SAP Matchcode Search Quick Reference

Matchcode Searches provide a way of searching for values from a list of possible entries for a field.

Organizational Structure Search:

. . . Annual Salary Review
1. Click in the data field; then on the Matchcode
(lEI on a MAC) button to the right of the field. Org. Unit Search
2. If the Restrict Value Range window appears, select \Iiscal VeariCycla/Stap
Structure Search from the Tab List 'Z button (on the
right). Org. Unit

‘} Note: Once you have selected your Search Type,
going forward SAP will automatically default to that

search.
S: Search Term L T: Structure Search L C: Abbrewviation and Mame “I
A list of all MIT organizational units is displayed. ¥ 8 Search Term
Search term = T: Structure Search
) / C: Ahbreviation and Name
3. Click on the Expand/Collapse arrow on the left of R: Search Tem with Restrictions
MIT ALL Free search
- . Structure Search
% Note: HR uses the MIT-ALL structure.
¥ 8
4. Double Click on your School or Area to select it. For
the Assistant Dean. MIT-All Structure
School or Area !'Tdﬂtommmmnal Structure £ - :dh:mm
b O EDI Adrministrators. EDI Admins. 3181068 -]
5. Click the Expand arrows to drill down to the | = 5&?{31“ sttt ST G
. u i tvost Ares HR-Provost
Department level. For the DLC Administrator. \ B Cl Architecture & Pisving 453 > i Achied)
& O Associate Provost for the Arts Q10000008 HR-Assoc Pro
& O Dean for Student Lite Area Q 10000012 HE-[ Area [l
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6. Double Click on your Department to select it. b S eroneermaies " O loooonls  tRErgneen  Oiouian
& O Humanities, Arts, & Social Sciences A O 10000020 HR-Humanitie 01/02/1800
b O Libranes, MIT Press, Tech Review O 1000002 HR-Librar&Pr 010211900
b 0 Offic Provost Area O 10000025 2
% Note: if you need to change the Matchcode 5 O3 Staan Schaot o Managemerires (0 10000031 5o
& O VP Research 0 10000032 HR-VP Resear
Search type: b CaLincain Laboestoy O wooosel  bmaln  ounane
O Chancellor's Office O 10000588 HR-A01500 010211800 {
b O Executive Vice Fresident Area © 10000002 HR-EVF 010211800
7. On the Choose position window, click on the Other b () WAcSachusens it of Techroogy - O 50000578 maione. | O7ances
I O PA Test ORG wp © 50012825 PAtest Org 0110172000 =
Search Help button. L e |1 17 6] i i — e AL

o B D E S ) Unrtated objects | o i @ %

8. Double Click the other Search Help that you wish to
use.
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How to Exit the Free Search Category:

Restrict Value Range
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= Click the Other Search Help button (on the bottom e tamn e
in the middle of the screen). I

. Choose the new Search Term
category.
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