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e Enter start and end dates
e Click Run

This can be completed weekly
as well as monthly.
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Under Schedule, be sure
to select “l want the

report to run right away”.
Click Run
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e Click on “Web Page” to print
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The report will categorize absences by account codes. Make sure to review all
absences at your location for accuracy.

Payroll Absence by Acct Code

121172017 =

District Excused Absences under “0050” need
to have an activity form completed by the
teacher. The form can be found on Secretary
Connections:
http://hr.jordandistrict.org/secretaryconnectio

ns/

Please be sure this form has been approved at
the school level, then submitted to Human
Resources. All District Excused/Third Party
Reimbursement forms should be submitted
prior to the absence, but must be submitted to
HR by the second business day of the month
following the absence.

CONE# Date Employee Full Absence

Name Reason

Substitute Full
Name

Notes to Administrator

Accounting Code Description: *School Approved Professional Day 406; School Name: Joel P Jensen Middle 412-2850

265780236 11/10/2017 Post, Alexandra - 0ressional

Day
266785029 11/10/2017 Crossley, Malori E;UJESS‘U"S'
266785647 11/10/2017 Dayley, Egﬁssiona'
266812482 11/10/2017 Kersh ¥ Egﬁssmnal
270444092 11/6/2017 Morris, Egﬁssmna'
270444092 11712017  Morg Egessmnal

Professional

270444092 11/8/2017  Morris,
Day

Rasband, Edith

Steeneck,
Elizabeth

Cryer, Martin

Sanford,
Mercedes

Weisman, Mollie
Weisman, Mollie

Weisman, Mollie

Accounting Code Description: 0050 - Gen Fund Sub Teachers - 406;

266776622 11/110/2017 Moe, Kylie Dist/School
Excused
266778690 11/10/2017 Beesley, Courtney D/SUS100!
Excused
276532013 11812017 Peterson, Linda  Diotocnool
Excused
276533232 1115/2017 Peterson, Linda 0100001001
Excused
276839252 11/8/2017  Clay, David JEIEI
Excused
276839252 11/15/2017 Clay, David Dist/School
Excused
279532013 11/29/2017 Clay, David Dist/School
Excused
275042848 11/20/2017 Moe, Kylie Family Sick
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LeBeau, Kira
Hanks, Kathleen
Lancaster, Jared

Cain, Melanie

Currier, Gary
(Richard)
Currier, Gary
(Richard)
Brinkerhoff,
Randy

Perry, Brenda

UCTE Conference
UCTE
UCTE conference

UTEC Conference

Association of Middle Level Educators (AMLE) conference in Philadelphia, PA. Sub
plans will be prepared and work/items set up.
Association of Middle Level Educators (AMLE) conference in Philadelphia, PA. Sub
plans will be prepared and workfitems set up.
Association of Middle Level Educators (AMLE) conference in Philadelphia, PA. Sub
plans will be prepared and worklfitems set up.

School Name: Joel P Jensen Middle 412-2850

UCTE Conference at Jordan Commaons
UCTE conference
Honor Choir

Honor Chair

This is for Honors Orchestra and Band. | am in charge, so | will need just about the
whole day.
This is for Honors Orchestra and Band. | am in charge, so | will need just about the
whole day.

J¥S at Festival of Trees. Use code 10 E o 9660 1073 132

Sister has surgery and wants me there
Taking Corey to dentist to replace 4 teeth. It will take several hours, and he shouldn't

m
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