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SEARCH THE DROP DOWN LIST  

 

Instead of scrolling through the drop down list, users are recommended to use the search box for 

efficient look up. 

Example for GLC search: 

 

                                

 

Example for Employee search: 

- Look up by Uni ID 

 

 

 

 

 

 

 

 

 

Type department 

in the search box 

and filtered result 

will appear. 

Click the Next 

button for other 

search results. 



- Look up by Name 

             

 

Users also have the option drag the drop list to expand and see the description better.  

 

 

Click, hold and drag 


