
EMPLOYEE CONTRACTS REPORT 
 
NOTE: FOLLOW THE INSTRUCTIONS, NUMBERED IN SEQUENCE. THIS REPORT IS STRAIGHT FORWARD, WHICH REQUIRES LESS EXECUTION AND 

ALLOWS YOU MULTIPLE FILTERING OPTIONS FOR YOUR CUSTOMIZE QUERY. GO TO THE NEXT PAGE FOR PRINTING INSTRUCTIONS. 

  

  

ALL THE SEARCH FILTERS, HIGHLIGHED ABOVE, ARE OPTIONAL AND 

ALLOWS YOUR QUERIES TO BE MORE SPECIFIC OR DEFINED, TO 

EXECUTE YOUR PREFERENCE. BY DEFAULT, IT IS SET TO PRINT THESE 

FIELDS: Employee Name, Job Title, Job Code, Org Unit, Gender, 

Nationality, Date of Hire, Contract Start & Contract End, Seniority, 

DOB, Age, and Salary.   

1 

CLICK THIS TASK 

TO SELECT THIS 

REPORT 

2 

CLICK SEARCH 

TO GENERATE 

YOUR QUERIES 

3 



EMPLOYEE CONTRACTS REPORT 
 
 

NOTE: FOLLOW PRINTING INSTRUCTIONS BELOW, HIGHLIGHTED AND SEQUENCED. 

 

AFTER YOU CLICK 

“PRINT VIEW”, THIS 

WINDOW WILL POP UP. 
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YOU MUST SCROLL ALL THE WAY TO THE 

RIGHT SIDE, TO EXPOSE THESE 

FORMATS. WE RECOMMEND EXCEL FOR 

THE REPORT. 
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