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PURPOSE 

 

Purpose 

This document explains the key activities involved in viewing INFORMS information. It provides 
an overview of the sub-processes involved, as well as step-by-step procedural guidance to 
perform the activity. This Job Aid will show the Manager how they can obtain additional 
Employee Information for employees in their department only. 
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MANAGER ACCESSING EMPLOYEE INFORMATION 

Step Action  

1.  Navigate to: Manager Self-Service > Search Employee Information 

2.  • Enter the desired information into any of the Search Criteria fields or leave all 
fields blank to see all employees. 

• Select Search. 

 

3.  • Select the desired Employee. 
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Step Action  

4.  • Employee details will display in a new page. 

 

5.  • Press the left mouse button and drag the mouse to the desired location. 

• Select the Next in List button to show next employee in the list. 

6.  • End of Procedure. 

 


