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Search Match  
1. Navigate to Campus Community > Personal Information (Student)> Search/Match or Campus 
Community > Personal Information > Search/Match, depending on your security access. The 
Search/Match "Find an Existing Value" page appears. 

 
 
2. Select the search type of "Person" from the drop-down menu provided. 
 
3. Press the Search icon ( ) to the right of the Search Parameter field. The Look Up Search 
Parameter page appears. 

 
4.  Press the  button. A list of Search Results is returned. 
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NOTE:  To save these settings as your default, click Save Search Criteria now.   You will be 
taken to the “Save Search As” page.   
 

 
 
Create a name for your search (i.e. Search Match default) and click the Save button.  You will 
then see the “Use Saved Search” field appear on the Search/Match page.  The next time you use 
Search/Match you will simply select the name of your saved Search from the drop down. 
 

 
 
6. Press the  button. The Search Criteria page appears. 
 
7. Use the Search icon ( ) to the right of the “Search Result Code” field to select the Search 
Result code of: “PSCS_TRAD_RESULTS”.  
NOTE: To save the search result code as a default, click on “User Default”. The “Default 
Search Result” page appears.  
 



Student Records Search Match CAESAR/SES Page 4  
   
 © 2007 Northwestern University Updated 10/25/07 

 
 
Click on the  button for search result code. The “Look Up Search Result Code” page 
appears. Click on the  button and select “PSCS_TRAD_RESULTS”, and then click on 
OK. This result will default in the field the next time you use the Search Match feature. 
 
 
8. Enter the criteria you wish to search on (First Name, Last Name, etc.), tab out of each field 
and press the  icon. Your search results will appear in a new page. 
 


