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Instructions for Reporting Employee Information

If through the spreadsheet method:

Please report your current employment information within Employment History #1. Report the
employee’s start date under the Employment Hire Date column and the employee’s end date under the
Employment End Date column. The starting point of your actual employment history would then begin
under Employment History #2.

It is important to note that the Delete action will no longer be allowed for the spreadsheet method.
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If through the portal method:
Please enter the Start Date on the Add screen to indicate when an employee started. If you go back to

edit an employee later, please enter the End Date on the Edit screen if the employee has ended their
employment.

Add Screen

Step 1:
FRITZ COMPANIES, INC., Account Details 42

Middle Mame in full:
* First Name:

# Birth State/Province:
+ mirth Country: =
* Social Security Number:

Phone & Email
Telephone (W) Est1

Date of Employment

* start Date: [ (mrik

Continue = || Cancel

Edit Screen

[*Indicates field i reguired

Account Information
Organization Name:

Employee Information
Mame:

Employer Information

* Employer Name:

Adddrass
* Country: usa v
SEithar a RO, Box ar Street Address = required.
* PO, Bow:
* Street Address:

Additional Address Line iz

Additional Address Lina 2
* City:

State/ Prowince: --Selact-- v

Zip/ Postal Code:
Phone & Website

Telephone (W Ext:

Website Address:
Date of Employrment
# Sharl Dale:

04/10/2013 I (mmiddivyy)
End Dates

Save || Canco




	Title Page.pdf
	July 21, 2019




