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Navigation in Portal for 
 

Find an Employee 

Purpose The primary purpose of the Portal for Direct Access II Users is quick and easy 
navigation directly to specific information within Direct Access.  With just a click on 
the hyperlink of choice from the desired pagelet the user may navigate to carry out 
various business processes. 

 
The HR Data Shortcuts pagelet will be displayed on the Portal page as follows: 
 

 
 
The Portal Link Navigation for the HR Data Shortcuts pagelet is as follows: 
 
Portal Link Description Navigation 
Find an Employee Find an Employee Home 

 Human Resources, 
  Find an Employee 
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How to Find an Employee 
 
Purpose The “Find an Employee” search allows users to search for a member based on four 

different search criteria. The results that are populated are detailed rows that give 
member-specific information that can further be used to narrow the search for 
multiple employees with the same last name. The information found using this 
functionality can then be used to carry out other business processes. 

 
Step Action 

 

1 
 

To navigate to the Find an Employee page, click on the Find an Employee hyperlink within the HR 
Data Shortcuts pagelet from the Portal. 
 

 
 
The following will be displayed: 
 

 
 
Note: Navigation via the Enterprise Menu may also be used to run the Find an Employee.  

Navigation:  Home, Human Resources, Find an Employee 
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Step Action 
 

2 
 

There are four fields that can be used to search for a member.  
 

 
 

 
Field Description 

 

EmplID 
 

This is where you enter the member’s Employee ID 
 

 

National ID 
 

This is where you enter the member’s Social Security number 
without dashes. 
 

 

Last Name 
 

This is where you enter the member’s Last Name. This field is 
not case sensitive. 
 
When you enter the Last Name, you may use a tool called 
“wildcard”. 
o Using a % (percent symbol) will match one or more 

characters. For example, entering “Gray%” will return all 
last names that begin with “Gray”. 

o Using a _ (underscore) will match any single character. For 
example, entering “Sm_th” will return all last names that 
have a single letter located between the “Sm” and “th”, 
such as Smith or Smyth. 

 
 

Serno 
 

This is where you enter the member’s Serial Number, if 
applicable. 
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Step Action 
 

3 
 

Once you have entered the search criteria, click on the View Results button to submit the request. 
 

 
 
Results similar to the example below will be displayed: 
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Step Action 
  

Notes: 
 

o If you choose to enter search criteria in more than one field, the results will be all members 
that match at least one of the criteria entered.  I.e., if you use all of the search fields, the 
system will search for the EmplID OR the National ID OR the Last Name OR the Serno.  
Anything that matches each of the search criteria will be returned. Results similar to the 
example below will be displayed. 

 

 
 

o If you would like to see all members whose last names begins with certain combination of 
letters, such as “Carlo”, you can do so using the “%” wildcard. Results similar to the 
example below will be displayed. 
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Step Action 
  

o An example of the search results when a “_” wildcard (for single character replacement) is 
used is located below.  
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Step Action 
 

4 
 

Users can also export the search results to an Excel Spreadsheet or a CSV Text File by clicking on 
the desired hyperlink. Results similar to the examples below will occur. 
 

 
 

 
 

 
 
This functionality is very helpful when an employee search returns a large number of people. Once 
exported to Microsoft Excel, the results can be sorted for further analysis. For example, if you know 
the Dept Name of the employee you are searching for; the data can be sorted and filtered based on 
that information. 
 

 

5 
 

To return to the home menu, click on the Home hyperlink located in the upper right hand corner of 
the page. 
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