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Looking Up

Overview

There will be times you need to track down a user's information for whatever reason. This can
be a time-consuming task when presented with paging through potentially thousands of
accounts. Luckily, there are multiple ways you can search and narrow down results quickly. 

User Manager

Since information such as user ID, name, username, and email is kept consistent between the
User Manager and Members Component, you can use either one to search for a specific
account. 

To search via the User Manager: 

1. First login to the administrative back-end.

2. Once logged in, go to the "User Manager." The User Manager can be found by selecting
"Site" > "User Manager" from the drop-down menu on the back-end of your HUB
installation.
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3. You will be presented with a list of all users registered on your site.

4. Above the list of users are a few options for filtering results.

On the left side is a search box. You can search for users by name, username, or email
address.

On the right side are a few select boxes that allow you to filter the users based on their
access level (editor, administrator, etc.)—here, it's called "Group"—or log status (logged
in/out).
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5. Choose your method for filtering and the list of users will be narrowed down to match
those criteria. Once found, click the person's name to view/edit their information.

Note: If you need to find an account to access more information than name, username, and
email, it is recommended to search via the Members component. 

Members Component

From the Administrative Back-end

Since information such as user ID, name, username, and email is kept consistent between the
User Manager and Members Component, you can use either one to search for a specific
account. The Members Component, however, will allow access to more details about a user's
account. The extended demographic information provided by the Members Component, for
example, cannot be accessed via the User Manager. 

To search via the Members Component: 

1. First login to the administrative back-end.
2. Once logged in, find “Components” in the main menu bar located toward the top of the

page. You should be presented with a drop-down menu containing a list of all installed
components.

3. Choose “Members” from the available options.
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4. You should now be presented with a list of all the members on your site. There are a
variety of methods to find the specific person you wish to edit: you can search by such
fields as name, email, and ID number.

5. On the left side, above the list of members, is a search field for filtering the list. You can
search by such fields as name, email, and ID number.

6. Choose your method for filtering and the list of users will be narrowed down to match
those criteria. Once found, click the person's name to view/edit their information.
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From the front-end

The Members Component offers a "whois" feature on the front-end that allows for more
complicated queries than the back-end. 

Note: This feature is available only to logged-in site administrators. 

1. First login to the front-end.
2. Once logged in, navigate to "/members/whois". Most likely you will have to type this URL

directly into your browser as it is generally not linked to anywhere in hub content.

3. You will be presented with a rather simple form containing one input box. This is where
you'll build your query.

4. Fields that can be searched:

name
User Name

email
User Email address

username
User login/username
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uidNumber
User ID (numerical)

emailConfirmed
Status of the email confirmation process

proxyUidNumber
User ID (numerical) of accounts created by proxy

proxyConfirmed
Status of the email confirmation process for accounts created by proxy

Operators available:

*
Wildcard

?
Wildcard

&lt=
Less than

&gt=
Greater than

=
Equals

!=
Does not equal

The following example query would search for all users with a "@hubzero.org" email
address:  

email=*@hubzero.org

5. Submission of the form will return a list of users matching the criteria of the query. Once
found, click the person's name to view/edit their information.
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