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Using the Find Feature

Concept

To help you easily find the data you are lookingvithen there are many rows of data to search
through, PeopleSoft provides thand 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 informataryra student with the last name
Kroft. You know that the Person ID begins with "KA.
Enter the desired information into tHe field. Enter 'KA".

of
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R EIESEE

Home

< Biographical - 0 B
1> AddressesiPhones 2l Mew Alndow | Helo | )
[ Persanal Attributes
b Parson FERRA Names
> Relationships Enter any information you have and click Search. Leawe fields blank for a list of all values.

— Emergency Contacts Find an Value

— Waork Experience
[> 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 N - -

— AdtiUpdate a Person First Name: | begins with j‘
[ 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 theSearchbutton.
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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) e USA 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 Resultdist shows 194 rows of IDs that begin with "KA."R&h looking
at a grid or a scroll area of data, you can loegtarticular row quickly by using the
Find feature.

You presqCtrl+F] to open thd=ind dialog box. In this example, this will be done f
you.
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Step | Action

4, You enter the text string you are searching fahaFind what: field of theFind

dialog box. You can add additional criteria to nhattece whole word only or to match
the case of what you have typed.

Enter the desired information into tRend what: field. Enter kroft ".

Last changed on: 1/18/2008 9:44 AM Page 5 of 9



Reference Guide
MaineStreet FundamentalsUsing the Find Feature

Step

Action

Click theFind Next button.

[ ]
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Step

Action

The Find feature quickly highlighted the entry Knoft in the search results list.
Click theCancelbutton.
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Step | Action

7. Click any of the links for employdgroft to access the page.
Click theSearch Resultdable.
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Step | Action
8. The Namescomponent for Kerryn Kroft is displayed.
9. In summary, using thEind feature helps you quickly locate the data you rieed
scroll or grid area containing several rows.
End of Procedure.
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