
PZRK172 – Timekeeper Listserv

Banner Admin
erp.auburn.edu 

1 1 AU Access

Employee Tab -> Banner9 Admin2

3

4
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2 AU Authenticate and 2-factor DUO

Search Field Type PZRK172

Select the result

5 Submission Control -> Go

Email listing for all timekeepers within either AU, AUM or Both campuses.



6 Parameter Values

1. Enter Campus Code
i.e. ALL, AUM, or AU

Value Hints

7 Submission Block
Cursor MUST click within the Submission Block.  
Either check the Save Parameter Set* OR click your 
cursor on the Name Field
*Save Parameter Set as will keep the values 
entered for future runs.

8 Save
Saving the form runs the script/report.

If the report was submitted with no errors, 
the runner will receive a sequence number.  
If you save the parameter set, then you will 
also see message regarding default values.

*Check your email*

9 Downloadable CSV file
.
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Example
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