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

  

· REMINDER:  EFFECTIVE DATES WHEN PROCESSING QUOTA CORRECTIONS AND QUOTA COMPENSATIONS UNDER CERTAIN CIRCUMSTANCES. 
Reminder:  Effective Dates When Processing Quota Corrections And Quota Compensations Under Certain Circumstances.  This alert is to serve as a reminder of the importance of the effective date when processing quota corrections and quota compensations.  Quota corrections (IT2013) and Quota compensations (IT0416) process after time evaluation is run.  In order to ensure that quota corrections and quota compensations are processing as the user intended, the effective date of the action should be the day before if it is:

· The end of the leave calendar year (LCY)
· The end of the 7 pay period leave extension

· The employee’s last day of employment

Using effective dates as described above will ensure that the quota corrections and quota compensations process correctly.  Please refrain from using an effective date that is the same date as the last day of the LCY, extension period or separation date.  Under no circumstance should a quota correction or quota compensation be processed using an effective date that is later than the separation date.
IMPORTANT – Users may continue to follow their established procedures for inputting activity that does not meet any of the above criteria.  
Questions regarding this alert should be directed to Susan Doyle (sdoyle@state.pa.us), Betty McCloskey (bmccloskey@state.pa.us), Sheila Barder (sbarder@state.pa.us), Scott Coleman (sccoleman@state.pa.us) or Laurie Cohrac (lcohrac@state.pa.us). 
