How to Process New Hires

In SLDCADA, click Employee/Edit

Update the supervisor assignment

Update the work schedule

Update the shift in/out times

Click predetermined tab

Update the pred JON, start date = date of hire, stop date = 09/30/calendar YYYY, gen ord = 1

Click profile

Update T&L cat = 4 (daily reporters, 5 = weekly reporters)
See note on active indicator.*

Click save

*If the employee comes on board during week 1 of the pay period, no change is necessary to active indicator.

*If the employee comes on board during week 2 of the pay period, deactivate week 1 in the Employee/Edit profile window.

In DCPS, update the Tour of Duty with work schedule hours, T&A status code = A and effective date must be On Board Date.
DO NOT ENTER Standing JON
