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Using the Find Feature

Concept

To help you easily find the data you are looking for when there are many rows of data to search
through, PeopleSoft provides the Find feature.
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Procedure

R EIESEE

< Biographical
[ Addresses/Phones
[ Persanal Attributes
[ Person FERPA
> Relationships
— I 5
— Emergency Contacls
— WWork Experience
[> Health Information
I Identification
I Participation Data
[> Biodemo Processes
[ 1D Management
— Search/Match
— Address Search
— Add/Update a Person
b Personal Information
(Studenty
[ BEVIE
[> Checklists
[> Communications
[> Corments
[» 3C Engine
[» Bemvice Indicators
Service Indicators
(Student)
> Organization
[ Committees
> Campus Event Planning
b Mational Student Index
MNZL
[> Personal Infarmation LD
- Student Recruiting
[ Student Admissions
[ Records and Enroliment
[ Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
> SetLp HRMS
- SetLp SACR
> Enterprise Components
[ Worklist
- Application Diagnostics

Names

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

Find an Existing Value

1D:

Campus ID:
National ID:
Last Name:
First Name:

Mew Window | Help | /B

[beginz with =] |
|begm5wnhj‘
begins with =] |
begins with =] |
haginswithj‘

[ Include History [~ Correct History [~ Case Sensitive

Search

| Clear | Basic Search Savwe Search Criteria

Step

Action

In this example, you are updating name information for a student with the last name of
Kroft. Y ou know that the Person ID begins with "KA."
Enter the desired information into the I D field. Enter "K A",
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UNIVERSITY OF MAINE SYSTEM

R EIESEE

Home

= Biographical |
[ Addresses/Phones
[ Persanal Attributes
b Parson FERRA Names
> Relationships Enter any information you have and click Search. Leawe fields blank for a list of all values.

— Waork Experience

Mew Window | Help | /B

[> Health Information

I Identification 10: [oegins witn 7] il

I Participation Data Campus ID: [begins with =] |

[> Biodemo Processes " . - -

b 1D Management National ID: [ begins with ¥]|

— Search/Match Last Name: [begins with =] |

— Address Search

— AdtiUpdate a Person First Name: haginswithj‘
[ F‘e(rgstnul";a;n\gmrmatinn [ Include History [~ Correct History [ Case Sensitive
[ BEVIE
I Checklists Search | Clear | Basic Search B Save Search Criteria
[> Communications
[> Corments
[» 3C Engine

[» Bemvice Indicators
Service Indicators
(Student)
> Organization
[ Committees
> Campus Event Planning
b Mational Student Index
MNZL
[> Personal Infarmation LD
- Student Recruiting
[ Student Admissions
[ Records and Enroliment
[ Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
> SetLp HRMS
- SetLp SACR
> Enterprise Components
[ Worklist
- Application Diagnostics -

Step Action

2. Click the Sear ch button.
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Home
= Biographical 2 Mews Window | Help | /& =]
& addressesiPhones ! s
[> Personal Attributes
& Person FERPA Names

[ Relationships Enter any informatian you have and click Search. Leave flelds blank for a list of all values.
— Names

— Emergency Contacts Find an Existing Value
— otk Experience
[> Health Information " "
1 Identification 10: begins with =] 4
[ Participation Data Campus ID: [begins with ]|
> Bindemo Processes 5
I ID Management National ID: hegmswnhj‘
~ SearchiMatch Last Name: | begins with || -
— Address Search N
- AddiUndate a Ferson First Name: [begins with =] |
IFeSeiE e [ include History [ Correct History [~ Case Sensitive
(Student)
[ SEVIS
I Checklists Search Clear | pasic Search B Save Search Criteria
[ Communications
[ Comments
1> 3C Engine Search Results
[> Service Indicators 4 O
Bervice Indicators
(Student) B First Hame
Egﬁ,ﬁmﬂg? 1<AD001 TavlorJane Elizabeth @lang = U8A 88N TAYLOR  JANE
> Gampus Event Planning KADDOZ Kert Elizabeth flank) =T Uga e KERR ELIZABETH
L Mational Student Index KADDOD3 Cores Maria blank) e USA B8N CORTES MARIA
MZL KADDD4 Holley,David William blank) T USA SN HOLLEY DAVID
s ';P:’E‘”';a‘ ‘"fﬂ‘"”at'”” LD <AD00 L aidlaw,John {blanky = Uss 8N LAIDLAY  JOHN
udent Recruiting -
=AdUnE DRelllyhichas] /T Loa Ei=li] LREILLY MICHAEL
T e s s KADDDE O'ReillyWichael blank) LA SN OREILLY MICHAEL
> Recards and Enroliment KADDOD? Pearceiarren Frank blank) e USA SEN PEARCE WARREN
- Curriculurm Management KAODDDB Franks William blank) LA SN ERARKE WILLIAR
[ Financial Ald KAOONS Katlsen Eric blank) e USA 55N KARLSEN ERIC
Eﬁﬁﬂimmﬁﬁ KAQDT0 Browr Marcus tlank) T ugs s8N BROVN MARCUS
I Contributar Relations — |KAODO11 HamiltonJack blank) UsSA 55N HAMILTOM  JACK
[ SetUp HRMS KADDM 2 Evers,Micole Christine  Female D™= blank) T USA SEN EVERS NICOLE
(- SetUp SACR KAOD13 BellKevin Andrew Male =i blank) e USA 55N BELL KEWIN
[ Enterprize Components KAODD1 4 Whitford Justin Male =TT blank) T USA SN WHITFORD  JUSTIN
[ T KADD15 Hamilton,Linda Eemale /== (blank) =R UgA asn HAMILTON  LINDA
(> Application Diagnostics - -

Step | Action

3. The Search Resultslist shows 194 rows of IDs that begin with "KA." When looking
at agrid or ascroll area of data, you can |locate a particular row quickly by using the
Find feature.

You press [CtrI+F] to open the Find dialog box. In this example, thiswill be done for
you.
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BRI EIESEE

Home

= Biographical | Mew Window | Helo | /& *|
> Addresses/Phones ! 5
[ Persanal Attributes
b Parson FERRA Names

> Relationships Enter any information you have and click Search. Leawe fields blank for a list of all values.
— Narmes

— Emergency Contacts
— Waork Experience
[> Health Information

> Igentiication 0: [lzegins with =] Jen

[ Participation Data Campus ID:|begm5WIth =l

[> Biodemo Processes " . - :

1 ID Managemant National ID: [ begins with ¥]|

— Search/Match Last Name: [ begins with || i
— Address Search . —

~ AddiUndate a Person First Name:|begins it TR 21X

Personal Information

[ Include History [~
B (Studanty v Find what: [ FindNext

[» BEVIS

1> Ghecklists Gearch Cleal [~ Match whole word orly ';i'es““”(_ b Cancel
e Up & Down

™ Match case

[> Communications
[> Corments
I 3¢ Engine Search Results
[» Bemvice Indicators
Service Indicators
(Student)

First [4] 1-100 of 184 [ Last

Campus ional  [Hational ID m R P —
m o [Country Deserip [Fesihame  [rsiiame

[1]

:; gf;'x:;'sg KADDO1 TavlorJdane Elzabeth  Female =/r=  (plank) === UZA S50 TAYLOR JARE

> Gampus Event Planning 1<A0002 Ker Elizabeth Femal */#=  (blank) et UgA 88N KERR ELIZABETH

- Natlonal Studsnt Index KADDDS Cortes Maria Eemale ™= (plank) = UgA 8N CORTES  MARIA

NZL _ KADO04 Holley David Willlam — Mals — *9  (hlank) == Uga 88N HOLLEY  DAVID
L gtssgifgﬂc‘m‘rgga“m HLD 1<ADO0S Laidlaw,John Male Trree (blank)  m Usa s8N LADLAYW  JOHM
uiti = — =
- Student Admissions KADDDE O'Reilly Michael Male ;f’*f"”* {olank) ush 55N OREILLY  MICHAEL
> Records and Enroliment |KAODDODT PearceiWarren Frank Male T (blank) T USA jei=iil] PEARGCE WARREN
[ Curriculum Management [KAODOB Franks William Male  EEEEE (hlank) SR LISA 8N FRANKS SILLIAM
I Financial Aid |KADDDG Karlsen Eric Male TV (blank) | T USA 55N KARLSEM  ERIC
Ei‘”‘f"‘“:j””a‘s KAD01 D Brovn Marcus Male S fhlank) SRS USA 580 BROWN MARCUS
cademic vising ] B

I Contributor Relations |kAQ011 HamiltonJack Male Zfmrem o (blank)  ZmE o LSA 6N HAMILTON  JACK
(> Set Up HRMS KADD12 Evers,Nicole Christine  Female *r blank) e USA 55N EYERS NICOLE
1 et Up SACR AD013 BellKevin Andrew: Male =y (plank) T UgA 8N BELL KEWIN
> Enterprise Componants KADD1 4 Wihitford Justin Male =P (blank) e UgA 88N WHITFORD  JUSTIN
b Worklist 40015 Hamilton,Linds Female ™/ (planky T USa s8N HAMILTOM — LINDA
- Application Diagnostics Ll " N v T I " I -

Step Action

4, Y ou enter the text string you are searching for in the Find what: field of the Find
dialog box. You can add additional criteriato match the whole word only or to match
the case of what you have typed.

Enter the desired information into the Find what: field. Enter "kroft".
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e R S E

= Biographical -
I AddressesiPhones = New o | Help | v
[> Personal Attributes
& Person FERPA Names
[ Relationships Enter any informatian you have and click Search. Leave flelds blank for a list of all values.

— Emergency Contacts Find an Exi g Value
— otk Experience
[> Health Information

1 Igniification o: begins wih =] [
I Participation Data Campus ID: [begins with ]|
> Bindemo Processes 5
I ID Managernent National ID: hegmswnhj‘
SearchMatch Last Name: | begins with || —
Address Search . —
AyUpdate a person | | First Name: beyins it L [E]
Fersonal Information
S I Include History [ Find what Ikmfll T I
[ SEVIS
I Checklists Search Clear | [~ Match whole word only | 21eeion Cancel
[ Communications I Match gase cu Down
[> Comments -
I 3¢ Engine Search Results

[> Bervice Indicators First 1-1 194 [ L

Bervice Indicators - -
3 Campus [Hational [Hational ID . .
(Studenty D m ICountry Last Hame  |First Hame
e USA

E ggﬁ,ﬁmﬁg‘gg |KADDO1 Taylor.ane Elizabeth  Femals =Fr==  (blank) U 38N TAYLOR JANE
1 Campus Event Planning KAODOZ Kerr Elizabeth Eemale ™= (plank) = USA 88N KERR ELIZABETH
L Mational Student Index KAOON3 Cortes,Maria Fernale =i blank) e UBA ] CORTES MARIA
NZL KKADOD4 Hollew David William — Male ™= (blank) == UgA g8l HOLLEY  DAVID
s gf:’ﬁ‘”’;a‘ ‘"f”‘"”a“”” NLD (<ADD05 L aidlaw,John Mals =P fhlank) e Uga 38 LADLAW  JOHM
udent Recruiting . —
[ Student Admissions KADDDE O'ReillyWichael IMale ”I”Fm (blanky m USA S5 OREILLY MICHAEL
- Records and Enroliment |KAODDD? PearceiWarren Frank Male = (lank) e UBA ] PEARCE WARREM
b Curriculum Management [<ADODE Franks William Male ™Y (blank) T Ugs g8l ERANKS — WILLIAM
> Financial Aid ADDDS Karlsen Eric Male 2P (blanky =R USA 55l KARLSEM  ERIC
Eigﬂiﬂm&m‘s‘mz KADD10 Brown.arcus Male =P flank) T Uga 55 BROWN MARCUS
> Contributar Relations — [KAD011 Hamilton,Jack Mals PP blanky  eer USA 38N HAMILTON  JACK
[ Get Up HRMS KADD12 Evers,Micole Christine  Female ===+ blank) e UGA ==l EYERS NICOLE
- St Up SACR KAOM 3 Bell Kevin Andiew Male =P (hlank) e UgA a8l BELL KEWIN
1 Enterprise Components KADD1 4 Wihitford Justin Male ™Y (blank) T Ugs g8l WHITFORD  JUSTIN
|- it kADD5 Hamilton Linda Femals /P (blank) === Usa 55 HAMILTOM  LINDA
(> Application Diagnostics - =

Step | Action

5. Click the Find Next button.
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BRI EIESEE

= Biographical |
[ Addresses/Phones
[ Persanal Attributes
[ Person FERPA

> Relationships

— Emergency Contacts
— Waork Experience
[> Health Information
I Identification
I Participation Data
[> Biodemo Processes
[ 1D Management
Search/Maich
Address Search
AddiUpdate a Person
b Personal Information
(Studenty
[ BEVIE
[> Checklists
[> Communications
[> Corments
[» 3C Engine
[» Bemvice Indicators
Service Indicators
(Student)
> Organization
[ Committees
> Campus Event Planning
b Mational Student Index
MNZL
[> Personal Infarmation LD
- Student Recruiting
[ Student Admissions
[ Records and Enroliment
[ Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
> SetLp HRMS
- SetLp SACR
> Enterprise Components
[ Worklist
- Application Diagnostics -

Search Results

KADDD1 Taylor.Jane Elizabeth
[KADDO2 KerrElizabeth
KADDD3 Cores Maria

KADD 4 Whitford, Justin
KADDM S Hamillon,Linda

KADDM T PaulikJoanne
[KADDE Miles,Grant

KADDM 8 Anderson,Diedre Jang
[<AD0Z0 AwangMubhamed

[<AD022 Douglas,Cathy Jane
KAODZ3 Bones Steven James
|<A0024 O'Donnell,Luke Malcalm
KAOD25 Jones,Terry John
[<AD0Z6 Dalton Caral Margaret
KAOD2T Wien,Brandan

[KADDS0 HodderJasper

KAIONT AgarMary Jane

[KAZ002 Barlow MayAdarm
KAION3 RonsonMarcus Graham
KAZ004 KennedyMelissa
KAIONS LKBrmyn

KADD1E Ridgestone lucas—— [mEmwe

Fermale
Eernale Zr=
Eermnalg Ty

<ADDOD4 Holley, David William Male =

KADDDS Laidlaw.John Male =

KADDODE O'Reilly.Michael Male =

KADDDT Pearceiiaren Frank Male e

[KADDOB Franks William Malo___srisiior

KADODS Karlsen,Eric

[<ADD10 Brown,Marcus Fadleic |kmf|

KADDM 1 Hamillon,Jack .

[KAQD12 EversNicole Ct [~ Match whole wordanly | D ioo" Cancel
KADD3 BellKevin Andt [~ piich case  Up & Down

KADD21 Alexander,Fiona Margaret

ey T yereray
Female ==+ hlank) e USA
Male = blank) e LUSA
Female ==+ hlank) e USA
Male = blank) e LUSA
Female ==+ hlank) e USA
Eernale 2 blank) e USA
Male =T (blank) T USA
Male = blank) e LUSA
Male =T (blank) T USA

blank) e LUSA
Male (blank) =T USa
Male = blank) e AUE
Female ==+ hlank) e USA
Male = blank) e LUSA
Male =T (blank) T USA
Eernale 2 blank) e USA
Eernals Ty blank) e USA

Home

First [4] -1 CEN ) |
lLast Hame First Hame
TAYLOR JANE
KERR ELIZABETH
CORTES  MARIA
HOLLEY — DAVID
LADLAW  JOHN
OREILY  MICHAEL
PEARCE  WARREN
ERANKS  WiLLIAM
KARLGEN  ERIC
BROW MARCUS
HAMILTON  JACK
EVERS MICOLE
BELL KEVIN i
WHITFORD  JUSTIN
HAMILTON  LINDA
RIDGESTONE LUCAS
PAULIK JOANNE
MILES GRANT
AMDERSOM  DIEDRE
AANG MUHHAMED
ALEXAMDER  FIONA
DOUGLAS  CATHY
BOMES STEVEN
ODOMMELL  LUKE
JOMES TERRY
DALTON CAROL
WEN BRANDON
HODDER  JASPER
AGAR MARY
BARLOWS  MAX
RONSOM  MARCUS
KEMMEDY — MELISSA
KROFT KERRYN -

Action

6. The Find feature quickly highlighted the entry for Kroft in the search resultslist.

Cancel

Click the Cancel button.
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e I IR =]
= Biographical - |
& addressesiPhones Search Results
[> Personal Attributes - o
First - El
[ Person FERPA ret (4] 11 |
I Relationships ate of Campus [Hational [Hational ID [MID Short R e —
ID D ICountry Description FEsitame i Tame
— Emergency Contacts [<AD001 TavlorJane Elizabeth Eernale T blank) (e TAYLOR JANE
— WWark Experience IKAODDZ Kerr,Elizabeth Female == (plank) = LISA 58N KERR ELIZABETH
D Health Information KADOO3 Cortes Maria Eemale PP (planky == USA s8N CORTES  MARIA
I Igentification KADDDA Holley David ¥illiam Male =TT (hlank) T USa 55N HOLLEY DAYID
Laadiiugtonbaty KADDOS Laidlaw John Male T (lank = UgA sEN LADLAW  JoHN
[» Bindemo Processes
b ID Managernent 1<ADD0B O'Reilly Michagl ale  TITTTT (blank) T USA sSN OREILLY  MICHAEL
SearchiMatch IKADDOT PearceMiarren Frank — Male 2P0 (plank) 22 USA 88N EEARCE WARRERN
Address Search 1KADODB Franks William ale  TITTTT (blank) T USA sSN FRANKS WILLLAM
Addiupdate 3 Person KADDOG Karlsen Eric ale  BET (blank) SRR USA s8N KARLSEN  ERIC
Fe{;ﬂ’ﬁﬂ“’;m’ma"u” A1 Brown Marcus ale TP (blank) e USA 550 BROWN MARCUS
b SEVIS KADD 1. Hamilton.Jack Male 2P (planky B USA s8N HAMILTOM — JACK
> Checklists IKADD12 Evers,Micole Christine  Femnalg ==+ hlank) e USA S5M EYERS NICOLE |
I Communications KADD13 Bell Kevin Andrew Male 2P (planky B USA s8N BELL KEVIN
b Comments 1<A0014 Whitford Justin Mals TP (blank) T USa sSN WHITFORD  JUSTIN
I KADO 5 Hamilton, Linda Female P (lanky =t USA sEN HAMILTON  LINDA
Service Indicators 1<ADD16 Ridgestone Lucas Mals TP (blank) T USa sSN RIDGESTONE LUCAS
(Student) IKADMM T Paulik Joanne blanky — ZERRE USA 88N EAULIK JOANNE
1> Organization KKADD18 Miles,Grant Male {blank T USA sSN MILES GRANT
[ Cormitiees |<A0019 AndersonDiedre Jane  Female == blank) g 5 8N AMDERSOM DIEDRE
» g:ﬁ%ﬁ;‘ﬁ?ﬂimﬁfg ADD20 fwang Mubhamed Male =P hlank) T Uga 55N ANANG MUHHAMED
3 NZL KADDZ1 Alexander,Fiona Margaret Female blank) e USA 28N ALEHANMDER  FIONA
[ Personal Information NLD KADD22 Douglas, Cathy Jane Femalg == (plank) = LISA 58N DOUGLAS  CATHY
[ Student Recruiting KAQD23 Bones Steven James Male e blank) e LUSA SEN BOMES STEVEN
[ Student Admissions KADDZ4 ODonnelll uke Malcolm Male =P (hlank) ===  Ugs 55N ODOMMELL  LUKE
DR L S Il KADO2E Jones Teny Jon Male T (lank e UgA sEN JOHES TERRY
- Curriculum Managerment
- Financial Aid 1<A0026 Dalton,Caral Margaret blank) =TT USA sSN DALTON CAROL
- Student Financials KADDZT ‘WenBrandon Male blank) e USA 28N WEN BRANMDON
> Academic Advising | |«a0050 Hodder Jasper Male == fhlank) Tt AUS PrevAGS HODDER  JASPER
- Contributor Relations KAB001 Asarary Jane Eemale M= (blank)  m USA 0 AGAR MARY
Egz:jg ;EC""RS (<A3002 Barlow Max Adam Male =P hlank) T Uga 55N BARLOW  MAX
> Enterprise Components KA3003 Ronson Marcus Graham Male 2o blank) e USA 28N RONSOK MARCUS
[ Worklist [KA3D04 Kennedy,Melisea Female =™ (hlank) = LSA 58N KENNEDY — MELISSA
> Application Diagnostics | |kaz005 (B Keryn Female S (planky = UsA s8N KROFT KERRYN -

Step | Action

7. Click any of the links for employee Kr oft to access the page.
Click the Search Resultstable.
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EFEIEEE]

= Biographical |
[ Addresses/Phones
[ Persanal Attributes
[ Person FERPA
[ Relationships
— Narmes
— Emergency Contacts
— Waork Experience
[> Health Information
I Identification
I Participation Data
[> Biodemo Processes
[ 1D Management
— Search/Match
— Address Search
— Add/Update a Person
b Personal Information
(Studenty
[ BEVIE
[> Checklists
[> Communications
[> Corments
[» 3C Engine
[» Bemvice Indicators
Service Indicators
(Student)
> Organization
[ Committees
> Campus Event Planning
b Mational Student Index
MNZL
[> Personal Infarmation LD
- Student Recruiting
[ Student Admissions
[ Records and Enroliment
[ Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
> SetLp HRMS
- SetLp SACR
> Enterprise Components
[ Worklist
- Application Diagnostics -

Home

{El

neen

Mew Window | Help | Customize Page |

Names

Kerryn Kroft KA3005

Current Names

Hame Type

Primary Kerryn Kroft 0140142000 Active Mame Histary

Addichange a name

Type of Name
Effective Date: 0141 2i2008 Status: [Active -
“Format Using: English Change Format
Prefix: lﬁ
First Name: | Middle Name: ’7
Last Name: |
Suffiz: | ﬂ
s Display Name:
Formal Name:
Name:
Submit Reset

ESave| S\Retun to Sear:hl 5] Previous in List | +E] Next in List | [=] netity | updateﬂmsplay| 2 Includs History | 57 Correct History

Step

Action

The Names

component for Kerryn Kroft is displayed.

In summary,

Last changed on: 1/18/2008 9:44 AM

using the Find feature helps you quickly locate the datayou need in a
scroll or grid area containing several rows.
End of Procedure.
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