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Locating an Employee’s Person ID

Overview
This article describes how to find the Person ID of an Employee.

Security Profile
You will need the Security User Group of Staff Administrator to complete this task.

How to Find the Person ID of an Employee in Ohio SACWIS
1. On the Ohio SACWIS Home screen, click the Administration tab.

2. Click the Staff tab.
3. Click the Maintain Staff link in the Navigation menu.

“““m AdminiStration
Maintenance Security Reports Training Utilities

<

On-Call Employee

Maintain Staff

Delegate Assignment

The Employee Search Criteria screen appears.

4. Enter criteria in the appropriate fields to search for the person who you are adding to
Traverse.

5. Click the Search button.
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| Employee Search criteria |

Employee |R: Last Name: First Name:
~ QR ~
Middle Name:
County: Language Proficiency:
~ v
Education Level:
v

Include Inactive

Name Match Precision Sort by:
Returns results matching entered names including AKA names/nicknames

+

Fewer Results More Results

Relevance (Highest-Lowest) ~

The results appear in the Employee Search Results section.

6. For the Employee record with your agency, click the edit link available next to the
person’s name.

Search Results

Resuli(s) 110 150f 109/ Page 1 of 8

Administrator 01 | Administrator 01 | Test County
Managed Units:
Test, Worker / 11111 / Test County Intake
Managed Units:
edit Test, Worker /121212 I Test County Visitation
Managed Units:

The Employee Information screen appears.

7. Select the Hyperlink for the Employee Name.
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Basic Job History BCI Demographics Qualifications
Employee Name: Test, Worker Employee ID: 111111

Employee Information

Hire Date: * 02/10:2020 e O Termination Termination e
Date:
[] On Leave Indicator ] Supervisor Over-Ride
V1
Exemptions
[[] University Partnership Program (] First Year Requirement Waived
Current Job
el 021102020 County Department of Job and Fanuly Services Intake Case Worker

=

o oo

The Person Overview screen appears.

8. The Person ID displays at the top of the screen next to the Person Name.

I b Person Overviewl

Profie PERSON NAME / ID:
Test, Worker / 111111 RACE:
Education
HISPANIC / LATINO:

Medical

123 Test Rd HAIR COLOR:
Employment

Test Oh 12245 =TE STGR
Military

ENVIRONMENTAL HAZARDS
Background
Delinguency.
CANS Assessment(s)

SACWIS History,

Relationships AKA Names

If you have additional questions pertaining to this Deployment Communication, please
contact the Customer Care Center.
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https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fodjfs2.my.site.com%2FCustomerCareCenter&data=05%7C02%7CLisa.Oliver2%40jfs.ohio.gov%7C989cf850d37046f616fb08dc62ce48c2%7C50f8fcc494d84f0784eb36ed57c7c8a2%7C0%7C0%7C638493885340155072%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=m7Jj%2FJgZoByjWSmS1yVsBvkU74K5cBrLFP0FC1bFFvo%3D&reserved=0

