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Objective 

 
Inactivate and Reactivate a Sub-Agency and a Master Agency 
 
Outcome 
 
A sub-agency and a Master agency have been inactivated and reactivated. All positions must 
be vacated and abolished prior to inactivating an agency, and the Agency inactivation 
information must be entered before entering the Master Agency inactivation information. 
 
Inactivate an Agency  
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main Menu 

and press ENTER. 
The Agency Menu will appear. 

2. Choose MA (Manage Agency Information) 
from the Agency Menu and press Enter.  

The Manage Agency Information Menu 
will appear. 

3. Choose MA (Maintain Agency) from the 
Manage Agency Information Menu and press 
ENTER. 

The Maintain Agency screen will appear. 

 

 
 

Your Action ... System Response ... 
4. Choose Modify, enter the agency number and 

press ENTER. 
The agency information will be displayed. 
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Your Action ... System Response ... 
5. Enter the following fields: 
 

Inactivate Date:  MM DD YYYY. The date an 
agency is to be inactivated.  This date must 
be greater than the Date Established. 

Pay Through Date:  MM DD YYYY.  The 
date that indicates the last date a payment 
can be made to an employee once an 
agency is inactivated. 

Reason Code:  Code denoting the reason for 
the inactivation. 

 
 

 

6. Press ENTER. The Notes and Comments screen will 
appear. 

 

 
 

Your Action ... System Response ... 
7. Enter the following information: 
 

Note Subject:  Enter a note subject for the 
reviewers.  This is a free text field. 

Note Description:  Enter a description of the 
note for the reviewers. 

 

8. Press Enter The agency has been modified to be 
inactivated, and the following message is 
displayed: 

 
Agency xxxxx modified successfully. 
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Your Action ... System Response ... 
9. A batch program must then be run to 

complete the inactivation process: 
 

See Inactivate Agency after Pay thru 
Date under Printing (Agency Batch 
Reports) in the 6201 - Agency Browses 
and Batch Reports Workbook. 

 
Inactivate a Master Agency 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main Menu 

and press ENTER. 
The Agency Menu will appear. 

2. Choose MA (Manage Agency Information) 
from the Agency Menu and press Enter.  

The Manage Agency Information Menu 
will appear. 

3. Choose MM (Maintain Master Agency) from 
the Manage Agency Information Menu and 
press ENTER. 

The Maintain Master Agency screen will 
appear. 

 

 
 

Your Action ... System Response ... 
4. Choose Modify, enter the agency number and 

press ENTER. 
The agency information will be displayed. 
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Your Action ... System Response ... 
5. Enter the following fields: 
 

Inactivate Date:  MM DD YYYY. The date a 
master agency is to be inactivated.   This 
date must be greater than the Date 
Established and cannot be prior to those of 
the sub-agency’s Inactivate Date and Pay 
Through Date 

Pay Through Date:  MM DD YYYY.  The 
date that indicates the last date a payment 
can be made to an employee once an 
agency is inactivated. 

Reason Code:  Code denoting the reason for 
the inactivation. 

 
 

 

6. Press ENTER. The Notes and Comments screen will 
appear. 

 

 
 

Your Action ... System Response ... 
7. Enter the following information: 
 

Note Subject:  Enter a note subject for the 
reviewers.  This is a free text field. 

Note Description:  Enter a description of the 
note for the reviewers. 
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Your Action ... System Response ... 
8. Press ENTER. The master agency has been modified to 

be inactivated and the following message 
is displayed: 

 
Master Agency xxxxx modified 
successfully. 

9. A batch program must then be run to 
complete the inactivation process. 

See Inactivate Master Agency after Pay 
thru Date under Printing (Agency Batch 
Reports) in the 6201 - Agency Browses 
and Batch Reports Workbook. 

 
Reactivate a Master Agency 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main Menu 

and press ENTER. 
The Agency Menu will appear. 

2. Choose MA (Manage Agency Information) 
from the Agency Menu and press ENTER. 

The Manage Agency Information Menu 
will appear. 

3. Choose RM (Reactivate a Master Agency) 
from the Manage Agency Information Menu 
and press ENTER. 

The Reactivate a Master Agency browse 
will appear listing the inactive master 
agencies. 

 

 
 

Your Action ... System Response ... 
4. Select the master agency to be reactivated 

with a Modify action and press ENTER. 
The Reactivate Master Agency screen 
will appear. 
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Your Action ... System Response ... 
5. Enter the reactivation date.  It must be 

greater than the inactivated date. 
 

6. Press ENTER. The master agency has been reactivated 
and the following message is displayed: 
 
Master agency xxxxx modified 
successfully. 

7. A Batch Program must then be run to 
complete the Reactivation Process: 

 
 

See Reactivate Master Agency after 
Reactivate Date under Printing (Agency 
Batch Reports) in the 6201 - Agency 
Browses and Batch Reports Workbook. 

 
Reactivate an Agency 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main Menu 

and press ENTER. 
The Agency Menu will appear. 

2. Choose MA (Manage Agency Information) 
from the Agency Menu and press ENTER. 

The Manage Agency Information Menu 
will appear. 

3. Choose RA (Reactivate an Agency) from the 
Manage Agency Information Menu and press 
ENTER. 

The Reactivate an Agency browse will 
appear listing the inactivated agencies. 
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Your Action ... System Response ... 
4. Select the agency to be reactivated with a 

Modify action and press ENTER. 
The Reactivate Agency screen will 
appear. 

 

 
 

Your Action ... System Response ... 
5. Enter the reactivation date.  It must be 

greater than the inactivated date. 
 

6. Press ENTER. The agency has been reactivated and the 
following message is displayed: 
 
Agency xxxx modified successfully. 
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Your Action ... System Response ... 
7. A Batch Program must then be run to 

complete the Reactivation Process: 
 

 

See Reactivate Agency after Reactivate 
Date under Printing (Agency Batch 
Reports) in the 6201 - Agency Browses 
and Batch Workbook. 

 
 


