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Please distribute this Alert to any users within your agency who are responsible for absence and attendance entry in SAP.
This Time Alert includes the following information:

  

· COMPENSATORY QUOTA GUIDELINES AND REMINDERS
Compensatory Quota.   The purpose of this alert is to provide information on how compensatory quota is automatically created in SAP and to provide guidelines for users when manually creating compensatory quota.
Compensatory quota automatically created.  SAP will automatically create a compensatory quota during time evaluation when a CLE* entry is made to CAT.  If a compensatory quota already exists, the CLE* entry will increase the quota provided the CLE* effective date is within the existing quota date range.  (Example – compensatory quota dates are 4/21/2009 – 12/31/9999.  A CLE* entry is input via CAT with an effective date of 5/23/2010.  The CLE* entry will increase existing quota.)  However, if a CLE* entry is made to CAT for a date prior to the begin date of the quota, a second compensatory quota will generate.  If there is more than one compensatory quota, the deductions will be inaccurate and the employee may overuse the quota.

A Help Desk Ticket, Time category, should be submitted for CLE* entries prior to the begin date of an existing compensatory quota.  
Creating a Compensatory Quota.  Prior to creating a quota for an employee who is entitled to receive compensatory leave for working on a holiday, users should view either PT50 or IT2006 to verify that a compensatory quota does not exist.  If there is no existing compensatory quota, the following must be done:
1. Create a compensatory quota using PA61 Infotype 2006 using 12/31/9999 as the end date of the quota.
2.   The begin date should reflect the earliest date of compensatory earnings. Users can request that time evaluation be run via the OA, Time Eval resource account or wait for nightly time evaluation to run.

3. 
4. Create a Quota Correction using PA61 Infotype 2013, to add the appropriate number of hours earned to the compensatory quota.  The effective date should reflect the date of compensatory earnings. The Edit > Maintain Text function should be used to indicate the reason for the correction.  The Quota Correction will not update until time evaluation runs.  Users can request that time evaluation be run via the OA, Time Eval resource account or wait for nightly time evaluation to run.

REMINDERS
· Employees should have only one compensatory quota. 
· The end date of this quota, as well as the “Deduction To” date should always be 12/31/9999. 
· The “Deduction To” date should only be end dated if the employee is transferring to a non-leave accruing position.  
· 
· 
Questions regarding this alert should be directed to Susan Doyle (sdoyle@state.pa.us), Scott Coleman (sccoleman@state.pa.us), Laurie Cohrac (lcohrac@state.pa.us), or Jose Munoz (jomunoz@state.pa.us).     
