Help Sheet for Accessing Employee Records

e Click on Collapsed menu in upper left corner (...)

Positions

<€) Hire

<) Positions

<)) Employee Record

e Select Employee Record, it will open the Employee Records Module in a new tab
e Make sure to turn off pop-up blocker for this site.
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The follawing pap-ups were blacked on this page

—, Always allow pop-ups from
L

Continue blocking pop-ups

Manage pop-up blocking... " Dane

e To turn off click on red mark on the right side of the address line
e Select Always allow...

Positions

<) Hire
<) Positions

<) Employee Recorc&

e Once turned off reselect Employee Record, this will open the new tab
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