COMPLETING QUOTA CORRECTIONS (IT2013)
FOR LEAVE CALENDAR YEAR “2004”

IN

LEAVE CALENDAR YEAR “2005”
AGENCIES CAN ENTER QUOTA CORRECTIONS IN LEAVE CALENDAR YEAR “2005” USING EFFECTIVE DATES FOR THE “2004” LEAVE CALENDAR YEAR AS LONG AS THE QUOTA CORRECTION IS TO INCREASE THE PERSONAL QUOTA.  

NOTE:  AGENCIES SHOULD NOT ENTER QUOTA CORRECTIONS USING EFFECTIVE DATES IN “2004” IF THE QUOTA CORRECTION IS TO REDUCE THE PERSONAL QUOTA.  CENTRAL SERVICES TRANSACTIONS FORMS MUST BE SUBMITTED.

PLEASE FOLLOW THE STEPS BELOW:

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

STEP 2:  Enter “2004” quota correction via PA61-IT2013 to increase personal quota
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.

