Adjustments to 2005 Annual or Sick Leave balances

The University’s leave cutback and carry forward to the 2006 calendar year took place as scheduled on January 5th 2006.

As a result, adjustments/changes to 2005 Annual or Sick Leave usage can no longer be made via ITAMS. Users will see the ITAMS message “Balance Exceeded” if an attempt is made to record/change leave on 2005 timesheets.   Any adjustments or corrections to 2005 leave balances must now be handled by the Payroll Department.

Changes to 2005 leave usage must be requested by either the department head, or one of the authorized department ITAMS Approvers. The request can be sent via e-mail or regular mail to Ralfette Vasquez in the Payroll Department.

Please share this information with others in your department as necessary.

