leave Requests. The supervisor approves or denies the request. Once approved or denied, an immediate email is generated by SLDCADA and sent back to the requestor. When SLDCADA generates time, it will generate leave from the Leave Authorization.
Leave Generation Process: 

Leave is generated from Leave Authorizations via the on-line and batch generation processes. Both of these processes are limited to the current, unsent, uncertified weeks of the current pay period. The leave generation process will look for a day in which the person has not already “met schedule”; a day in which they have less than the scheduled amount of hours already posted. Leave will be generated, for such a day, up to the amount scheduled or to the limits of the Leave Authorization, whichever is reached first. 
Based on the above process please note: 

1. Leave is never generated for a prior pay period or for a certified week or for a week already sent to DCPS.

2. If you post some leave yourself and then SLDCADA tries to generate, it will not know that your posting is the same as the leave SLDCADA is trying to generate. For partial day’s postings it is possible to inadvertently double the leave. To avoid this either let SLDCADA post the entire day or you post the entire day.

3. If you delete Leave that SLDCADA generated and then generate again, SLDCADA will try to re-authorize the leave from the remaining leave balance; it does not “put back” leave when you delete it.
4. A Leave Authorization approved after generation would probably look unused.

5. Based on the above, the Leave Authorization remaining balance may not reflect actual leave usage.

6. If the employee is on a open schedule, leave will never generate as the system does not know how many hours to generate to meet the employee’s schedule.

Implementation

1. Determine who can request leave and authorize leave. Modify menu security to make the respective Leave Request and Leave Authorization Screens available. There is a third leave screen, seldom used, called “Leave Request Self-Only”; this screen limits a person to only requesting their own leave.

2. Consider if there are any access rights changes needed. If a person is going to authorize leave, they must have access to the people they need to authorize leave for. 
3. Consider if, how often, and when, Pending Leave Request Reminder Emails should be sent to the supervisor. Generally, they are sent once a week or a day before SLDCADA generates time. The batch schedule must be modified to implement these emails. Emails are sent to the active Primary and Alternate Supervisors as designated on the Supervisor Assignment Screen. Note that you may need to reconsider your access rights approach if you are not using Supervisor Assignment based access rights. You do not have to use the email reminders; there is a report that identifies pending Leave Requests that the supervisor can run instead of, or in addition to, the email reminders and people can always notify the supervisor themselves. Naturally, you must have email addresses loaded into SLDCADA for SLDCADA to be able to email people.
4. If people are using the Future Time & Attendance Screen and you want to prevent them from putting leave on that screen (encouraging them to use the Leave Request and Authorization Screens instead) then go to the Employing Activity Profile and uncheck the “Allow Leave Type Hour Codes in Future Time & Attendance” switch. Do this for each UIC.

5. Train your people. Make sure that they understand that the only time SLDCADA uses the Leave Authorizations is when they generate on-line or when SLDCADA generates in batch. Make sure the supervisors understand that comparison of leave authorized and leave used is a manual process; SLDCADA does not do this for them.
6. The email is not automatic online. The user must use the mailbox icon and enter the recipient’s address and enter text in the body of the email. The subject line is pre-populated. Any user can use the mailbox icon. Used for both leave and OT.

Q. If an employee has an approved leave request and then wants to cancel it, what do they do?


A. The employee cannot delete an approved/disapproved leave request regardless of whether it was generated or not.  Only a pending leave request can be deleted.  If it's approved and they don't want to use it, it has to be
deactivated by the supervisor. If the batch has posted the leave in T&A, the hours need to be manually removed from the T&A screen.
 
Q. When will the future labor be generated?


A. When the batch cbxtens runs or the user clicks the generate hours button for that pay period.
The site should not be using online leave request AND allowing leave THCs for future T&A.  If they're doing online Leave Auth., they should go to employing acty profile screen and turn off the switch allowing Leave Type
Hour Codes in Future Time and Attendance.  Otherwise, they're allowing employees to input/generate leave hours with no approved leave request.

There is no known SIR to populate the future labor hours at the beginining of the new pay period.

 

