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HOW TO FIND A PERSON BY NAME 

Name Field 
You may search from the name field in a key block. 

• The ID field must be blank when performing this search. Tab or enter to the name field. 
You can’t click into it. 

• Enter what you know of the name in the Name field. The format is “Last Name, First 
Name”. A wildcard (%) should follow the characters used for the search.  

• The search is performed when you press Enter.  
• If there is only one match, the ID and name are returned automatically.  
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If multiple matches are found, the ID and Name Extended Search window appears. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Too Many Results – Search was 
too broad. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Multiple matches return the ID and Name Extended Search window. This window functions in 
several ways. Use the drop-down menu to select an ID and name, or refine the search by exiting 
the box and trying again. Use “Tok%” instead of just “To%” 

Much Better. 
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Selecting an ID and Name from the Drop-down List 
The pull-down list, in the Search Results field, shows all matches for the entered criteria. Make 
your choice by clicking on a person. Processing returns to the form. 
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