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How to pull up a Terminated Employee  
 

 
 
Go to Employee -> Employee 
Click on the red question mark next to the EE Code in towards the center of the screen. 
The following pop up box will appear. 
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In the pop up box labeled Filter records to view, click on the Clear all button.  This will 
remove the word ACTIVE from the Status box.  Click on OK. 
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On the right hand side of your screen, you will now be able to see all employees instead 
of only the Active employees as before when the filter was applied. 
 


