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Using the ‘Find’ feature, you can search for a member of staff using a variety of
criteria.

Go to General (1) > Staff Details (2) > Find (3)

staff Code: CLU ML K

Address: Ambridge
Rercetshice
8012

Administrative Area:

The following screen will appear, allowing you to filter staff who match various possible
options selected throughout the available tabs. There is no limit to the number of fields
that can be used to filter your search. Simply select from the drop-down lists, check
boxes or type into the fields as appropriate, and then click Find.

Staff Type: |- x|
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Date:

Available to provide [ ] Load
relini: d s

willing to undertake | =]
paid relief:

If the selected criteria match one record only, that record will now be displayed in the
work area. Should the criteria match multiple records; a list of staff will now be
displayed for you to choose from. Alternatively, select all and click Find again in order
to display the listed records in a Browse Set.
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Quick Search

Go to General (1) > Staff Details (2) > and click in the Quick Search (3) box...
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Personal  Additionz| Info  Contacts

| Current VJ 0 erowsing zll staff

Mr Chris Baldwin (73) - Male

3 =

Title: Mr
Initials: CB
Surname: Baldwin
Legal Surname: Baldwin
Previous Surname:

First Mame: Chris

Second Name:
Third Name:

Known Mame: Chrig

Home 1:

Home 2:

Mobile:

Date of Birth: 22 Sep 1879
Join Date: 16 Apr 2009

Leave Date:

Find | Add | Edit | Move to Former Roll | Print

Activity UDI - Quaslifications

Quick Search

Staff Code: CLB NI Numbe\

Address:

Administrative Area:

Fax:
E-mail:

Staff Type:
Governor:
Governor Tvoe:

3

Ambridge
Borcetshire
BO12

Teacher
Mo

You can use the Quick Search to search by the following...

¢ Surname - either the Initial, partial or full surname.

e Surname & First name - again using either the Initials, partial or full names in

...and press enter.

the following format Surname, First name.

If the name/initials match just one record, that record will be displayed in the work
area automatically. If more than one record matches the search criteria, a list will be
displayed for you to choose from. Alternatively, select all and click Find again in

order to display the listed records in a Browse Set.
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