
EMPLOYEE BASELINE RECORD REPORT 
 

NOTE: SELECT THE HIGHLIGHTED FIELDS, NUMBERED IN SEQUENCE, BEFORE EXPORTING TO XLS AND SAVE TO YOUR PC.  

CLICK THIS DROP-

DOWN AND SELECT 

ACTIVE.  

CLICK THIS TASK TO 

SELECT THIS REPORT  

CLICK THIS DROP-

DOWN AND SELECT 

ACTIVE.  

CLICK SEARCH AFTER 

YOU’VE SELECTED 
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CLICK “EXPORT TO XLS” OR 

PRINT VIEW. 


