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Using Search/Match
Using Search Match
Instructions for using the Search Match feature to find employees in PeopleSoft HCM.

This functionality can be used to find any person in PeopleSoft HCM. In addition to the Emplid and Name, the search results will display a row for each unique Position, Job Code, and Department combination in the employee’s Job record and will not be restricted to the user’s security access.

Search Criteria

Home > Workforce Administration > Personal Information > Search for People
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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Search Type Field: Select Person.

Search Parameters Field:  Enter OCPHR_SEARCH
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 to open the Search Criteria page.
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Default Result Code (Optional First Time Step)

The first time you open this page the Search Result Code will be blank. You can establish a default Search Result so that on subsequent visits to this page the Search Result Code will be populated for you.

To establish your default select User Default link to open the Default Search Result page.
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Default Search Result

User ID: CKITCHENS Cheryl Kitshens (ciber)

Search Type: Persan

Search Result Code: [0CP_RESULTS | Q Person Search Results
oK cancel




The User ID field, Displays your User ID.

The Search Type field, Displays Person search type.

In the Search Result Code field:  Enter OCP_RESULTS
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 to return to the Search Criteria page.
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NOTE:  The Search Result Code OCP_RESULTS now appears. You are ready to enter your search criteria.


	Search Fields
	Displays the fields available for you to use in your search. National ID is the Social Security Number.

	Operand
	Begins With: The value must begin with this data.  For example if you enter JO in the last name field your results would include everyone whose last name begins with JO including Jones, Johnson, Josef, etc.

Contains: The value must contain this data but can be preceded or followed by other data. For example if you enter THO in the last name field your results would include Hawthorn, Bartholomew, Thomas, etc,

Equals: The value must be exactly equal to this data. For example, if you enter RUSS in the First Name field you would your results would not include people with the first name Russell.

	Value
	Enter all or part of the first name and last name or the Social Security Number. 


You can use any field or combination of fields shown to conduct your search.

DO NOT click search until completing one or more of the Search fields provided. The more specific you can make your search criteria the faster your results.
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Search Results
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The search results page will return all records that meet your criteria with a separate row for each unique Position, Department ID, or Job Code that is part of the employee’s Job data history.

Additional Information

1. Even though an employee is included in your search results, you may not have security access to view the employee on any other pages or queries in PeopleSoft. The Search Match functionality does not override the security in other areas of the PeopleSoft application.

2. You should try to keep your Search Results as small as possible by entering as much information as you can in the Search Criteria page. If no results are returned, you can conduct another search with a little bit broader criteria.

3. You can click on the column heading in the Search Results to sort by that field. For example, if you click on the Job Code field heading the records with Job Code C32A will display before C32B.

4. This feature will be useful if you want to see that an employee once worked in your agency, but has moved to another agency. You can navigate to Position History, Organizational Development >Position Management >Review Position/Budget Info >Position History to see more details about the dates the employee was in your Agency.
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