
The photo above shows an example of the wizard being filled out in Microsoft Word.

The following pages are examples of the output delivered by the wizard.



Burger King #5555, 123 Burger Drive, Bktown, BK  55555 

123-45-6789 

01/02/01 

123 Employee Ave. 

Employeeville, EM  5555 

Employee Sarah K. 

(Employee #) 
 



 

John Manager Assistant Manager 

Burger King #5555, 123 Burger Drive, Bktown, BK  55555 01/02/01 

01/02/01 

123-45-6789 

123 Employee Ave. 

Employeeville EM 5555 

Employee Sarah K 

01/01/1991 

01/02/01 

Starting Wage: $9.00 Mgr. Initial: ______ BK#5555 Employee#: _____ 
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A – Absent 
T – Tardy 
V – Vocation 
R – Request Off 
L – Leave Of 

Absence 
* – See Note 

1 Sick 
2 NCNS 
3 Injury 
4 Death In Family 
5 Transportation 
6 Discipline 
7 Suspension 

Name: Sarah K. Employee 

Employee#: ______ 

Address: 123 Employee Ave. 
Employeeville, EM  5555 
Phone#: (555) 555-5555 

Birth Date: 01/01/1991  

Hire Date: 01/01/01 

 

Date Absence & Reason Codes Mgr. Initials 
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30 Day   

   

90 Day   

   

6 Months   

   

1 Year   

   

1 ½ Year   

   

2 Year   

   


