Search Standards
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In PeopleSoft, there are several different ways that you can search for arecord. To assist general usersin
finding the correct records, and to help data entry staff avoid entry of duplicate records, please follow these
guidelines:

Whenever possible, search for a person or organization by using their ID number. Thiswill guarantee that
you pull up the correct record.

When sear ching by name, sometimes lessis more. Try entering just afew letters of the first and last name
and review theresultslist. Thiswill allow you to locate the person even if you have the wrong spelling of
the name, or if the name s incorrect or incomplete in Peopl eSoft.

Search Dialog boxes only search on the Primary Name. Use a Global Sear ch to search all name types.

Remember that people may use nicknames or more than one name. Try possible nicknames, maiden
names, and married names. Again, remember that you are more likely to find a“tricky” nameif you enter
fewer letters.

Social Security number (or National ID -- NID) is entered on many people in the system and should be a
unique identifier (liketheir ID number), but keep in mind that not every record has a social security number.
If you have the correct social security number and you don't get a result, try using a different search option.

Use wildcar d sear ches when you know only part of theinformation. This featureis available on many of
the search panel fields. To do awildcard search, use the percent symbol (%). For example, %bio% or T%.
In most cases, number field (such as ID or Social Security Number) searches will find the numbers you
enter if they areincluded in the full number (for example, %34% would pull up 123-34-9888). On name
fields, wildcards will only search from the beginning of a name (for example, %EL S% only finds names
starting with ELS).

If you do alot of searches during the day, it might be helpful to keep a window open with the search panel
(you can open multiple windows with the “ Go-New Window” navigation). Y ou can also add the search
pand to your Favorites.

Before searching, collect as much information as possible to assist you in your search. For example, ask
for an address or social security number to verify againgt, or ask alumni for aclass year. If you have aletter
or application in front of you, check to seeif there is address information that might be helpful.

When in a data entry pand, use CTRL-F4 to pull up a search dialog box.

For more information, see Search Box options on the following pages.

If you have questions about thisinformation, or if you have some of your own suggestions that you can share,
please e-mail datastds@brynmawr.edu. Thank you!
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Maintain People Data - Inguire - Search/Match
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SEARCH/MATCH (Global Search)

Go — Build Community — Maintain People
Data— Inquire — Search/Match

Field Name Search/Match Data Pt .
Address Line 1 Or access via the Search/Match button (the
Date of Bith I green flashlight) from various panels.
City f
First Name [ e Hit the eraser button to clear your search
Last Name I e criteria
National ID [ e Hit the funnel button to execute the
= search.
Search Order Mbr =
10 Mame Addr City.Bday Gender,.S5H GIOba' Seal'Ch W|” |OOk for a” name types
20 SSN Oy
30 Mame, Bday, Gender
40 Mame, Gender |
B0 Marme Only
=i
[ |SATETST |SearchMatch |Update/Displ: 2
Maintain People Data - Inguire - Search/Match = [=] E3 SEARCH/M ATCH RESUL T
File Edit “iew Go Favoites UseaK Usel-2 Inquire Process Heport Help
g g|@ x| e sw oz 25 2le]2] 2L S ‘ View theresults. Scroll to theright to see all
Search/Match  SearchMatch Resul | of theinformation. Depending on what is
Search/M atch Level Executed: 50 a\-/al labl & thefollow ng |nf0rmat|0n S
Mame Ol displayed for each matching record:
e ID
— Ea"y = D..acl;:"s 5[2)52410 Fh"r:f'::ezype uE1[:n[1);l§m ;Ialfgte:ame IB_;:nName ;lazggggslal - gslz : g:rrg)ea;rgpe
36 Q\ 0252410 :Primary 0140141901 Margeny Brown 030662853 0g: . F| rg Narne
37 0\ 007323 AV College  01/01/1901 Margot Brown 50385625 03. . Last Name
35 Q 0025148 AW College 0170141901 Maria Brown 162403729 11: . Natl Ona| | D ($C| a| %Curit Numbe")
39 Q 0025148 :Preferred /0141901 Maria Browin 162403723 11 X y
40 Q\ 0025148 :Primary /0141901 Maria Browin 162409729 11 ° Bi rthdate
41 Q 0009431 iAW College 01019901 Marian Erown ® Gmder . N
42 O, 0075523 AV Colege  D1/01/1301  Marian Brown 015386747 12 e Current Relation
o Q, (084034 Prefered  OT/01/1301  Marian Caren Brown . e CampusID (BMC does not use)
d I - *The Current Relation columnsindicate any
|SA7ETST  [Search/Match Result lUpdate/Disple | | current rel ationship the person haswith BMC.

Current relationship types are:
Alumni

Student Applicant
Employee

Financial Aid
Prospect

Student

Student Financials

“pomme

e |f you need to check a specific person’s
record, click the DETAILS (magnifying
glass) button and it will take you to
Bio/Demo Data.

e  When you verify that you have the right
person, click the CARRY ID button.
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Update/Display All -- Bio/Demo Data SEARCH DIALOG BOX
EmpiD: | 4 When you hit update/display or update/display
Cancel | all (the blue checkmark and check plus), a
: search dialog box appears.
Campus ID: I Search | 0og app!
Tl s | pei || | For people searches, the following fields are
Last Name: |SMITH present in all search box panels.
First Name: [MARGARET Use Query | e EmpliD
e Nationd ID
D ____|Name ml e CampusID
7095129 Smith, Margaret 5. — e Last Name
i e . Firs Name
0485101 Smith,h-'largareta E.
ety RV | Different or additional fields may be present
0737092 Smith b Ceil i i i
i Sm;:hrM::gg:gt e depending on the type of data being retrieved.
0937919 Smith,Margaret K.
e Vs When you enter datain the 1D field or any of
0221053 Srmith,Margaret M. _lj the other search box fidlds and sdlect OK, the
I [E— d system searches for that record. Peopl eSoft
listsall of therows with that datain the
columns at the bottom of the pand.
If there are multiple people returned, scroll to
theright to see additional information such as
gender, birthdate, and social security number.
Search Diaog only searches on Primary
Name.
Maintain People Data - Use A-K - Bio/Demo Data = [=] B3 DETAIL INFORMATION — Example 1
File Edit “iew Go Favorites UsedK UselZ Inguire Process Report Help (from asearch d|a|og pand)
olel@(x| aael slel == SlE] 2kl Helwale] S
Bio/ Dema Data | Addresses | For more detailed information about your
‘ - search results:
1D: 0303302 Status: Mon Employes Original Hire Date: ‘
Effective Date:  01/01/1901 @ 21| |« Highlight the person on thelist that you
. . . want to review.
Hame: Smith.Margaret Initials: Prefix: I vl
e - Mailing Add e Click the “Detail” button on theright
ome Mailing A )
Country: USA United Stat hand side of the panel.
: e You will be ableto view more detailed
results (in this example, you would see
Wil address information, if available).
e Youcanuseyour Nextin List, Previous
| | in List, and List buttons to check the
different people that wereretrieved in
EdiHsingAdiress ) Z| your search.

[SA7ETST  [Bio/ Demo Data pdmeinisgie 7| | <1 'it still isnot clear that you are looking at
the right person, conduct a global search to
verify!
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Manage Advancement People - Inquire - Constituent Type Summary = 10] x| DETAIL INFORMATION — Example 2
File Edit “iew Go Favoites Use ‘Workset [nguire Setup Process Feport Help
g g|g x| aae 5= o 8| sl £lels] S ‘ In this example, the search box was requested
Constituent Type Summary | in ManageAdvancemmt People— |nquire—
Constituent Type Summary.
Smith.Margaret Nicholz ID: 0015240 DECEASED yp y
Institution:  BMCO1 Y 1897 Cnst Type:  Alumni . Whm a pawn |Sgected and « Daa”” iS
Constituent Type |Description Start Date Past - CIiCkaj! It dl Spl ays the Con$|tue’lt type
7 élumni 01/014190 r i &jmmary
e Remember, different search dialog
boxes will display different “ detail”
information.
e TheNextinLigt, Previousin List, and
L List buttons can be used to review other
= results.
|SATETST |Canstituent Type Summary |Update/Displ: 2
Manage Advancement People - Inquire - AY Search = 10] x| ADVANCEMENT SEARCH
File Edit “iew Go Favoites Use ‘Workset [nguire Setup Process Feport Help
Blel@x| ElaE slel == =] 2le2] #elsle] S| Go — Manage Advancement — Manage
A Search | & Search Resut | Advancement People — Inquire— AV Search
NID: | Ethnic Grp: | | e Enter nameinformation. Constituent
First Name: I Gender: Iﬁ Type (Cng Type) and CIaS Year are
also particularly helpful to guarantee that
Last Name:  [SMITH Class Yr: [1965 you find the right person.
City: | Institution: [BMCo1 e Hit the eraser button to clear your search
State: = 2| 7 cr_lterla
I e Hit the funnel button to execute the
Country: | ;I %arCh
Cnst Type: |Alumni ;I
DeathDate: | 3| Review the AV Search Results.
Birthdate: I ﬂ
|SATETST |& Search |Update/Displ: 2
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