COMPLETING “2004” PERSONAL ABSENCE (IT2001) MODIFICATIONS

IN

LEAVE CALENDAR YEAR “2005”
AGENCIES CAN MODIFY OR DELETE PERSONAL ABSENCES USED IN LEAVE CALENDAR YEAR “2004”.

NOTE:  AGENCIES CANNOT ENTER “2004” PERSONAL ABSENCES.  (THE PERSONAL QUOTA WAS ZEROED OUT AT THE END OF THE “2004” LEAVE CALENDAR YEAR.)  CENTRAL SERVICE TICKETS MUST BE SUBMITTED
PLEASE FOLLOW THE STEPS BELOW:

STEP 1:  Lock “2005” personal absence records via PA61-IT2001

STEP 2:  Delete/Modify the “2004” personal absence record via PA61-IT2001
STEP 3:  Let time evaluation run (this will create a personal extension quota or increase the personal extension quota that already exists)

STEP 4:  Unlock “2005” personal absence records via PA61-IT2001.  NOTE:  It is important that the absence records be unlocked in chronological order (oldest to newest).  Personal absences will be deducted from the personal extension quota first.
[image: image1.png]Quota Overview

& 8 Time evaluation

[ Projecton | £ Time Managementpool G Selection

Persannel no.
Narme.
Persannel area
EE subgroup

D) Selection dates

7

DEMO - MODIFY PERSONAL ABSENCES

at
7

74

Executive Offices.

FulHime 75

" @ Absence Quotas (2006)

Cost center
WS nule

81PYRLDFLT PayrollD
BB122015

BASIC 7.

| & Accrual information | % Attendance Quotas (2007) |

[E_[#bsouoia_Quotatent unit Requested __[Compens.___|Deduction from _|Deduction o
= SOFersonalieare Hours 6000000 760000| 5250000 000000

] aooo000|  0oooo0|  3000000|  0.00000 0102004 010772005
] sooooo0|  7oo0o0| 2250000 000000 01082005 1/0672008
1= 3t Personal Leave - - Hours 250000 2250000 0g0o00| 00000

] 000000 Oooooo| 000000 000000 010004 01072005
] 2250000 2250000 000000 000000[oti21i2005 [otioeizooe
] 000000 Oooooo|  0ooo0o| 000000 02112005 010612005
1= S2personalleave- E_Hours oooooo|  ogoooo|  ooooos| 0000

] oovo00| 000000  ©000000| 0000000102004 jo4/1ei2004





STEP 1:  Lock “2005” personal absence records via PA61-IT2001 
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STEP 2:  Delete/Modify the “2004” personal absence record
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STEP 3:  Let time evaluation run (this will create a personal extension quota or increase the personal extension quota that already exists)
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STEP 4:  Unlock “2005” personal absence records via PA61-IT2001.  NOTE:  It is important that the absence records be unlocked in chronological order (oldest to newest).  Personal absences will be deducted from the personal extension quota first.
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Employee did not receive a personal extension in 2005





Employee used 30 hours of personal in 2004








22.50 hours of personal have been scheduled for the “2005” leave calendar year





Lock absences





Don’t forget to save





Reflects 30.0 hours of personal anticipated remaining as a result of locking the 2005 personal absences





Delete personal absence record on 12/9/04 








Lock all personal absence records for leave calendar year 2005





Replace personal absence with sick absence





Doctor certificate was provided





Personal extension for 2005 is now reflected





Unlock all personal absence records for 2005





Unlock absences in chronological order (oldest to newest) 








Don’t forget to save 





Record was unlocked





1/21/05 personal absence was deducted from the personal extension





2/04/05 & 2/11/05 personal absences were deducted from the anticipated and actual personal quota





























