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Please distribute this alert to any users within your agency who are responsible for time administration.

Requests to Force Time Evaluation 
· Information regarding the procedures to request time evaluation
· Revised Alert (07.30.13):  Effective immediately, please indicate if a change was made to CATS (ZIPY for PennDOT employees) when requesting Time Evaluation via email through the OA, Time Eval.  
This alert is being sent to share a change in the standard procedures for requesting time evaluation.  As always, requests to manually run time evaluation must be submitted through the “Time Evaluation Mailbox” (OA, Time Eval).  
Effective immediately, requests for time evaluation must indicate if a change was made to CATS (timesheet) (ZIPY for PennDOT employees).  If a change was made to CATS (ZIPY for PennDOT employees), the HRSC will run time transfer (a program used to transfer the time entries on CATS to IT2002) and time evaluation.  If the request does not indicate that a change was made to CATS (ZIPY for PennDOT employees), the HRSC will run time evaluation only.  
Requests to RETROACTIVELY force time evaluation to run from a specific date must be submitted via a help desk ticket.  Please note: Time Evaluation cannot be retroactively forced to a date prior to the “Earl.pers. RA date” on IT0003.  The ticket should indicate that forcing time evaluation to a specific date may correct a problem with the employee’s time record.  Remember to specifically identify the effective date and the problem.  The HRSC will not honor requests to retroactively force time evaluation to run from a specific date if the request is submitted through the “Time Evaluation Mailbox”.  

For complete details regarding these procedures, please reference Time Alert 2006-21.
Questions? 
If you have any questions regarding this process, please submit an HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 

