
Secure Enterprise Search - SES 
 

   

PROCESS OVERVIEW 
 
 
Note: Please use Internet Explorer 
 

   
The purpose of this reference guide is to provide an overview of the newly enhanced 
feature, Secure Enterprise Search (SES).  SES is a secure solution for searching BGSU 
data across all PeopleSoft applications.  This document is set up according to the various 
tasks that may be performed when using the Secure Enterprise Search feature.   
 

1. Open Internet Explorer 
2. Type HCM92prd.bgsu.edu in the navigational bar 
3. The HCM PeopleSoft sign-in page appears 
4. Enter Username and Password 
5. From the Home page, begin using the SES feature 
6. Choose a Category to search on 
7. Drill down to receive the proper data 

 
 

SECTION I 
NAVIGATION 

 
Begin the process by entering 
in the PeopleSoft HCM URL 
address.   
 
 

 

   
Step 1: Enter USERNAME 
and PASSWORD 
 
Note:  These will be your BGSU 
network credentials. 
 
 

Step 1a: Click  

 

   
SECTION II 

ENTERPRISE SEARCH 
CATEGORIES 

 
SES allows actions directly from 
search results based on the 
context without navigating 
through the menu to find what 
you are looking for.   
 
Your results are based on your 
roles and permissions within the 
PeopleSoft application.   
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Step 1: Choose a Category to 
perform a search 
 
Note:  For our purposes we will be 
searching the Job Data tables.   
 
 

 

 
Step 2: Category will populate  
 
• Search will be performed 

against the Job Data 
history tables 

 
 

   
SECTION III 

SEARCH RESULTS 
 
Step 1:  The search results 
will appear. 
   
• The most relevant results 

will be sorted at the top.   
 
• Facets (Filtered by) allow 

you to quickly find what 
you are looking for.  The 
facets here have changed 
to reflect Job Data 
categories.   

 
• You may refine your 

search several layers 
deep without going back to 
the search page by 
clicking on the 
hyperlinks under the 
facets.   
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Step 2:  Click the Facets 
category  
 
• Refines the search even 

more. 
 
Notice the Facets will change 
based on the filters that are 
currently applied.   
 
• If the information that has 

been searched on is not 
what is expected you may 
Clear one Filter or Clear 
All Filters to start the 
search again.   

 
Clearing Filters 
 

• Click   to clear one 
filter and return to the 
previous search page.  

 
If you clear one filter and the 
other filters remaining do not 
apply, the system will remove 
all filters.    

 

• Click  to 
return to the original 
search page.   

 

 

   

Step 3:  Click  
 
You will be directed to the Job 
Data Search page 
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Moving forward with the 
search results: 
 
Job Data pages are now 
available.   
 
You enter Search Criteria in 
order to find the Employee you 
wish to review.   
 
 
Step 4:   Type the search 
criteria to choose the 
Employee you wish to review.  
 
Note:  Data is refreshed nightly.  
Data entered today will not be 
updated until the next day.    
 

 

 
Step 5:  If this is the incorrect 
employee, Click Last Search 
Results   
 
This is an easy way to go back 
without running the search 
again or going back to the 
home page.  
 
 
Step 6:  You are Directed to the 
previous search results.   
 
 
Here you may choose other 
option to view.   
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SECTION III 

ADVANCE SEARCH 
 
Another way to perform a more 
limited search.   
 
With advanced searches, you 
can further narrow your search, 
both by searching on multiple 
fields simultaneously and by 
using a variety of search 
operators. 
 
Step1:  Click Advanced 
Search 

 

 
The Search Criteria page opens 
 
 
Step 1:  Enter Keywords into 
field(s) 
 
• Enter keywords to narrow 

down search results.  
 
 

Step 2:  Click  
 
 
If the data entered into the 
fields is incorrect,  
 

Click  
 
This will clear out the Search 
Criteria in order for you to start 
over.   
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Step 3:  Search Results are 
listed.   
 
You will notice that the same 
Search Results page appears 
based on the criteria you 
entered.   
 
Here you may click on a 
hyperlink to take you into Job 
Data.   
 
 
You have successfully 
searched for data through the 
Secured Enterprise Search 
function.   
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