Q’A’%gs Reference Guide

| W Universities MaineStreet Fundamentals: Using Search Pages
File Name Using Search Pages BUSPROC.doc
Version 8.9

Date Modified 1/18/2008

Last Changed by ASDS

Using Search Pages

Concept

When you open a page or componersgzgich page appears prompting you for tisear ch keys
needed to locate the data.

This topic describes how to effectively use segrages.
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Procedure

-2 -0 FAuDBEH-SE-

(> Workfarce Monitaring -] iy =
[ Pension
[> Campus Community ﬁ Maintain Prospects Eclt "Miairtain Prospects” Folder
Maintain prospective studert information.
[ Academic Information E Create/Update Prospects E SearchMatch ﬁ Academic Information
I Relationships Maintain & prospect's biographica) and Mariual search Uilty to prevert duplicats ertry Maintain @ prospect’s academic information.
I Participation academic information. of an existing I FElTsst Resuts
I Personal Information =l Education
- Creafe/lUpdate El Academic Interests
Progpects Elstudert Groups
_ %&ma from Relationships ﬁ Participation ﬁ Personal Information
ﬁ o Track a prospect's persanal and professional Track a prospect's extracurricular participation Maintain @ prospect's personal informetion.
cuert relationships and achievemerts: Elhiames
b Assign Recruiters = Relationships = Extracurriculer Activiies ElLsnquaces
b Evaluate Prospects =] Relations With Institutions 5 Honors and Awards BResidenc
b Delete Prospects =] piork Experience = Publications
[> Progpect Summaries
3 C's and Events = Create Prospects from Query
b Summaries Create Prospects from Query

> External Org Summaries
[» Student Recruiters
External Test Scare
Processing
[ Student Admissions
[ Records and Enraliment
- Curriculurm Management
- Financial Ald
[ Student Financials
- Academic Advising
[ Contributor Relations
> SetLp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[ Reparting Tools
- PeopleTools
- Packaging
- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile
[ My Dictionary -

Step Action

1. Begin by navigating to thieocation search page.
Click theCreate/Update Prospects link.
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Home

- Waorkforce Monitoring ﬂ

[ Pension

> Campus Cormrmunity

= Student Recruiting CreatelUpdate Prospects

<7 Maintain Prospects Enter any information you have and click Search. Leave fields blank for a list of all values

[ Academic Information
b Relationships Find an Existing Value
I Participation
[ Personal Information

Mew Window | Help | /B

ID: |begms wnhj‘ Q
Academic Institution: [= ~ UIMSH Q

h

— Create Prospecis fram Academic Career:  |= ¥ UGRD Q
Query Campus ID: begins with ||
[> Assign Recruiters ) -
I> Evaluate Prospects National ID: begins with ]|
b Dtz Pllasjenis Last Name: begins with 7| |
> Prospect Summaries
3 C's and Events First Name: begins wnhj‘
Summaries

B B NS ™ Include History [~ Correct History [~ Case Sensitive

[» Student Recruiters
|» External Test Score Search | Clear | Basic Search & Save Search Criteria
Processing
[ Student Admissions
[ Records and Enroliment Find an Existing Value | Add a Mew Value
- Curriculurm Management
- Financial Ald
[ Student Financials
- Academic Advising
[ Contributor Relations
> SetLp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[ Reparting Tools
- PeopleTools
- Packaging
- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile
[ My Dictionary -

Step Action

2. Collapse the menu pagelet to better view the seasihits on this page.
Click theCollapse button.

=
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News Window | Help | 1&g

CreatelUpdate Prespects
Enter any infarmation yau have and click Search. Leave fields blank far a list of all values.

Find an Existing Value

ID: begins wwlhj| Q
Academic Institution: ’E umse @
Academic Career: ’E vero @
Campus ID: begins with j|
National ID: |hegm5 weith j|
Last Name: [hegins with =]
First Name: | hegins with j |

" Include History [~ Correct History |~ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue \ Add a New Value

Step | Action

3. There are two types of search pages: the basichspage and the advanced search
page. When you select a page, the system oftetagéspn advanced search page o
theFind an Existing Value tab. You may also click theédd a New Value tab to add
a new row of data to the table.

Click theBasic Sear ch link.

Page 4 of 24 Last changed on: 1/18/2008 9:40 AM

>



Q’A’wgs Reference Guide
| Universities

MaineStreet Fundamentals: Using Search Pages

BRI EIESEE

B

ome | Worklist [ MuttiChannel Consale | Ad

Mew Window | Help | /B
CreatelUpdate Prospects

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

Find an Existing Value Add

Search by: [ID ] begins with

™ Include History [~ Correct History
Search | Advanced Gearch

Find an Existing Yalue \ Add a New Value

Step Action

In general, a basic search page offers just ommfields in which you may perform

your search. You designate which key field you wargearch with by entering text
the Sear ch By edit box.

Enter the desired information into theginswith field. Enter ‘A",
5. Click the Search button.

A list of IDs that begin withA are displayed in the Search Results grid.
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Home:

| S

News Window | Help | 1&g

CreatelUpdate Prespects
Enter any infarmation yau have and click Search. Leave fields blank far a list of all values.

Find an Existing Value

Search by: [ID | beains with |4
™ nclude History [~ Correct History

Search | Advanced Gearch

Search Results

Sandra D L SANDRA
PSUNY GRAD Young, Susan Female === (hlank] e USA 55N SUSAN
PESUNY GRAD Grant Shelby Unkngwmn =+ (blank) i V= 7) SEN SHELBY
PEUNY UGRD Greene Ronald Unknowm === (blank) T USA 55N RONALD
PESUNY UGRD Robers,John Male P WAIN i V= 7) SEN JOHN
PEUNY UGRD James, Heather Female =/ (blank) T USA 55N HEATHER
PESUNY UGRD Lee,Michael Unknawn == (blank) i V= 7) SEN MICHAEL
PEUNY GRAD Diaz,Olga Female =/ (blank) T USA 55N OLGA
PESUNY UGRD RiskMark Unknawn == (blank) i V= 7) SEN MARK
PEUNY GRAD Perkins, Tyler Male = (blank) T USA 55N PERKINS TYLER
PESUNY UGRD Wiilliams Victaria Female === (blank) i V= 7) SEN WYILLIAMS YICTORIA
PEUNY GRAD Ramos Trevor Male = (blank) T USA 55N RAMOS TREVOR
PESUNY UGRD Richards,Janis Female === (blank) e CAN SiM RICHARDS JAMIS
PEUNY UGRD Hansen,Loni Female =/ (blank) T USA 55N HANSEN LORI
PESUNY UGRD Fletcher,Kim Female === (blank) i V= 7) SEN FLETCHER Kb
PEUNY UGRD Boyd Allen Male = (blank) T USA 55N BOYD ALLEN
PESUNY UGRD Metler.John Male e (hlank) i V= 7) SEN METZILER JOHN
PSCCS CRED Wialls, James Unknowm === (blank) T USA 55N WYALLS JAMES
PSCCSE EXED Smith Leanne Unknawn == (blank) i V= 7) SEN SMITH LEANNE
PSCCS TECH Dryfus, Peter Unknowm === (blank) T USA 55N DRYFUS FPETER
P EURN UGRD Madison kKath Female =pime  (hlank) bt U [ MADISORN KATHY 52

Step

Action

With a basic search, you have the option of changour search criteria. THgearch
by drop-down list enables you to select differentcle&eys to search against the
database. You can also enter full or partial vafaeghe key field. For example, you
may not know the ID, but you know that the acadeimstitution is PSUNV.

Click the Search by list.

[1D =

Click an entry in the list.

|Academic Institution |
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ome | Worklist [ MutiChannel Congole it

B

Mew Window | Help | /B

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

Find an Existing Value Add a Mew Yalue

Search by: [Academic Institution =] =
™ Include History [ Correct History

Search | Advanced Gearch

Find an Existing Yalue \ Add a New Value

Step

Action

Enter your Institution's code (i.e. UMSO02) into théeld.

10.

Click the Sear ch button.

11.

The Sear ch Results show all rows matching your search criteria. lis ttase, these
are all the ID records associated with the acadé@mtdution PSUNV. You want to
review the data for Sandra Kim. With a basic seawaly the first column in the
Search Results list is displayed as a link.

Click the Search Results table.

PSUNY|

12.

TheBiographical Details page is displayed for Sandra Kim. Notice thatké field
from the search page appear as the uppermostyhgplg field on the page.
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Mew iindow | Heln | Custamize Pate | -

i —|

Biographical Details | Regional

Sandra Kim BADD1 2 @ Narmes
Person Information

Date of Birth: Birth Information Campus ID:

Biographical History

Finet [ view s First 1] 1 o5 1 [ st

‘Effective Date:  |06/29/1985 [ [F[=

*Marital Status: |E‘vmgle j As of:
*Gender: Unknawn
National ID

First E 1of 1 E Last

Primary

*Country *Hational ID Type Hational ID
usa G Social Security Number 000-00-0012 ~ El

Contact Information

Find First [*] 4 cf 4 I Logt [ Phone
Phone —— [oe cnum erstorrea] |
Address Type:

: Home Addresses

Campus *| 925/G94-9400 |
Effective Date: 03/01/1398

&=l
Status: acive [celuiar =] [510/966-2300 ImSE|
— UgA [Fax | [9251694-2550 =
Address: [Home =] [2081377-1235 |
123 Main Street ,7 ’7
Boize, ID 83702 |Ma|n J ‘ | =
Add N
Email
Tvpe ‘Email Address preferced | |
Campus | |Sandra_Kim@psuny.edu v El
[Home =] |Moonchild@anl.com O =
Add

Step | Action
13.

If you want to look at data for another ID, you adick theReturn to Search button
at the bottom of the page.

Click thevertical scrollbar.
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Bioyraphical History

06/29/1998

|E‘vmgle

Unknown

*Effective Date:
"Marital Status:

j As of:
*Gender:

National ID
*Country

Usa QL Social Security Number

Phane

Phone Country |Preferred ’7

(TSI (D Addiesses  [Compis ] a25m6d-400 =
Effective Date: 03/0111998 o [ Froses 2 - o
Status: Active [cetutar -

Country: U = | 'sz5m34-2550 =
Address: [Home =] [2081377-1235 |
123 Main Street |Main j ‘ ,7 ’7 r =

Boize, ID 83702

Campus hd |Saﬂdra)<\m@psunv edu

|Hnme j |Mnnnnmld@an\ carm

VisalPermit Data Gitizenship

&) save

E\Returnto Search | 1[5 Frevious in List | +E] Next in List | [=] Notify | 7t Refresh | [Eb Add LlpdateJD\Splayl F Incluge History

[ Correct History

ting

Bio Cetails | Addresses | Regional | Prospect Career Data | Prospect Program Data | Prospect SchoollR

Step Action

14. | Click theReturn to Search button.
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Home:

| S

Mew Window | Help | i 2]

CreatelUpdate Prespects
Enter any infarmation yau have and click Search. Leave fields blank far a list of all values.

Find an Existing Value

ID: begins with ¥ | |aan012 Q

Academic Institution: [= ~ ’W Q

Academic Career: |= = ’GRADi Q

Campus ID: begins with j| ]
National ID: |hegm5 weith j|

Last Name: [hegins with =]

First Name: | hegins with j |

" Include History [~ Correct History |~ Case Sensitive

Search | Clear | Basic Search [E Save Search Criteria

Search Results
Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.

AADDT2  PEURY Kim,Sandra D Linknuh e

(blank) [E U S5M [ET] SANDRA
440025 PSUNY Youno,Susan Fermale == (hlank} = uEh 55N YOUNG SUSAN
AADO34  PSUMY  GRAD  GrantShelbw Unkigwn = (blanky == eI GRANT SHELEY
440037 PSUNY Greene,Ronald Unkngwn === (hlank) = uEh 55N GREENE RONALD
AD1000  ESUNY Eobetts.John Male S MAIN [esz=e U EE EOBERTS JOHR
AD1001  PSUNY James Heather Fermale == (hlank) = s 55N JAMES HEATHER
AD100Z  ESUNY LeeMichael Unkingn == (blank) [esz=e U EE LEE MICHAEL
AD1003  PSUNY Diaz Olya Fermale == (hlank} = s 55N DlAZ OLGA
AD1004  ESUNY RiskMark Unkingn == (blank) [esz=e U EE ElSK MARK
AD1005  PSUNY Perkins Tyler Male T (blank) = s 55N PERKINS TYLER
AD1006  ESUNY Whillliams Mictoria Eemale = (blank) [esz=e U EE lLLIAME: YICTORIA
AD1007  PSUNY Ramos Trevor Male =TT (blank [ us, 55N RAMOS TREVOR -

Step | Action

15. | The system returns you to the advanced searchwityéhe criteria from the
previous search displayed.

If you want to search again with new criteria, y@aun use th€lear button. TheClear
button refreshes the page without saving so yoleoser new criteria.
Click theClear button.
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torklist [ MutiChannel

B
Mew Window | Help | /B

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

Find an Existing Value

ID: |hegm5 W\Ihj| Q
Academic Inslitu‘iun:m &
Academic Career:  [= 7]  a
Campus ID: heqing with j|
National ID: begins with j|
Last Name: begins with j |
First Name: begins with j |

™ Include History [~ Correct History [~ Case Sensitive

Search | Clear | Basic Search Save Bearch Criteria

Find an Existing Value \ Add 2 MNew Value

Step Action

16. | The options on the advanced search page enabl® ywurow your search by
entering values in more than one type of critéftee advanced search page contain
several keys to search for your record.

If you do not know any criteria for your searchuyaan just click th&ear ch button
to display a list of all records in the database.
Click the Search button.
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CreatelUpdate Prespects
Enter any infarmation yau have and click Search. Leave fields blank far a list of all values.

Find an Existing Value

ID: begins wwlhj| Q
Academic Institution: |= = Q
Academic Career: |= ~ Q

Campus ID: begins with j|

National ID: |hegm5 weith j| §

Lotane ogriy] | TS— e
First Name: [peginswitn =] At least ane key field must be entered. (1000, 168)

I~ Include History [~ Correct History [~ The dialog box is prompting you For key values — you must enter a value into at least one Figld.

Search | Clear |EasmSeamh 8

Find an Existing Yalue \ Add a New Value

Step | Action

17. | Some search records require that at least oneiddeyble entered to conduct a search.
This helps ensure a manageable search results list.
Click the OK button.
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CreatelUpdate Prospects
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

ID: |hegm5 W\Ihj| Q
Academic Inslitu‘iun:m &
Academic Career:  [= 7]  a
Campus ID: heqing with j|
National ID: begins with j|
Last Name: begins with j |
First Name: begins with j |

™ Include History [~ Correct History [~ Case Sensitive

Search | Clear | Basic Search 1B Save Search Criteria

Find an Existing Value \ Add 2 MNew Value

torklist [ MutiChannel zole | Add

Hew Window | Help |

Step

Action

18.

Click in theAcademic I nstitution field.

19.

Enter the desired information into tAeademic I nstitution field

. Enter PSUNV".

20.

Click the Sear ch button.

Last changed on: 1/18/2008 9:40 AM
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CreatelUpdate Prespects
Enter any infarmation yau have and click Search. Leave fields blank far a list of all values.

Find an Existing Value

Mews Window | Help | /& =]

ID: begins wwlhj| Q

Academic Institution: ’E Psuny @

Academic Career: ’E [ -

Campus ID: begins with j| ]
National ID: |hegm5 weith j|

Last Name: [hegins with =]

First Name: | hegins with j |

" Include History [~ Correct History |~ Case Sensitive

Search | Clear | Basic Search [E Save Search Criteria

Search Results

first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.

[Academic  [Academic ati ational ID [NID Short
L Hame Gender 9 |Last Hame
Institution |Career D ountry |Description

GRAD Kirn,Bandra D Unknown = (lank) e USA 58N K SANDRA
AAODZ5  PSUNY GRAD Y¥oung,Susan Female === (hlank T USA 58N HOUMG SUSAM
AADDZ4  PEUNY GRAD GrantShelby Unknawsn =5 (blank) e USA 58N GRANT SHELBY
AAODZT  PSUNY UGRD Greene,Ronald Unknowyn === (hlank] T USA 58N GREEMNE ROMNALD
ADT000  PSUNY UGRD Eoberts John Male R AN e USA 58N EQOBERTS JOHMN
AD1001  PSUNY UGRD James Heather Female === (hlank T USA 58N JAMES HEATHER
ADT00Z  PSUNY UGRD LeeMichael Unknawsn =5 (blank) e USA 58N LEE MICHAEL
AD1003  PSUNY BRAD Diaz,Olga Female === (hlank) i V=T 55N DIAZ OLGA
ADT004  PEUNY UGRD Riskark Unknawsn =5 (blank) e USA 58N RIEK MARK
AD1005  PSUNY GRAD Perkins, Tyler Male = (blank T USA 58N PERKING TYLER
ADT00E  PSUNY UGRD Wiilliams Victoria Fermale == (hlank) e USA 58N WMILLIAME MICTORIA
AD1007  PSUNY GRAD Ramuos, Trevor Male T (blank] T USA S8 RAMOS TREVOR -

First [4] 1-10

Step | Action

21. | The search function can retrieve up to 300 enfras the database, displaying

L1

several results at a time in the Search Resulds gse your browser's scroll bar to
view all listings on the current page. If the Issubdivided, click the right arrow
above the grid to view the next set of listings.

Click the Show Next button.

22. | The next set of locations is displayed.

If your search retrieves more than the maximumI&didgs, the Search Results grid
prompts you to enter additional criteria to redti@number of search results.

Page 14 of 24
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CreatelUpdate Prospects
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

ID: |hegm5 W\Ihj| Q

Academic Inslitu‘iun:m E Y

Academic Career:  [= 7]  a

Campus ID: beqing with 7| 5
National ID: begins with j|

Last Name: begins with j |

First Name: begins with j |

™ Include History [~ Correct History [~ Case Sensitive

Search Clear | Basic Search 1B Save Search Criteria

Search Results

:(‘::n"i'ui:‘ 2:::::“i° Mame Gender it E‘"" us :_"“"“' Last Name
CC0020 PSUNY UGRD Willagairosa Jorge Sanchez Male == (blankd T USA =il WILLAGAIROSA JORGE
CC0021 PEUMY GRAD an,Shive-Lin Eemale =rop= (planky e USA 85N AN SHIVELIN
CC0021 PSUNY UGRD Yan,Shiue-Lin Female /=== (hlank] T USA =il AN SHIUELIM
CCO022 PEUMY GRAD an,Shin-Lin Eemale =rop= (planky e USA 85N AN SHIMLIM
CC0022 PSUNY UGRD Yan,Shin-Lin Female /=== (hlank] T USA =il AN SHIMLIM
CCO023 PEUMY GRAD Ghassinghe Kivarne Male T (blank) PR USA 85N GHASEINGBE  KIMAME
FAOD331 PSUNY UGRD Azevedo,Veronica Unknown === blank) e USA SSM AZEVEDOD WEROMICA
FAD332 PEUMY UGRD Zender,Catherine Unkngwn =P (planky e USA 85N ZENDER CATHERIME
FAD334 PSUNY UGRD Jones Clive Unknown === (hlank] T USA =il JONES CLIVE
FAD335 PSUMY UGRD Dawi,Duarte Unkngwn =P (planky e USA 85N DAl DUARTE
FAD33E PSUNY GRAD Walman Margaret Unknown === (hlank] T USA =il VWAL MAM MARGARET
FAD337 PEUMY GRAD Imbehe Twaya Unknown = (blanky e USA S5M IMBEBE AR -

first 300 results can be displayed. Enter mare information above and search again to reduce the number of search results.

First ] 1o

Step

Action

23.

It is better to narrow your search if the resulspthy too many rows to effectively
review.

One way to narrow your search is to use a key mbiwation of keys with full or
partial values. One way you can select criterlayisising thd.ookup (magnifying
glass) buttons provided for some of the fields.

For example, suppose you know that the person g@loaking for is associated with
the academic institution PSUNV and wants to erinothe Graduate Business
academic career.

Click theL ookup button.

&
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Look Up Academic Career

Academic Institution:
Academic Career:

PEUNY
|hegm5 W\Ihj|
|hegm5 W\Ihj|

Description:

Look Up | Clear | Cancel | Basic Lookup

Search Results
Vi Al First E 1-8oi8 E Last
[Academic Career |Description

Mew Window | Help |

BUSN Graduate Business
CHED Confinuing Education
GRAD Graduate
LA Law
MEDS Medical School
TECH Technical
UENG Undergraduate Engineering|
LGRD Undergraduate
Step | Action

24.

criteria.
Click theSearch Results table.
[Busn Graduate Elusinessl

You use thé_ook Up page to search for and select key values to ugetinsearch

Page 16 of 24
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CreatelUpdate Prospects
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

ID: |hegm5 W\Ihj| Q
Academic Inslitu‘iun:m E Y
Academic Career:  [= 7] Busn — a
Campus ID: beqing with 7| 5
National ID: begins with j|
Last Name: begins with j |
First Name: begins with j |
™ Include History [~ Correct History [~ Case Sensitive
Search Clear | Basic Search Save Bearch Criteria

PeopleSoft.

torklist [ MutiChannel

New Window | Heln | /&

Search Results
Only the first 300 results can be displaved. Enter more information above and search again to reduce the number of search results.

First [ 1 O Lest|
o ::f:(‘::n"l'u':‘ 2:::::“” Hame Gender gl":&"f ﬁ;m LAMDUE ::J“'“"“' 2‘::']?""‘" = "E::‘I“:m Last ame First Hame
CCO020 PSUNY UGRD Willagairosa,Jorge Sanchez Male T USA SSM WILLAGAIRDSA JORGE

ICCO0021 PSUNY GRAD an,Shive-Lin Eemale =y b\ank usA 85N AN SHIVELIN
ICCO021 PSUNY UGRD Yan,Shiue-Lin Female === (hlank] T USA =il AN SHIUELIM
CCO022 PEUMY GRAD an,Shin-Lin Eemale =rop= (planky e USA 85N AN SHIMLIM

CC0022 PSUNY UGRD Yan,Shin-Lin Female /=== (hlank] T USA =il AN SHIMLIM

CCO023 PEUMY GRAD Ghassinghe Kivarne Male T (blank) PR USA 85N GHASEINGBE  KIMAME

FAOD331 PSUNY UGRD Azevedo,Veronica Unknown === blank) e USA SSM AZEVEDOD WEROMICA
FAD332 PEUMY UGRD Zender,Catherine Unkngwn =P (planky e USA 85N ZENDER CATHERIME
FAD334 PSUNY UGRD Jones Clive Unknown === (hlank] T USA =il JONES CLIVE

FAD335 PSUMY UGRD Dawi,Duarte Unkngwn =P (planky e USA 85N DAl DUARTE

FAD33E PSUNY GRAD Walman Margaret Unknown === (hlank] T USA =il VWAL MAM MARGARET
FAD337 PEUMY GRAD Imbehe Twaya Unknown = (blanky e USA S5M IMBEBE AR -

Step

Action

25.

Click the Sear ch button.

26.

The seven IDs that match this criteria are displapeheSear ch Results list. With
an advanced search, all the columns in the SearshlIR list are displayed as links.
Click the Search Resultstable.

27.

TheBiographical Details page folMaria Oritz is displayed.

Search List Navigation buttons are available to process your search. ahey
displayed below the transaction area of the page.

28.

TheReturn to Sear ch button returns you to the search page for the aicit type.

29.

ThePreviousin List button displays the data for the previous datairoyour search
list box. This push button appears gray if youmtd select the data row from a list
box, if there was only one row in the list, ortittdata displayed is the first row on t
list.

30.

This push button appears gray if you did not sdleeidata row from a list box, if
there was only one row in the list, or if the ddisplayed is the last row on the list.

TheNext in List button displays the data for the next data royoiar search list box,
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Biographical Details Add Regional t Career Data

Maria Oritz AD10TT MNames

Person Information

Date of Birth: B Birh Information Campus ID:
Biographical History

*Effective Date:  |10/22/1988 F[=

*Marital Status: |Sing|e =] asor [5]
*Gender: Female =

National ID

[l e | Finc
*Country *Hational 1D Type Hational ID

ugsa QL Social Security Number - 999-08-9935

Contact Information

First 4] 1 o7 1 [ st | Phone

Type Phone Ext Country |Preferred
Address Type: Home Addresses l—_[HDme = ’7 ,7 ’7 = El
Effective Date: 102611998

Wain = r
Status: Active I J ‘ =
Country: ESFP
Address:
8901 Camino del Gato,
Barcelona

VisalPermit Data Citizenship

& sove | E\Retumito Search | | +Previous in Lt | sElMextinList | Elmotty | | b Retresh | | Evao | upustenisplay | | nchus History | 57 Corredt Histary

Bio ical Details | Addresses | Regional | Prospect Career Data | Prospect Program Data | Prospect SchoolRecruiting

Step | Action

31. | Because the search results displayed seven mdahgsur search, and ID AD1077
was listed first, notice that tdext in List button is active, but thereviousin List
button is not. If you want to view data for the @éthDs listed in the search results, y
can use these buttons to navigate between theabeata.
Click theNext in List button.

+[] Mesdt in List

32. | The next ID record in the list is fétough Kuong.

You can continue to use tiNext in List andPreviousin List buttons to navigate
between all the rows in the search list. You can atturn to the search page for
additional searches.

Click theReturn to Search button.

S Return to Search
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Hew Window | Help |

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

Find an Existing Value

ID: [hegins with =] [sD1078 Q
Academic Inslitu‘iun:m E Y
Academic Career:  [= 7] Busn — a
Campus ID: heqing with j|
National ID: begins with j|
Last Name: begins with j |
First Name: begins with j |

™ Include History [~ Correct History [~ Case Sensitive

Search Clear | Basic Search 1B Save Search Criteria

Search Results

First [4] 1-7 of 7 [}] Last
Hational ID Hational ID Country HID Short Description |Last Hame [First Hame

AD1 077 PSUNY BUSH Oritz Maria Femals =/ (blank) T USA 55N ORITZ  MARIA
AD1078 PELMY BUSN Kuong,Hough Sa Unknowin = (hlanky e USA 58N KUQNG  HOUGH
AD1078 PSUNY BUSH YoungThomas Female == (blank) T USA 55N YOURG  THOMAS
AD1081 PEUNY BUSN HoRichard Unkngun = (hlanky e USA S8M HO RICHARD
AD1 085 PSUNY puSH Parker.Jane Female =F5=  (blank) T USA 55N PARKER JANE
FADB28 PSLINY BUSN GirouxDavid P Male i il (hlank) e USA 58N GIROUX  DAVIDP
EADB3S PSUNY BUSN Kiss krisslina il Femals == blank T USA 55N KISS KRISFTINAM

Find an Existing Yalue \ Add a New Value

Step Action

33. | Click theClear button.

Clear

34. | Suppose you want to search for all Person IDs &seadcwith the academic institutia
PSUNV who have last names that begin with M.
Click in theAcademic I nstitution field.

35. | Enter the desired information into tAeademic I nstitution field. Enter PSUNV".
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CreatelUpdate Prespects
Enter any infarmation yau have and click Search. Leave fields blank far a list of all values.

Find an Existing Value

ID: begins wwlhj| Q
Academic Institution: ’E Psund @
Academic Career: ’E [ -
Campus ID: begins with j|
National ID: |hegm5 weith j|
Last Name: [hegins with =]
First Name: | hegins with j |

" Include History [~ Correct History |~ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue \ Add a New Value

Step | Action

36. | Click in theLast Name field.
| |

37. | Enter the desired information into thast Name field. Enter M".

38. | Click theSearch button.
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Home:
>

Dlews Window | Help | /&,

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

Find an Existing Value

ID: |hegm5 W\Ihj| Q
Academic Inslitu‘iun:m E Y
Academic Career:  [= 7]  a
Campus ID: heqing with j|

National ID: begins with j|

Last Name: begins W\Ihj|M

First Name: begins with j |

™ Include History [~ Correct History [~ Case Sensitive

Search Clear | Basic Search 1B Save Search Criteria

Search Results

Madisan Kathy blank) 88N MADISON KATHY
FADT3S PEUNY GRAD Makepeace.lean A Female =/ (blank) === LI5A 58N MAKEPEACE JEAMA
SFEKO00E0 PEUINY UGRD MaklafeyAris G Male o (planky PR LISA SEN MAKLAFEY ARTIS
FATO126  PSUNY UGRD Malboro Amit Unknown =P (blank) T LS4 55N MALBORO  AMIT
SFTCO2027 PEUNY LUGRD Malone Ryan Male o (planky PR LISA SEN MALONE BYAR
FADBOR PEUNY BRAD Marcus James 5 Male T (hlank) ST USA 55N MARCUS JAMESS
SEVO184  PSUNY LUGRD MARIELLE Ludavic Male e (planky PR FRA EEN MARIELLE LUDOVIC
FADD24 PEUNY BRAD Mark Keith R Male TP (hlank) ST USA 55N MARK KEITHR
FAO812 BEUNY LUGRD Marker,Keith R Male o (planky PR LIGA EEN MARKER KEITHR
FAD34 PEUNY UGRD Markowitz.Jon Unknown =P (blank) T LSA 55N MARKOWITZ  JON
SFEKO0052 PEUINY LUGRD Marshall Jomell O Male o (planky PR LIGA EEN MAREHALL ~ JORMELL
SEVO11E  PSUNY UGRD Martin,Rens Male T (blank) TS CHE AHY MARTIN RENE
SEV0211  PSURNY GRAD MARTIM Lean Male S blanky e FRA 58N MARTIN LEON -

Step Action

39. | If the search criteria you selected is somethirg ylou think you can use again, you
can save the specifics of the search.
Click the Save Sear ch Criteria button.

ﬁ Save Search Criteria
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Save Search As

MName the search and then click Save

Name of Search:

The saved search will contain these values:

1D: heging with
Academic Institution: = PSUNY
Academic Career: =
Campus ID: begins with
Mational ID: begins with
Last Name: begins with M
First Hame: begins with

=) save | Return to Ad: d Search

Step | Action

40. | Enter the desired information into tNeme of Sear ch: field. Enter 'L ast name
beginning with M".

41. | Click theSave button.
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Save Search As
Search saved as Last name hedinning with b.

Return o Advanced Search

Step Action
42.

Click theReturn to Advanced Search link.

[Return to Advanced Search
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CreatelUpdate Prespects
Enter any infarmation yau have and click Search. Leave fields blank far a list of all values.

Find an Existing Value

Use Saved Search: | Last name beginning with b =

ID: [egins with =] | Q

Academic Institution: ’E ET =Y

Academic Career: ’;[ [ e

Campus ID: begins with j|

National ID: begins with j|

Last Name: begins W\Ihj|M ]
First Name: | begins with j |

I Include History [~ Correct History [~ Case Sensitive

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

Mews Window | Help | /& =]

Academic Academic Date of \Campus [Hational
Institution Career lame Gender gy, m m

AD10256  PSUMY UGRD Madison,Kath Female = (blank) [IE) RN MADISON  KATHY
FAOT3S  PSUNY GRAD Makepeace Jean A Female =P (blank) T UgA 55N MAKEPEACE JEANA
SFEKO0060 PSURY UGRD Maklatey Arts G Male S (blank) St USA SEN MAKLAFEY — ARTIS
FATO126  PSUNY UGRD Malboro Amit Unknown == (blank) T Uga 55N MALBORO — AMIT
SFTCO2027 PSUNY UGRD Malone Ryan Male S (blank) St USA SEN MALOKE RYAN
FADBDE  PSUNY GRAD Marcus James § Male TP (blank) = UG 55N MARCUS JAMESS
SEVO184  PSUMNY UGRD MARIELLE, Ludovic Male S (blank) 2t ERA 58N MARIELLE  LUDOVIC
FAD824  PSUNY GRAD Mark Keith B Male TP (blank) = UG 55N MARK KEITHR
FAOS1Z  PSUMNY UGRD Marker,Keith & Male S (blank) St USA 58N MARKER KEITHR
FAD34E  PSUNY UGRD Markouitz Jon Unknown == (blank) T Uga 55N MARKOWITZ JON
FEKO0052 FEUIN UGRD Marshall Jomel & Male S ploply e () M MARGHALL  JORNELL -

First [4] 167 of67 [}] Last

Step

43.

Notice that dJse Saved Sear ch drop-down list appears so that you can selectedsg
search. Once a search has been saved, that sjgeeifith record is available for use
other search pages that use the same search record.

4

44,

You can also delete any saved search by usinDétete Saved Sear ch link.

45,

For any of the criteria, you also can use@ase Sensitive option. This ensures that
the search results are based on matching the oasenyer in the criteria.

46.

In summary, you can search for data by u@agc or Advanced search pages. Whe
conducting a search, you can eritdt or partial values for any of the search keys.
Once you open a page or component, you can uddettién List andPreviousin
List buttons to navigate between the rows in the se@lits. You can alssave
search criteria.

End of Procedure.

>
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