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Toolbar Buttons 

 

Save 

Rollback 

Select 

Insert Record 

Delete Record 

Previous Record 

Next Record 

Previous Block 

Next Block 

Enter Query 

Execute Query 

Cancel Query 

Online Help 

Exit 
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Searching for a Student  
A person search may be performed using any form that has the ID field in the Key Block, such as 
SPAIDEN, SPAPERS, GOAEMAL, SPAEMRG, SGASTDN, SGAADVR, SGASTDQ, and 
SPATELE. The Search icon (down arrow) next to the ID field, will take you to an additional form, 
which allows you to enter information to perform a search. A search can be performed using a 
partial name or UNC Charlotte ID.    
 

To initiate a search: 

1. Click the Search icon (down arrow) next to the ID field to access the Person Search 
Form. 

 
 

 
 
 
 
 

2. Click Person Search from the Options list.   
 
 

 
 
 

3. This will open the Person Search Form (SOAIDEN). 
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Searching for a Student 
Wildcards:  

The wildcard “%” can represent any number of characters in the selected position.  
• Querying “sm%h” would return Smith, Smooth, and Smertsworth, but not Smythe.  

 
The wildcard “_” (underscore) represents a single character in the selected position.  

• Querying “sm_th” would return Smith, but not Smooth. 
 

To search using a last name: 

1. In the Last Name field on the Person Search Form (SOAIDEN), enter the last name of 
the student.   

2. Execute the query by clicking the Execute Query icon (or press F8). 
3. Double-click on the ID number of the student for whom you are searching. 
4. This will transfer the UNC Charlotte ID back to the ID field on the form with which you 

are working. 
 

To search using a partial last name: 

1. In the Last Name field on the Person Search Form (SOAIDEN), enter the partial last 
name of the student.    

2. You must use the wildcard “%” to represent the unknown characters.  

• Querying “Cov%” will search for all people with last names that start with “Cov.” 
3. Execute the query by clicking the Execute Query icon (or press F8). 
4. Double-click on the ID number of the student for whom you are searching.   
5. This will transfer the UNC Charlotte ID back to the ID field on the form with which you 

are working.  
 

To search using a partial UNC Charlotte ID: 

1. In the ID field on the Person Search Form (SOAIDEN), enter the partial UNC Charlotte 
ID.  

2. Use the wildcard “%” to represent the unknown characters.  

• Use “80021%” to search for all UNC Charlotte IDs that start with “80021”) 
3. Execute the query by clicking the Execute Query icon (or press F8). 
4. Double-click on the ID number of the student for whom you are searching. 
5. This will transfer the UNC Charlotte ID back to the ID field on the form with which you 

are working. 
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Viewing a Student’s Address 
The General Person Identification Form (SPAIDEN) is used to maintain biographic/demographic 
information for all persons associated with UNC Charlotte.   
 

 
 

1. Access the General Person Identification Form (SPAIDEN) from the General Menu. 
2. In the ID field, enter the UNC Charlotte ID of the student. 

• If you don’t know the ID of the student, click the Search icon to find the student      
(see pages 5-6 for additional instructions). 

3. Perform a Next Block.   
4. Select the Address tab. 

• The address information will be displayed.  

• Use the scroll bar to the right or the down arrow to view additional information. 
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-4. 
6. To return to the General Menu, click the Exit icon (or Ctrl-Q). 
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Viewing Student Biographic Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Access the General Person Form (SPAIDEN) from the General Menu. 
2. In the ID field, enter the UNC Charlotte ID of the student. 

• If you do not have the ID of the student, click the Search icon to find the student   
(see pages 5-6 for additional instruction). 

3. Perform a Next Block. 
4. Select the Biographical tab. 

• The biographic information will be displayed. 

• Use the scroll bar to the right or down arrow to view additional information. 
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3. 
6. To return to the General Menu, click the Exit icon (or Ctrl-Q). 

 
Please Note: 

If the student has a directory restriction on their record, the word Confidential will be at 

the top of every form with the ID field in the key block. A directory restriction prohibits you 

from sharing any student information with other individuals or offices. If a student is 

requesting information, they must show identification in order to receive any information. 
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Viewing a Student’s Telephone Number 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Access the General Person Form (SPAIDEN) from the General Menu. 
2. In the ID field, enter the UNC Charlotte ID of the student. 

• If you don’t know the ID of the student, click the Search icon to find the student 
(see pages 5-6 for additional instructions). 

3. Perform a Next Block.   
4. Select the Telephone tab. 

• The telephone information will be displayed. 

• Use the scroll bar to the right or the down arrow key to view additional information. 
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3. 
6. To return to the General Menu, click the Exit icon (or Ctrl-Q). 
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Viewing a Student’s E-mail address 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Access the General Person Form (SPAIDEN) from the General Menu. 
2. In the ID field, enter the UNC Charlotte ID of the student. 

• If you do not have the ID of the student, click the Search icon to find the student 
(see pages 5-6 for additional instructions). 

3. Perform a Next Block. 
4. Select the E-mail tab. 

• The e-mail information will be displayed.   

• Use the scroll bar to the right or down arrow to view additional information.    
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3. 
6. To return to the General Menu, click the Exit icon (or Ctrl-Q). 
 



11 

Viewing Student Emergency Contact Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Access the General Person Form (SPAIDEN) from the General Menu. 
2. In the ID field, enter the UNC Charlotte ID of the student. 

• If you do not have the ID of the student, click the Search icon to find the student 
(see pages 5-6 for additional instructions). 

3. Perform a Next Block. 
4. Select the Emergency Contact tab. 

• The emergency contact information will be displayed.   

• Use the scroll bar to the right or the down arrow to view additional information.    
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3. 
6. To return to the General Menu, click the Exit icon (or Ctrl-Q). 
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Viewing General Student Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Access the General Student Form (SGASTDN) from the General Menu. 
2. In the ID field, enter the UNC Charlotte ID of the student. 

• If you do not have the ID of the student, click the Search icon to find the student     
(see pages 5-6 for additional instructions). 

• To view a summary of all general student information, click the Student Summary 
search icon. This will bring up the form SGASTDQ (see page 13 for additional 
instructions). 

3. In the Term field, enter the term you want to view. 
• If no term is entered in the Term field, all of the general student records will be 

displayed back to the earliest record on file. 
4. Perform a Next Block. 

• The student’s general student records will be listed in the information block.   

• Use the scroll bar or the down arrow key to navigate through the student’s records.    
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-4. 
6. To return to the General Menu, click the Exit icon (or Ctrl-Q).  
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Viewing a Summary of a Student’s Information 
Note: The person must be a student to be queried on this form. 

 
 
 
 
 
 
 

1. Access the General Student Summary Form (SGASTDQ) from the General Menu. 
• You may also access this form from the Summary Search icon on the form SGASTDN.   

2. In the ID field, enter the UNC Charlotte ID of the student. 
• If you do not have the ID of the student, click the Search icon to find the student     

(see pages 5-6 for additional instructions). 
3. Perform a Next Block. 

• A summary of the student’s general records will be listed in the information block. 

• Use the scroll bar or down arrow key to view all of the student’s records. 
4. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3. 
5. To return to the General menu, click the Exit icon (or Ctrl-Q). 
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Viewing Advisor Information for a Student 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Viewing an advisor:  
A. Access the Multiple Advisors Form (SGAADVR) from the General Menu. 
B. In the ID field, enter the UNC Charlotte ID of the student. 

• If you do not have the ID of the student, click the Search icon to find the student (see 
pages 5-6 for additional instructions). 

C. In the Term field, enter the term code. 
D. Perform a Next Block. 

• The assigned advisor’s UNC Charlotte ID, name, and advisor type will be listed in the 
information block. 

E. To view another student, click the Rollback icon (or Shift-F7) and repeat steps A-D. 
F. To return to the General Menu, click the Exit icon (or Ctrl-Q). 

 
 

Adding an advisor:  
Scenario 1 (Term and From Term fields do match) 
1. Perform steps A through D. 
2. If the Term field in the top portion of the form matches the term in the From Term field, 

place the cursor in the ID field and enter the ID of the advisor to be assigned to the student. 
3. Leave the Code field blank and check the Primary box. 
4. Click the Save icon (or F10). 
 
Scenario 2 (Term and From Term fields don’t match) 
1. Perform steps A through D.  
2. If the Term field in the top portion of the form does not match the term in the From Term 

field, click Maintenance.   
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3. Select End Advisor. 
4. Click the Rollback icon (or Shift-F7), then perform a Next Block. 
5. Place the cursor in the ID field and enter the ID of the advisor to be assigned to the student. 
6. Leave the Code field blank and check the Primary box. 
7. Click the Save icon (or F10). 

 
 

Changing an advisor:  
Scenario 1 (Term and From Term fields do match) 
1. Perform steps A through D (on page 14). 
2. If the Term field in the top portion of the form does match the term in the From Term field, 

select the line to remove and click the Delete Record icon (or Shift-F6).   
3. Place the cursor in the ID field and enter the ID of the new advisor to be assigned to the 

student. 
4. Leave the Code field blank and check the Primary box. 
5. Click the Save icon (or F10). 
 
Scenario 2 (Term and From Term fields don’t match) 
1. Perform steps A through D (on page 14). 
2. If the Term field in the top portion of the form does not match the term in the From Term 

field, click Maintenance.   
3. Select End Advisor. 
4. Click the Rollback icon (or Shift-F7), then perform a Next Block. 
5. Place the cursor in the ID field and enter the ID of the new advisor to be assigned to the 

student. 
6. Leave the Code field blank and check the Primary box. 
7. Click the Save icon (or F10). 

 
 

Removing an advisor:  
Scenario 1 (Term and From Term fields do match) 
1. Perform steps A through D (on page 14). 
2. If the Term field in the top portion of the form does match the term in the From Term field, 

select the line to remove and click the Delete Record icon (or Shift-F6). 
3. Click the Save icon (or F10). 
 
Scenario 2 (Term and From Term fields don’t match) 
1. Perform steps A through D (on page 14). 
2. If the Term field in the top portion of the form does not match the term in the From Term 

field, click Maintenance.   
3. Select End Advisor. 
4. Click the Save icon (or F10). 

 
 


