HRIS ETE Reports

ETE Time Record Extract and Interface Reports

Forms: ZS535 & ZR530
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Introduction

Employees will enter their hours into Employee Time Entry using the YES for every pay period. On the last
day of every pay period, HRIS will perform an ETE Extraction (ZR535) which extracts the time records into
a CSV file. The second step of the process is to perform an ETE upload (ZS530) which transfers the CSV
file into HRIS.

After both of these processes are performed, you can view the ETE Error reports which will contain
important information regarding time records that failed or time records that need immediate attention.

In order for an employee to access these reports, their user ID must be added to the ETE Distribution list.
Please contact your agency payroll manager for further details.

The ETE Error Reports will be available each Monday that follows the last day of the pay period.

Report Definitions

e ZS5S535.prt

e Report is a summary of the Employee Time Entry extraction.

e Total: Total number of employees that are eligible to submit time records in ETE

e Processed: Total number of employees that were uploaded to the ETE csv file — number would
equate to total number of “approved” time records.

e Errors: Total number of employees that did not upload to the ETE csv file — number would equate to
total number of “non - approved” time records. These employees will not be paid unless manually
entered into HRIS. See the ZS535 Error report for more detail.

e ZS535.ERROR

o Reports will display ETE Time records that were uploaded to the ETE csv batch file. Time records
that will not load were not in an approved status, thus they are still in a Missing, Entered, Submitted
or Rejected time card status. You must analyze this report and determine if time records need to be
entered manually in HRIS using the XR32 or XR35 form.

e ZR530.prt
o Reports will display detailed time record data that were transferred into HRIS for processing. These
records transferred successfully and will compute for payroll processing.

e ZR530.ERROR
o Reports will display ETE time records that transferred into HRIS but had errors. These time records
must be reviewed and corrected using the XR32 or XR35 or they will not compute and the employee
will not get paid correctly.

Common Type of Errors
e Account is inactive

e ZR530.MESSAGE
o Reports will display time record data that transferred into HRIS but needs review / correcting using
XR32 or XR35. These time records should be reviewed and corrected, however, the employee will
be paid.

Common Type of Messages
¢ Not enough leave balance
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