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Introduction

An Employee Time Entry Proxy Report is available to determine who has access to
employee’s timerecords based on agency, process level, department, or user level.

The proxy report will also display if your agency has managers or supervisors that do not have
any proxies assigned to an employee.



Employee Time Entry Proxy Report (ZS201) Form

Welcome

Employee Time Entry Proxy Report (Z5201)
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JobName [ [
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Proxy Level Listing

HRIS R | Step/Action Expected SNotes/
Field /O Results Additional Information
1 White R | Type ZS201 in the white search ETE Proxy Report
Search Box box. Press Enter on the Key (2S201) will display
board
2 Job Name R | For a new report, type a unique Job Name is You can define different sets of
name for the job. established for the parameters for the same report
resulting report. by using alternate job names.
To use an existing report, you can For example, you can inquire
select a previously defined job on an existing job name,
from the Drill Around. The jobs change the parameters values,
displayed are for the active user, type in a new job name and
displayed in the User Name field. use the CHANGE button.
Each job defined for a
particular user must have a
unigue name.
3 Job O | Type a description of the job. A Job Description will | The job description helps you
Description display. identify a batch job by
providing additional information
about the job name.
4 User Name | O | No Action. This field will auto- The active user login
populate. displays.
5 Date R | No Action. This field will auto- The data area will
Area/ID populate. display.
6 Company R | Type 1 in Company Field
7 Agency O | Enter a valid agency code If you choose to run by
agency, then you must leave
the process level, department,
and user level fields in this tab
blank. You must also leave
the proxy ID field in the By
Proxy tab blank.




8 Process Enter a valid process level. If you choose to run by
Level process level, then you must
leave the agency, department,
and user level fields in this tab
blank. You must also leave
the proxy ID field in the By
Proxy tab blank.
9 Department Enter a valid department code. If you choose to run by
department, then you must
leave the agency, process
level, and user level fields in
this tab blank. You must also
leave the proxy ID field in the
By Proxy tab blank.
10 User Levels Enter a valid user level. If you choose to run by user
level, then you must leave the
agency, process level, and
department, fields in this tab
blank. You must also leave
the proxy ID field in the By
Proxy tab blank.
11 Report Select 1 to list all proxies that This is the default. Valid Values are:
Option have access to agency, process 1 = Proxy Level Listing
level, department, or user level 2 = Missing Proxy Listing
range entered on the form.
The default value is 1.

Select 2 to list the Employee Time

Entry participants in the agency,

process level, department, or user

level range entered on the form

that have NOT been assigned a

proxy.

12 Proxy Tab Enter valid employee If you choose to run by proxy,

identification (EIN). then the agency, process level,
department, and user level
fields in the by Organization
tab must be blank.

13 | Add button Click Add You must click Add or Change
to save the report parameters
in HRIS before clicking Submit.

14 | Submit Click Submit button to process Pop-up will display

Button job.

Job Submit window opens.
Click Submit button again

15 | Job Click Job Scheduler to check the | This will take you to Job must be in Normal

Scheduler status of a job. the Job Scheduler. Completion and appear in the

link Use the job schedule | Completed tab to be available

to determine the
current status of your
job.

to view under the Print Files or
Reports link.

You cannot view report results
through the job scheduler, you
can only view the status of the
report job.

See
(Page 5)




Sample PDF Reports

Employee Time Entry Proxy Report by “Organization”
Employee Time Entry Proxy Report

5201 Date 03/23/11
Time 08:27

Oougl 1 - STATE OF ARIZOMHA
Emp o?«L Timé BRtry Proxy Report
Proxy Level Listing

Process Level ADMRD - AD-HUMAN RESOURCES DIVISION Department HE130 - EMPLOYEE RELATIONS

Supervisor
Employes Statug
21 - UNCOVERED FT
ADHRD200L0 C1 - UNMOOVERED FT

ADGERTODAS -
ADMED30030 €1

Frocess Level ADMRD - AD-HUMAN RESOURCES DIVISION Department HR140 - HED TRAVEL REDUCTION

, PORT .
MUHEEY, STEFANIE L.
PAESON, TECKLA 5.
PEC . BATHLEEN M.
RAGAN, NOEMA J.

DANIEL, BRISA M.
DOMINGURE, DERORAH L.
FROST, LORINDA D.
KEARNS, PORTIA E.
LOY¥D, ROMALD D.

MASS, JACOUELINE M.
MUNSEY., SIEFANIE L.
FASS0H, TECKLA 3.
PECEARDT, EATHLEEN M.
BABER. DRVID B.
BAGAN. HORMA J.
SMITH, SC0TT A.

1 Egg:rﬂmr

Status

Cl - UNCOVERED FT
ADHRDTO04Z €l - UNCOVERED FT

€l - UNCOVERED FT
ADHRO®O010 Ei - UNCOVERED FT

Cl - UNCOVERED FT
ADGERTOQIE  C1 - UNOOVERED FT
ADHRD30030 €L - UNCOVERED FT

Supervisor
Employes mﬁi Status

Cl - URCOVERED FT
ADERD7O04Z Cl - UNCOVERED FT
£1 - UNOOVERED FT
ADDIR4OO0ZI0 €1 - UNDOVERED FT
ADHRDROO1D €1 - RED FT
Al - NT FT
ADHRDTO03L Cl - UNCOVERED FT
ADHRDS0030 C1 - UNCOVERED FT
€l - UNCOVERED FT
AD3SATO0IS Cl - UNOCOVERED FT
ADHRDIO0I0 C1 - UNOOVERED FT
UNOOVERED FT

ADDIR2000L €L -
ADDIR1OQOL Cl - UNCOVERED FT

Employee Time Entry Proxy Report by “Proxy”

Employee Time Entry Proxy Repart

E2I01 Date E]-.-'z!.-‘l].
Tims U8:2%

Hu;"i = BISLING, JENNIFER L,

DeparEmant HE710 -

Frocess Level

ABAZG - AD-ARTZCON, COVERIMEST UHIVER
AZO - AD-ARIECHA
BSD - AD-BEREFITE SERVICES DIVISION
RDBSD - AD-BENEFITE SERVICEE DIVISION
ADESD - AO-BEWEFITS EERVICES DIVISION
ADESD - AD-BEMEFITS SERVICES DIVISION
ROBSO - AO-BEWEFITS SERVICES DIVISION
ADRSD - AD-REHEFITS SERVICES DIVISION
BDCAF - AD-CAFITOL POLICE
ROCAF - AD-CAFITCL POLICE
ADCA? - AD-TAPITOL POLICE
ADCAF - AD-CAFITOL POLICE
ADCAF - AD-CAPITOL POLICE
ADCHP - AD-CAPITOL POLICE
ADCRF - AD-CAPITOL POLICE
ADOIA - AO-ORRS
AOOIR - AD-DIRNCTOR'S OFFICE
RODITE AD-DIRECTOR 'S OFFICE
AODIE - AD-DIRECTOR'E OFFICE
¥ AD-FIRANCIRL SERVICES DIV GAO
ADFSU - AD-FINASCIAL SERVICES DIV GAQ
FEG - AD-FIRANCIAL SERVICES DIV Gho
ADFSG - AO-FIMABCIAL SERVICES DIV GAO
ROFSG - AD-FIRARCIAL SEEVICES DIV GAOD
ADFS0 - AD-FIMANCIAL SERVICES DIV GAO
ADFSG - AD-FIRARCIAL SERVICES DIV GAD
ADFSE - AD-FIMARCIAL SERVICRS DIV GAD
50 - AD-FIBANCIAL SERV oIV Gha
KDFSG - AD-FIMARCIAL SERVICES DIV GAO
ADTEG - AD-FIKABCIAL SERVICES DIV GaQ
AOFSR - AD-FIMANCIAL SEEVICES DIV BM
ADFSE - AD-FINAMCIAL SERV DIV AM
ADFSE - AD-FIMANCIAL SERVICES DIV R
ADFSE - AD-FIHANCIAL BEEVICES DIV EM
ADFER - AD-FIMANCIAL SEEVICES DIV RM
FEE - AD-FIMANCIAL SEN oIy AN
ADFSFE - AD-FIMMSCIAL SERVICEE DIV BM
FEF - AD-FIMAWCIAL CES DIV RM
ADFSE - AD-FIRANCIAL SEEVICKS DIV AM
AOFSE - AD-PIMANCIAL SERVICES DIV RM
ADFSE - AD-FIWARCIAL SEEVICES DIV GPD
ADFES - AD-FIiRklC] ERVICES DIV SPO
ADOFSs - AD-FijeANCE SERVICES DIV SO
ADFPSE - AD-FIMARCIAL SEMVICES DIV S5FO
FES - AD-FIMANCIAL EENVICES DIV &P
ADFSS - AD-FIMARCIAL SERVICES DIV SO0
AOFSS - AD-FIRARCIAL CES DIV %P0
ADFSS - AD-FIMAMCIAL SERVICES DIV E00

Frocsss Levael ADHED -

v 1'[';. ETEB urrmmgl.
Employes Time Entry Froxy Eeport
Listing By Proxy

AD-HIMAH RESDURCES DIVISION

Page

HEIS STAFF Ussr Lavel ADHETIO - HRIE STAFF
Suparvissr Cods AONEDTO0EE: Status ©f -

LHCCVERED FT
DT C T
FIXME - FIX ME
EIL0G - AZGT
BEDOY - BED ASSISTANT DIRECTORE OFFICH
BED0OY - BED ADMINISTRATIVE SERVICES
BEROT - BED AMUDIT SERVICESR
BEL03 - BSD CONTRACT COMPLIARTE
BS0G4 - BSD WEHBER SERVICES
BEDROS - BED WELLMNESS
CP108 - CARPITOL FOLICE ADMINTETRATION
TPL10 -« DISPATCH
CPI00 - CAPITOL POLICE DAY SWIFT
CPROC - CAPITSY, FOLICE EMEINGD SHIFT
CP40e - CAPITOL POLICE WE YD BHIFT
ﬁl-lm - ﬁ-gtm POLICE TRAT
DRAOS - ORRC AOMM
DIR0O - DIR OFFICE ADMIHISTREATION
oIkl - DIR QFFICE - GRREC
FIXME - FIX HWE
Fan1e = FSED/GAD MANAGERS XD ATAFF
FUgde - FED/GAD SUPPORT SERVICES
Fa0 g FEDJ/GRO STATEWIDE PAYROLL
Fagdc FED/GRD FIRARTD,
FUose FER/GRD RFI8
FaGEd - FED/GRO RASLHITF
FLoYs - FED/GRO PROFESSICMAL FRACTICE
FuQED - FED/GRD CS0
FliEs -« FSD/GAC PORL & AFPROPEIATIONS
Fagoo - FED/GRO FORL o RPPROFRIATIONS
1 - FEIX HWE
L + FIX HE
FRG2O IHIT MANACER
3% - AOMIRISTRATICED
FRO4% - FROFERTT AND LIABILITY
FRGSQ » TUCEOH Pul
FROGE Lass =]
FROTG ROCCONTING RRD THEURANCE
FROBS COMP
FROBO - COCURATIONAL HEALTH
FRIO% EH
t = FEIX MWE
FEG1d - SO ADMIMISTRATION
FEo20 - AOOR & LIMITED AGmHciEd
FEQ10 - SYRTEME
FEd40 - STRATEGIC CONTRACTS
FEGES - 5]
FS060 - CONSTRUCTION
F2070 - PROCUREMENT COMPFLIANTE




