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Administration for Children and Families

Online Data Collection - OLDC
Person Search
Introduction
Prior to creating a new account from the “Add User” section, search the “Edit Current User” list and the “Person Search” to ensure the customer does not already have an existing account.
Person Search
To begin using the Person Search, follow the below instructions.
1. From the OLDC Home screen, click User/System Settings.
2. The User/System Settings screen displays. Under “System Settings”, click Assignment Delegation.
3. The Roles and Assignments screen displays. Under the “”Add New User” section, click the Person Search button.

4. The Person Search screen displays. The first step in finding a user is to enter search criteria. The Criteria section provides several possible options. You may enter one of the following:

· User ID (if known)

· First Name AND Last Name

· Select Program 

· Grantee (optional) – Grantee can only be selected after Program 

· Zip Code

· City AND Postal code

· E-mail Address

If you enter criteria in a row containing more than one text box that is separated by the word AND (for example, First Name AND Last Name), both text boxes must be completed for the search to proceed.  Please note that the Name search only searches for the first letter of the first name and the first three letters of the last name.  You many complete as many fields as you feel necessary (for example, Program and Zip Code)
5. Once search criteria are entered, click the Person Search button.

6. Under Step 2, all possible results display. To select a user, click the check box next to their name and click the Select Person button. 
7. Existing users appear in the Edit Current User list with their name highlighted. In Step 2, only one user’s name can be selected at a time. If a user does not already exist in the system, return to the Roles and Assignments screen and the “Add New User” section.






