
 EMPLOYEE CONTRACT DETAILS REPORT 
 
NOTE: YOU CAN USE THIS REPORT TO ANALYZE INACTIVE EMPLOYEES AND THEIR REASON FOR TERMINATION. THE TERM TERMINATION IN THE 

SYSTEM, MEANS AN EMPLOYEE’S STATUS FROM ACTIVE TO INACTIVE. THE TERMINATION REASON DEFINES WETHER THE EMPLOYEE RESIGNED, 

RETIRED, WAS ILL, DECEASED, ABANDONED POST etc.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1 

CLICK THIS TASK TO 

SELECT THIS REPORT 

BY DEFAULT, THIS REPORT 

WILL EXECUTE ACTIVE 

EMPLOYEES. IF YOU ARE 

ANALYZING AN INACTIVE 

EMPLOYEE, YOU MUST 

CHANGE EMPLOYEE STATUS & 

PAYROLL STATUS TO 

INACTIVE, AND SET 

EMPLOYMENT DATES 

2 C - TO CLEAR 

QUERY DATES 

3 

CLICK SEARCH TO 

GENERATE THIS REPORT 

CLICK “PRINT VIEW”, GO TO 

NEXT PAGE FOR PRINTING 

INSTRUCTIONS 



 EMPLOYEE CONTRACT DETAILS REPORT 
 
NOTE: FOLLOW PRINTING INSTRUCTIONS, HIGHLIGTED AND SEQUENCE. 

 

 

 

AFTER YOU CLICK “PRINT VIEW”, 

THIS WINDOW WILL POP-UP 

YOU MUST SCROLL ALL THE WAY TO 

THE RIGHT TO EXPOSE THESE 

FORMATS. WE RECOMMEND EXCEL 

FOR THIS REPORT 


