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EVA Adjusting Incorrect Balances  
  

Purpose Use this procedure to adjust employees with incorrect EVA balances as 
identified in EVA Identifying Incorrect Balances user procedure. 
 

Trigger Perform this procedure to make necessary adjustments to an employee’s 
EVA and/or Vacation Leave balances. 
 

Prerequisites An employee’s Vacation Leave and/or EVA balances are incorrect. 
 

End User Roles In order to perform this transaction you must be assigned the following role: 
Payroll Processor, Payroll Supervisor, Time and Attendance Processor, Time 
and Attendance Inquirer, Time and Attendance Supervisor. 
 

  

Change History 

Date Change Description 

3/29/2012 Procedure Created 

5/10/2012 Additional notes added under the scenario 

1/07/2013 Added note to helpful hint re: the new EVA process for agencies using the ESS 
Leave Tool. 

  
  

Transaction Code 
 

PA30 

Helpful Hints  

  

 Effective 1/1/2013 agencies using the ESS Leave Tool have a new EVA 
Process.  For further details check out the Enterprise Services Communication 
(ESS Leave Tool agencies moving to new EVA process).  
 

 Two Statewide Variants have been created to help agencies capture incorrect 
EVA balances for each payroll cycle: 
 
SWV VAC BAL will identify employees who have Vacation leave (31) balances in 
excess of 240.0 hours or below 240.0 depending upon the layout option selected. 
 
SWV EVA BAL will identify employees have an EVA balance.   

http://stage-pub/SiteCollectionDocuments/Payroll/EmployeeSelfService/Enterprise%20Services%20Communication.docx
http://stage-pub/SiteCollectionDocuments/Payroll/EmployeeSelfService/Enterprise%20Services%20Communication.docx
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Scenario:  

You have identified employees who have incorrect Vacation Leave (31) and/or EVA (40) ending 

balances.  To correct the balances you must complete quota corrections to adjust the 

employee’s quota balances. 

For example: 

 

In this screen shot, our employee has a Vacation Leave ending balance of  243.16669, but does 

not have an EVA quota balance.   

 

Once the EVA process (The subtraction of Vacation Leave hours over 240, and the addition of 

those hours subtracted added into the EVA quota) has completed as part of the payroll 

processing, the EVA process will not readjust by itself due to the retro or future date absence 

records.   

   To correct the employees Vacation Leave Balance, you will need to create a quota 
correction.  The formula this adjustment is:  
 
Employees Ending Balance – 240 = Adjustment 
 
For the above screen shot the adjustment would be: 
243.16669 – 240 = 3.16669 

 

  If the EVA process has completed for the period and you need to change the amount of 
the adjustments, you will need to use the change (pencil) to select and correct quotas.  

 

 If the adjustments should have never been created, you will need to select the quota 
corrections that were created and delete (trashcan) the adjustments. 
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Procedure 

1. Start the transaction using the transaction code PA30. 

 
 

2. Complete the following fields: 
 

R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 

Personnel 
Number 

R The employee’s unique identifying number.  
 
Example:  143111 

 

  
  
   3. 

 

Click    (Enter) to validate the information. 
  

4. Click the  tab. 
 

5. Click the box to the left of  to select. 
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6. In the From Field under Period,  enter the actual date of the accural (the 16th or the 1st 
of the month) 

 
 
 
 
 

7.  To specify quota type, enter the Quota type in the  

 
 

 

 
  

8. Click the   (Create) to create the adjustment. 
 
9. Complete the following fields: 
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R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 

Start R The accrual date.  

This date will be either the 1
st
 or the 16

th
 of the month.  

 

Example:  11/16/2010 

Quota Number R This number specifics the number of hours or days of 
quota that an employee has earned. 
 
Tip: 
Enter the adjustment calculation based on the 
Attendance System Change Report for the period. 
(Ending Balance – 240 = Adjustment) 

 

  Verify that  is 
selected. 

Example:  3.16669 

Change 
Transfer Time 

R Select Transfer collected entitlement immediately 
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10. Click     (Enter) to validate entries. 
 

11. Click    (Save) to save entries. 

   Next you will need to create an EVA quota correction for this employee. 
 

12. Click the box to the left of  to select. 
 

13. To specify quota type, enter the Quota type in the  
 

 
 

14. Click   (Create) to create the adjustment. 
 
15. Complete the following fields: 
 

R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 
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Start R The accrual date.  

This date will be either the 1
st
 or the 16

th
 of the month.  

 

Example:  11/16/2010 

Quota Number R This number specifics the number of hours or days of 
quota that an employee has earned. 
 
Tip: 
Enter the adjustment calculation based on the 
Attendance System Change Report for the period. 
(Ending Balance – 240 = Adjustment) 
 

 Select  

Example:  3.16669  

Change 
Transfer Time 

R Select Transfer collected entitlement immediately 
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16.  Click     (Enter) to validate entries. 
 

17. Click    (Save) to save entries. 
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18. Enter /NZT60 into the command field and click  (Enter).  
 

  
 
19. Enter the employee’s Personnel Number. 
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20. Click    (Execute) to run the Time Evaluation 
 

 
 
21. To verify the adjustmens, run the Attedance System Change Report.   Enter 

/NZHR_RPTTM084  into the command field and click enter.  

 
 
22.  Fields to complete: 
  

R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 

Other Period R This selection allows you to specify specific dates.  
 
Example: 11/16/2010 to 11/16/2010 

Personnel 
Number 

R The employee’s unique identifier. 
 
Example:  143111 

Deduction 
Period 

R The entries in the deduction from date and deduction to 
date determine the quota accrual period. 
 

Example:  11/16/2010 to 11/16/2010 
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23.  You have successfully adjusted an employees’ Vacation Leave and EVA balance. 
 
 

Results 

 You have Corrected the system generated EVA accrual for the employee.   

 You ran the Time Evaluation correct the accrual. 

 A redistribution of leave may be needed.   
Contact the DES Service Center (ServiceCenter@DOP.WA.GOV or 360.664.6400) 

 

 You re-ran the Attendance System Change Report To verify the adjustments were 
successful. 

  You can also use this procedure when an employee has an EVA balance, yet their 
Vacation Leave balance is below 240 hours. 

 

mailto:ServiceCenter@DOP.WA.GOV

