HRMS E-Docs:  Document Search Tips

Document Search in SOS (see navigation path in Appendix)
Tips for searching utilizing the attributes available on the Detailed Search page – Search by:

Network ID: Initiator / Approver / Viewer 
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Viewer

The Netwark ID of anyane who views the document during its routing, i.¢., anyane in its Rautelog
for & request to acknowledge, approve, complste, or FYI the document.

“This string must be a valid Netwark ID. Use the quickfinder link to search by First and Last Name.





Doc Type and Doc Type Group 
Use of Quickfinder links 
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Use of Quickfinder links …
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No Values

11-20 of 34 Documents K 4<1-10]11-20121-30|31-32 P M
Doc Type ID Document Type Name Document Type Group Parent Document Type Label active Return Value

95028 HREDOC.HREADP. HRE-4P HREDOC.HREADP Create Additional Pay s Return Value

95030 HREDOC.HREEA HRE-TH HREDOC.HREEA Terminate Employee s Return Value

95031 HREDOC.HREEA HRE-RT HREDOC.HREEA Retire Employee s Return Value

95032 HREDOC.HREEA HRE-PR. HREDOC.HREEA Promote Employee s Return Value

95033 HREDOC.HREEA HRE-GA HREDOC.HREEA Lease of Absence s Return Value

95034 HREDOC.HREEA HRE-MA HREDOC.HREEA Admin Posts s Return Value

95035 HREDOC.HREEA HRE-JF HREDOC.HREEA Maintain Funding s Return Value

95036 HREDOC.HREEA HRE-HMW HREDOC.HREEA Maintain TIME Assignments s Return Value

95037 HREDOC.HREEA HRE-SP HREDOC.HREEA Suspand Employes s Return Value

95038 HREDOC.HREEA HRE-ID HREDOC.HREER Maintain Job Data s Return Value
11-20 of 34 Documents M4 1-10/11-20]21-3031-32 P M

No Values



 [image: image5.png]-2 QA QDI DS -EHRDY

Relesse Number: 1.5.3 GA_Bulld Dater 06/22/2004 03:09 PM

Document Search

Search for a Document:

Initistar Network 18s (2] Viswar Nework 18; (2]
User quickfinder User quickfinder
Approver Network 1d: (2] Document Tiler (2]
User quickfinder
Routing 1d: Document Route Starus: (2] [A -
Applicstion Document 1d Document Route Lavels (2] Eacty =]

Terminate Emplogae

=
=
Document Type: (2] Date created: (2] from M
=
=

Document Type quickfinder Documant Type Group uickfinder

Date Last Madifiad

from Mo ] Date Approved: (2 | from Mo
fram v ]

Date Finslisad:





[image: image6.png]-2 -0@ 4

Qa3 D-ITEHKD

Relesse Numbar,

1.5.3GA_ Build Dater 06/22/2004 03109 PM

Document Search

Search for a Document:

Initstor Natwerk 1d

Approver Network 1d

Routing 1d

Application Document 1d

Document Type

Date Last Madifiad

Date Finslisad:

Search Results:

=

User quickfinder

[weavers
User quickfindr

Terminate Emplogae

Document Type quickfinder Documant Type Group uickfinder

Document Route Sttus

=]

=

=]

=

Document Routs Level

Viswar Natwork 1d

Document Tt

Date Created

B BB BB

Date Approved

simple Search

User quickfinder

from M
from M

BL-GERM Univld: 0001323934

0001539411

oo01322320

0001643241

0001642451

0001739280

0000121145

0000278251

1-10 of 113 Documents K 41-10]11-20| 21-30| 31-40 | 41-50 P M
Routing 10 Tupe Tile

186350 | Temminate Emplojes | 03/11/04 Typei A5 SalPlans AGS Depti BL-REL Univid
146386 | Terminate Emplojes | 03/11/04 Type: A5 SalPlans AGS Depti BL-REL Univid
136382 | Terminate Emplojes | 03/11/04 Typei A5 SalPlans AGS Depti BL-REL Univid
146380 | Temminate Emplojes | 03/11/04 Type: A5 SalPlans AGS Depti BL-REL Univid
146576 | Temminate Emplojes | 03/11/04 Typei A5 SalPlans AGS Depti BL-REL Univid
146574 | Temminate Emplojes | 03/11/04 Type: A5 SalPlans AGS Depti BL-REL Univid
146361 | Temminate Emplojes | 03/11/04 Typei A5 SalPlans AGS Depti BL-REL Univid
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Route Status 
All / Initiated / Disapproved / etc. 
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Route Level 
0 / 1 / 2 / etc.
Initiator
Fiscal/UPAA
etc.
Dates (should be used in combination with other search criteria to refine search)
Last Modified / Finalized / Created / Approved
Document Title 
Search by the various attributes of the Document Title using wild cards (include * between each attribute of the Title field)
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Document Title using wild cards …
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Help screens
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Date Created

The date on which the dacument was created. The date must be expressed in the MMW/DDAYYY
format, e.g., 12/25/2000 for December 25, 2000

The date may also be supplied by clicking the adjacent Calendar icon and selecting a date from
the monthly calendar; the value is then automatically loaded into the field. Also, the search may
be expanded by selecting either "Before” or "after” fram the adjacent pulldawn lst to find
dacuments created befars or after the selected date inclusive, respectively. For the selected date
anly, use the default "Exactly” from the list





Questions / Comments
ashoover@indiana.edu 
galter@indiana.edu
Appendix – navigate to Document Search basics in SOS
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Search for documents that have been “hung up” under Document Route Status of “Initiated”.
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