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Quotas are sorted by debit order. You can view all your quotas.
When a quota deduction date approaches the end of its validity period, the quota is automatically transferred  
to the past quotas.

The absence and attendance quotas can be viewed in the same tab. 

There are three types of quotas: 

	 • Current quotas: quota with a deduction start and end date  valid today, 
	 • Future quotas: you can anticipate the creation of quotas,
	 • Past quotas: you can view quotas for previous years and those with a deduction start and end date that 
		  are not valid today.
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1 	 Quota number: Your holiday entitlement (per quota).

2 	 Deduction: Hours accepted by your manager (even for a future period).

3 	 Remaining: Remaining holiday entitlement (after deduction).

4 	 Deduction from: Date from which you can take time off with this quota.

5 	 Deduction to: Date from which you cannot request leave with this quota.
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If you need to check the status of your requests, there are two options:

1 	 Use the deductions button.
	 It lists the different requests for absences that your manager has already agreed to for this quota.
	 You can export this information to Excel, PDF or text format.
	 This option is available for all quotas (for example, you can see that in your future quota, 
	 your day off in lieu of the 2016 public holiday 01/05 was deducted on 8 May, which you requested as leave).
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2 	 Select the Calendar List and according to the selected period, you can view your absence and attendance 		
	 requests, as well as their status.
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