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The system creates history records whenever employee information is changed. A separate history record is created for each data item for which history is being tracked. The history records include the following information:
· The specific change
· The reason for the change (known as the Change Reason Code)
· The date that the change became effective or the date that the change becomes effective
· The system date when the change was made
· The user ID of the person who made the change
· The program ID that identifies where the change was made
Use Employee History Inquiry to complete the following tasks:
· Analyze historical changes to employee information
· Consider an employee's work record for another position
· Review the complete history records for an Employee
[bookmark: _Toc420045564]Reviewing Employee History Lesson
Procedure

In this lesson you will learn how to review an employee's history.


	Step
	Action

	1. [bookmark: T6_F69]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T6_F8]
	Click the State of Nebraska link.


	1. [bookmark: T6_F10]
	Click the Payroll link.


	1. [bookmark: T6_F12]
	Click the Inquiries link.


	1. [bookmark: T6_F16]
	Click the Employee History link.






	Step
	Action

	1. [bookmark: T6_F26]
	Complete one or more of the following fields:
     As of Date
     Employee Identification (use visual assist, if needed)

	1. [bookmark: T6_F54]
	Note: To view only the most recent change to a data item, click the Last Changed Only box in the Header.

	1. [bookmark: T6_F56]
	Choose an option under Selected Data Items:

All – display data items that are set up for history tracking whether or not they have history records.

Tracked with History – display all data items that are set up for history tracking which have history records attached.

	1. [bookmark: T6_F58]
	Choose an option under Employees:

Active – display all employees who are not terminated or on a leave of absence

All – active, terminated and on a leave of absence.

	1. [bookmark: T6_F28]
	Click the Find button.


	1. [bookmark: T6_F60]
	Review the information on the grid.

	1. [bookmark: T6_F30]
	To see job and pay history click the Form button.


	1. [bookmark: T6_F32]
	Click the Job/Pay History menu.


	1. [bookmark: T6_F62]
	Review the information on the grid.





	Step
	Action

	1. [bookmark: T6_F34]
	When finished click the Cancel button.






	Step
	Action

	1. [bookmark: T6_F36]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.
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