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N504 Report in AZ360 
Additional info added to report  

● Pay Date 
● Pay Period Dates  
● Project Manager* 
● EIN # 
● Emp/Mgr Names  
● Amounts, CH, ICAP%, Sub Totals  
● What departments error messages belong to 
● Comments  

 



Report is separated by department based on type of errors  

The error list on the N504 report is utilized to help separate rejects in spreadsheet  



Emails sent to inform about rejects   
The report is then filtered down by project numbers and phase 
to then send emails out to Project Managers;  

Include in email  
 

● Supervisors 
● Employees  
● Project Accounting  
● Resource Administration 

 
Include amounts and 
screenshots of 
information  



Email Response back  
Emails back should contain information on how to fix or that they are 
waiting on PRB funds to be processed to cover the reject.  



What does a rejected Document look like in AZ360? 



● In the accounting tab is where the actual change is made 
○ Information can be changed on the actual line or the COA section 

Correcting Rejects in AZ360 



Ways to eliminate or lower amount 
of Payroll Rejects happening  



   ● Project Managers and Supervisors  
○ Ensure there is enough budget for the projects in ETE being approved  

● Use the correct object codes (pay codes)  
○ Annual, holiday and sick leave should not be applied to any projects  

● Ensure the correct Phase is being used  
● Use correct templates 



ETE Templates 
● Ensure they are current and correct before attaching time to Templates 
● Do not let old templates pile up  
● Enter ONLY time worked on Project (help ensure within budget)  
● Please reach out to your supervisor and or Project manager to obtain 

correct information needed to add templates  
● Instructions can be found on ADOTNet on how to enter templates in ETE 

https://adotnet.az.gov/node/4826  

https://adotnet.az.gov/node/4826


Questions 
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