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• Click the Expand Icon to the left 

of: PCSB Menu > Human 
Resources > Human Resources 
Reports > Double Click Absences 
By School / Employee 
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Date Selection Period 
 

• Type the first day of the month 
 

• Type the last day of the month 
 
 
Person Selection Period 
 

• Type the last day of the month 
 
 
Personnel Area 
 

• Type your 4 digit School # 
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Due to the fact that we record absences 
and not attendances for regular (negative 
time) employees, this report shows 
absence data. 
 
The first row of the report in the column 
“Hrs/plnd” shows the percentage of hours 
absent. In this case it is 7.03%.  
 
The attendance percentage has to be 
calculated. 
 

100.00 % 
 -  7.03 % 
  92.97 %  Attendance 
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