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Introduction 
In ETE, employees, managers and proxies document information in regards to an employee’s time record.  To view these 
comments in one simple report, you can generate an ETE comment report.  This report can be viewed in a PDF or CSV 
format.  

Employee Time Entry Comment Report (ZS220)  
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HRIS 
Field 

R 
/  
O 

 
 
Step/Action 

 
 
Expected Results 

 
Notes/ 

Additional Information 
1 Job Name R Enter the name of the job   
2 Job 

Description 
O Enter the job description   

3 Company Field R Type 1 in Company field.   System will access information for 
Company 1. 

All forms/actions must contain a 1 in the 
Company Field. 

5 Pay Period R Enter the Pay Period start date   
4 Agency, 

Process Level 
or Department 
Field 

R Enter an agency, process level OR 
department level   

  

7 Add button R Click Add to save report job.  Message should display “Add Complete 
Continue” 

8 Submit R Click Submit to run the report   
 
 
 

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. 
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Results of the Comment Report 

 

 


