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Reinstating From Leaves

The way a person is reinstated varies. It is dictated by the type of hold/leave as well as security
issues. The various scenarios are explained in this chapter along with a graphic of the employee’s
history to review, to determine the employee’s type of hold/leave.

LIT, MLV, PBL and Working in the Same Agency:

If an employee is holding an item with a Reason Code of LIT, MLV, or PBL while working in
the same agency or agency group, use the instructions below to reinstate them to their hold title.

e & Home &2 \iforklist & Repors 2 Halp
Home = MY Personnel Management = Incumbent Change Reguest = Inguire = Employee History New Window
Day,Sonny SSN: 333333333 EmplRcd #: 0
Eff Dt Action EE Status Status Agency JC Pos #
Seq Reason I .vl FT/PT Appt L Title 8G  Agy/Line#
List # W PT IVR % Vet Crilt Title Code / Message HU  Action Dt
04r01r2004  1AG Active Perm Civil Service o 00036704
1 DEFT F I Sent Camptr Prog An 18 ogoon 04056
3842200 100 I 08203048 05 O4r2ar2004
04r01r2004  SEP Active FPerm Civil Service 1] 0003667V
0 FROB LY E F M Stores Clerk 2 JukE] 02000 036245
100 I 1831120 a2 0452852004
032952004 HIR Active Ferm Civil Bervice 1} Q0036ETT
0 ac F I Stores Clerk 2 a4 03000 03624
2005400 100 M 1831120 nz 0452812004

Employes Availability

Work with the Pages

1.  Click NY Personnel Management, Incumbent Change Request, Use, Other
Transaction Request.

The Other Transaction Request search dialog page displays.
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10.

11.

12.

13.

14.

15.

16.

Enter the necessary information for the employee in the search dialog box. Click
Search.

The Transaction Request 1 page displays

. + i
Click the to insert a new row.

In the Eff Dt field, enter the effective date.
In the Action field, enter IAG.

In the Trns Grp field, enter RNS.

The Reason field populates with RLV.

In the Line # field, enter a line number.
Appt Lvl Chg

If the employee is serving at the budgeted level, this field will be gray and the
cursor will be in the FT/PT/VR/HR field.

OR

If the employee is being appointed to a title other than the budgeted level the Appt
Lvl Chg field will be checked and gray.

The Spclty field is gray and displays the current value, or will be blank. Proceed to
the next step.

If Appt Lvl Change is checked, the title code of the employee’s current hold and JC
will display and gray. SG, and NU must be entered. Press Tab.

In the Appt Status field, enter the appointment status.

If FT/PT/VR/HR was hourly, and it is no longer hourly, hourly displays and an error
message will appear if not changed to FT or PT or VRWS. If it wasn’t hourly, and is
now hourly, hourly will display and gray and the % field will gray and be blank;
otherwise, it will display the prior value and can be changed. The % field will be 100
and will gray if full. The field will be open for PT/VR%.

In the SEP Reason field, enter a SEP Reason (in this case it would be the reason they
are leaving their current job).

Click on the Comments page to enter any comments.

Click the Transaction Request 2 page tab.
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17.  Press Submit.

LIT, MLV, PBL in One Agency, and Working in Another Agency:

If an employee is holding an item with a Reason Code of LIT, MLV, or PBL, in one agency
while working in another, use the instructions below to reinstate them to their hold title.

W NYSTEP 2 Home 2 Worklist {2 Reports "2 Help
Home = MY Personnel Management = Incumbent Chande Reguest = naguire = Employes History Mew Window
Fornia Cal SSM  TTTITIINT EmplRcd # O

Eff Dt Action EE Status Status Agency JC  Pos#®
Seq Reason IWvI FT/PT Appt L Title SG  Agy/Line#
List# PTIVR % Vet Crdt  Title Code / Message HU  Action Dt
0450152004 HAG Active Ferm Insurance Fund 0 00000086
1 TR E70.1 F ] Keyboard Spec 2 ns 00640 00983
100 M 2E00Z00 02 0aim3rzong
04152004 SEP Active Farm Civil Service o 00036677
] PRCB LY E F M Stares Clerk 2 09 0go00 03625
100 M 1831120 02 0amarzoog
fandrzina . HR Active Ferm Civil Service 1] 00036ETT
] oc F M Stores Clerk 2 08 08000 03624
2822700 100 M 1831120 0z Oai0arz0ng
Del APPS History Employee Availability

Work with the Pages

1.  Click NY Personnel Management, Incumbent Change Request, Use, Cross
Agency Appt Request.

The Cross Agency Appt Request search dialog page displays.

2. Enter the necessary information for the employee in the search dialog box. Click
Search.

The Transaction Request 1 page displays

3. Click the to insert a new row.
4. Inthe Eff Dt field, enter the effective date.

5. In the Action field, enter XAG.
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6.

10.

11.

12.

13.

14.

15.

16.

In the Trns Grp field, enter RNS.

In the Reason field, enter RLV.

In the Line # field, enter a line number.
Appt Lvl Chg

If the employee is serving at the budgeted level, this field will be gray and the
cursor will be in the FT/PT/VR/HR field.

OR

If the employee is being appointed to a title other than the budgeted level the Appt
Lvl Chg field will be checked and gray.

The Spclty field is gray and displays the current value, or will be blank. Proceed to
the next step.

If Appt Lvl Change is checked, the title code of the employee’s current hold and JC
will display and gray. SG, and NU must be entered. Press Tab.

In the Appt Status field, enter the appointment status.

If FT/PT/VR/HR was hourly, and it is no longer hourly, hourly displays and an error
message will appear if not changed to FT or PT or VRWS. If it wasn’t hourly, and is
now hourly, hourly will display and gray and the % field will gray and be blank;
otherwise, it will display the prior value and can be changed. The % field will be 100
and will gray if full. The field will be open for PT/VR%.

Click on the Comments page to enter any comments.
Click the Transaction Request 2 page tab.

Press Submit.
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LIT, MLV, PBL in One Agency, and on LOA in Another Agency

If an employee is holding an item with a Reason Code of LIT, MLV, PBL in one agency while
on LOA in another, you can not reinstate them to the agency where they have the hold based on
LIT, MLV, or PBL. They must first be reinstated to the agency where they are on LOA. Please
contact your Status Examiner at Civil Service for assistance.

& NYSTED & Hame = Warklist 2 |Reports *? Help
Haome = MY Personnel Management = [neumbent Change Reguest = [nguire = Employes History Mew Window:
Fornia,Cal SSN: TITTIIIIT EmplRcd#: 10
First [4] 440t a [B] [ast
Eff Dt Action EE Status Status Agency JC  Pos#
Seq Reason I all +| FT/PT Appt Lvi Title SG  Agy/Line #
List # PT/IVR% Vet Crit Title Code f Message MU  Action Dt
04 r2004  LOA Active Perm Insurance Fund 0 00000086
a LW TO URIGCL E F M keyboard Spec 2 04 0oE40 004983
100 I 2600200 02 0am4r2004
04772004 HAG Active Ferm Ingurance Fund 0 ooooonge
1 TR E70.1 = M Keyboard Spec 2 09 00640 00983
100 I+l 2600200 02 0a03rz004
04152004  SEF Active Ferm Civil Service 0 O0D366TT
1] FPROB LY E F M Stares Clerk 2 04 02000 03625
100 M 1831120 02 0amarzong
Q3042004 HIR Active Ferm Civil Service 0 Q00Z6ETT
i] Qc F M Stores Clerk 2 04 0Bo00 03625
2822700 100 M 1831120 02 nam3rzong
Del APPS History Employee Availability
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LOA With Any Reason Code Except SUP:

If an employee is holding an item because they are on a LOA (Leave of Absence), with any
reason code except SUP, use the instructions below to reinstate them to their hold title.

W NYSTEP & Home @ Worklist 2 Repoits 72 Help
Home = MY Personnel Management = Incumbent Change Reguest = nguire = Employee History Dy Wi d o
Sunshine,Suzy SSMW: 222722222 EmplRcd# 0
e Al First [ 12062 [B] Last
Eff Dt Action EE Status Status Agency JC Posg#
Seq Reason |m vI FT/PT Appt Lv Title SG  Agy/lLine#
List # PT/iVR% Vet Crdt Title Code [ Message HU  Action Dt
0470172004 LOA Arctive Ferm Civil Service 0 00036677
0 SICK LY E F i Stores Clerk 2 as 08000 03625
100 M 1831120 0z 0452812004
032952004 HIR Active Farm Civil Service i] 00036ETY
0 Qc F M Stores Clerk 2 0g 08000 03625
2822700 100 I 1831120 0z 0452812004

Employvee Availability

Work with the Pages

1.  Click NY Personnel Management, Incumbent Change Request, Use, Other
Transaction Request.

The Other Transaction Request search dialog page displays.

2. Enter the necessary information for the employee in the search dialog box. Click
Search.

The Transaction Request 1 page displays

. + )
3. Click the to insert a new row.

4. Inthe Eff Dt field, enter the effective date.
5. Inthe Action field, enter RFL.

6. The Trns Grp field populates with RNS.
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7.

8.

10.

11.

12.

13.

14.

15.

16.

The Reason field populates with RLV.
In the Line # field, enter a line number.
Appt Lvl Chg

If the employee is serving at the budgeted level, this field will be gray and the
cursor will be in the FT/PT/VR/HR field.

OR

If the employee is being appointed to a title other than the budgeted level the Appt
Lvl Chg field will be checked and gray.

The Spclty field is gray and displays the current value, or will be blank. Proceed to
the next step.

If Appt Lvl Change is checked, the title code of the employee’s current hold and JC
will display and gray. SG, and NU must be entered. Press Tab.

In the Appt Status field, enter the appointment status.

If FT/PT/VR/HR was hourly, and it is no longer hourly, hourly displays and an error
message will appear if not changed to FT or PT or VRWS. If it wasn’t hourly, and is
now hourly, hourly will display and gray and the % field will gray and be blank;
otherwise, it will display the prior value and can be changed. The % field will be 100
and will gray if full. The field will be open for PT/VR%.

Click on the Comments page to enter any comments.
Click the Transaction Request 2 page tab.

Press Submit.
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LOA With Reason Code SUP:

If an employee is holding an item because they are on LOA (Leave of Absence) with a Reason
Code of SUP, use the instructions below to reinstate them to their hold title.

W MNYSTEP = Haome =t Warklist 2 |Repors ] Help
Haorme = MY Personnel Manadement = Incumbent Change Reguast = nguire = Emplovee History Mew Window:
Rainhow, Bright SSN: 555555555 EmplRcd#: [
First [ 4.z ot 2 [B] Last
Eff Dt Action EE Status Status Agency JC  Pos#
Ser Reason !W i-l FT /PT ApptLd  Title SG  Agyiline#
List # PT/VR % Vet Crdt Title Code / Message MU  Action Dt
040172004 LOA Active Ferm Civil Service 0 0DD36ETT
0 SUSPEMSION  E [ i Stares Clerk 2 04 02000 03625
100 [N 1831120 0z 0a03rz004
030472004 HIR Active Ferm Civil Service 0 00D36ETT
0 O F i Stores Clerk 2 04 08000 03625
2822700 100 I+ 1831120 0z 0532004
APPS History Emploves Availability

Work with the Pages

1.  Click NY Personnel Management, Incumbent Change Request, Use, Other

Transaction Request.

The Other Transaction Request search dialog page displays.

2. Enter the necessary information for the employee in the search dialog box. Click

Search.
The Transaction Request 1 page displays

3. Click the to insert a new row.
4. Inthe Eff Dt field, enter the effective date.
5. In the Action field, enter RFL.

6. The Trns Grp field is populated with RNS.
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7.

8.

10.

11.

12.

13.

14.

15.

16.

The Reason field is populated with RSP.
In the Line # field, enter a line number.
Appt Lvl Chg

If the employee is serving at the budgeted level, this field will be gray and the
cursor will be in the FT/PT/VR/HR field.

OR

If the employee is being appointed to a title other than the budgeted level the Appt
Lvl Chg field will be checked and gray.

The Spclty field is gray and displays the current value, or will be blank. Proceed to
the next step.

If Appt Lvl Change is checked, the title code of the employee’s current hold and JC
will display and gray. SG, and NU must be entered. Press Tab.

In the Appt Status field, enter the appointment status.

If FT/PT/VR/HR was hourly, and it is no longer hourly, hourly displays and an error
message will appear if not changed to FT or PT or VRWS. If it wasn’t hourly, and is
now hourly, hourly will display and gray and the % field will gray and be blank;
otherwise, it will display the prior value and can be changed. The % field will be 100
and will gray if full. The field will be open for PT/VR%.

Click on the Comments page to enter any comments.
Click the Transaction Request 2 page tab.

Press Submit.
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LTO:

If an employee is holding an item because they are on LTO (Long Term Disability), use the
instructions below to reinstate them to their hold title.

W NYSTED = Home =t Warklist 2 |Reports ] Help
Home = WY Personnel Management = Incumbent Change Requeast = Inguire = Employee History Iew Win dow
Sunshine Suzy SSM: 222222222 EmplRcd#: O
yigw el First [ 12002 [F] Last
Eff Dt Action EE Status Status Agency JC Pos®
Seq Reason Im 'vI FT/PT Appt Lvi Title SG  Agy/Line #
List # PT /YR % Vet Crdt Title Code / Message HU  Action Dt
03222004 LTO Active Fetrm Civil Service i] 00036ETT
i} LOMG T IS E F ] Stores Clerk 2 09 08000 03625
100 I 1831120 02 0532004
03042004 HIR Active Ferm Civil Service i 0O036ETT
i} oc F K| Stores Clerk 2 [IEE] 08000 03625
2822700 100 I+ 1831120 0z 0532004

Ermployvee Availahility

Work with the Pages

1.  Click NY Personnel Management, Incumbent Change Request, Use, Other
Transaction Request.

The Other Transaction Request search dialog page displays.

2. Enter the necessary information for the employee in the search dialog box. Click
Search.

The Transaction Request 1 page displays

3. Click the

to insert a new row.
4. Inthe Eff Dt field, enter the effective date.
5. Inthe Action field, enter RFL.

6. The Trns Grp field is populated with RNS.
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7.

8.

10.

11.

12.

13.

14.

15.

16.

The Reason field is populated with RLV.
In the Line # field, enter a line number.
Appt Lvl Chg

If the employee is serving at the budgeted level, this field will be gray and the
cursor will be in the FT/PT/VR/HR field.

OR

If the employee is being appointed to a title other than the budgeted level the Appt
Lvl Chg field will be checked and gray.

The Spclty field is gray and displays the current value, or will be blank. Proceed to
the next step.

If Appt Lvl Change is checked, the title code of the employee’s current hold and JC
will display and gray. SG, and NU must be entered. Press Tab.

In the Appt Status field, enter the appointment status.

If FT/PT/VR/HR was hourly, and it is no longer hourly, hourly displays and an error
message will appear if not changed to FT or PT or VRWS. If it wasn’t hourly, and is
now hourly, hourly will display and gray and the % field will gray and be blank;
otherwise, it will display the prior value and can be changed. The % field will be 100
and will gray if full. The field will be open for PT/VR%.

Click on the Comments page to enter any comments.
Click the Transaction Request 2 page tab.

Press Submit.
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PLA With Any Reason Code Except SPF:

If an employee is on a PLA (Paid Leave of Absence) with any reason code except SPF, use the
instructions below to reinstate them.

& NYSTED & Home =2 Warklist 2 Reports ] Help
Haorme = MY Personnel Manadement = ncumbent Chahge Request = nguire = Employee History Mew Window
Farest,Rain SEH: 444444444 EmplRed#: 0

EE Status Status Agency JC  Pos#

Eff Dt Action
Seq Reason IM 'vl FT/PT Appt L Title SG  Agy/Line #
List # PT/VR% Vet Crdt  Title Code | Message NU  Action Dt
03M 52004 PLA Leave WiPy FPerm Civil Service 0 0003667
a SICK WIPAY F il Stores Clerk 2 09 08000 03625
50 I 1831120 02 Dasagra0od
03/01/2004  HIR Active Perm Civil Service 0 O0036ETT
0 o F il Stares Clerk 2 09 0DBOO0 03625
2822700 100 il 1831120 02 D4jZgrz0od

Employee Availahility

Work with the Pages

1.  Click NY Personnel Management, Incumbent Change Request, Use, Other
Transaction Request.

The Other Transaction Request search dialog page displays.

2. Enter the necessary information for the employee in the search dialog box. Click
Search.

The Transaction Request 1 page displays

. + )
3. Click the to insert a new row.

4. Inthe Eff Dt field, enter the effective date.
5. In the Action field, enter 1AG.

6. Inthe Trns Grp field, enter RNS.
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7.

8.

10.

11.

12.

13.

14.

15.

16.

The Reason field is populated with RLV.
In the Line # field, enter a line number.
Appt Lvl Chg

If the employee is serving at the budgeted level, this field will be gray and the
cursor will be in the FT/PT/VR/HR field.

OR

If the employee is being appointed to a title other than the budgeted level the Appt
Lvl Chg field will be checked and gray.

The Spclty field is gray and displays the current value, or will be blank. Proceed to
the next step.

If Appt Lvl Change is checked, the title code of the employee’s current hold and JC
will display and gray. SG, and NU must be entered. Press Tab.

In the Appt Status field, enter the appointment status.

If FT/PT/VR/HR was hourly, and it is no longer hourly, hourly displays and an error
message will appear if not changed to FT or PT or VRWS. If it wasn’t hourly, and is
now hourly, hourly will display and gray and the % field will gray and be blank;
otherwise, it will display the prior value and can be changed. The % field will be 100
and will gray if full. The field will be open for PT/VR%.

Click on the Comments page to enter any comments.
Click the Transaction Request 2 page tab.

Press Submit.
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PLA With Reason Code SPF:

If an employee is on a PLA (Paid Leave of Absence) with reason code SPF, use the instructions
below to reinstate them.

W HYSTEP = Home 2 \Worklist 2 Repors % Help
Home = MY Personnel Management = Incumbent Change Request = Inguire » Employee History Mew Window
Lunch,Skip SSN: FREEREERE EmplRcd #: 0
Eff Dt Action EE Status Status Agency JC  Pos¥
Seq Reason |M _vl FT/PT Appt Lvl Title S5G Agy/Line#
List # PT/VR % Vet Crilt Title Code | Message HU Action Dt
0410152004 PLA Leaya WPy Perm Civil Service 0 0003667 T
0 SUSP FUL | 2 4l Stores Clerk 2 09 08000 03625
100 Il 1831120 0z 050352004
03r04r2004  HIR Active FPetm Civil Service 0 00036677
0 Qc | F I Stores Clerk 2 04 08000 03625
2822700 100 [5 1831120 0z 05M32004

Erplovee Availability

Work with the Pages

1.  Click NY Personnel Management, Incumbent Change Request, Use, Other
Transaction Request.

The Other Transaction Request search dialog page displays.

2. Enter the necessary information for the employee in the search dialog box. Click
Search.

The Transaction Request 1 page displays

. + )

3. Click the to insert a new row.

4. Inthe Eff Dt field, enter the effective date.
5. Inthe Action field, enter IAG.

6. Inthe Trns Grp field, enter RNS.
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7.

8.

10.

11.

12.

13.

14.

15.

16.

The Reason field will populate with RSP.
The Line # field is populated and grayed.
Appt Lvl Chg

If the employee is serving at the budgeted level, this field will be gray and the
cursor will be in the FT/PT/VR/HR field.

OR

If the employee is being appointed to a title other than the budgeted level the Appt
Lvl Chg field will be checked and gray.

The Spclty field is gray and displays the current value, or will be blank. Proceed to
the next step.

If Appt Lvl Change is checked, the title code of the employee’s current hold and JC
will display and gray. SG, and NU must be entered. Press Tab.

In the Appt Status field, enter the appointment status.

If FT/PT/VR/HR was hourly, and it is no longer hourly, hourly displays and an error
message will appear if not changed to FT or PT or VRWS. If it wasn’t hourly, and is
now hourly, hourly will display and gray and the % field will gray and be blank;
otherwise, it will display the prior value and can be changed. The % field will be 100
and will gray if full. The field will be open for PT/VR%.

Click on the Comments page to enter any comments.
Click the Transaction Request 2 page tab.

Press Submit.
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HIR or REH Using Encumbent Change Request (Appoint Leave):

If an employee is a HIR or REH and is placed on immediate leave (Appoint Leave), use the
instructions below to reinstate them to their hold title.

gy Al

‘W NYSTEP & Home EE} Wiarklist G‘,“ Repatts ”? Halp
Home = MY Parsonnel Managemeant = Incumbent Change Reguest = Inguire = Employee History Mew Window
Day,Sonny SSM: 333333333 EmplRcd#: 0

First [@] 12 2 [F] st

Eff Dt Action EE Status Status Apency JC Pos#
Sern Reason i vI FT/PT Appt Lv Title SG  Agy/Line #
List# M PT /YR % VetCrdt  Title Code / Message HU  Action Dt
03i04i2004  SEP Active Cont Civil Service 0 000366TT
1 DGR LY OUT F M Stares Clerk 2 03 08000 03825
100 M 1831120 02 05/03/2004
03042004 HIR Active Cont Civil Bervice ] 00036677
i] oc F I Stares Clerk 2 09 08000 03625
2005400 100 M 1831120 02 05/032004

Emploves Availability

Work with the Pages

1.  Click NY Personnel Management, Incumbent Change Request, Use, Cross
Agency Appt Request.

The Cross Agency Appt Request search dialog page displays.

2. Enter the necessary information for the employee in the search dialog box. Click
Search.

The Transaction Request 1 page displays

. + i
3. Click the to insert a new row.

4. Inthe Eff Dt field, enter the effective date.
5. In the Action field, enter RFL.

6. The Trns Grp field will populate with RNS.
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7.

8.

10.

11.

12.

13.

14.

15.

16.

The Reason field will populate with RLV.
In the Line # field, enter a line number.
Appt Lvl Chg

If the employee is serving at the budgeted level, this field will be gray and the
cursor will be in the FT/PT/VR/HR field.

OR

If the employee is being appointed to a title other than the budgeted level the Appt
Lvl Chg field will be checked and gray.

The Spclty field is gray and displays the current value, or will be blank. Proceed to
the next step.

If Appt Lvl Change is checked, the title code of the employee’s current hold and JC
will display and gray. SG, and NU must be entered. Press Tab.

In the Appt Status field, enter the appointment status.

If FT/PT/VR/HR was hourly, and it is no longer hourly, hourly displays and an error
message will appear if not changed to FT or PT or VRWS. If it wasn’t hourly, and is
now hourly, hourly will display and gray and the % field will gray and be blank;
otherwise, it will display the prior value and can be changed. The % field will be 100
and will gray if full. The field will be open for PT/VR%.

Click on the Comments page to enter any comments.
Click the Transaction Request 2 page tab.

Press Submit.
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STO:

If an employee is holding an item because they are on STO (Short Term Disability) use the
instructions below to reinstate them to their hold title.

W NYSTED & Home 2 Worklist 2 Reparts ® Help
Horre = MY Personnel Management = Incumbent Change Request = Jnguire = Employee History e Wi o oy
Forest Rain SSN: 444444444 EmplRcd #: 0
Eif Dt Action EE Status Status Agency JC  Pos#
Seq Reason [T~ FT/PT ApptLv  Title SG  Agy/Line#
List # PT/VR™% Vet Crdt Title Code / Message HU  Action Dt
032252004 STO Active Farm Civil Service 1] 000366TT
a SHRT T OIS E F I Stares Clerk 2 09 03000 03625
100 I+ 1831120 0z 08032004
03042004 HIR Active FPerm Civil Semice 0 0003667 T
i} o F M Stores Clerk 2 iz] 08000 03624
B22700 100 I 1831120 0z 0a/032004

Emplovee Availability

Work with the Pages

1.  Click NY Personnel Management, Incumbent Change Request, Use, Other
Transaction Request.

The Other Transaction Request search dialog page displays.

2. Enter the necessary information for the employee in the search dialog box. Click
Search.

The Transaction Request 1 page displays

] + i
3. Click the to insert a new row.

4. Inthe Eff Dt field, enter the effective date.
5. Inthe Action field, enter RFL.

6.  The Trns Grp field populates with RNS.
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7.

8.

10.

11.

12.

13.

14.

15.

16.

The Reason field populates with RLV.
In the Line # field, enter a line number.
Appt Lvl Chg

If the employee is serving at the budgeted level, this field will be gray and the
cursor will be in the FT/PT/VR/HR field.

OR

If the employee is being appointed to a title other than the budgeted level the Appt
Lvl Chg field will be checked and gray.

The Spclty field is gray and displays the current value, or will be blank. Proceed to
the next step.

If Appt Lvl Change is checked, the title code of the employee’s current hold and JC
will display and gray. SG, and NU must be entered. Press Tab.

In the Appt Status field, enter the appointment status.

If FT/PT/VR/HR was hourly, and it is no longer hourly, hourly displays and an error
message will appear if not changed to FT or PT or VRWS. If it wasn’t hourly, and is
now hourly, hourly will display and gray and the % field will gray and be blank;
otherwise, it will display the prior value and can be changed. The % field will be 100
and will gray if full. The field will be open for PT/VR%.

Click on the Comments page to enter any comments.
Click the Transaction Request 2 page tab.

Press Submit.
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