HRIS Job Role Training

Attendance Class Listing
Forms: TM202



Table of Contents

INEFOAUCTION ..
REPOI PUIMPOSE ...ttt et e et e e et e e et eena e e e
=T 010 A 11 (= - P
REPOIT CONENL ...t e ettt e e ettt e e e e et e e e e et e e e e et e e e enennaeas
[ | DT S T PP

Attendance Class LiSting (TM202) .....uuuuuiiiiieiiiieiiiiie ettt eeearba e e e e e eeeeees
Results of the Attendance Class LiStNG .......uuuiiiiieiiiieeiiiiiee et e e



Introduction

Report Purpose

The Attendance Class Listing (TM202) can be run to print a list of State of Arizona (SOA)
Attendance Classes along with their associated Attendance Codes. At this time, the State of
Arizona does not have any defined Attendance Classes. This report will not produce any
information at this time.

Report Criteria
This report provides a listing of the Attendance Classes. The required field of entry is the
Company number (‘1’ for State of Arizona).

Report Content
The report results display the following:

e Attendance Class
e Definition of Attendance Class
e Associated Attendance Codes

HRIS Users

The report is available to the job role of Agency HR Initiators, Agency HR Approvers, Central
HR Administrator, Agency Payroll Initiator, Agency Payroll Approver, the GAO Central Payroll
Administrator, and Report Writer Professional.



Attendance Class Listing (TM202)
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HRIS / ©Notes/
Field O| Step/Action Expected Results Additional Information
1 White Search Box | R | Type TM201 in the White Search The Attendance Code Listing
Box. Press Enter on the keyboard | (TM201) will open.
2 Job Name Field R | Enter name of the job Maximum 10 characters — NO SPACES
e Valid Job Name: TM201JANO4
e Invalid Job Name; TM201 JANO4
3 Job Description O | Enter description of the job Maximum 30 characters
Field Ex. TM201 FOR JAN 2004
4 Company Field R | Type ‘1’ in Company field. System will access information for All forms/actions must contain a 1 in the
Company 1. Company Field.
5 Attendance Class | O | At this time, no attendance classes When field is left blank, report will not display
Fields —Box 1 — are available for the State of any results.
Box 6 Arizona to select.
6 Add button R | Click Add to save your report See ‘Job Added’ in the lower left To see results you must submit the report to
corner. HRIS to process.

After you have submitted your report to HRIS to process, you can view your results by accessing the Print Manager under Jobs
and Reports Bookmark.

For additional instructions on how to submit and view reports, see the General Training for On Demand Reports.




Results of the Attendance Class Listing
At this time, the report displays no results.
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