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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. 

 

 
 
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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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.  

 

 
 
The Employee Information screen appears. 
 

7. Select the Hyperlink for the Employee Name. 

 
 
The Person Overview screen appears. 

8. The Person ID displays at the top of the screen next to the Person Name. 
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If you need additional information or assistance, please contact the OFC Automated 
Systems Help Desk at SACWIS_HELP_DESK@jfs.ohio.gov . 
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