Re-establishing Military or Contractor Employees

In the SLDCADA EOY presentation we stressed the need to review Military and Contractor records prior to the EOY since we know that many of these employees have NTE dates of the fiscal year end (9/30/2009).  Reviewing and extending dates for these employees PRIOR to the point when they drop is much easier than re-adding the employee after they have dropped.

In SLDCADA, Military and Contractors expire when they have passed their Not-to-Exceed (NTE) date.  This date is visible on the Employee ( Edit and Employee ( Mass Updates screens.  An employee’s NTE date can be any day of the pay period.  However SLDCADA will not create an employee for a week if the NTE date is earlier than the week beginning date.  If the NTE date is during week 1 of the pay period a person will have a record for week 1 and not have a record for week 2.  At biweekly sites if an employee does not have a record for week 2 of the pay period then they will not have access to SLDCADA.

If you have a Military or Contractor employee reporting that they cannot access SLDCADA and the error being reported is the one displayed below, this is an indication that the NTE date has lapsed and the employee will have to be re-added to SLDCADA in order to access the system again.

[image: image13.png]Labor Employee Reports

= SLDCADA

3 1on0z08
2X ALABAMA MONTGOMERY
X, Searehy Pesrie
=01 ewpLovess
& MUTARYJOE
B wumaRy man o1
MLTARY Wan 02
MLTARY WA 03
MLTARY WA 04
MLTARY Wan 05
MLTARY Wan 05
i

o 6o 6 6o 6o o]

Admin _Reference Tools Window Help

Groups Refresh Exit

User Profile This window may contain data subject o the Privacy Act of 1974

Employee ID (55%)

Employee Name

901000001

LTary man o1

user Information

Employee Type

Shop

Supv Assign

Menu Code™

Access Rights™

Access Blocked

Miltary

asop

NEWSLP

ol

=





The process to re-add a Military or Contractor employee is the same whether the employee has a week 1 record or if they have no record in the current pay period at all.  If you check the SLDCADA tree and see the employee but when you pull up the employee data you only see a week 1 record this indicates the person has lapsed.
NOTE:  Extending the NTE date on the week 1 record WILL NOT create that person in Week 2.  Once the database has been rolled into the new pay period and the employee does not have a current week record they can only be re-added by the process below. 
In the example below, this employee is missing their Week 2 data.
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To re-add a dropped employee

1. From the SLDCADA Main Menu select Employee ( New
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2. The screen titled ‘New Employee Data will be displayed, input the SSN and press ‘Tab’.
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3. Click on the ‘type’ of employee to add (Military or Contractor) and a blank screen will be displayed.
  [image: image5.png]Labor Employee Reports Admin Reference Tools Window Help Groups Refresh Exit

- New Employee Data “This window may contain data subjecttothe Privacy Act o 1974
=@ SLDCADA
3 1002009
2X ALABAMA MONTGOMERY Emp D (S5N): 501000001
. Seareh My Pesrie
523 EMPLOYEES Profile | predetermined Data
& wumaRYJOE
& MuTaRY AN D1 ~ Tour of Duty
& MuTaRY Man D2
& MLTARY MaN TS Week 1
& wumary Manos sched [aws*| sun Mon | Tue | wed | Thu Fri sat | Total
& MLTARY ManDS
& MLTARY MaN TS Work =[] 0.00
& MLTARY ManoT Vgt Diff 000
& MLTARY Man TS Bt I - - - - - - -
& MLTARY ManDS
& MLTARY MN1O ek 2]
2 wUmaRy AN 11 wok [ - 000
& MuTaRY MaN12 G| 200
& MLTARY MAN13 = T
& MLTARY MaN 1S iR = = = = = = =
& MLTARY MAN1S 000
& MLTARY MaN TS
& MLTARY MaN1T
& muTaRYMAN 1S
& wumaRYMaN 1S  Prafile
& MUTARY Man D
H MILITARY MAN 21 Week 1 10/10/2009
& LRy MaN 22
& MUTARYMaN23 [Name (Last First):* [ILITARY MaN o1
& MLTARY MaN2e i T
& MLTARY MANZS
& MUTARY MAN2S Ehone} [
Q3 srors Active Indicator* active 1]~
] SUPERVISOR ASSIGNMENTS.
£ ENPLOVING ACTVITES Shop* [ [-]
oy Toas Sub Shop T |
GROLR FLTERS
Ermues cmpmm T 5]
Rotating Work Schedule Cade (e
e e [mE]
Time & Labor Category* 5
Direct/Indirect Code* 5
Employing Activity” T Bl
Full/Part Time * 5
Funded/nfunded* [T=1
SareenMode s Upcite





4. You will need to enter all data for the employee to the best of your knowledge.  You may want to run a query or report from a previous week/pay period to gather the settings for the employee before you enter this data. 
NOTE:  Be sure to review the default date set for the NTE date and ensure it extends as far as you need.
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5. Save the record
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6. Press ‘Refresh’ from the SLDCADA menu to rebuild your tree
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7. Select the employee on the tree and go to Admin ( User Profile to unblock user access.
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8. Select Admin ( User Profile to review and unblock access.
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9. Inform user their access to SLDCADA has been re-granted.

Biweekly site in Week 2 and only a Week 1 record exists.
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