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You will be taken to a Find screen, and will get a dialog box that will advise you to enter the find criteria to
find the institution you want and then click the “continue” button. The find criteria you can use are the
Institution Name (e.g., Brown, or the Institution City (e.g., Rhode Island) or the Institution State (for US) or

Country (for foreign). The UCOP list often uses abbreviations, so it may be safer to enter “Brown” rather
than “Brown University.”

Click the OK button on the dialog box to continue.
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When you've entered the find criteria, press the continue button at the left of the screen.
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You will see a list of institutions that meet your find criteria. A dialog box will advise you to select the correct

institution by clicking on the Institution Code. Press the OK button to get rid of the dialog box, and then click
the correct institution code.
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When you click on the institution code, the code will be copied into the applicant record.
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You will be taken back to the applicant record and the correct institution code should be copied into the

applicant record.
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If you don't find the correct institution, you can either click on the Modify Find button to try again with
different find criteria, or you can click the Cancel button to return to the applicant record to just type in the
name of the institution. It's nice to have the institution code when we can, as it allows us to analyze
applicant data and to transfer applicant information to employee records upon hire. But if the institution isn’t
in the list, what can we do? You can always notify APO if you are unable to find an educational institution.
We can forward that information to Office of the President so that they can update the educational institution

list.
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