
IN Search Function

The IN search function allows you  to 
search for multiple items at the same 
time. Choose in from the list box, and 
enter your search criteria separated by 
commas. For example, if you want to 
return search results for three specifi c 
departments, choose in from the list 
box, then enter the department IDs, 
separated by commas. The results will 
show all records associated with that 
department.

Sorting Search Results

Search results are returned 
in ascending order by the 
fi rst primary search fi eld, 
but you can sort these 
results in ascending or 
descending order, for any 
column, by clicking on the 
column header.

Search results sorted by 
description ascending
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Search results sorted by 
description descending

Save Search Criteria

ConnectCarolina allows you to quickly access recent search results, and to save search criteria that you 
have entered. 

Recent Search Results

Access recent search results by navigating to the Favorites menu and 
choosing Recent Search Results. From here, choose any search result 
performed in your current session. 

Saving Search Criteria

You might also want to save search criteria that you use 
frequently. After entering the search criteria, click on the 
Save Search Criteria link, then follow the prompts.

After you’ve saved and named your search criteria, access 
that saved search from the Use Saved Search list box.

Recent search results and saved search criteria 
functionality is not available on the ePAR forms.

Click the page description to 
access your search results

The system displays the search 
results, allowing you quick 
access to the data



T for Date

In a date fi eld, you can type the full date, or simply type the letter t and press the Tab key. ConnectCarolina 
fi lls in the date fi eld with today’s date. 

Displaying Employment Information

ConnectCarolina displays the most current row of employment information. Past transactions are visible 
by marking the Include History check box on your initial search or by clicking on the Include History 
check box on the page.  All transactions are displayed with a status based upon the effective date and 
current date. Records are added chronologically by effective date. The latest effective date will be the fi rst 
record of information, even when the event takes place in the future.

Reviewing Existing Information



Popular keyboard shortcuts* are available in ConnectCarolina include:

* Mac users substitute Ctrl with Command 

You can also hover your cursor over a button or icon to display its tool tip and keyboard shortcut.

The ConnectCarolina system provides buttons, links, and tabs to help you 

fi nd your way back to previous pages. Don’t use your browser’s Back button, 
because it may not take you to your desired location.

Within ConnectCarolina, you can open multiple 
windows at the same time to review other 
information. But within ePAR, work with only one 
request at a time.

For the Change Status ePAR, the effective date 
you choose represents the fi rst day that a status is 
effective. For example if someone’s last work day 
is Friday, May 10, then enter the effective date of 
Saturday, May 11. This means that starting at 12:01 
AM on May 11, the person is no longer employed 
at the University. It is important that these dates 
are correct because they can impact the employee’s 
compensation and benefi ts.

Keyboard Shortcuts

Do Not Use Browser Back Button

ePAR Best Practices

Ctrl + C – Copy

Ctrl + V – PasteCtrl + V – PasteCtrl + V

Ctrl + X – CutCtrl + X – CutCtrl + X

Alt + 1 – Save

Alt + 3 – Go to the next record 
in the search criteria list

Alt + 4 – Go to the previous 
record in the search criteria list

Navigation Bar

Redisplays the Search page Displays the next item in the 
search results list

Displays the previous item 
in the search results list

Displays current and future 
effective dated items

Displays all rows of items: 
current, future, and historical


