Employee Contact Information: Phone Numbers/Beeper/Email Address

Employeeinformation is entered under Codes>Other Basic Codes>Employees. Go to this screen, if you just need
to view the information. If you need areport or alisting, there isan option to Print Codesand Print Labels.

Print Codeswill take you to report option 08.23 Print Employee List. View the various "Print Format" options
to determine what type of information you want to appear on the report.

Print Labelswill take you to report option 08.34 Print Employee L abels.

Y ou can also access these reports by going to the Main Menu. Click Reports > Employees to scroll down to these
2 report options.
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