
The Role Lookup Tool

Finding and Using 
Communications Directory Contact information



Role Lookup Tool

• Role Lookup tool
• Allows users to look up 

contact information by: 
organization type
region
county
last name



Role Lookup Tool



Task: Search by Facility

• For Example:
Find your facility’s Coordinators.
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•The contact information 
is displayed.



Task: Search by User

• Find contact information by name.
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Task: Search by User

1. Enter my last 
name in the 
last name 
search filed.

2. Scroll down 
to find the 
person you 
are looking 
for.

3. Click Select 
next to the 
role for the 
contact info.

• The contact information will 
display.



Need Help?

For technical assistance 
using the Role Lookup Tool, 

or any other Commerce 
application please call 

518-473-1809
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