
EMPLOYEE ORGANIZATION CONTRACT AND JOB DATA REPORT 

 

NOTE: SELECT THE HIGHLIGHTED FIELDS, NUMBERED IN SEQUENCE, BEFORE EXPORTING TO SAVE TO YOUR PC. (SEE PAGE 2 FOR PRINTING 

INSTRUCTIONS) 

  

CLICK EMPLOYEE 

STATUS AND 

SELECT “ACTIVE” 

CLICK THIS TASK 

TO OPEN THIS 

REPORT 

CLICK SEARCH TO 

GENERATE THIS 

REPORT 
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CLICK PRINT VIEW TO SAVE FILE. GO TO 

2ND PAGE BELOW FOR INSTRUCTIONS. 



EMPLOYEE ORGANIZATION CONTRACT AND JOB DATA REPORT 

 

NOTE: FOLLOW THESE STEPS TO SAVE THIS REPORT TO YOUR PC, FOR ANALYSIS AND REPORTING PURPOSES. GO TO THE LAST PAGE FOR THE 

FINAL STEP. 

  

AFTER CLICKING PRINT 

VIEW, THIS WINDOW 

WILL POP UP. GO TO 

THE NEXT PAGE FOR 

THE FINAL STEP. 



EMPLOYEE ORGANIZATION CONTRACT AND JOB DATA REPORT 

NOTE: THIS PRINT VIEW WILL GENERATE DATA BEFORE YO SELECT YOUR PRINTING FORMAT. YOU MUST SCROLL TO THE RIGHT → TO CHOOSE THE 

FORMAT. EXCEL IS PREFERRED FOR REPORTING. 
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YOU MUST SCROLL TO THE RIGHT SIDE OF 

THIS WINDOW TO EXPOSE PRINTING 

FORMATS. EXCEL IS PREFERRED FOR 

REPORTING. 
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