
Searching For Persons

Purpose

To search for a person in NC FAST. 

Participant Note: A user can search for a Person by reference number, SSN,CNDS ID, 
etc. or by other demographic information such as: First Name, Last Name and Gender. 

Steps

1. On the NC FAST page, click the Clients and Outcomes tab.

2. The Clients and Outcomes page displays. Click the Shortcuts panel toggle.

3. The Shortcuts panel expands. Click the Searches folder.

4. The Searches folder displays. Click the Person hyperlink.



5. The Person Search page displays. Enter and select applicable search information then click 
Search.

Participant Note: Caseworkers should conduct four separate person searches to verify 
the correct person is found or selected: 1) First Name, Last Name, Gender 2) First 
Name, Last Name, Gender, Date of Birth 3) SSN or CNDS ID, if the client has one 4) 
First Name (three letters), Last Name (three letters), Gender, Date of Birth. 

Participant Note: When a person has been successfully marked as a duplicate, the 
duplicate person will not display in the search results. To display duplicate persons, the 
Show Duplicates check box must be selected.

Participant Note: A client’s SSN is displayed beside the client’s name on NC FAST or 
CNDS source search results. 

Participant Note: Hyphens and spaces are ignored within reference numbers.

Participant Note: When searching for a person with only one letter in their first or last 
name, search by reference number, case number, or application number. 

6. Search Results display. Click the applicable person hyperlink.



7. The Person page displays. 

Related Procedures

Searching for Applications
Searching for Cases 
Searching for Cases Associated with FNS Authorized Representative
Searching for User Contact Information
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