How to View Employee Default Start and End Times

1) Loginto Absence Management
2) Click the “Reports” button on the left of your screen
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If you don’t see “Reports” then that means your navigation bar is minimized. Click the arrow to expand
the menu bar or just click the graph to open the reports screen.
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3) Click “Report Writer”
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4) Change the “Show reports last run or created” drop down to “any time”

Filter Report

Show reports last run or created

within the last manth hd

within the last week

5) Search for the report named “Staff Start and End Times” in the “Name” field.

Filter Report

Show reports last run or created Mame Access

any time ~ Staff Start and End Tirr ® a1 O public O Pu

6) Click the blue “Search” button

Filter Report

Show reports last run or created Mame Access

any time v Staff Start and End Tirr ® Al O public O p

7) Click the “Run with New Filters” button on the line for the “Staff Start and End Times” report.

Employee Information

Name Access Created Last Run Runs Actions

Staff Start and End Times Published 4/28/2021 1:11 PM 0 Run with New Filters
by: Brandon Crohare

Run with Saved Filters
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8) You can search for a specific person, specific school (if you have access to more than one school

or department), or employee type.

Filters
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L -
Include Dependents
Employee Type % A~
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If you want to add search filters you can either type the filter you want or click the notepad icon on the

right to select from a list of options.

Filters

Active M Yes Na -
om
Full Name % Al
I -
School % Ba ~F
I -
Include Dependents o
Employee Type = All Aﬁf

CLR = Clerical

EAS = Educational Assistant

FOOD = Food Service

LCND = Anyone in a licensed position
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9) To run the report for everyone in your building, just click the “Run” button at the top and don’t
add any filters.

10) Uncheck the “HTML” box and check the “Excel Compatible (csv)” box. Then click “Run” at the
bottom.

Schedule:
OL& HTML @® | want to run the repe
Excel Compatible (csv) O Let me know when ti
()E] Delimited Text Delimigfr.
| )] Fixed Length Text Report Opfions
[[J Exclude Header Row
Delivery Upuons
@® Run for myself  Distribute to List
Email address: | |
Static File Name: | |
Attach results to email: [
Deliver to FTP Server: [
Run ancel
11) Click the green “CSV (Excel) icon to open the file.
Report Run
Started 4/28/2021 10:30:15 AM
Finished 4/28/2021 10:30:16 AM
] Downlgad Results
csv
(Excel)
1 B 1 T '__:]

12) Done!
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