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Search for People Using Search/Match 

Use this task to search for a specific person in UCPath using the Search/Match page. 

 

Use one of the following three search methods to see if the person already exists in UCPath. 

1. Enter the person's full Social Security number, if you have it. 

2. Enter the person's legal first name and the date of birth. 

3. Enter the person's legal first and legal last name. 

 

Navigation:  

Menu > Workforce Administration > Personal Information > Search Person 

OR 

WFA (Homepage) > HR Tasks (Tile) > Search Person 

 

 
 

Step Action 

1. In the Search Type field, select the Person option. 

 

Click the button to the right of the Search Type field. 

 

2. Click the Person list item. 

 

3. Click the Search button. 
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Step Action 

4. Select the Search Parameter. 

 

Click the Select button. 

 

 
 

Step Action 

5. In the Search Result Code field, select the PERSON_RESULTS option. 

 

Click the Look up Search Result Code button. 
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Step Action 

6. Click the PERSON_RESULTS list item. 

 

7. This example demonstrates the recommended search methods that should be used 

to search for a person: 

 

1. Enter the person's full Social Security number, if you have it. 

2. Enter the person's first name and the date of birth. 

3. Enter the person's first and last name. 

 

For the first example, search using the Social Security number. 

8. Click in the National Id field. 

 

9. Enter the employee's full social security number into the National Id field.  

For this example, enter 408601126. 

10. Press [Tab] to save the field information and activate the Search button. 
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Step Action 

11. Click the Search button. 
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Step Action 

12. The Search Results page displays a list of employees that match the search 

criteria. 

 

In this example, there is only one match. 

13. The Show all columns button displays the information from all three Search 

Results tabs on one page. 

 

Click the Show all columns button. 

 

 
 

Step Action 

14. The Carry ID button captures the person’s ID and carries it to the ID search field 

on any other pages to which you navigate.  

 

If you want to “forget” the person ID, click the Carry ID Reset button on the 

search criteria page. 

15. The National ID (Social Security number) field displays only the last four digits of 

the number. 
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Step Action 

16. The last field provides access to the Person Organizational Summary page. 

 

Name can be found there. 

 

Click the Person Organizational Summary link. 

 

 
 

Step Action 

17. The Person Organizational Summary page opens in a new browser tab and 

provides detailed information about the person's jobs or assignments at all UC 

Locations. 

 

The employee's Name is displayed here. 
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Step Action 

18. Close the tab when finished.  

19. The Return to Search Criteria link closes the search results so you can start a 

new search, if needed. 

 

Click the Return to Search Criteria link. 
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Step Action 

20. Clear the current search criteria so you can enter the next search. 

  

For this next example, search using the person's first name and date of birth. 

 

Click the Clear All button. 

 

21. Click in the Legal First Name Search field. 

 

22. Enter the desired information into the Legal First Name Search field.  

 

For this example, enter anne. 

23. Click in the Date of Birth field. 

 

24. Enter the desired information into the Date of Birth field.  

For this example, enter 11261988. 

25. Press [Tab] to save the field information and activate the Search button. 

26. Click the Search button. 
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Step Action 

27. Click the Show all columns button. 
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Step Action 

28. If needed, click the Person Organizational Summary link to view additional 

information. 

29. Click the Return to Search Criteria link so you can start a new search, if needed. 

 

 
 

Step Action 

30. Clear the current search criteria so you can enter the next search. 

 

For this next example, search using the person's first and last name. 

 

Click the Clear All button. 

 

31. Click in the Legal First Name Search field. 

 

32. Enter the desired information into the Legal First Name Search field.  

 

For this example, enter anne. 

33. Click in the Legal Last Name Search field. 
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Step Action 

34. Enter the desired information into the Legal Last Name Search field.  

 

For this example, enter hathaway. 

35. Press [Tab] to save the field information and activate the Search button. 

 
 

Step Action 

36. Click the Search button. 
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Step Action 

37. Click the Show all columns button. 
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Step Action 

38. If needed, click the Person Organizational Summary link to view additional 

information. 

39. Click the Return to Search Criteria link. 

 

40. You have searched for a specific person in UCPath using the Search/Match page. 

End of Procedure. 

 

 


