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Objective 
 
Develop an understanding of the Employment on-line browses process 
 
Outcome 
 
An understanding of the browse options is obtained 

 
Miscellaneous Browse Options 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

 

 
 

Your Action ... System Response ... 

2. Choose MB (Miscellaneous Browses) from 
the Employment Menu and press ENTER. 

The Miscellaneous Browses Menu will 
appear. 
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Browse Employees by SSN  
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose MB (Miscellaneous Browses) from 
the Employment Menu and press ENTER. 

The Miscellaneous Browses Menu will 
appear. 

3. Choose SB (Browse Employees by SSN) 
from the Miscellaneous Browses Menu 
and press ENTER. 

The Browse Employees by SSN screen will 
appear. 
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Your Action ... System Response ... 

4. Enter the following information. 
 
SSN: Enter the employee's social security 

number. 
Curr/All.  This field is used to filter out the 

unrequired records. Valid values are:     
                                           

C - Current employees - (all 
employees in a position. 

A - All records, both current and 
historical.           

Information is displayed by Social Security 
Number, Employee Name, Agency Number, 
PIN, PIN Entry Date, Termination Date, and 
Separation Reason Code. 

5. Choose Display and press ENTER.   The Position Employee Profile - 1 screen 
will appear. 

 

 
 

Your Action ... System Response ... 

6. Press F11 to access the second panel of 
this screen. 

The Position Employee Profile - 2 screen 
will appear. 
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Your Action ... System Response ... 

7. Press F11 to access the third panel of this 
screen. 

The Position Employee Profile – 3 screen 
will appear. 

 

 
 
Browse Employees by Name within Agency 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose MB (Miscellaneous Browses) from 
the Employment Menu and press ENTER. 

The Miscellaneous Browses Menu will 
appear.  
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Your Action ... System Response ... 

3. Choose NB (Browse Employees by Name 
within Agency) from the Miscellaneous 
Browses Menu and press ENTER. 

The Browse Employees by Name within 
Agency screen will appear. 

 

 
 

Your Action ... System Response ... 

4. Enter the following information. 
 

Agcy: Enter the four-digit agency number. 
Lst Name: Enter the last name of the 
employee. 

Fst Name:  Enter the first name of the 
employee. 

C/A.  This field is used to filter out the 
unrequired records. Valid values are:     

                                           
C - Current employees - (all 

employees in a position. 
A - All records, both current and 
historical.    

Information is displayed by Agency Number, 
Social Security Number, Employee Name, 
PIN, PIN Entry Date, Termination Date, and 
Separation Reason Code.   

5. Choose Display and press ENTER. The Position Employee Profile -1 screen will 
appear. 
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Your Action ... System Response ... 

6. Press F11 to access the second panel of 
this screen. 

The Position Employee Profile - 2 screen 
will appear. 

 

 
 

Your Action ... System Response ... 

7. Press F11 to access the third panel of this 
screen. 

The Position Employee Profile - 3 screen 
will appear. 
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Browse Employees by Position within Agency 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose MB (Miscellaneous Browses) from 
the Employment Menu and press ENTER. 

The Miscellaneous Browses Menu will 
appear.  

3. Choose BP (Browse Employees by 
Position within Agency) from the 
Miscellaneous Browses Menu and press 
ENTER. 

The Browse Employees by Position within 
Agency screen will appear. 
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Your Action ... System Response ... 

4. Enter the following information. 
 

Agency Number: Enter the four-digit 
agency number.  

PIN: Enter the PIN number to begin the 
browse. 

Curr/All.  This field is used to filter out the 
unrequired records. Valid values are:     

                                           
C - Current employees - (all 

employees in a position. 
A - All records, both current and 
historical. 

Information is displayed by Agency, PIN, 
Social Security Number, Name, Occu Code, 
Separate Reason and PIN Vacant. 

5. Press F11 to access the second panel of 
this screen 

The second panel will appear. 

 

 
 
 

Your Action ... System Response ... 

6. Information is displayed by Agency, PIN, 
Social Security Number, PIN Entry Date, 
Separate Reason, PIN Term Date, and 
LOA Expected Return Date. 

 

7. Choose Display and press ENTER. The Position Employee Profile - 1 screen 
will appear.  
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Your Action ... System Response ... 

8. Press F11 to access the second panel of 
this screen. 

The Position Employee Profile - 2 screen 
will appear. 

 

 
 

Your Action ... System Response ... 

9. Press F11 to access the third panel of this 
screen. 

The Position Employee Profile - 3 screen 
will appear. 
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Browse Employees by Name within State 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose MB (Miscellaneous Browses) from 
the Employment Menu and press ENTER. 

The Miscellaneous Browses Menu will 
appear.  

3. Choose NS (Browse Employees by Name 
within State) from the Miscellaneous 
Browses Menu and press ENTER. 

The Browse Employees by Name within 
State screen will appear. 
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Your Action ... System Response ... 

4. Enter the following information. 
 

Last Name: Enter the last name of the 
employee. 

First Name: Enter the first name of the 
employee. 

Curr/All.  This field is used to filter out the 
unrequired records. Valid values are:     

                                           
C - Current employees - (all 

employees in a position. 
A - All records, both current and 

historical. 

Information is displayed by Employee 
Name, Agency Number, Social Security 
Number, PIN, PIN Entry Date, Termination 
Date, and Separation Reason Code.   

5. Choose Display and press ENTER. The Position Employee Profile - 1 screen 
will appear. 

 

 
 

Your Action ... System Response ... 

6. Press F11 to access the second panel of 
this screen. 

The Position Employee Profile - 2 screen 
will appear. 
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Your Action ... System Response ... 

7. Press F11 to access the third panel of this 
screen. 

The Position Employee Profile - 3 screen 
will appear. 
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Browse Employees by SSN Within Agency 

 
Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose MB (Miscellaneous Browses) from 
the Employment Menu and press ENTER. 

The Miscellaneous Browses Menu will 
appear.  

3. Choose SA (Browse Employees by SSN 
Within Agency) from the Miscellaneous 
Browses Menu and press ENTER. 

The Browse Employees by SSN Within 
Agency screen will appear. 
 

 

 
 

Your Action ... System Response ... 

4. Enter the following information. 
 
Agency Number: Enter the four-digit 

agency number. 
SSN: Enter the employee’s social security 

number. 
Curr/All.  C - Current employees - (all 

employees in a position. 
A - All records, both current and 

historical. 

Information is displayed by Agency Number, 
Social Security Number, Employee Name, 
PIN, PIN Entry Date, Termination Date, and 
Separation Reason Code.   

5. Choose Display and press ENTER. The Position Employee Profile - 1 screen 
will appear. 
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Your Action ... System Response ... 

6. Press F11 to access the second panel of 
this screen. 

The Position Employee Profile - 2 screen 
will appear. 

 

 
 

Your Action ... System Response ... 

7. Press F11 to access the third panel of this 
screen. 

The Position Employee Profile - 3 screen 
will appear. 
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