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Perfect Attendance Bonus Report

1. Go to Reports/Attendance Report and select ABS103
2. Run it as either an excel data or csv
3. Select Sort by (Employee Name, number, pay group etc..)
4. Enter the begin and end dates (fiscal year dates)
5. Don't include archived employees (uncheck the box)
6. Include all employees on the Report  (check the box)
7. Include Employee Numbers (make sure this is checked)
8. Job Status - Active (may be inactive depending on district)
9. Appt Type - optional
10. Category -  Select all that apply.
11. Category Number of Days.  Enter 2. Everyone with 2 or less days will pull into the report, even if they are 0  (this is dependent on your district.  This is just an example if your district allows the employee to use up to 2 days of leave and still receive a bonus.)
12. Category hours used, if calculating hours for leave bonus (leave blank if you are using number of days)
13. Please look at the rest of the options to see if you want to select by Building, Dept, or Pay Groups or Employees.   Leave blank if you want to see all employees.
14. Generate Report
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