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How to report on Fixed Term Contract 
end dates in the ERP  

 
 Last 

Updated 

1 Scope: 
This guidance is to show you how to run reports for Fixed Term Contract (FTC) end dates 
in the ERP. 
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2 Introduction: 
The following guide provides information on how to view fixed term contract dates in real 
time.  
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3 Navigate to  
Main Menu → Reports → Reports across clients → HR/Payroll → Line Manager Reports 

→ FTC 
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4 Step by step process (with videos and screenshots)  

 
 

4.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are three options to choose to check FTC end dates:  
  

• Fixed Term Contracts due to end in the next 4 months  

• Fixed Term Contracts due to end in the next 6 months 

• Resources currently on Fixed Term Contracts 
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4.2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To view your Fixed Term Contracts due to End in the Next 4 months, click into 
the report. 
Click Search to populate the fields.   
 

 
All your resources, that are on fixed term contracts due to expire in the next 4 
months, will appear. 
 

 
 
To view your Fixed Term Contracts due to end in the next 6 weeks, click into the 
report. 
Click Search to populate the fields.   
 

 
 
All your resources, that are on fixed term contracts due to expire in the next 6 
months, will appear. 
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4.4 
 
 
 
 
 
 
 
 
 
 
 
 
4.5 
 
 
 
 

To view all your Resources currently on FTC, click into the report. 
Click Search to populate the fields.   

 
All your resources, on fixed term contracts, will appear. 
 
Unit4 ERP is set up to automatically cease paying the employee when the end date 
is reached so when an FTC is ending, the Leaver Notification Form will needed to 
be completed to process a leaver or the Contract/Position Change Form will need 
to be completed to extend the contract in a timely manner. 

5 Related Video Links 
 

• How to use Reports in the ERP 

• How to use Reports under Common in the ERP 

• How to complete the Leaver Notification Form 
• How to complete the Contract/Position Change Form 
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https://youtu.be/RzpzJxFRLSs?si=hP00GZTSH5Mx1En_
https://youtu.be/D6ENKr2Utq0?si=DaWPn_ceHNexnp_s
https://youtu.be/sCI_BCKKQeo?si=EOCJtoH_RnchZt-H
https://youtu.be/TdysAT7YBVk?si=Rga2QWkuasmoTGok

