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Introduction

The ETE (Employee Time Entry) Missing Timecard Report (ZS210) is a standard report which can
be used to obtain data regarding an employee, or group of employee’s timecards. Report

parameters include options to run the report by:

This is a report that captures time records that were submitted online through the Employee Time
Entry application (ETE), prior to payroll processing. It will show those employees that have ETE
timecards in the following timecard statuses; missing, entered, submitted and rejected. This report
does not show approved ETE timecards. You can run the report by agency, process level,
department, or user level. Only one of these options can be used at one time. This report also

Pay Period Start Date

Agency

Process Level

Department

User Level

Employee Sequence

allows for CSV generation.

The ETE Missing Timecard Report includes the following information:

Employee Identification Number (EIN) and name
The employees status and status description
The status of employee’s timecard

The employees supervisor

The totals by Department, Process Level, and the Grand total
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ZS210 - Creating Report Parameters

[logout]

®- 20
Related Forms ~

Welcome

ETE Missing Time Card Report (25210) L

[ » |+ _Add_[ /" change | — Delete | {_ Previous | 2_inquire [ ) _Next M Inquire -]

zs210

T ] [ repes ]
Job Name |25210 i

ob Description [z5210
a User Hame | fq

Data Area/ID QAAZ

| Jobsched | [ Print Mgr

- Param
STATE OF ARIZOMA

Company [ 1fY
Pay Period Start Date | @

(6 l—
r

,
& Employee Sequence [i[3]

-
Process Level [~ - [ f
Department [ Af- [ [

User Level | - | )

Employee Mbr

[ED | | | | & Internet | oE100% v |
g

©Notes/
Additional Information

HRIS
Field

o™=

Step/Action Expected

Results

White R
1 | Search Box

Type ZS210 in the White
Search Box. Press ENTER
on the keyboard.

The ETE
Missing Time
card report
opens.

Job Name R | For a new report, type a

Job Name is

You can define different sets of

2 | Field unigue name for the job. established for | parameters for the same report by using
the resulting alternate job names. For example, you
To use an existing report, report. can inquire on an eXiSting JOb name,
you can select a previously change the parameters values, type in a
defined job from the Drill new job name and use the CHANGE
Around. The jobs displayed button. Each job defined for a particular
are for the active user, user must have a unique name.
displayed in the User Name
field.
Job O | Type a description of the A Job The job description helps you identify a
3 | Description job. Description will | batch job by providing additional
Field display. information about the job name.
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HRIS ®Notes/
Field Step/Action Expected Results Additional Information
4 | Company Type 1 in Company System will access All forms/actions must contain a 1 in
Field field. information for the Company Field.
Company 1.
5 | Pay Period Type/Click the Pay System will display a Form must contain a Pay Period
Start Date Period Start Date you | drop down menu which | Start Date.
Field are reporting on if will display a calendar.
applicable
6 | Agency Typel/Click the Agency | System will display a You can run by agency, process
Field you are reporting on if | drop down menu of the | level, department, or user level.
applicable Agency you have Only one of these options can be
security access to. used.
7 | Process Typel/Click the Process | System will display a You can run by agency, process
Level Field Level you are reporting | drop down menu of the | level, department, or user level.
on if applicable Process Levels you Only one of these options can be
have security access used.
to.
8 | Department Type/Click the System will display a You can run by agency, process
Field Department you are drop down menu of the | level, department, or user level.
reporting on if Departments you have | Only one of these options can be
applicable security access to. used. You must enter a PL in the
first field to get the drop down for
departments.
9 | User Level Type/Click the User System will display a You can run by agency, process
Field Level you are reporting | drop down menu of the | level, department, or user level.
on if applicable User Level you have Only one of these options can be
security access to. used.
10 | Employee Select an employee Valid values are:
Sequence sequence to override A = Employee Name
Field the default print order N = Employee Nbr

defined for the
company

The default value is N.
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ZS210— Submitting Job to Run
Welcome [logout]

ETE Missing Time Card Report (Z5210)
(> ]+ Add [ Change |~ elete | {_Previous ] 2 tnauire [ b tex I incuire ] Related Forms -

[ Reports | [ sobsched | [ printmgr |

Job Name EMECARD @

Job Description [Time card zs210

User Name [ @

Data Area/ID QAAZ

Welcome logout]
25210 @ ¥ E 9
Related Forms ~
Job Name TIMECARD
Sub: User Name hed | | Print Mgr |
Job Queve [ [f]
Start Date [ [f] Les
@ 3 startTime [ (hamm)
- Parameters — =
MA
Pay F
https:ffgqaaz. hris.azd ° Inkernet | % 34l
Welcome [logout]
ETE Missing Time Card Report (Z5210) ®- B
(> ]+ Add [+ Change |~ elete | {_Previous ] 2 _tnauire [ b tex [ incuire ]
[ Reports | [ sobsched | [ prntmgr |
Job Name [rvecaro [
Job Description  [Time card zs210 14
User Name [ [
Data Area/ID QAAZ
11 | Add/Change R | Click ADD button for a new report. Message will say, “Job Added.”
Button Click CHANGE button for an existing report
that has been revised.
12 | Submit R | Click on Submit button. Submit Job--Webpage dialog box
First Button appears.
13 | Submit R | Click on Submit button. Message will say, “Job Has Been
Second Button Submitted.”
14 | Print Manager R | Click on Print Manager button. Will open Print Manager screen.
Button
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PRINT MANAGER — Opening Report in a CSV File

Welcome [logout]
Print Manager - QR
[Repor action -] cure [ ~corcr TS ]
User Name | @ J 15
[ Job Owner Job Hame / Description Parameters File Name Created
[] unss nss Z5210 ETE Missing Time Card Report 75210 Z5210.prt 07132010 14:16:46
Welcome logout]
Z5210.prt (Job Z5210 - Step 25210 @ < e
LT T Creote covie] | [Tl
Rl
25210 Date: 07/13/10 JOB SUBMISSION PARAMETERS T
Time: 14:16
TU=zer NHame: L |
Job WHame : Z5210
Step Nbr : 1

File Download

Do you want to open or save this file?

Mame: Z5210.csv
=z Type: Microsaft Office Excel Comma Separated Yalues File

From: gaaz.hris.azdoa.gov

E% Open l [ Save ] L Cancel J

k@ While files from the Intermet can be uzeful, some files can potentially

harm your computer. |f pou do nat brust the source, do not open ar
sawe thiz file. What's the risk ?

15 | Job Name | R | Double Click on Job Name | Will display the first page of The first page contains the
to display your report. the report. parameter settings, along with
the date/time/user ID.

16 | Create R | Click on Create CSV File File Download box will display
CSV File

17 | File R | Click on Open Report will display in a Excel
Download spreadsheet

5 Fle Edt Wew Insert Fomat Tools Lawson Data  Window Help  Adobe POF le of | Type aquestion forhelp = 2 @ X
. R B : — Example of Exce .
i1GH3dAVE 88790081 35 @ @!sﬁﬂliﬁ ﬁ‘!i*‘“a‘ Spreadsheet
e s (RO I M:)| ¥ Reply with Changes... End Revie..,

L1 v e ST-OESC

Al B | ¢ | D | E | F G| H || J I3 L o oom I =
1 |PRT-CPRE-NAME PERIOD-START-DATE PERIOD-END-DATE EMP-PRPL-PRE-NAME Departr DPT-NAME  EMPLOYEMP-HAME EMFST-DESC TME-CARD-5T | SUPERVISOR =]
2| 1/5TATE OF ARIZONA TH2r0n 71257010 ADHRD AD-HUMAN RESOURCES DMISION HR710 HRIS STAFF - 11111 HAPPY JOY Al PERMANENT FT NOT SUBMITIED WONKAWILLY — —
3| 1STATE OF ARIZONA TH2E010 757010 ADHRD' AD-HUMAN RESOURCES DIMISION HR710 HRIS STAFF 12345 BROWN, CHARLIE €1 UNCOVERED FT NOT SUBMITTED HARPY JOY
4| 15TATE OF ARIZONA TH2r0n 7257010 ADHRD AD-HUMAN RESOURCES DMSION HR710 HRIS STAFF 22222 POTTER, HARRY |C1 UNCOYERED FT NOT SUBMITTED BROWN, CHARLIE
(5| 15TATE OF ARIZONA TH2E010 757010 ADHRD AD-HUMAN RESOURCES DIMISION HR70 HRIS STAFF 123458 ROMO TONY (1 UNCOYERED FT NOT SUBMITTED POTTER, HARRY
(B | 1/STATE OF ARIZONA TH22010 7152010 ADHRD AD-HUMAN RESOURCES DMSION HR710 HRIS STAFF - 11111 WONKAMWILLY |1 UNCOYERED FT  NOT SUBMITTED ROMO TONY v
MO r N sv)Zs210(1) IE I | ol
i s [aucshapes- \ N JOE 4 S B[ &-J-A-S=2 0 ﬂ!
Ready UM
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PRINT MANAGER — Opening Report in a PDF format

17
75210.prt (Job Z5210 - Step 1)

€ oacc | print | creste cov e [ View options - -
07/13/10 J T R

Text
25210 Date:
Time: 14:1&
PDF - Portrait
POF - Condensed 158
User Name:
Job Name : ZS210 PDF - Condensed 198

Step Hbr : 1 PDF - Condensed 233

Welcome logout]

EZTa ©- 50

E

17 | View Options o

Click View Options
Select the print format from
the drop down

Will open up a drop
down box with
several format
options for viewing or
printing.

Will display report in
format chosen.

View Options are:

Text

PDF — Portrait

PDF — Landscape
PDF — Condensed 158
PDF — Condensed 198
PDF — Condensed 233

18 | Click on PDF
Landscape

Results will display in PDF
format

18 Print button (@]

Click the Print button
Select the print options
from the drop down.
Click Print.

Will open up a drop
down box with
several format
options for printing.

Make sure to choose a
designated printer if not
already done.

Sample PDF Reports

Employee Time Entry Missing Time Record Report

Employee Time Entry Missing Time Card Report

Fage ]

126074 DOWLING, JERNIFER
12e88l STEELE, RERECCH
131007 FKHARBRANDA, KARTIK

Totals For Departmenk

L=+1 UHRCCOVERED
1 UHRCOVERED
1 URCOVERED
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SUDMITTED, NOT APFRCVED
HOT SUBMITTED
HOT SUBMITTED

Z5210 Dake 03/24/11 Company 1 STATE OF ARIZCHA
Time 11:32 ETE Missing Tims Card Repoct
Period Date 03105711 - 03/18/11
Frocess Level ADRED AD-AUMAN RESOURCES DIVISION Department HRET10 HRIS STAFF
Time
Emploves Hame EmpSt Desc Card Status
24615 ERAY,.RITA el THCOVERED FT HOT STRMITTED
ZGB3E [} UHCOVEBRED FT NOT STBMITTED
J10EE Z1 UHCOVERED FT NOT STEMITTED
JEJEE Zl THCOVERED FT NOT SUEMITTED
16R4L { =] Rl FERMANENT FT HOT STRAMITTED
17731 ALLEN,PATRICIA Cl UHCOVERED FT HOT SUAMITTED
0625 BIAVA,LESLIE Al FERMAHENT FT HOT SUIMITTED
BlEeil TIMBERLAKE MATTHEW (=Y THCOVEBED FT NOT SUEMITTED
g3527 CABALLERG, RALML el THCOVERED FT HOT STRMITTED
BG6lE SPIE IRMES Tl THOOVERED FT HOT SUBAMITTED
20346 HEGDE,VISHNAHATH Tl THCOVERED FT HOT STRMITTED
2158 ADRME KIMBERLY [} THOOVERED FT NOT STREMITTED
10700 LAUER,JODE 21 THOOVERED FT SIREMITTIED, WOT AFFROVED
132160 ¥OUNG, ROHALD el THRCOVERED ﬁ HOT SURMITTED
FT
FT

Supervigor

BOWLING , JENHIFER
BOWLING, JERHIFER
LAUER, JODY
LAUER, JODY
LAUER , JOD¥
EOWLING, JENNIFER
BOWLING, JENHNIFER
LAUEE , JODY
LATER , JODY
LAUEE , JODF
LAUER , JOD¥
BOWLING , JEHHIFER
R) SUFERNISOR
LATER , JOD¥
LAUER, JODY
LAUER, JODY
LAUER,JODY




