How to submit a leave request
through SLDCADA
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Time and Attendance Time and Ath This window may contain data subject to the Privacy Act of 1974
Future Time and Attendance W F RGP Lo 1| -4 | Generate Hours: | E‘.:D| G” ?
Overtime Request v EmpID [ssn)::| Emp Name: STEWART JEMNIFER D | Type: Civilian | Pay Period Ending Date: 02/26/2011
3 Leave T - ~ Week 1 (02/19/2011) | EVT: | Certified by HANSON ROBERT ] on 02/25/2011 | Leave Bypassed:
Prior Pay Corrections
a Week 2 (uzf Zﬁ‘r' 2[]11] | EVT: | Certified by HANSON ROBERTJ on 02252011 | Leave Bypassed:
Row JoN Per Shop* Ehz ND THC* og:rl;o Dg?;l ol:rl;z o‘:ffs 01:": . ozF.rrizs Dfﬁs Total Inj
1 MODODSELCMAR 11LHD301 BLCMEU LH 5.00 5.00
FY MODODSELCMAR 11150301 BLCMEU L5 5.00 5.00
ey MODOOSELCMAR 11RGO0S0 BLCMEU RG 5.00 5.00 | 2.00 24,00
2T Actual Totals: so0| soo| soo| soo| s.o0 40.00 | 80.00 PP 1
Row ? of 3 Schedule Totals: s00| so00| so00| so00| 800 40.00 | 80.00 PP 1
| Clocks sun  Mon Tue Wed Thu Fri  Sat
|Ck>-cksWeekTotal: 25.50 Totals: 8.50 8.50 8.50
N 0730 o730 | o730
out 1500 1600 | 1800
N
Go to Labor
N
and click on
R t :
Leave Reques
>
| Serzen Mods : Updats
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. . . Leave Request This window may contain data subject to the Privacy Act of 1974
= SLDCADA 3 9 2 9 1o1| = &
o] 2/26/2011 H | 1 | v = | % | G” ?
% STEWART JENMIEER D * Emp ID (55N | Emp Hame: STEWART JEMMIFER D | Emp Type: Civilian
Row Active Appr/ Start Date ™ Stop Date* Amt Auth® AmtRem SchedHrs  Ehz  THC* Jon Shop*
Ind Deny Time Time
v 1 Pending | [t | i1 | | o000 oo - -1 [=] leccveu  [+]
Request Approval | Denial
Requestor Remarks: Approved : Dienied : Active Indicator :
Ey: Date:
Remarks:
Requested Date: 02/25/2011
Add a row (EEE K Fow 1o 1
if necessary
< >
Sereen Mode : Updste
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N Leave Request This window may contain data subject to the Privacy Act of 1974 E
Ty
SLDCADA [1=] | 23 2 3 1 of 1| s & | GED| Pending Changes C]| ?
a D;;;:E;jr JENNIFER D * Emp ID (SSN): Emp Name: STEWART JENNIFER D | Emp Type: Civilian
Row A’}"t“'e ppr f Start Date™ Stop Date™ Amt Auth® AmtRem SchedHrs  Ehz  THC® Jon Shop*
nd Deny Time Time
v o1 Pending |03/21/2011 0000 0321720110000 [T | | oo oo - -1 <] [oves  [+]
Request Approval |/ Denial
Reguestor Remarks: Active Indicator :
Date:
w T
z b 2z 3 4 3
Reguested Date: [ [ 10 1 12
B 13
25 26
1 2
P
Click on the
calendar to select
a start date — use
the arrows to
move between
months and years.
< >
Screen Mods : Update
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= _SLDCADA ) 2 2 2 = a i
& A lof 1| § & @;D Pending Changes C] ‘?
8| 02/28/2011
STEWART JENNIFER D * Emp ID (SSN): Emp Name: STEWART JENNIFER D | Emp Type: Civilian
#* #*
Row ACUVE ADDT/ Start Date Stop Date Amt Auth® AmtRem SchedHrs  Ehz  THC® Jon Shop*
Ind Deny Time Time
v o1 Pending |03/21/20110000 |l (0372172011 0000 [T | | oo oo - -1 <] [oves  [+]
Request Approval |/ Denial

Regquestor Remarks:

Active Indicator :

Reguested Date:

The “stop date “
defaults to the same as
the start date so you
only need to change
the stop date if you are
taking more than one
day at a time.

£

March 2011 pats:
s [ M| T [w][T F 5
EE 1 1 3 4 5
11 g 7 g 5 10 I
2| | as] ] o] ] s
B
1 EEE R EE 1 1
3 4 § 7 [ 8

Screen Mods : Update
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. Leave Request This window may contain data subject to the Privacy Act of 1974
SLDCADA o222 1618 a8|6]

7] 02262011
STEWART JENNIFER D * Emp ID (SSN): Emp Name: STEWART JENMIFER D | Emp Type: Civilian
, * ®
Row Active Appr/ S5 Lz SJap ez AmtAuth® AmtRem SchedHrs Ehz  THC* Jon Shop*
Ind Deny Time Time
A Pending |03/21/20110000 |11 (0321720110000 1] Jjso0 | om0 [o.oo - -1 [~ [eeves [+

Request

Requestor Remarks: Active Indicator @

Date:

Requested Date:

Enter the number
of hours you are

taking leave for in
the “Amt Auth”
block.

£
Screen Mode : Update
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Requestor Remarks:

STEWART.JENNIFER.DENISE.1047618432
Leave Request This window may contain data subject to the Privacy Act of 1974 E
3 a4 a9 4 = & N
[1=] | @ 2 2 3 1 of 1| F 2 | Ggp| Pending Changes C]| ?
v EmpID(SSN)::| Emp Name: STEVWART JENNIFER D | Emp Type: Civilian
£ £
Row Active Appr/ S LT ST LaiE AmtAuth® AmtRem SchedHrs  Ehz  THC* J0N Shop*
Ind Deny Time Time
v o1 Pending |03/21/20110000 M1 |o3jzyz0110000 [ |soo | mom o0 [ [=1 i [5)|MoooossLcmarianzot [=] |eioven [+
Request Approval | i -

BELIGIOUS TIME HPS

Approved EF

CH
By: T
Remarks: Ka
KB

Requested Date: 02/25/2011

_~

TRAVEL COMP

T WITHOUT LEAVE (AWCOL)

FICE OF WORKER COMPENSATION PROGRAM(OWCE) NOT EMP-TYP-CD J
FURLOUGH LEAVE — NONPAID

HON DOUTY WITHIN REGULAR SCHEDULE - HONPAID

MILITARY FURLOUGH (CALLED TO ACTIVE DUTY) — NONFPAID

ANNUAL LEAVE

ADVANCED ANHUAL LEAVE

COURT LEAVE b

Click the drop-
down menu to
select the code
needed for the
type of leave you
are taking — LA,
LS, etc.

<

The JON and SHOP code will be
completed for you depending on your
selection and shop assignment.

Scrzen Mods : Updats
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3 . o Leave Request This window may contain data subject to the Privacy Act of 1974 E
I Sessiall CEIEEERITRENIC] ——
: a D;;;:E;jr JEN * Emp ID (55N) | Emp Name: STEVWART JENNIFER D | Emp Type: Civilian
Row 1“"‘1“3 D"e':l']rv‘r Sta¥i3:te* 5t°¥il?1"’ete* Amt Auth® AmtRem SchedHrs  Ehz  THC* Jon Shop* Sub Shop
v o4 Pending |03/21/20110000 |1 |o3/2120110000 [ |so0 | 000 0.00 -| |ta |+| |vooooseLcmariianzo [+ | lelovew  |<] |-
Request Approval / Denial
Reguestor Remarks: Approved : Deriied : Active Indicator :
DENTAL APETS FOR THE KIDS By: .
\ Remarks:
Requested Date: 02/25/2011 \\
You can enter the
justification for the
requested leave in this
&K 3
—_— — box. If you are taking less
than 8 hours (all day),
please put the hours
requested in here as well.
< >
7 5 ||| Seresn Mods : Updat= D e
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. This window may contain data subject to the Privacy Act of 1974 [<]
=4 SLDCADA ) 9 9 9 = a :
. =) 2 2 2 & lof 1| 5 & CiD Pending Changes C] b4
78] 0242612011
% stewartoen | = Empm(ssmm| Emp Name: STEWART JENNIFER D | Emp Type: Civilian
Row AcUVE  Appr/ SELE Ll Hi Laie= Amt Auth® AmtRem SchedHrs  Ehz  THC® JoN Shop* Sub Shop
Ind Deny Time Time
A Pending |03/21/20110000 11 (0321720110000 |1 |z.00 000 0.0 ~| |La |+| mooooseLcmaR 11LA0301 [+ | |BLCMED - -
Request Approval / Denial
Requestor Remarks: Approved : Denied :
DENTAL APPTS FOR THE KIDS By Srie
Remarks:

Requested Date: 02/25/2011

Notice the “Active Indicator” box is
checked. This means that this active leave
request is linked to your time sheet. When
you check the “generate hours” box on your
time card as you finalize your timecard,
SLDCADA will automatically enter any
relevant leave requests that are “active” for
those dates.
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. Leave Request This window may contain data subject to the Privacy Act of 1974
SLDCADA 1= | @ 2 2 2 1 of 1| s 2 |[:‘-;D| Save Successful | 7
7 02282011
& SATAI;.':ART JEN w E Emp Name: STEWART JEMMIFER D | Emp Type: Civilian
St"frt_[’"te* Stop Date™ AmtAuth® AmtRem Sched Hrs  Ehz  THC*® JoM Shop* Subllshop
ime Time
Queo1too00 [ |ozeyeotioooo [T (so0 | oo oo - | lLa |+ ||moonoseLcmar a0zt [+ | Jmoves  [<] | |~
Request Approval | Denial
Reguestor Remarks: Approved : Denied : Active Indicator :
DENTAL LPPTS FOR THE XIDS By: -
Remarks:
Requested Date: 02/25/2011 \
Click on the disk
Icon to save your
request. Ensure
S5 K Row 1 of 1 :
you see that it was
saved successfully.
< >
< N Screen Mode : Update
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* Emp ID(SS-N): | Emp Name: STEWART

+ HNo Errors
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This window may contain data subject to the Privacy Act of 1974
tof 1| 3 & |6

JIFER D | Emp Type: Civilian

STEWART.JENNIFER.DENISE.1047618432

Save Successful [j]| @

Active Appr [

Start Date™®

Row - Amt Auth® AmtRem Sched Hrs Ehz THC* JON Shop*
Ind Deny Time
v o Pending |03/21/20110000 [T 03721720110 0.00 |0.08 - |a |+||mosooseLcmariiaczot |- | lmoveu -] | [~
Request Denial
Requestor Remarks: Qenied ¢ Active Indicator :

Reguested Date:

a8 K Row

<

essage. - Message (Plain Text)

lﬂ [ﬂ Business Card =
EﬁCalendar

DENTRL ZRPFIS = . =
(On) 1 © -
~
. Message Insert Options Format Te
- | AT [ |
Er| ——
Paste B I O A= = =||E£
7
Clipboard ™ Basic Text
[ Ta.. ] |Hanson CIV Robert J;
—
=l (e ] |
Send
Subject: |Lea\.-'e Request Message,

N\ an email to your time certifier

lennifer Stewart
Head, CMCC - Information Security Officer

1 Commercial 783-784-6265
DsN 278-8265
Unclass Fax 783-734-5269

1885-1945, World War II Army General

UNCLASSIFIED

Screen Mods : Updats

http://www.guantico.usmc.mil/factivities/?Section=CSM

"You need to overcome the tug of people against you as y

requesting approval. Use the
mailbox icon send an email with
your leave requested date,
times, and reason to your
division head/supervisor if
different than the time keeper -
Click on the mailbox icon and
Outlook will open an email for
you to type in this information.
Don’t forget to click send! ©

SLDCADA will automatically send
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g SLD CA_[)A Leave Request This window may contain data subject to the Privacy Act of 1974 m
- @332 248 to1]sae o) ¢
TR 03rzizo
STEVART JENNIFER D ¥ Emp ID (S5N) | Emp Name: STEWART JENNIFER D | Emp Type: Civilian

' * #
Row Active Appr/ Staxi o Shonliate AmtAuth* AmtRem SchedHrs  Ehz  THC* Jon Shop*
Ind Deny Time Time
bt 1 Approved 03/21/2011 0000 03/21/2011 0000 0.00 LA MOOD0OSBLCMAR 11LA0301 BLCMEU

If you made a mistake and the
leave is still “pending
approval” you can simply
delete the row and try again.
If it is already approved and
you are not going to take it,
ask your time keeper to go in
and uncheck the Active
Indicator box.

< >
Screen Mods : Updats
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STEWART JEN * Emp ID (S5N): : Emp Name: 5TEj JEMMIFER D | Emp Type: Civilian

+ HNo Errors

Save Successful E” 7

Row Active Appr/ Stop Date™ AmtAuth® AmtRem Sched Hrs  Ehz  THC*® JoM Shop* Sub Shop
Ind Deny Time

v o1 Pending U1 032120110000 [T (00 | om0 |o.oo - | lLa |+ ||moonoseLcmar a0zt [+ | Jmoves  [<] | |~
Request Approval | Denial
Reguestor Remarks: Approved : Denied : Active Indicator :

DENTRL ZPFTS FCE By: Date:
Remarks:
Requested Date: 5,.’2011
>

Exit SLDCADA
using “EXIT” every
time you use it.

S5 K Row 1 of 1

< 3
Screen Mede : Update

|A
| w
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(Ca H9 0+ Leave Request Approval - Message (Plain Text)
i =

Al

Message Adobe PDF

QX G E Qesew B O G

Reply Reply Forward | Delete Moveto Create Other EBlock J Mot Junk Categorize Follow Mark as
: g Select ~

to All Folder~ Rule Actions~ | Sender = Up~ Unread
Respond Actions Junk E-mail (F Options (F Find
From: SLDCADA Administrator [no_reply @nslc.navy.mil] Sent:  Mon 2/23/2011 7:16 AM
To: Stewart CIV Jennifer D
Co
Subject: Leave Request Approval

13

The following Active Leave Request has been approved for STEWART JENNIFER D (Civilian)

Type Hour Code: LA From 63/21/2811 To 83/21/2011 fONS&Hours, Daily Hours &
Env/Haz: None MNight Diff: No

JON: MBBEBSBLCMAR1IILAB381 Per Shop: BLCMEU

REQUESTED BY STEWART JENNIFER D (Civilian) on 82/25/2011 at 211
Remarks: DENTAL APPTS FOR THE KIDS

APPROVED BY HANSON ROBERT 1 (Civilian) on 82/28/2811 at 1216
Remarks: None.

Once your leave
request is processed,
you will receive an

automatic email with
the status of your
leave request.




Unclassified

LDCADA Version 22.0-16 - Microsoft Internet Explorer provided by NMCI

A . " p ~ R i 3
@.\_/. - Ehttps.,l’,l’appl.east.sldcada.dlsa.mll,l’sleZ_D 16/MainPage.do V| QJ +| | X |
File Edit View Favorites Tools  Help
w [gglv]g‘ Office of Personnel Manage. .. ]SLDCP.DP. Yersion 22,0-16 X [ l @ - B @ + [k Pags ~ ,} Tools -
Employee Reports Tools Window Help Refresh Exit
. \ p Leave Request This window may contain data subject to the Privacy Act of 1974 B
= @ SLDCAD NI R
ITERE S ()
18] 02i282011 F
sTEwART|]| ™ EmpID (SSN): I Emp Name: STEVWART JENNIFER D | Emp Type: Civilian
kL & *
Row Active Appr/ Start Date Stop Date Amt Auth® AmtRem Sched Hrs Ehz THC* oM Shop* Sub Shop
Ind Deny Time Time
v 1 Approved 03212011 0000 03/21/2011 0000 0.00 LA MOODOSBLCMAR 11L AD301 BLCMEU

Back in SLDCADA
you will see that
your leave has been
processed when
you go into
“Labor/Leave
Request” again.

SE45 K Row 1 of 1

<
Scre=n Mode : Update

|~
|

Done

+/ Trusted sites F100% v
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Employee Reports Tools Window Help Refresh Exit STEWART.JENNIFER.DENISE.1047618432

Leave Request This window may contain data subject to the Privacy Act of 1974 E
=] | 2 82 2 2 1 of 1| = | %D| G” ?
~* Emp ID (SSN):| Emp Name: STEVWART JEMNIFER D | Emp Type: Civilian

Active Appr [ Start Date* Stop Date™

LT Ind Deny Time Time

Amt Auth® AmtRem Sched Hrs Ehz THC* Jon Shop*

v 1 Approved 03/21/2011 0000 03/21/2011 0000 0.00 LA MOOODSBLCMAR 11LAD301 BLCMEL

<
Screen Mode @ Update \ \

Each time you
request leave, add
a row to begin.
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STEWART.JENNIFER.DENISE.1047618432

= €SLDCADA
B

2

| 2 2 2 3
031122011
STEWART JENNIFER D

Active Appr [

g

1113

Start Date™

This window may contain data subject to the Privacy Act of 1974
Lof 1|

i} (SSN]I: | Emp Mame: STEVWART JENMNIFER D | Emp Type: Civilian

|

Stop Date™®

Pending Changes [:]| ‘1?

Reguested Date:

AN\

£ £ £
Ind Deny Time Time Amt Auth® Amt Rem Sched Hrs Ehz THC JON Shop
¥ g Approved  03/21/2011 0000 03/21/2011 0000 0.00 LA MODODSELCMAR 11LAD301 BLCMEU
v 2 Pending (030320110000 |1 ozjozjzoitooon 1 (zo0 | @m0 0.0 -~ |5 [~ ||moooosBLcmarivsozol [+| |BLameu |+
Request Approval | Denial
Requestor Remarks Approved : Denied : Active Indicator :
By: Date:
Remarks:

2= 8 K Row 2 of 2

4

Crrasn Mods o lindsts

Remember to save!
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o Time and Attendance This window may contain data subject to the Privacy Act of 1974 E
e
bLDLADA & ﬂ sﬁ: & 2 a3 3 1of 1 | a | Generate Hours; | QD | Pending Changes C]| ‘1?
% c;;;;:;; JENNIFER D * Emp ID (55N | Emp Name: STEWART JEMNY D | Type: Civilian | Pay Period Ending Date: 03/12/2011
& Week1 (03‘{[}5[2011) | EVT: I:‘ | Leave, Copy Prev Week (All) L
P — FEEb ie LD T 03?;? 0';,?;3 0;::;1 ov;,feodz 0;?33 03%4 0??55 T y
L1] / / Aeeoes I 00N IC ) | | | | |
EE8X X L EZT0O Actual Totals: 0.00 PP
Row 1 of 1 Schedule Totals: 8.00| so00| s800| 800| 800 40.00 | 80.00 P
Clocks Sun Mon Tue Wed Thu Fri Sat
Clocks Week Total: 34.00 Totals: 8.50 8.50 8.50 8.50
. N o730| | o7a0| [ o730 0730
When completing your 1600] | 16| | 100 e
. . N
time card in SLDCADA,
simply check the .
7 ” il
Generate Hours” box y
and hit save. Any online
leave requested will be
. [F | Leave Bypassed: Copy Prev Week (Selected)  Copy Prev Week (All)
automatically entered
. Per Shop* Ehz WD THC* Sun Mon Tue Wed Thu Fri Sat Total I
for ou alon W|th our 03/06 03/07 03/08 03/09 03/10 03/11 03/12
P g y ) I 5o 5 T [
regular hours. (A copy of E— —
it will remain in your Schedule Totals: soo| soo| soo| soo| &0 40.00 | 80.00F
. Clocks Sun Mon Tue Wed Thu Fri Sat
Ieave requeSt ||St, except Clocks Week Total: 42.50 Totals: 850 850 850 850 850 v
. . . >
now the active indicator /

box will not be checked.



Active Indicator (Al) Checkbox

(checked means the leave requested is active)

If this box is not checked for some reason, the leave request
will not show up automatically on your timecard and could
need to be typed into your timecard as required.

— The timekeeper can de-select/re-select the box on his end.

— Ifitis incorrectly checked, you can “generate hours” (which will put the
leave into your timecard) and then manually delete the row.

* This will remove the checkmark from this box rendering the leave inactive.
Reasons you may need to de-select this box:
— You didn’t take the leave.
— Your hours changed from what was requested.
— You made a mistake in the leave request somehow, etc.



