
                                                                                                                                                                                 
 

Person Search 
This report provides an overview of all employees within the requested parameters.  

To open click Personnel > Person Search > Person Search 

 

The parameters available for this report include the Unit, Team, Staff Group, Grade Type Category, Grade Type, Grade, Working Unit, 

Skill. Reports can be exported to excel using the icon or the extract button highlighted in red.  

Employees can be searched for individually by entering one or more of the following parameters: Surname, Forenames, Staff Number or 

Assignment Number. 

 
 

 

 

 



                                                                                                                                                                                 
 
 

 

The headers for the report are customisable using the icon highlighted in blue and are various details related to an employee.

 



                                                                                                                                                                                 
 
 

❖ The column highlighted in Chocolate shows employee name  

❖ The column highlighted in blue shows the staff number  

❖ The column highlighted in yellow shows employees Grade  

❖ The column highlighted in green shows Assignment Numbers  

❖ The column highlighted in red employee contractual Hours  

❖ The column highlighted in beige shows employee type & Hire date  

 

This report is useful to see how many Full Time, Part Time, Banding of staff member. i.e. to see how many B7 are on a roster. 


