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Understanding the ER Employee History Report  

 
 
The ER Employee History Report provides users with the ability to monitor and track ER Cases and ER 
Consultations for a particular employee.  This report displays basic information and all ER activity (Cases 
and Consultations) for a particular employee.  Additionally, there is a drill option to the ER Case and ER 
Consultation reports.  

Parameter Page 
The parameter page is where you will choose your report filters.    
  

 

 
ER Employee History Report Parameters 

 
Search for an Employee:  Select a search method (by ‘Begins With’ or ‘Contains’)   
 
Choose Employee Name:  Select the employee you wish to view from the list of available names  
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ER Employee History Report Data 
The report is broken-up into two sections:  1) Employee Information and 2) Case/Action History.   The Employee 
Information section displays current employee data such as their position title, supervisory code, and NIH Start 
Date.  The Case/Action History section displays all of the employee’s ER Case and ER Consultation actions.  This 
section will be blank if there are no cases or consultations associated with them.  
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Employee Information Section 
The Employee Information section displays current data on the employee.   Blank fields indicate there is no data 
available for that field.   

 

Case/Action History Section 
The Case/Action History section displays all of the ER Cases and ER Consultations that are associated with the 
employee.  Additionally, you can click on the Case # or Consult # to drill down to the ER Case Report or ER 
Consultation Report for more information.   

 

There is a summary table at the end of the report, which displays the number of ER Cases and ER Consultations that 
are associated with the employee.  

 
 
Exporting and Printing 
This report can be printed or exported to Excel, PDF, or Word by clicking on the icon on the toolbar:  

Note:  The Employee Information section does not export to MS Excel.   
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