
 

Find Seeker 
NOTE: Selecting a field then clicking the F1 Key on your computer keyboard will display 

field help. 
 

This desk aid will cover how to look up a Job Seeker record in the Toolbox system. 
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NOTE A Find Seeker search using 
the SSN, app id, web user id, and 
DCN will bring back a single 
record. A Find Seeker search by 
phone, last name, and email may 
bring back multiple records.  
 

 

 

 

1. Click Find Seeker icon 
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2. Enter Search Criteria  

3. Click Search button 

  

 

2 

3 

DWD Training May 2014 Page 3 

 



 

 

 

 

 

 

 

 

4. If more than one job seeker 
record is returned identify the 
correct seeker record then 
double-click on the correct site. 
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5. Seeker Record 
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