Searching for People in EIS

You may need to search for a person in the EIS system, and using the Search option may be the fastest way to find them.

STEPS

1. Click Search in the EIS menu.
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2. View the Search page.
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3. In the What to Search drop-down menu, ensure that People is selected.

4. In the Type drop-down menu, ensure that People-Service Recipient is selected.

5. Select a Property type of Last Name, a Condition of contains and type in a Value of andrews.

6. Click the Add button.

Note:

Clicking the Remove button on the Search page will remove criteria from the search.

7. Select a Property type of first Name, a Condition of contains and type in a Value of d.

8. Click the Add button and verify your search criteria in the Search Criteria section.

9. Click the Search button.

10. View the Search Results page.
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Helpful Hint:

Your security access may not allow you to access a particular person.

11. Click on the ID that corresponds to Dennis Andrews. 

Helpful Hint:

If your search results have no matching records, try to search again using a different spelling or try using the Other Name property (this will search for alias names).

12. Click Search in the EIS header to go back to the Search page.
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13. Click on the second condition and click Remove.

14. Select a Property type of first name, a Condition of contains, and a type in a value of dennis to narrow down your search results.
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15. Click the Add button.

Note:

You can use the Not choice on the Search page to exclude items from your search results.

16. Click the Search button.

17. View the list on the Search Results screen.
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Note:

Your search results may come up with multiple identical records.  In that event, contact the Help Desk to resolve the duplicate records.

18. Click Close to go back to the Search screen.

Searching for Organizations in EIS

You would like to search for an organization in the EIS system.

STEPS
1. Click Search in the EIS menu.
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2. View the Search page.
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3. In the What to Search drop-down menu, choose organization.

4. Select a Property type of Name, a Condition of contains and type in a Value of goodwill. 
Helpful Hint:

It is a good idea to choose Contains as the Condition when searching for an organization by name.  Many organizations’ names include suffixes like “co.” and “inc.”, etc.

5. Click the Add button.

6. Click the OR radio button.

7. Select a Property type of Name, a Condition of contains, and type in a value of spurwink.

8. Click the Add button.

9. Verify your search criteria in the Search Criteria section.

10. Click the Search button.

11. View the Search Results page.
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12. Click the ID number for the organization you are looking for.  You will be directed to the Organization Information page.
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Helpful Hint:

Your security access may not allow you to access a particular organization.
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