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Using Search/Match

Concept

Search/Match is a tool used to locate person reamrdrganization records in the database. It is
especially important to perform a thorough seacctah existing record before adding someone
to the database, in order to prevent creation pficikie emplids.

For Financial Aid, there are two scenarios wher@&¥Match is important: in ISIR suspense
management and in entering guardian data for aargratuate PLUS loan. Search/Match is an
integral part of the ISIR load process. The sygpenfiorms a specialized Search to determine if
the individual is in the database. The search adfidr various reasons - mistyped NID, hame
variants, etc. If the ISIR suspends as a resutsd#arch/match failure, the person performing
suspense management can use the search/match ioeds$tigate the problem.

When entering data for an undergraduate PLUS lb@&necessary to designate a guardian (to be
the borrower), and the guardian must have an enétbre creating a database entry for the
guardian (via the Add/Update a Person compone@aimpus Community), great care must be
taken to check whether the person already has aticeidse Search/Match to perform this

check.
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MaineStree!

Navigation

‘# MaineStrect

Menu

Search:

®
[> Mty Favarites
I University of Maine Systems
[ Self Service
[ Wiorkforce Administration
> Campus Community
I Student Recruiting
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[ Financial Aid
[ Student Financials
- Academic Advising
[> Contributor Relations
[ Athletic Tracking
[ Set Up HRMS
[ SetUp SACR
I Enterprise Components
[ Worklist
[ Application Dizgnostics
> Tree Manager
> Reporting Toals
> PeopleTools
— Return io Portal
— Student Self Service
— Change My Password
— Wiy Personalizations
— by Swstern Profile

— by Dictionary

Step Action

There are multiple ways to navigate to SearchéklaDne way is to click the
Search/Match link on the suspense management pagel8IR in suspense.
Another route is through Campus Community, whichsied here.

Navigate:Campus Community > Personal I nformation (Student) >
Search/Match.

Page 2

Last changed on: 3/10/2009 9:52 AM




MaineStreet

Process Document

Financial Aid: Using Search/Match

« Personal Information

[Studenty

I Biographical (Student)

[» Identification (Student)

1> Participation Data
(Student)

[» Biodemo Processes
(Student)

I Health Information
{Student)

— Address Search
— Addilpdate a Person
[ SEVIS
[z Checklists
> Communications
I Corments
[» 3C Engine
[> Service Indicators
[» Service Indicators
(Studenty
[ Organization
[» Committees
I» Carpus Event Planning
[ National Student Index
MZL
— Student Services Center
— Student Senvices Cir
Student]
[ Student Rectuiting
[» Student Admissions
[ Records and Enrollment
[ Curriculum Management
[ Financial Aid
[> Student Financials
[> Academic Advising
[> Contributor Relations
[ Athletic Tracking
[+ Set Up HRMS
[ Set Up SACR
[» Enterprise Components
[ Worklist
[> Application Diagnostics
[ Tree Manager
[> Reporting Tools
[> PeopleTools
—Dotirntn Dortal

SearchiMatch
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Mews Window | Help |

Use Saved Search: [V]

SearchType: = [0 (DS
Search Parameter: begins with D (&}

Ad Hoc Search

O
Description: hegins with D
Search Clear | Basic Search [ Save Search Criteria  Delete Saved Search

nEEn

Step Action

2. Initially, you will not have any saved searches.

To set up a search, click tiearch Type pull-down list.

In this list, theApplicant choice is not used. To search for a person, ttiek

Person list item.

[Perzon
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Home
= Personal Information = Mew Window | Help | B

(Student) m New Windaw | Help | o,
I» Biographical (Studenty
I Identification (Student) Search/Match
[> Participation Data Enter any information you have and click Search. Leave fields blank for a list of all values.

(Studenty
I Biodemo Processes Find an Ezisting Walue

(Student) o
[> Health Information

(Studenty Use Saved Search: D

— Address Search Search Tupe: -
— AddiUpdate a Persan o D

& GEVIS Search Parameter: begins with D Q

[> Checklists Ad Hoc Search O

I Cormmunications

b Commants Description: begins with [

I 3C Engine

I Gemice Indicatars ) -

& Gemice Indicatars Search Clear ‘ Basic Search B Save Gearch Criteria - Delete Saved Search
(Student)

[ Organization
[ Committees
[» Campus Event Planning
[> Mational Student Index
MNZL
— Student Services Center
— Student Services Cir
Student
[» Student Recruiting
[ Student Admissions
> Records and Enroliment
[ Curticulurn Managerment
I Financial Aid
I Student Financials
[ Academic Advising
[» Contributor Relations
[> Athletic Tracking
[> Set Up HRMS
[> Set Up SACR
[ Enterprise Compaonents
[ Wyorklist 3
[ Application Diagnostics
[ Tree Manager
[» Reporting Tools
[» PeopleToals =

— Diotien tn Dol

Step Action

4, Click theSear ch Parameter look up button.
[
5. The search parameter sets shown in this list Hdferent search criteria. The

ISIR load process uses "UMS_FA_ISIR_1" or "UMS_FAUMI", depending
on the Institution's set up. Another broadly usachmeter set is
"UMS_ONLINE."
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# ¥

= Personal Information
(Student)

[+ Participation Data
(Student)

[» Biodemo Processe
[Student)

[> Health Information
(Student]

[ SEVIS

[> Checklists

> Communications

> Comments

[ 3C Engine

[ Sendce Indicators

[ Sendce Indicators
{Student)

I> Organization

[ Committees

I> Carnpus Event Plannil

MNZL

— Student Serices Ctr
(Studenty
[ Student Recruiting
I Student Admissiohs

[> Financial Aid

[> Btudent Financials

[ Acadermic Advising

[» Contributor Relations
[ Athletic Tracking

[ Set Up HRME

[» Bet Up SACR

[ Enterprise Companents
[=wWarklist

[+ Application Diagnostics
[ Tree Manager

[» Reporting Tools

[» PeopleTools
— Boturn to Dotal

Street

[> Biographical {(Student)
b Igentification (Stugent) Search/Match

— AdditUpdate a Person

[ Mational Student Index

— Student Services Center

[> Records and Enroliment
[ Curriculum Management

Enter any information you have and click Search. Leave fields blank for a list of all values
5 Find an Existing Value

Use Saved Search: D

Search Type: = D

Search Parameter: | begins with D UMS_FA_MULTI Q

Ad Hoc Search

]
Description: begins with D

Search Clear ‘ Basic Search| B Save Search Criteria | Delete Saved Search

ng

Step

Action

Leave the Ad Hoc Search checkbox and the Desmmiffields blank. To perform
the search, you can click tisear ch button now. However, if you are going to u
this search frequently, it is a time saver to dheesearch criteria so you don't
have to enter the search type and search paraahetiee each time.

To save the criteria, click tHgave Search Criteria link.
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= Personal Infarmation =]
(Student)y n

[z Biographical {(Student)
I> Identification (Student) Search/Match

Hew Window | Help | n

[ Participation Data

{Student) Save Search As

[> Biodemo Processes
(Student)

[> Health Information
(Student)

Mame the search and then click Save

Name of Search:

— Addregs Search
— Add/Update a Person The saved search will contain these values:
[ SEVIS
[ Checklists
& Commmunications Search Type: = Person
[> Comments Search Parameter: begins with UMS_FA_MULTI
> 3C Engine Ad Hoc Search
[» Serice Indicators
I Serice Indicatars Description: begins with
{Studenty
[> Organization
[> Committees B save
> Campus Event Planning Return to Advanced Search
[» National Student Index
MZL
— Student Services Center
— Student Services Cir
iStudent
[- Student Recruiting
[> Student Admissions
[ Records and Enrallment
[ Curriculum Managerment
[> Financial Aid
[> Student Financials
[> Academic Advising
[ Contributor Relations
[ Athletic Tracking
[+ Set Up HRMS
[+ Set Up BACR
[- Enterprise Components
[+ iorklist N
[> Application Diagnostics
[> Tree Manager
[> Reporting Tools
[> PeopleTools =

— Dot tn Diorbal

Step Action

7. Enter the desired information into tNeme of Search: field.

8. Click theSave button.
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= Personal Information
(Student)
[ Biographical (Student)

& Identification (Studant) SearchfMatch

Mew Window | Help |

[ Participation Data
(Studenty

[- Bindemn Processes
(Student)

[ Health Information

(Studenty

Save Search As
Search saved as FinAid

Beturn to Advanced Search
Address Search
— AddfUpdate 3 Person
[ SEVIS
[ Checklists
[ Communications
[» Comments
[+ 3C Engine
[ Service Indicatars
[> Service Indicators
(Student)
[> Organization
[ Committees
[> Campus Event Planning
[ Mational Student Index
MZL
— Student Services Center
— Student Services Cir
[Student;
[» Student Recruiting
[ Student Admissions
[> Records and Enroliment
[> Curriculurm Management
[ Financial Aid
[ Student Financials
[> Academic Advising
[> Contributor Relations
[ Athletic Tracking
[> SetUp HRMS
[> SetUp SACR
[> Enterprise Cormponents
[ Wiorklist
[> Application Diagnostics
[> Tree Manager
> Reporting Tools

[> PeopleToals
— Bobtirn to Bovtal

hEE]

Step Action

9. Click theReturn to Advanced Search link.

|Return to Advanced Search|
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= Personal Infarmation Mew window | Help | w5
a

(Student)

[ Biographical (Student)

b Identification (Sludent Search/Match

[ Participation Data Enter any information you have and click Search. Leave fields hlank for a list of all values
[Studenty

I Biodemo Processes Find an Existing Value
{Student) L

[> Health Information —
(Studenty Use Saved Search: | FinAid E!

Address Search Search Type: =
— Addipdate 8 Person w EI

[ SEVIS Search Parameter: | hegins with E UME_FA_MULTI Q

[ Checklists Ad Hoc Search
[> Communications

O
b TS Description: begins with [

[» 3C Engine

[> Service Indicatars

[> Service Indicators Search Clear | Basic Search [E Save Search Criteria  Delete Saved Search
(Student)

[> Organization
[ Committees
[» Campus Event Planning
[> Mational Student Index
MZL
— Student Services Center
— Student Serices Ctr
iStudent
[ Student Recruiting
[> Student Admissions
> Records and Enrollment
[ Gurriculum Management
[> Financial Aid
[ Student Financials
[ Arademic Advising
[ Contributor Relations
[> Athletic Tracking
[> Bet Up HRME
[> et Up SACR
[ Enterprige Components
[ Worklist T
[ Application Diagnostics
[ Tree Manager
[» Reporting Tools

> PeopleTonls
— Diahiw to Dovtal BI

Step Action

10. Now that the search has been saved, the nextytime@eed to run Search/Match
you can select from thdse Saved Sear ch pull-down menu.

11. Click theSearch button.
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= Personal Information
{Studenty
[> Biographical (Student)
[> Identification (Student)
[> Participation Data
{Studenty
I» Biodermo Processes
(Studenty
[> Health Information
(Student)

- Address Search
— Addilpdate a Person
[ SEVIS
[> Checklists
[» Communications
[» Comments
[> 3¢ Engine
[> Service Indicators
[» Senice Indicators
{Studenty
[» Organization
I> Committees
[ Campus Event Planning
[> Mational Student Index
MEL
— Student Serices Center
— Student Services Cir
{Student
[> Student Recruiting
[» Student Admissions
I» Records and Enrallment
[> Curriculum Management
[> Financial Aid
[» Student Financials
[ Acadermic Advising
I» Contributor Relations
[> Athletic Tracking
[> Set Up HRMS
[ Set Up SACR
[» Enterptise Components
[= Winrklist
I> Application Diagnostics
[ Tree Manager
[ Reporting Tools

I: PeopleTools
— Dotirntn Dortal

Home

Search Criteria

Search Type: Person Ad Hoc Search

Search Parameter: UMS_FA_MULTI Fin Aid bulti Level Search

Search Result Rule

Search Result Code: Q

User Default

SEETCH | C\ear!—\lll Carw\DResetI

Search Criteria

Search Fields Value
National |d | Q
Date of Birth B
Last Mame Search | Q
First Name Search | a

Search by Order Number
Search Order Description
R BT =R AT

10 MID, DOB, Last (2), First (1)
20 MWD, DOB EEIECHENEEAT T
30 MNID, Last Mame BBl E S AN

Step

Action

12.

Click theL ook up Search Result Code button.
[&]
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= Personal Information [~
(Student) b |
[» Biographical (Student)
I Identification (Student) Loak Up Search Result Code
[+ Patticipation Data

(Student) )
I» Biodemo Processes Search Type: Person

(Studenty __ Search Result Code: | begins with E
b I(—I;Eg:;%fnrmatinn Description: begins with E] ’7

ddress Search Lookup | ciear | cancel | pasicLookun
— Add/Update a Person

[ SEVIS

[ Checklists

[ Communications

[ Comments

[» 3C Engine

[ Semice Indicators

Search Results

Description
PSCE TRAD MASK CS Pers Tradiional Result Mask]

I Service Indicators PSCS TRAD RESUL S Person Tradiional Results
(Studenty PSHR GEMERAL General Core HR Results

[ Organization PSRS HIRE Prepare For Hirg

» Camulizes PS GEM W EXCEPT General Srch Rsltw exceptions

b CeniAos EET (T UME PERS NOSEX Person Search minus Gender
[» Mational Student Index

N UMS PERS RESULT Search-Match Person Result

— Student Services Center
— Student Services Ctr
Student]
[> Btudent Recruiting
I> Student Admissions
1> Records and Enroliment
[ Curriculum Management
I> Financial Aid
I Student Financials
[ Academic Advising
I> Contributor Relations
[> Athletic Tracking
[> et Up HRMS
[> Bet Up SACR
[ Enterprise Companents
[> Warklist 3
[> Application Diagnostics
[ Tree Manager
I> Repotting Tools
[ PeopleTools =

— Dot b Bra)

Mew wWindow | Help

Step Action

13. Use one of the last two choices in this list.

UMS PERS MOSEX Person Search minus Gender
LS PERS RESULT Search-hMatch Person Result

Page 10
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= Personal Infarmation
(Student)
[ Biographical {Studenty
I Identification (Student

[» Participation Data Search Criteria

(Studenty

[ Biodema Processes Search Type: Persan
(Student)

[ Health Information Search Parameter: UmMS_FA_MULTI

(Student)

Search Result Rule
— Address Search
— AddiUpdate a Persan
[ BEVIS

) User Diefault
[ Checklists

Search Result Code: | )ms_PERS_RESLQ,  Search-Match Person Result

Home

e Window | Help | 5}

Ad Hoc Search

Fin Aid Multi Level Search

Gt | clearan | camyio Reset |

[ Communications

[> Comments

[ 3C Engine

[> Service Indicators

[> Service Indicatars
(Student)

Search Criteria
Search Fields

Mational Id

Value

[> Organization

[ Committees

[> Campus Event Planning
[+ Mational Student Index

Date of Birth

MNZL
— Student Services Center
— Etudent Servces Cir

Student LastMame Search

[ Btudent Recruiting
[> Student Admissions
[ Records and Enraliment

[> Curriculum Management FirstName Search

\ a

[> Financial Aid
[ Student Financials

Search by Order Humber

i

E 'écadt‘?;”itc Ag"iISi’t“G Search Order Description

ontributor Relations :

[ Athletic Tracking 10 MID, DOB, Last (2), First (1) S VRS ERTE
[ Set Lp HRMS

[ SetUp SACR

[> Enterprise Components

[ Warklist 20 MID, DOB SEIECHVERE ROl |
[> Application Diagnostics

[ Tree Manager

[> Reporting Tools :

[ PeopleTools a0 MID, Last Name SEIECHTENEEATCl |
= BPaturn to Poal @I

Step Action

14.
User Default link.

lJser Defaull

To save thé&ear ch Result Code so you don't have to select it each time, cliek
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= Personal Information [~] Hew iindow | Hg\gh

(Student i

[> Biographical {(Student)
[ Identification (Student) Search Criteria
[+ Participation Data

{Studenty Default Search Result
&> Biodero Processes
(Studenty |
[ Health Infarmation User ID: 0088866 Ima Staffperson
(Student)

Search Type: Person

ddress Search
— AddiUpdate 2 Person Search Result Code: lJMS_PERS_RESULQ, Search-Match Person Result

[ SEVIS
I Checklists I e
> Communications
> Comments
[ 3C Engine
[ Sendce Indicators
[ Sendce Indicators
{Student)
I> Organization
[ Committees
I> Carnpus Event Planning
I> National Student Index
MZL
— Btudent Bervices Center
— Student Services Ctr
(Studenty
[ Student Recruiting
[> Student Admissions
[> Records and Enroliment
[ Curriculum Management
[> Financial Aid
[> Btudent Financials
[ Acadermic Advising
[> Confributor Relations
[ Athletic Tracking
[ Set Up HRME
[» Bet Up SACR
[ Enterprise Companents
[=wWarklist 3
[+ Application Diagnostics
[ Tree Manager
[» Reporting Tools
[» PeopleTools EI

— Dohienin Dol

Step Action

15. Click theOK button.
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= Personal Infarrmation [~] Hew window | Help | [~
(Studenty - N
I Biographical (Student)
b Identification (Student) P
I Participation Data Search Criteria
(Student)
[> Biodemo Processes Search Type: Ferson Ad Hoc Search
(Student) i
[» Health Information Search Parameter: UnS_FA_tULTI Fin Aid Multi Level Search
(Student)
SearchiMatch Search Result Rule
— Address Search
— Add/Update a Person Search Result Code: \yms_pERS_RESLC,  Search-Match Person Result
Egﬁ\;‘img User Defauit | Clearall | CanyID Reset |
¢ Commucatens
I Comments
[z 3C Engine Search Fields Value =
[ Senvice Indicators )
I Benice Indicatars (Netitame) I | Q
{Student)
[ Organization
[ Commitiees
I> Gampus Event Planning Date of Birth )
[> Mational Student Index =
MNZL
— Student Gewices Center
— Student Services Cr Q.
SHTaT Last Name Search |
[> Student Recruiting
[> Student Admissions
[» Records and Enraliment | Q
[> Curriculurn Management First Natme Search
. i
[ Acadernic Advising Search Order Description
[- Contributor Relations .
[ Athletic Tracking 10 MID, DOB, Last (2}, First (1
[+ Set Up HRMS
[+ SetLp SACR
[» Enterprise Components
[+ VWiarklist u 20 NID, DOB g
[ Application Diagnostics
[> Tree Manager
[> Reporing Tools
[ PeopleTools
P hflm Tools = Eli] MNID, Last Mame =

‘# MaineStreet

Step

Action

16.

The Search button is grayed out because no sedrefia have been entered. Th
choice of Search Fields shown is determined byS#srch Parameter (in this
example, UMS_FA_MULT]I).

To perform the search, enter whatever criterialyae in the Search Fields. Clig
the Tab key after entering data in a field.

e

tk

17.

Scroll down to see all the search fields.
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‘# MaineStreet

= Personal Information = ' ' ' %]

(Shuory 1 1

[ Biographical (Student)

[ Identification (Student)

I» Participation Data Mational Id | Q
(Student)

[> Biodemo Processes
(Student) L

b '("Setﬁg::t‘)f”’ma“”” Date of Birth &

Se b atch

— Address Seatch

— Add/Undate a Person [ Q

b BEVIS Last Name Search

[> Checklists

[ Communications

[ Comments

[» 3C Engine First Name Search | Q

[> Benice Indicators

[ Service Indicators Search by Order Number

(EHEIIY Search Order Description

[ Organization
[> Committees 10 MID, DOB, Last (2), First (1) Q
[ Campus Event Flanning
[> Mational Student Index
MNZL
— Etudent Services Center 20 NID, DOB
— Student Services Cr
Student]
[ Btudent Recruiting
> Student Admissions 20 NID, Last Name
[ Records and Enroliment
I Curriculurn Managerment
[ Financial Aid
[> Student Financials
[» Academic Advising ‘0 Rl
1> Contributor Relations
> Athletic Tracking

[> SetUp HRMS

[> SetlUp SACR a0 Birthdate, Last Name

I> Enterprise Components
[> winrklist B

I> Application Diagnostics
[> Tree hianager 60 Last Mame Only

[» Reporting Toaols
[> PeopleTools D

| Dobien tn Dozl

Search Fields Value

Step Action

18. The search parameters set chosen for this exanghleles 4 criteria: NID (SSN
for the US), DOB (Date of Birth), Last Name andsEiName.

A person in the database will be found by the detirlee/she satisfies any of the
criteria combinations listed in the "Search by @idamber" area of the page.

If all 4 criteria fields have data entered in thehg search starts with Search
Order 10 (the criteria combination with the lowssarch order number). If the
student currently being considered fails that fiest, the search continues with the
next test (search order 20 in the example), arahséf the student fails all the
tests, he/she is not included in the search results

If some of the criteria fields are not populatemns of the search order tests
cannot be performed. In the example, if there i®QB entered, the first two
searches will not be performed.

When search/match is performed as part of the I&R process, the Suspense
Management page will display which of the searateotests matched the
student. In this example, if only the NID matchégk search is reported as
successful at level 40.
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# MaineStreet

= Personal Infarrmation =

(Student)
I Bingraphical (Student)
[= Identification (Studenty

) . )
Search Criteria B

Search Fields Value

I» Participation Data
(Student)

[> Biodemo Processes
(Student)

[» Health Information
(Student

[ SEVIS

[> Checklists

> Cormmunications

[> Comments

[ 3C Engine

[> Service Indicatars

[> Serdce Indicatars
(Student)

[ Crganization

[ Committees

[> Mational Student Index
MZL

— Student Senices Ctr
iStudent;
[ Student Recruiting
[> Student Admissions
[> Recards and Enrollment
[ Curriculum hanagement
[> Financial Aid
[» Student Financials
[ Acadermic Advising
[> Contributor Relations
[= Athletic Tracking
[> Set Up HRMS
[ Set Up SACR
I> Enterprise Components
[= Warklist
[> Application Diagnostics
[ Tree Manager
[> Reparting Tools

[- PeopleTools
- Dotirn o Dortal

Mational Id

0099999

@

— Add/Update a Person

[» Campus Event Planning

Date of Birth

B

Last Mame Search

First Mame Search

\ Q

Search Order
10

Search by Order Numher

Description
MID, DB, Last (23, First (1)

 celeciie earin

— Student Serices Center 20

NID, DOR

51z st

MNID, Last Name

sl

HID

Selective Search

Birthdate, Last Mame

sl

Last Mame Cnly

 seleciie eari

Step

Action

19.

For example, if the only search data you entdr@sNID, then only one of the
search tests can be used (in the example shown).

If you view the bottom of this image, you will st the onlySelective Search
button active is on level 40 (NID only). This medhat when you click the
Sear ch button at the top of the page, only the levelet will be applied to
search for students.
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eSt

AV

= Personal Information
(Student)
[+ Biographical (Student)
[ Identification (Student)
[- Padicipation Data
(Student)
I» Biodermo Processes
(Student)
[> Health Information
(Student)
= :h
- Address Search
— Add/Update a Person
[+ BEVIS
[ Checklists
[> Communications
[> Comments
[ 3C Engine
[> Service Indicators
[> Service Indicatars
(Student)
[> Organization
[> Committees
[> Campus Event Planning
[> Mational Student Index
NZL
— Student Serices Center
— Btudent Services Ctr
Student)
[ Btudent Recruiting
[> Student Admissions
[> Records and Enroliment
[> Gurriculum Management
[> Financial Aid
[> Student Financials
[> Academic Advising
[> Conttibutor Relations
[+ Athletic Tracking
[ SetUp HRME
[ SetUp SACR
[> Enterprise Components
[+ Worklist
[> Application Diagnostics
[> Tree Manager
[> Reporting Taols

[> PeopleTools
= Doturn to Dostal

~]

[~

Home

Search Fields

Mational Id

‘Search Criteria

Value

Q

Date of Birth

[ &

Last Mame Search

[THERIALLT Q

First Hame Search

[es

a

Search Order

10

Description

NID, DOB, Last {2), First (1)

Search by Order Number

i |

NID, DOB

i |

MID, Last Mame

sl i

NID

i |

Birthdate, Last Name

i |

Last WMame Cnly

Selective Search

3

Step

Action

20.

In this example, the last name and one letténefirst name have been entered.
The only test that can be applied in this seardbvisl 60: Last Name Only.
Neither level 10 nor level 30 can be used becéhese is no NID or DOB. Level
50 can't be used because there is no DOB.
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= Personal Information
(Student)
I» Biographical (Studenty
[- Identification (Student)
[» Participation Data
(Studenty
[» Biodemo Processes
Studenty
[> Health Information
iStudenty
Search/Mach

— AddiUpdate a Person
[ BEVIZ
[ Checklists
[ Communications
I Cormments
[ 3C Engine
I Gervice Indicators
I Gervice Indicators
(Student)
[ Organization
[ Committees
[» Campus Event Planning
[> Mational Student Index
MNZL
— Student Services Center
— Student Services Cir
Student
[» Student Recruiting
[ Student Admissions
> Records and Enroliment
[ Curticulurn Managerment
I Financial Aid
I Student Financials
[ Academic Advising
[» Contributor Relations
[> Athletic Tracking
[> Set Up HRMS
[> Set Up SACR
[ Enterprise Compaonents
[ Wyorklist
[ Application Diagnostics
[ Tree Manager
[» Reporting Tools
[» PeopleToals
— Doturn to Dortal

‘# MaineStreet

L s 1 1 1
Search Criteria

Search Fields

Mational Id

Value

| Q

Date of Birth

[ B

Last Mame Search

[THERIAULT Q

First Name Search

& Q

Search Order

10

Search by Order Number

Description

NID, DOB, Last (2), Fitst (1)

i i |

NID, DOB

it i |

izt e

MNID, Last Mame

i it |

MNID

i i

Birthdate, Last Name

Gelective Search

Last Mame Only

Step

Action

21. To perform the search. you can either click$bar ch button at the top of the
page, which will apply to each student all the\aetbelective Searches in order
(low to high) until a match is found or all fail.r@ou can choose to apply only
one of the criteria combinations by clicking therespondingselective Search

button, if the button is "live."

In the example shown, only oselective Search button is live. In this example,
the Sear ch button and the liv&elective Sear ch button do the same search.

22. Click theSelective Sear ch button.

Selective Search I
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Process Document
Financial Aid: Using Search/Match MaineSreet

‘# MaineSt 1 Wigrklist

= Pergonal Information [~] Mew Window | Help | (5, £
(Student)
[> Biographical (Student)
[> Identificat Student
) itvaon Skt | Search Results
(Student)
[ Biodemo Processes Search Type: Person Ad Hoc Search
(Student)
I Health Information Search Parameter: UMS_FA_MULTI Fin Aid Multi Level Search
(Student)
= ch Result Code: UMS_PERS_RESULT Search-Match Person Result
- Address Search
— AddflUpdate a Person ~ Search Results Summary Return to Search Criteria
[ BEVIS
[ Checklists Number of ID's Found: 476
[ Communications
[ Comments Search Order Number: &0 Last Mame Only 3
[> 3C Engine
[> Service Indicators Search Results
[ Service Indicators [ -
Results T R
(Studenty
[ Organization
I Committees 1 Camy|D| Defail 0099299  Theriault 1212401947
b Campus Event Planning [EawBl al
[+ Mational Student Index = 2 Carry D | Detail 0099995 Thetiault Aaa 1212411947
MZL
— Student Senices Center 3 Carry D | Detail 0083000 Theriault Bbb ] 10/0711955
- Student Services Ctr
(Student) 4 Cary|D| Detail 0089000 Theriault Bbhb M 100711955
[ Btudent Recruiting h
b Student Admissions 5 Cary|D | Detail 0088900  Theriault Ceo L 052411975
I Records and Enrallment 6 Camy|D| Detail 0088500  Theriautt Cee Laurel 052411975 L
[> Gurticulum Management
[- Financial Aid 7 Carry D | Detail 0083300 Theriault Cec Laurel 05/24119745
[+ Student Financials
[> Academic Advising 8 Carry D | Cetail 0090000 Theriault Didd E 1210119749
[ Contributor Relations
> Athletic Tracking 9 Carry D | Detail  DO90000 Theriault Ddd E 12011979
[- Set Up HRMS
b Get Up BAGR 10 Carry (D | Detail  DO30000 Theriault Ddd Elaine 1210111979
I Enterprise Compaonents 11 Cary D | Defail 0090000  Theriault Elaine 12101119749
[ Worklist 3 ﬁ Ddd
[+ Application Diagnostics 12 Carry D | Detail 0090000 Theriault Ddd E 120111979
[ Tree Manager
[ Reporting Tools 13 Carry ID | Detail 0090000 Theriault Ddd E 12/0111979
[- PeopleTools .
. Dotien tn Dovtal = 14 Carry\Dl Cetail 0339000 Theriault Eee T 061111979 [~

Step Action

23. The search results are displayed in emplid otdewever, by clicking the title of
a column, you can sort the results by that columithe example shown the
results have been ordered by first name (disgdimeskecurity reasons).

Note that each person may have multiple entrie¢sdrsearch results. This is
because there are usually multiple name entrifseinlatabase for each person.

Click theResults2 andAdditional Information tabs to see more information
about the people in the search results. Clickxéil link next to an emplid to
open theAdd/Update a Person component for the individual.

Click theCarry I D button next to a person to save the emplid fooraatic
insertion in search pages you may visit sucRaxkaging Status Summary.

24, End of Procedure.
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