
EMPLOYEE PROFILE SUMMARY 
 

NOTE: THIS REPORT PRINTS OUT AN EMPLOYEE’S PROFILE INDIVIDUALLY. FOLLOW THE HIGHLIGHTED FIELDS, NUMBERED IN SEQUENCE, AND 

STEPS TO PRINT ELECTRONIC PROFILES INTO PDF FORMAT, WHICH IS PREFERRED AND RECOMMENDED FOR THIS REPORT. 
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CLICK THIS 

TASK TO OPEN 

THIS REPORT 

CLICK THIS SEARCH ICON 

TO OPEN THIS SEARH 

FORM BELOW 



EMPLOYEE PROFILE SUMMARY 
 

NOTE: THIS REPORT CAN PRINT OUT BOTH ACTIVE OR INACTIVE EMPLOYEES. ACTIVE: CURRENTLY EMPLOYED   INACTIVE: FORMER EMPLOYEES. 

IN THIS CASE, WE’VE CHOSEN AN EMPLOYEE THAT HAD RESIGNED. 
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TYPE EMPLOYEE’S FIRST OR 

LASTNAME, YOU DON’T HAVE TO 

INPUT THE FULL NAME.  

CLICK SEARCH AFTER 

ENTERING EMPLOYEE 

NAME  

CLICK HYPERLINK TO 

LOAD EMPLOYEE’S 

PROFILE. 



EMPLOYEE PROFILE SUMMARY 
NOTE: AFTER EMPLOYEE’S PROFILE LOADS TO THE FORM, YOU CAN VIEW INFORMATION FROM EACH TAB FOR QUICK VIEW, OR YOU CAN PRINT. 
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THESE TABS ARE AVAILABLE FOR QUICK VIEWING. 

TO PRINT THIS PROFILE, CLICK PRINT VIEW 



EMPLOYEE PROFILE SUMMARY 
NOTE: AFTER EXECUTING PRINT VIEW, A PRINT VIEW WINDOW WILL POP UP.  CLICK PRINT  
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CLICK PRINT; THIS STEP IS 

RECOMMENDED TO CONVERT 

THE PROFILE INTO A PDF 

FORMAT. 



EMPLOYEE PROFILE SUMMARY 
NOTE: SELECT ADOBE PDF TO SAVE THE ELECTRONIC PROFILE TO YOUR PC. 
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SELECT “ADOBE 

PDF” 

CLICK PRINT TO SAVE 

FILE TO YOUR PC. 


