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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) 
 
 
 
 
  
 
 
 
 
 
 
 

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.  
 

 
 
 
 
 
 

 
 
 

 
 
 
 
 

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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Go to General (1) > Staff Details (2) > and click in the Quick Search (3) box… 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 Surname – either the Initial, partial or full surname. 
 
 Surname & First name – again using either the Initials, partial or full names in 

the following format Surname, First name. 
 

…and press enter. 
 
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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