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Searching for employees



SEARCHING FOR EMPLOYEES

OPTION 1 - Searching for employees

| person ‘ company compli
i lookup by id Step 1
lookup global . .
Bl lookup roles & comps a LOgIn tO OnSIte.

cardholder custom fields .
S Click the person tab and select employees.
contractors

crews

employee positions

id checks  CONTRA
id checks lookup by id
| messages

my session preferences

past cardholders

site contacts

By visitors )
atior. Logpo

Step 2

Find |Jason

Enter the employee’s name and select their profile.

From mhu CONTRACTOR COMPANIES
| Include Unassociated
Include Inactive -
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SEARCHING FOR EMPLOYEES

OPTION 2 - Searching through global lookup

session detail

lookup by id

company

S e L lookup roles & comps

app101

U: Felicitys
R: Editor
C: LD AS

(rep: realm)

Lookup Person Global Search

cardholder custom fields

cardholder custom lists

contractors

Crews

Last Mame: |Sm\lhsun
First Name: Jason
Middle Name:

Date of Birth: 9 Aug 1939

Drivers License Number:

compliance

al Search

SEARCH FOR CARDHOLDER

Include "sounds like”

P Select a name below to view the person.

EXACT MATCH ON ALL FIELDS

P Search results will include system-wide Contractors and Employees you have permission to view from t
P Enter additional search criteria to segregate the most likely matches from the search results for easy i

Name (s Checked Companies Perzon Type | Date of Birth | Site Vigible
Smithson, Jason 465383 Onsite Track Easy Pty Limited Confractor 09 Aug 3% Ho - Associate
Smithson, Jason 1740966 Pegasus Management Pty. Limited | Confractor 09 Aug 39 No - Associate
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Step 1
Click the person tab and select lookup global.

Step 2

Enter the employee’s name and date of birth and select their profile from
the search results.



SEARCHING FOR EMPLOYEES

OPTION 3 - Searching through lookup ID

Click the person tab and select lookup by ID.

session detail r (unas
lookup global {
S Al lookup roles & comps
app101
U: Felicitys
R: Editar cardholder custom fields ployee, I
Lookup Person By Id Step 2
Lookup ID: Use: & Onsite Percan 1D - Type the Onsite ID of the employee and select their profile.
Legacy ID
Results at 24 May 2018
Ongite ID: 1740966
Mame: Jason Smithson
Status: APPROVED
Person Type: EMPLOYEE, CONTRACTOR
Active: yes
Employer: Pegasus Management Ply. Limited
Employer 1D: 138
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