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Employee Profile

Name (Optional) Example: Last First Middie

Personnel Number (PERNR) (Optional) Example: 90000007 Must be 8 digits. Include leading 0's

_ Report view of Employee file with Policy
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Run Date: Mar 7, 2024

Run Time: 3:26:00 PM

Person ID (Optional) Example: 90000001 Must be 8 digits. Include leading 0's
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Cognos Report Page

a Type in last name.

e Click Search.

Click on proper name in
Results section.

o Click insert.

Click Submit when all
names have been
selected to run report.

*More than one person can be added
before you submitto run report.
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