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Running / Viewing / Printing Reports 
eTime Detail Audit Report 

 
This report captures the progression of time recorded and supervisor’s approval for 
those using eTime in HRIS.     
 

1. Access HRIS Report 
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 Report Manager  
 

 Select the “Refresh” button to view report as it processes.  May 
 need  to select “Refresh” more than once.  Status will indicate “Posted” when report has finished processing. 
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ü To view the report, select the PDF file. 

 
 
ü To view the report via Microsoft Excel, select the CSV file. 

 
 


