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The CSU ID Search Business Process Guide covers the basic steps for searching for a person in the 
database to prevent creating Duplicate EmplIDs.   
 
Processing Steps 
CSU ID Search Page 
Navigation:    > Menu –CSUID Search 
 

Processing Steps Screen Shot 

 
Scroll right to reveal portion below 

 

Enter search criteria for the Person you 
are trying to find.   
The fields available to search by are: 
  
Name (First Name Last Name) 
National ID (last 4 digits or entire SSN) 
Empl ID  
Applicant ID 
First Name 
Last Name 
 
Order to perform search: 

1. Search by Last Name (if not common 
last name).  If the Last Name is 
common, then enter one or two 
characters of the First Name in the 
First Name field.  Click SEARCH 

If NO Results 
2. Search by last 4 digits of SSN.  Click 

SEARCH 
If NO Results 
3. If person was a former student, 

request the name in which they were 
enrolled at Cal Poly.  If different, 
search by that name. 

If no Results 
4. Contact Dean’s Office 
. 

NOTE:  Click RESET to clear all search 
fields when performing next search. 
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Detail Link 

Navigation:    > Menu –CSUID Search 
 

Processing Steps Screen Shot 

Click on the Detail link next to a row to 
display additional information about a 
person. 
 
NOTE:  You will need to allow Pop-Ups. 
 
The Detail is data from 
Main Menu > Workforce Administration > 
Personal Information > Biographical > 
Modify a Person 
 
NOTE:  If you do not have security to the 
Personal Data pages, you will just see the 
search page for Personal Data. 
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