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Wild Card
Searches
In Galaxy

This document contains step-by-step
Instructions to complete wild card searches In

the Galaxy system.
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Introduction

For many of the search fields found in Galaxy, Wild Card Characters are available. This

document is designed to help the Galaxy end user with short cuts in search criteria. In this
document you will find screen examples using the wild card criteria available.

This document only provides a few examples of utilizing the wildcard characters. There are
endless possibilities for time saving searches.

Wild Card Characters

The forward slash (/) may be used in place of any character and is positional. This character is
available to use in place of numeric and alpha characters.

The asterisk (*) may be used for any character. This character is available to use in place of
numeric and alpha characters.

XXXX is used to combine all characters and can only be used on two screens, View Financial
Summary by Fund and Resource* and View General Ledger Summary.

Blank search criteria will return all applicable data. Blank search criteria is available in all
areas.

Support Plan

System Support is available Monday through Friday for Galaxy support. Please call (909) 826-
6492 or email tgarcia@rcoe.k12.ca.us or Icorning@rcoe.k12.ca.us

*View Financial Summary by Fund and Resource has a school code field that only allows 3
characters. In this scenario, you would type only XXX, instead of XXXX to combine the
school codes for one total.
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Forward Slash (/) Examples

The forward slash (/) can be used in place of both numeric and alpha characters. But since this
wild card character is positional, all positions in that particular search field must have a numeric,
alpha, or forward slash value. For instance, if you are looking for all object codes with a third
digit of 4, you would need to type //4/. Notice that all the positions are filled with a value.

Listed below are only a few of the screens where the forward slash (/) can be used:

View Detail Account

View Financial Summary

View Transactions Entered

All View SACS Components screens
All Employee Name searches

View Budget

Using the forward slash in account string searches

If you are looking for all object codes with the third digit of 4 (i.e. 4340, 5641, 8043 etc.), in the
object code box you can type //4/.

Type //4/ _
Chject

Then click the pop-up | i

arrow. 5

»

The pop-up box will

display the results 1140 TEACHERS' SALARIES - STIPENDS

1240 CERTIFICATED PUPIL SUPPORT SALARIES - ST
that meet the search 1340 CERTIFICATED SUPERVISORS' AND ADMINISTR:
criteria. 1340 OTHER CERTIFICATED SALARIES - STIPENDS

2140 IMSTRUCTIONAL AIDES' SALARIES - STIPEMDS
2240 CLASSIFIED SUPFPORT SALARIES - STIFENDS
2340 CLASSIFIED SUPERVISORS' AND ADMIMISTRATL
2440 CLERICAL. TECHNIC{A AND OFFICE SALARIES -
2340 OTHER CLaSSIFIED 5ALARIES - STIPERDS

4340 MEDICAL SUPPLIES

5440 PUPIL INSURAMCE

5540 WASTE DISPOSAL

o541 SEWER

BE40  MAINTEMAMNCE COMTRACTS
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Using the forward slash in employee name searches

If you are looking for all employees with the last name of SMURF, but are unsure how it is
spelled, you can use the forward slash in place of the characters you are unsure of. (i.e. Smurf,
Smerf, Smirf etc.)

Type SM//F 'Lsafgtfj-;:fgméj 15 ST

The pop-up box will :
display the results Hurmbe e Emplayes Mame
with all names that SMURF, VANITY P

123066 SMURF. SMURFETTE L
meet the search 131427 SMURF, BRAINY E
criteria. 155372 SMURF, PAPA,

162848 SMURF. HANDY ALLAN
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Asterisk ( *) Examples

The asterisk ( * ) wild card character is used to fill in the blanks. For instance, you know the last
name is Williams, but you are unsure of the spelling and if he is a JR., Sr., or Il1l. The asterisk is
used in place of unknown characters.

Some screen examples are.

View Detail Account

View Financial Summary

View Transactions Entered

All View SACS Components screens
All Employee Name searches

View Budget

And many more

Using the asterisk in employee name searches

If you are looking for all employees with the last name of SMURF, but are unsure of the spelling
and/or if he isa JR., Sr., or 111, you can use the asterisk wildcard character.

Type SMU* ' Last Name: [SMURF*

The pop-up box will
display the results
with all names that

: e Employes Name
meet the search DE217F3 SHLIFF, BRAINY £
criteria. 123066 SMURF JR. BRAINY E

131427 SMURF 11, BRAINY E
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Using the asterisk in account string searches

If you are looking for all object codes that begin with 11 (i.e. 1110, 1120, 1130 etc.), in the
object code box you can type 11*.

Type 11*

Then click the pop-up
arrow, ——————————

The pop-up box will
display the results —
with all object codes Object
that begin with 11. T

Select a Object

TEACHERS' SALARIES

HRELY TCHR 54L

1120 ExDUTY TCHR SaL

1130 SUBS TCHR SAL

1140 STIFEMDS TCHR SaL

1160 TEACHERS' SALARIES - TEMPORARY
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Using the asterisk in vendor name searches

If you are looking for AT&T, but are unsure how the vendor name was entered, you can use the
asterisk in place of the characters you are unsure of. (i.e. AT&T or AT&T Wireless etc.)

NOTE: The Vendor Number field does not allow the forward slash or the asterisk characters.

Type AT&T*

MName: [rrar

The pop-up box will
display all vendor
names that meet the

\endar Nare

search criteria. ATAT WIRELESS SERVICES ATAT WIRELESS SERVICES
ATET ATET
ATET INFORMATION SYSTEMS ATET INFORMATION SYSTEMS
ATET ACESSORY PROGRAM
ATET WIRELESS

ATET WIRELESS SERVICES
ATET WIRELESS SERVICES

o OK | % Cancel |
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Using the asterisk in transaction ID searches

You can use the asterisk to save time. For instance, the Transaction ID in the financial system is
quite lengthy. Using the asterisk, you can type the minimum number of characters. If we are
looking for Transaction ID FT00000081, you can type FT*81, which will fill in the blanks of
zeros for you.

Type FT761 Transaction ID: [FT781

The Details tab will meru| View Transactions Entered

display the results Soarch  Detalls |

that meet the search - -
. . County: Diistrict

criteria.  stow —

i pdate: Amp L
FTOOODODE!  O7/15/2003 OF/I5/2002310.854M 06 87 geild
FTONOONG] 07 /1GA2003 0762003 10254 06 887 BGID
FTOOODO0E1  O7/15/2003 OF/15/2003370.254M 06 896 5610
FTONONONET  O7AE/003 OFAS/2003 3102540 06 880 9062
FTODODME1  O7/28/2003 OF/28/2003 42835FM 06 000 560
FTOOODONEN  O7/28/2003 OF/28/2003 42835FM 06 884 8610
FTODODONE!  O7/28/2003 07/28/2003 428:35PM D06 884 5610
FTOOODMNE!  O7/28/2003 OF/28/2003 428395PM D6 884 5610
FTODDOOTE]  O7/28/2003 OF/26/2003 4:28.35PM 06 884 5610
FTOO0OOTE  O7/28/2003 OF/28/20034:2335FM 06 885 BEI0
FTONODMIE]  O7/26/2003 O7/26/2003 42535PM 06 885 5AI0
FTOD000TE1 07 /28,2003 Wigmm 42835FM 06 mes  EEI0

3|0 2700 52
3|01 2700 52
B8RO0 0000 86!
oooo- 0000 951
3000 2700 24
3800 2700 24
3800 2700 24
3|00 2700 24
3800 2700 241
3600 2700 241

3800 2700 iti.:l
H
& Print

B A e A S O e A A
R B e el
e 2 E T EEE-TEZRS
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Four X's ( XXXX ) Examples*

XXXX is used to combine all characters and can only be used on the following screens:

View Financial Summary by Fund and Resource*
View General Ledger Summary

* The View Financial Summary by Fund and Resource has a School code field, which is only 3

digits. Using the X’s wildcard character here you would only type XXX.

Using XXXX on the View Financial Summary by Fund and Resource screen
In this example, we are looking for financial data for Fund 03, all Resources combined, and all

Schools combined. And then financial data for Fund 06, all Resources combined, and all

Schools combined.

Type From Fund 03
To Fund 06

Then type From
Resource XXXX
To Resource XXXX
(Since there are 4
characters in a
Resource code)

Then type From
School XXX

To School XXX
(Since there are 3

Menu | View Financial Summary By Fund and Resource
Search I-Summary |
Caoupty: |33 - RIVERSIDE COUNTY = District. |

From Fund: [03  [&] TaFund: 06 [a]
From Resoutee: oo [a]  To Resource: [ooo! [a]
From Schoal [ooc (&) Togchoal: e [&]

End Data: iDQM 2003

Il Fisealvear [zos 7

™ 8how CGombined Ganaral Fund

characters in a School Sp Find |
code)
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Using XXXX on the View General Ledger Summary screen

In this example, we want the cash balance for all of our Funds, all Resources combined.

Leave the Fund box
blank (we want all
Funds returned)

Then type Resource
XXXX

Then type GL
Account Code 9110
(For Cash)

ena| View General Ledger Summary

|25 - RversiDE counTy || Distried

The Details tab will
display the results
that meet the search
criteria.

CASH IN COUNTY TREASURY
CASH [N COUNTY TREASLIRY
CASH [N COUNTY TREASURY
CASH [N COUNTY TREASURY
CASH IN COUNTY TREASURY
CASH [N COUNTY TREASURY
CASH IN COUNTY TREASUIRY
CASH IM COUNTY TREASUIRY
CASH IN COUNTY TREASURY
CASH [N COUNTY TREASLIRY
| Ending Fund Balancs|

| 61921 31311
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Blank ( ) Examples

Leaving a search field blank in Galaxy will return all data in that field. For instance, if | am on
View Employee Position Costs, and | leave all the search criteria blank, the Details tab will
display records associated with every current employee in a position at a district.

Some screen examples where this might be helpful are:

View Detail Account

View Financial Summary

View Transactions Entered

All View SACS Components screens
All Employee Name searches

View Budget

Using a blank search in account string searches
For example, if you are looking for a list of all object codes, you can leave the search box blank.

Leave the Object field | ... . 1~
plank )

Then click the pop-up
arrow.

xhe pop-up box wil El

display th It
isplay the results = -

with all object codes.
1100 TEACHERS' SalaRIES
1110 HRELY TCHR SaL
1120 ExDUTY TCHR SAL
1130 SUBS TCHR SAL
1140 STIPEMDS TCHR SaL
1160 TEACHERS' SaLARIES - TEMPORARY
1200 CERTIFICATED PUPRIL SUPPORT SALARIES
1201 COUMSELORS
1202 PSYCHOLOGISTS
1202 GUIDANCE AWELFARE COORDIMATOR
1204 MURSES
1205 ALDIOLOGIST ll

o OK I ¥ Cancel |
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