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Employee Personal Information

Modified on: Tue, 21 Dec, 2021 at 2:23 PM

Synopsis: The Employee Personal Information report, will pull the following data points:

e Employee No

¢ First Name

e Last Name

¢ Birth Date

» Social Security #
e Phone #

o Email

e Address

* City

e State

» Zip Code

* Employee Posting Group
e Manager ID

How to Run the ‘Employee Personal Information’ Report

1. Open ‘Employee Personal Information’ from ‘Full Payroll Menu’ or enter ‘Employee Personal Information’ in Search Icon
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1. From the ‘Employee — Personal Information’ Filter Tab, you can filter employees by No., Employee Posting Group and Blocked or you can add or utilize other

features as needed.
2. Click ‘Send to’ to export to excel, word or pdf
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EMPLOYEE - PERSONMAL INFORMATION

Filter: Payroll Employee
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