HCM GLOBAL SEARCH INSTRUCTIONS

Global Search provides a mechanism for HR Preparers and Approvers to determine if an
individual already exists in the HCM system. It also provides detailed information for each
employment instance associated with an employee including: HR Status, Payroll Status, Hire
Date, Termination Date, Employee Record Number, Employee Class, Job Code, Job Description
and Department Name. HR Preparers should use the Global Search feature to gather background
employment information about an individual before submitting New Hire, Reappointment and
other HCM Transactions to UHR for processing. (See Page 5 for an example.)
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Main Menu > Workforce Administration > Template Based Hire > RU Global Search
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Step 1: Click on the “Search” button.

RUTGERS

Favorites  Main Menu > Workforce Agmmstratlon > Ternohte-_Based Hre > RU Global Search

Home | Workiist

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

Maximum number of rows to return (up to 300): (300

seachType: = - [
Search Parameter: begins with @

Ad Hoc Search

Description: begins with ~

Search >Clear Basic Search (& Save Search Criteria
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Step 2: Click on the “RU_GBL_SRCH?” link in the “Search Parameter” column.

Favorites ' Main Menu > Workforce A_dnmstrat-on > Temphte;sased Hre > RU Global Search

Search/Match

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

‘Find an Existing Value

Maximum number of rows to return (up to 300): ?300

Search Type: = - -
Search Parameter: begins with « @
Ad Hoc Search ]
Description: begins with
Search Clear.  |Basic Search [&P Save Search Criteria

Search Results
View All First [§] 1-20f2 [3] Last

Search Type Search Parameter Ad Hoc Search Description

Person - - N Template-Based Hire person

- i
Person RU GBL SRCH RU Global Search

Step 3: Click on the “ “ ” button next to the “Search Results Code” field.

RUTGERS

Favorites - Man Menu > Workforce A_drm'stration > Termlate—_Based Hre > RU Global Search

Home Worklist

Search Criteria

Search Type: Person Ad Hoc Search

Search Parameter: RU_GBL_SRCH RU Global Search

Search Resuit Code:

User Default Search Clear All Carry ID Reset

Search Criteria
Search Fields perand Vglue:
FirstName Search BeginsWith v |B Q
Middle Name Begins With ~ @
Begins With v |Lightyear @,

LastName Search
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Step 4: Click on “RU_PSHR_MGR_RSL” link in the “Search Result Code” column.

RUTGERS

Favorites  Main Menu > Workfor:eAgmistntbn > Termiate—_sased Hire > RU Global Search

Look Up Search Result Code

Search Type: Person
Search Result Code: begins with v |
Description: begins with «

LookUp Clear Cancel Basic Lookup

Search Results

RU PSHR MGR RSLRU

Step 5: Enter search criteria in any or all of the “Search Fields” and then click on the “Search”
button.

RUTGERS

Favorites - Main Menu > Workforce Agnm'smtion > Terwhte—vaased Hre > RU Global Search

Search Criteria

Search Type: Person Ad Hoc Search
Search Parameter: RU_GBL_SRCH RU Global Search
Search Result Rule
Search Result Code: &
User Default ClearAll | CarryID Reset
Search Criteria
Search Fields Operand alo-
First Name Search Begins With Q
Middle Name Beginswith ~ [ Q

LastName Search Begins With ~
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The next screen displays information for individuals who match the search criteria entered.

“Month/Day of Birth” is provided to help verify identity.

Step 6: Click on the “=2” button to display additional columns of information.

Favorites  Main Menu > Workforce Adminsstration > Template-Based Hre > RU Global Search

Search Results

Search Type: Person Ad Hoc Search

Search Parameter: RU_GBL_SRCH RU Global Search

Result Code: RU_PSHR_MGR_RSL RU Manager Results
Number of ID's Found: 4 Return to Search Crteria
Search Order Number: 10 RU Global Search

m Resuls2 || Addtionsl nformation
Empl ID Name Type Nt Widdje Name Last Hame

Month/Day of Birth

1 CamylC 00005605 PRI Barry E Lightyear 10/26
2 CamylC 00023122 PRI Betty P Lightyear
3 (CamylC 00028958 PRI Bonnie A Lightyear
4 CamylC 00028581 PRI Bonnie C Lightyear
5 CamyiC 00044160 PRI Buzz S Lightyear

Step 7: Click on the “Personal Organizational Summary” link to see the complete list of
employment instances that are associated with an employee.

RUTGERS

Favortes  Main Menu > Workforce Adminstation > Terrohte-gased Hre > RU Global Search
& New Wing
Search Results
Search Type: Person Ad Hoc Search
Search Parameter: RU_GBL_SRCH RU Global Search
Result Code: RU_PSHR_MGR_RSL RU Manager Results
Number of ID's Found: 4 Retum to Search Criteria
Search Order Number: 10 RU Global Search
~ustomize | Find | View A1 | B st K1 45015 12 Last
(]
Name First Middie Month/Day of Home
Empl ID Type Name Name Last Name Birth Home City Home Zip State
Person Qrganizational 1R
1 [Camylf 00005605 PRI Barry e Lightyear 10726 Milltown 08850 NS o shonal
North Person Organizational Relations With
2 [Camyic 00023122 PRI Betty P Lightyear 06129 Brumswick 089021206 NJ o e
3 lcamyil 00028958 PRI Bonnie | A Lightyear 05128 Monroe 08831 NS .___Q_c—ge';::'an( anizaiona) Relations With
Organizat e Wi
4 Camylt ooozsse1 PRI Bomnie  C Lightyear 0823 Montelair 07050 N Eamion Oroanizaiona] Relalions Wi
Person Organizational 'Retations With
5 (Camylc 00044160 PRI Buzz s Lightyear 0227 Newark 07112 N SRR T
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The “Person Organizational Summary” screen will appear in a new window:

RUTGERS

Favgtes Maln'Menu > Workforce Avdmlmstratmn > Personallgfomution > Person Organizational Summary

Person Organizational Summary
Barry Lightyear Person ID: 00005605

ORG Instance: 0 Last Hire: 09/01/1985 Termination Date:
HR Status: Active Payroll Status: Active

Empl Empl  HR Payroll Date Last Job Last Asgn

Record Class  Status  Status Change Code Desn0s bon Deparfment §iDesctiption start Bpesad End s
01 Active Active 10/01/2012 99917 AREA DEAN-FAS 10284 SAS - Dean'’s Office 09/01/1985

ORG Instance: 1 Last Hire: 07/0112012 Termination Date:

HR Status: Active Payroll Status: Active

Empl Empl HR Payroll Date Last Job LastAsgn  Expected End
Record  Class  Status  Status Change Code e Pt i Start Dat
= - COADJUTANT-CASUAL
18 Active Active 10/15/2012 99912 NONTEACHING 10174 Undergraduate Education 07/01/2012  06/30/2013
ORG Instance: 2 Last Hire: 01/01/2012 Termination Date: 10/25/2012
HR Status: Inactive Payroll Status: Terminated

Empl Empl  HR Payroll Date Last Job LastAsgn  Expected End
Record Class  Status  Status Change Cuger i esecietion Denment e neretion start te
28 Inactive  Terminated  10/26/2012 99912 ﬁgﬁ?g:};m;’émsu“ 10174 Undergraduate Education 01/01/2012
ORG Instance: 3 Last Hire: 07/0112012 Termination Date:
HR Status: Active Payroll Status: Active

Empl Empl  HR Payroll Date Last Job . . LastAsgn  Expected End
Record  Class  Status  Status Change Code AT RS DIEIG SESE AT Start Date
COADJUTANT-CASUAL
38 Active Active 10/26/2012 99912 NONTEACHING 10174 Undergraduate Education 07/01/2012 08/31/2012

Ssignme us tomiz o B B { of {
Person of Interest Type Empl Record Status Begin Date/ End Date 5

[Gh Return to Search | |[=] Notify

Step 8: Click on the “B2%8” button in the top right corner of the new window to close the
“Personal Organizational Summary.” To view another employee, repeat Step 7. To perform a
new search, click on the “Return to Search Criteria” link on the “Search Results” screen and
repeat Steps 5-8.

Example of How to Use to Global Search:

Department HR Preparers should use Global Search to gather information about an individual
before submitting HR transactions to UHR via HCM for processing. For example, a Preparer in
SAS has paperwork to hire Barry Lightyear into a Class 8 Coadjutant position effective
2/1/2013. The Preparer can use Global Search to gather employment details for Mr. Lightyear.
From the Person Organizational Summary (see image above), the Preparer can tell Org Instance
3, a.k.a. Record 3, is a Class 8 Coadjutant appointment in the Undergraduate Education
Department. Since it is Active and expected to end on 8/31/12, the Preparer in SAS can call the
Preparer in Undergraduate Education and request to have Org Instance/Record 3 transferred to
SAS. Once transferred, the SAS Preparer can then use Request Reappointment in Manager Self
Service to activate Mr. Lightyear’s Class 8 position within SAS.
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