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1. Click [Employee Search] 
 Can be accessed from Overview page 
 Can be accessed from Toolbar on any ESS page 
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2. Click [Who’s Who] 
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3. Enter [Last Name] 
 

4. Enter [First Name] 
 Using an “ * “ in either search field generates a wildcard search 

 
5. Click [Search] 
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6. Click [Last Name] link to view employee information 
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7. Employee information is displayed 
 
 
 


