
Appendix A.4 

Absence Reports 
There are two broad categories of absence reports. An example for each report type is shown in this 
appendix. 

• 
• 

• 
• 
• 
• 

Basic Reports

Basic Reports 

 
Summary Report 

You can generate the following types of basic reports: 

Absence 1 Line Report - By Code, Employee and Date

Absence 1 Line Report - By Code, Employee and Date 

 
Absence 1 Line Report - By Date, Code and Employee 
Absence 1 Line Report - By Employee, Date and Code 
Absences Listed By Employee 

User Can Change Sort Order – No 
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Absence 1 Line Report - By Date, Code and Employee 

User Can Change Sort Order – No 

 

 

 

Absence 1 Line Report - By Employee, Date and Code 

User Can Change Sort Order – No 
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Absences Listed By Employee 

User Can Change Sort Order – No 

 

Summary Report 
You can generate the following type of summary report: 

Absence Summary Report - By Absence Code 

User Can Change Sort Order – No 
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