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Q = Shortcut 0 =Advice 0: Caution

Wildcards are special characters that stand for one or more characters. In PeopleSoft, the wildcard is
represented by the percent symbol (%) and can help you do a broader search when looking up data
or running queries. Examples of when to use a wildcard would be when you are searching for
students by name or searching for enrolled students by their major.

Using the % Wildcard to Find Students by Name

If you are looking for a student by a certain name but am not sure of the spelling of the first and/or
last name you can use a wildcard. You can type in the exact name of the person you are looking for
(e.g. Robert Caret) in the First Name field to get a specific list (Figure 1).

* First Name field: Rob% will find names such as Rob, Robin, Robyn, Robert, Roberta, Roberto,
Robichard, and more.

* Last Name field: Care% will find names such as Careaga, Caret, Carella, Carelli, Carello,
Carey, Carestia, and more.
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Using the % Wi.ildcard to Find Students within a Major

You can type in the exact major code (e.g. PSYC-BS) in the Major field to get a specific group (e.g.
all BS students majoring in Psychology) or take advantage of the % wildcard to find more data. The
following list is the results you get using the % wildcard:

To run a query to find the majors of a certain subject area, type “-%" after the subject (e.g. PSYC).

e PSYC To find only Minors and no Majors, simply type the Dept/Minor code.

* PSYC% To find both Majors and Minors, type the subject followed by a “%".

* PSYC-B% To find those in the Bachelor Degree programs, type the subject followed by
“-B%" (including the dash). This will give you BA, BS, BM, BFA students.

* PSYC-M% To find students in the Masters Degree programs, type the subject followed
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Searching Data

Type only the first couple of letters of your search criteria in the desired search field. This will display
all records that start with those letters and should enable you to easily find the one that you are
looking for in the list.

For example, in Figure 2, if you were looking for a student with the first name of Katherine Harrison
but was unsure of the spelling, you could type “Kat” in the First Name search field (Figure 2, 1).
When ready, click the Search button Figure 2, 2) and all possibilities will show up in the results
(Figure 2, 3). Please note, some data has been concealed intentionally.
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Graduate LIss, F=i=] AR 09021 Female Ha (hlank) HARR | KATHLEEM
Undergrad s 880 A1 2T 09T Female Ha (hlank) HARR EATHERIME
CUndergrad LISA, S55M TeEg2ed 0311 Eemale Ha (hlank) HARR EATHRYM
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 Undergrad LSA S5M AR 1217 Female Ha blank HARR KATLYM
Undergrad LIS S5M =s5G00 09404 Female Ha blank HARR KATRIMA

By default, PeopleSoft will only display 30 results of your search. If your search brought back more
than 30 rows, you can either:

1. Click View All to see all of your results (Figure 3, 1).
2. Navigate through the pages by clicking the "Show Next Rows” arrow (Figure 3, 2)

3. Go to the First and/or Last pages by clicking First or Last (Figure 3, 3).

Figure 3
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Make sure to use the Sign Out feature in PeopleSoft when you are finished. It ensures no one can
access PeopleSoft using your login credentials. It also helps to secure TU data.

To sign out of PeopleSoft, click Sign Out located in the top right hand corner of the PeopleSoft
screen (Figure 5, 1).

Figure 5
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