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Course Objectives

In PeopleSoft version 9, you will use the applications in an Internet Explorer
environment. The system will require the installation of only a web browser, such as
Internet Explorer, on individual user machines.

This course is intended for faculty, staff, and student employees who are existing users
of the PeopleSoft Student Administration/Human Resources (SA/HR) system. The
interface, navigation and new features in the updated Version 9 system will be
reviewed.

At the end of this class, you will be able to:

¢ Sign in and Sign out of PeopleSoft V9

e Navigate in PeopleSoft V9

e Search for and locate a record

e Set and use favorites in PeopleSoft V9

e Explain the new processes in PeopleSoft V9

e Explain the enhanced processes in PeopleSoft V9

e Locate The Uni ver sboft gocuméntatok, msiructorsledPe o p | e
courses and web-based courses on the web.

ﬁNote: If you are already using PeopleSoft Financials for

Budgets or Requisitions, the navigation has the same look and feel 1 and
therefore, you should have no problem navigating in the upgraded SA/HR
system.
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Lesson 1: Using PeopleSoft Version 9

Discussion

This lesson will provide you with the basic information that you need to navigate and
work with PeopleSoft Version 9. The topics covered in this lesson are:

¢ Sign in and Sign out of PeopleSoft V9

e Using menus, the navigation page, search pages, and the elements of a
PeopleSoft V9 page
e Creating Favorites

Sign In and Sign Out

This section will outline how to sign in and sign out of the PeopleSoft system.

n\ PEOPLESOFT ENTERPRISE
User ID: I— Select a Language:
Enalish Espafial
Passwnrﬂ:l Dansk Deutsch
Frangais Frangais du Canada
ltaliano Magyar
Mederlands Marsk
Polski Portugués
Suarni Swencka
To settrace flags, click here Ceétina B
E=O Eycckii
Ty it Y
L Tandl
Ver. 2008.10.28 Page 4 pstrain@uakron.edu
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Sign In

Steps

1. Open the Internet Explorer.

2. If this is the first time that you are logging in to PeopleSoft V9, type the URL in the
Address Barr.

"

" Note: Set this page as a favorite in Internet Explorer.

If you have set the PeopleSoft Sign-In page as a favorite, select it from the Internet
Explorer favorites list.

ORACLE’

PEOPLESOFT ENTERPRISE

User ID: l— Select a Language:

Enalish Espariol

Password: | Dansk Deutsch
Frangais Frangais du Canada
ltaliano Madpar
Mederlands Morsk
Palski Portungués
Suarmi Swenska

To settrace flags, click here Cesdting BT
it} EwCCkuid
Ty iR 3
b g sl

3. The sign in page does | ook different.

and all pages in the updated system.

4. Read the FERPA reminder.

5. Enter your User ID and Password in all capital letters

Your User ID and Password are the same as in PeopleSoft V8.

If you forgot your Password, contact the Support Desk at extension 6888 or email
supportdesk@uakron.edu.

Ver. 2008.10.28 Page 5 pstrain@uakron.edu
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Steps

6. Click on the Sign In button or click on the Enter key.

ORACLE’

Personalize Content | Layout
Menu B B

Search:

[ ®
D My Favarites

1> Campus Community

> Student Admissions

- Retards and Enroliment
1 Curriculum Management
- Set Lip SACR

D wiorklist

1 Reporting Tools

> PeopleTools

- Ghane Wy Passward

- Wy Personalizations

— My System Prafile

- My Distionary

[

The initial page, also known as the Home Page, does have a new look. Review the
Home Page.

~  Note: If there is no activity in PeopleSoft after 60 minutes, you will
see the following message:
/2 Timeout Warning. Click DK to nok e o =]

£ | httpiffgecka.uakron. edu: 12200/psc/hebps2 [EMPLOYEEHRR 'I

ORACLE

Your session is about to be timed out. As a security
precaution, sessions end after 60 minutes of
inactivity. Click OK to continue your current session.

Ok |

R [®F100% - 4

Click on the OK button to keep your PeopleSoft session active.

The University of Akron
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Sign Out

Steps

1. DO NOT PERFORM THIS STEP UNTIL THE END OF CLASS.

To sign out of PeopleSoft, click on the Sign out link in the top right corner of the
PeopleSoft page (Navigation Header).

Fersanalize Content | Layout

2. When the PeopleSoft Sign In page displays, close the Internet Explorer.

gNote: You need to sign out of PeopleSoft using the Sign out link. Do

not close the Internet Explorer until you sign out and see the Sign In web page. If
you do not sign out, your PeopleSoft session remains open until your session times
out.
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Home Page

After you sign in to PeopleSoft V9, you will be at the Home Page. The Home Page
consists of three main navigation areas; the Menu, Navigation Page and the Navigation
Header.

1L &= Note: ORACLE will display at the top of this page and all pages in the
updated SA/HR system.

ORACLE’

Search: LASI0 METIH =
() B Campus Community
AWihatics haintain bioc iformati hout l o izati intain 3C informat
- ‘.::-.:ll'l'\[:‘U‘E- ‘.::l:ll'l'\T'f'lUl'Ilr‘." lAInain hio/demo nformaton akout people and organizations, maimtan information.
[» Personal Information Personal Information Service Indicators . .
[» Service Indicators Entet personal data, hiographical, heatth, identification and participation Grart o limit an individual's access to services &t your institution. NaVIgatlon
I Student Admissions information Person
I> Records and Enraliment Biocraphical Header
[ Curriculurn Management Ideriification
I Set Up SACR Participation Data
[ Warklist
[» Reporting Tools
I> PeopleTools
— Change My Password
— My Personalization
— My Systern Profile
— My Dictionany
Navigation
Page
Menu J

Menu: The Menu displays a list of menu items that you have access to. When you
select an option, it is expanded and you will have access to additional folders that are a
part of that group. When the options become links, this is referred to as a content
reference and this will take you to the transactional page.

. Note: The only menu items that you will see are those for which you have
security access.

Navigation Page : The Navigation Page serves as an alternative navigation method to
the Menu. The Navigation Page displays the folders of a menu item in a more graphical
manner. Users can click on the displayed folders to access the transactional pages.

Navigation Header : The Navigation Header provides links to the Home page, to add
Favorites and to Sign out of PeopleSoft. The links displayed in the header will remain at
the top of every page in the SA/HR application.

Ver. 2008.10.28 Page 8 pstrain@uakron.edu
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Na vigating in PeopleSoft V9

The home page of PeopleSoft V9 will allow you to navigate to a transactional page by
using either the Menu or the Navigation Page. Typically, navigating using the Navigation
Page will get you to the desired page in a quicker and more efficient manner.

Using the Menu

In this example you will use the Menu to navigate to the Addresses page.

Steps

1. Use the Menu, and click on the arrow [ to the left of the menu item, Campus
Community .

"

”~  Note: If you click on the text, for this examplei Ca mp us Caodn
the folder will still open in the Menu, but the Navigation Page will also display.

2. The Menu will expand as follows:
Menu B

®

Search:

[= by Favarites

* Campus Community
[ Personal Information
[ Service Indicators

[ Student Admissions

[ Records and Enraliment

[= Curriculurm Management

[ Set Up SACR

[ Worklist

[ Reporing Tools

[ PeopleTools

— Change My Password

— My Personalizations

— My Swstern Profile

— My Dictionary

A

The following icons are used to identify if the folders in the menu are expanded or
collapsed.

Expanded : M You can see all folder options

Collapsed : [ All folder options cannot be seen

Ver. 2008.10.28 Page 9 pstrain@uakron.edu
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Steps

arrow [= for the folder for Personal Information
Menu — X

Search:
)

[+ My Favorites

= Zampus Cormmunity

« Personal Infarmation
[ Biographical

3. In this example, there are additional folders that can be expanded. Click on the

A

[+ Identification
[ Padicipation Data
[ Bervice Indicatars
[ Student Admissions
[ Records and Enrollment
[ Curriculum Management
[» Set Up SACR
[= Wviorklist
[ Reporting Tools
[» PeopleTools
— Change My Password
— My Personalizations
— My Systern Profile
— ity Dictionary

arrow [ for the folder for Biographical .

Menu =
Search:

[= Wy Faworites
= Campus Community
= Persanal Information

« Bingraphical
[ Addresses/Phones
[ Persanal Aftributes

4. In this example, there are additional folders that can be expanded. Click on the

A

[ Persan FERPA
[= Relationzhips
[> Identification
[ Paficipation Data
[ Bervice Indicators
[ Btudent Admissions
[» Records and Enrollment
[+ Curriculum Management
[ Set Lp SACR
[= Wiarklist
[» Repotting Taals
[ PeopleTaoals
— Change My Password
— My Persanalizations
— My Svystern Profile
— hity Dictionary

Ver. 2008.10.28 Page 10
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Steps

5. In this example, there are additional folders that can be expanded. Click on the
arrow [ for the folder for Addresses/Phone .

Search:
©)

[ My Favorites
= Campus Community
= Personal Information
= Biographical

— Addresses
— Electronic Addresses
— Phones
[> Personal Attributes
[ Person FERPA
[> Relationships
[> Identification
[» Paricipation Data
[+ Service Indicators
[> Student Admissions
[> Records and Enroliment
[= Curriculum Management
[ Set Up SACR
[> Worklist
[> Reparting Toals
[> PeopleToals
— Chanoe Wy Passwiord
— My Personalizations
— My Systern Profile
— My Dictionary

A

6. In this example, all the folders have been expanded and there are three links
available. These are links to transactional pages which is where you can review
and/or change data.

Click on the link for Addresses .

ORACLE’

Search: Mew Window | Help | o,
[ My Favoritas Addresses
> Campus Community Enter any information you have and click Search. Leave fields blank for a list of all values.
< Personal Information
= Bingraphical { Find an Existing Value |
hi
Ad
ID: [begins with (=[]
Addresses Campus ID: [begins with |~
— Phones I JI
> Personal Atriutes National ID: [begins with =] |
I Person FERPA . =
I Relalionshins Last Name: [begins with x|
I> Identification First Name: [begins with (¥ |
I> Participation Data
I Service Indicatars ™ Include History
[ Student Admissions
> Records and Enrollment .
1 Curriculum Managarent Search | Clear |Elas|c Search Save Search Criteria
[- SetUp SACR
[ Wiorklist
> Reporting Tools
> PeopleTools

- Change My Password
— My Personalizations
— My Systerm Profile

|~ My Dictionary

The search page for the Addresses page displays.

7. Click on the Home link in the Navigation Header to return to the Home Page.

Home Sign out

Ver. 2008.10.28 Page 11 pstrain@uakron.edu
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Using the Navigation Page

In this example you will use the Navigation Page to navigate to the Addresses
transactional page.

Steps

1. Use the Menu, and click on the option (text) for Campus Community .

ORACLE

Search:

) B Campus Community

[ My Favorites

Maintain bioidemo information about people and organizstions, mairtain 3C informstion.

= Campus Community

[ Personal Infarmation ﬁ Personal Information ﬁ Sendce Indicators
[» Service Indicators Enter personal data, biographical, health, idertification and participation rant or limit an individual's access to services at your institution
[ Student Admissions Information. [ Person
[> Records and Enrallment [ Biocraphical
[> Curticulum Management [ Identitication
[ GetUp SACR [ Participation Data

[ arklist

[> Reporting Toaols

[> PeopleToals

— Chance My Password
— My Personalizations
— My Systern Profile

— My Dictionary

Notice how the Navigation Page displays the folders in a more graphical manner.

2. In the Navigation Page, click on the folder for Bio graphical under Personal
Information.

Ibain Menu = (

| Infortmation =

Manage a person's hiographical data.

ﬁ Addresses/Phones ﬁ Personal Attributes ﬁ Person FERPA

Manage a person's addresses and phones. Manage personal characteristics. Manage & person's requests relsted to the
= tddresses =] Ethniicity Family Educational Rights and Privacy Act
ElElectronic Addresses EERPA).
ElPhones E|IFERPA
Relationships

Track personal and professional relationships
for & person.
ElRelations with Institution

. Note: When you are working with the Navigation Page, there may be
times when you have a folder that has more page options available and are not
displayed due to space. At the bottom of the page lists, you will see an option for
More. o CI i céadisplay altoptions (pageshfér that particular folder.

ﬁ Schedule of Classes

haintain =chedule of clazses informatio
ElSchedule New Course
ElMaintain Schedule of

= soddeElings
4 Mare...

Ver. 2008.10.28 Page 12 pstrain@uakron.edu
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Steps

3.

In the Navigation Page, click on the link for Addresses under Addresses/Phones.

ORACLE’

Search:

®

[ My Favaorites

> Campus Community

= Personal Information
= Biographical

- AddressesiPhones

/ 05
— Electronic
Addresses
— Phones
[ Personal Attributes
[> Person FERPA
I Relationships
[ Identification
> Participation Data
[> Bervice Indicators
[ Student Admissions
[> Records and Enrallment
[ Curticulum Management
[> Set Up SACR
[ wiorklist
[ Reporting Toals
[» PeopleToals
— Change My Passward
— My Personalizations
— iy Swstern Profile

— My Dictionary

Mew Wwindow | Help | 5

Addresses
Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value

ID: [egins with =] [z200766
Campus ID:| begins with =] |
National ID:|hegms with j|
LastName:lhegmswithj|
First Mame: [ beginz with =] [

™ Inciude History

Search I Clear |Elasic Search Save Search Criteria

4. Click on the Home link to return to the Home Page.

. Note:

When you are navigating in PeopleSoft you can use the Menu, the

Navigation Page, or both. Either method is acceptable, but as you can determine from
the last two sections, using the Navigation Page requires less steps and therefore, less

time.

Ver. 2008.10.28
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Searching for a Page

If you do not know the navigation path, there is a new search option available for
locating a particular page in PeopleSoft V9. This search option will allow you to type key
words in the search box and return a list of possible matches.

Steps
1. Atthe top of the main menu, there is a Search field.
ORACLE’

Persanalize Cantent | Layout

1

[ Campus Community
[ Student Admissions
[» Records and Enralliment
[ Curticulum Management
[ Set Up SACR

[+ Wiorklist

[> Reporting Toaols

[ PeopleTools

— hande by Password

— My Personalizations

— My Syster Profile

— My Dictionary

2. In the Search field, type a keyword for the page that you want to locate.

In class, enter Address .

Ver. 2008.10.28 Page 14 pstrain@uakron.edu
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Steps
3. Click on the Start your Search ) button.
ORACLE
Search

Enter search keywords separated by a space. Use quotes for any phrases. For example: Cities
Countries 'United States’

¥ New Search " Search Within Results

|address ﬂl Customize Seftings Search Tips
Hide Summaries

Search Results
1 Addresses

Manage an individual's addresses.
Home=Campus Community=Personal Information=Biographical=AddressesPhones=Addresses

2 Electronic Addresses

Maintain information about constituents’ email and URL addresses.
Home=Campus Community=Personal Information=Biographical=AddressesPhones=Electronic Addresses

3 Phones

Enter, update, or review an individual's telephone numbers,
Home=Campus Community=Personal Information=Biographical=AddressesPhones=Phones

The search results display and included is a short summary of each option.

4. Review the search results. To navigate to the page, click on the blue link under
Search Results for the page that you want to navigate to.

If you need to conduct a new search, enter new keywords in the edit box and click
on the Find button.

If you need to return to the PeopleSoft Home Page, click on the Home link in the
Navigation Header.

Ver. 2008.10.28 Page 15 pstrain@uakron.edu
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Steps

5.

In class, select the Addresses option from the search results list.

ORACLE’

Search:
®

[ Wty Favarites
=~ Carmpus Community
= Persanal Infarmation
- Biographical
- AddressesiPhones
— Add ]
— Elettranic
Addresses
— Phanes
[ Personal Attributes
[ Person FERPA
[ Relationships
[ Identification
[ Participation Data
[+ Gervice Indicators
I Student Admissions
[> Records and Enroliment
> Curriculum Management
[ Set Up SACR
[ Warklist
> Reporting Toole
[» PeopleTools
- Change v Password
- bty Personalizations
— bty Systerm Profile
|~ by Dictionary

Addresses

Enter any infarmation you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

ID: [begins wnhjl

Campus ID: | begins with x| |

National ID: [ begins with =] [

Last Name: | begins with x| |

First Name: [begins with ] [
™ Include History

Search | Clear |EaamSEarEh 18 save Search Criteria

The search page for Addresses displays.

Dew indow | Helo | 5

Ver. 2008.10.28
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Search Pages

After you navigate, a search page is returned. Depending on the type of page to which
you are navigating, the search page will vary. For example, if you are searching for
student or employee data, you will search using an ID or Name. If you are searching for
a course, you will be searching using a subject area or course number.

Below are some examples of search pages.

Campus Community> Personal Information> Biographical> Address/Phones>
Address

Addresses
Enter any information you have and click Search. Leave fields blank for a list of all values.

Key Search Fields:

| Find an Existing Value ' ID
Last Name
ID: [begins wimj| First Name

Campus ID:|begins withj|
National ID: | begins with =]
Last Name: | begins with ||
First Name: | begins with ||

™ Include History

Search | Clear |ElasicSearu:h B save Search Criteria

Curriculum Management> Class Roster> Class Roster

Class Roster
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Key Search Fields:
Term
Academic Institution: | begins with x| [akroN Q Subject Area
Term: [ begins with =] a Class Nbr
Subject Area: |begins withj| Q
Catalog Mbr: |begins withj|
Class Nbr: |= | |
Class Section: |begins withjl
Session: |= j | j
Course ID: |begins withj|
Course Offering Nbr: | = =l
Search | Clear | Basic Search Save Search Criteria
Ver. 2008.10.28 Page 17 pstrain@uakron.edu
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Workforce Administration> Personal Information> Modify a Person

Personal Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value

Key Search Fields:
EmpliD: | begins with =] EmplID
Hame: |begins withj| Name
Last Name: |begins withj| Last Name
Second Name: [ begins with =]

Alternate Character Name:| hegins with j |

Middle Name: [ begins with =]
[ Include History

Search | Clear |Elasi|:Search Bl save Search Criteria

Ver. 2008.10.28 Page 18 pstrain@uakron.edu
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Steps

1. Navigate to the desired page using the Menu or Navigation Page.

In class, you should already be on the Addresses Search page.
ORACLE’

Search: Neve indow | Help | &,

> My Favorites Addresses

[~ Campus Community Enter any information you have and click Search. Leave fields blank for a list of all values.
= Personal Infarmation
= Biographical { Find an Existing Value
~ Addresses/Phones
— Addresses
— Electronic 1D: [begins W"hﬂl
Addresses . i ith *
i Campus ID: [bagins with =] |
[ Personal Atiributes Mational ID: [begins with =] |
[> Person FERPA
© Relationships Last Hame: [begins wnhj|
[ dentification First Hame: [bagins with =] |
[ Participation Data
> Senice Indicators ™ Include History
[> Student Admissions
[ Records and Enraliment
[ Curriculum
[ SetUp SACR
(- Worklist
[ Reporting Tools
[ PeopleTools
— Chance My Password
- Wty Personalizations:
— Wty Systemn Profile
- Wty Dictionary

Search | Clear |Elas\c Search Save Search Criteria

Campus Community> Personal Information> Biographical>
Address/Phones> Address es

2. Whenever possible, use the ID or EmplID to locate an individual. The ID or
EmplID is a unique 11-digit value assigned to individuals in the PeopleSoft

system.

IntheIDf i el d, enter the studentdés | D
Resource search page, use the EmplID field and enter the employees ID
number.

3. You can also search by name.

In the Last Name field, entertheperson 6 s | ast name. Ty
and what you are sure of. You are able to perform a search without having a
complete last name in this field, however, the fewer letters you enter the
larger the search results will be.

In the First Name field, entertheper sonds first name.
search without using the entire first name, but, again, be aware that the
search will take longer and the search results will be larger if you are not
specific.

In class, use Student for the Last Name and J for the First Name.

Ver. 2008.10.28 Page 19 pstrain@uakron.edu
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Steps

@ Note: When performing a search, you can use variety of

Operators to narrow your search. For example, in the Last Name field, you
can click on the down arrow in the field next to the Last Name field and change
how the database is looking for results.

Last Mame:l begins with | |

These are the operators available for the Last Name field:
Last Name:

:'E'é"i'ﬁ":%"ﬁifﬁ ............
contains

not =

4. On many search pages, when searching for a person, you will see a
checkbox for Include History . This option will allow you to see additional
information about the person that was applicable prior to the current row of
data (i.e. History).

Select the Inclu de History option if you would like to view all current and
historical data for the person.

In class, click on this checkbox to include the historic rows of data.
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Steps

E»

Addresses

Find an Existing Value

5. Click on the Search button to perform the search.

Enter any information you have and click Search. Leave fields blank for a list of all values

D: [begins with =]

Campusm:|negmswnnj|

National |D:|negmswnnj|

Last Name:| begins with j |STUDENT

First Name: [ begins with +] [J
¥ Include History

Search | Clear |Elaswc Search Save Search Criteria

Search Results

ID Name Gender

Date of Birth Campus ID National ID National ID Country NID Short Description Last Name First Name

1839843 Student.limmy Unknown (blank) (blank) (blank) UsA 23N
2209766 Student Joehob Male (blank) 111225656 USA 88N
2209683 student Joette Female (blank) 111228787 USA 88N
1229982 Student Esg.Joseph Quincy Male (blank) 999113458 USA B8N
1954365 Student Josephine Female (blank) 999999999 USA 55N
2209731 Student.Josephine ¢ Unknown (blank) (blank) 999999999 U3A 33N
2209732 Studenti Josephine W Unknown (blank) (blank) 999999999 USA ss

1-Tof 7

STUDENT JIMMY
STUDENT JOEBOB
STUDENT JOETTE
STUDENT JOSEPH
STUDENT JOSEPHINE
STUDENT JOSEFPHINE
STUDENTI JOSEPHIMNE

review.

6. Review the Search Results.

The search criteria you entered will determine the search results. If you
entered an ID, on most search pages, you will automatically open the
transactional page, bypassing the Search Results. If you entered a specific
first name and last name, you will most likely have a very short list to review.
If you entered a common or partial name, you may have a longer list to

Note: Search results are limited to 300 rows. Use the View
Tools to navigate through search results. Also, you can sort search results
by clicking on any column header.

1229982 Student Esg.Joseph Quincy Male

7. Determine which record (person in this example) you want to review.

Click on any link in the row for the record you want to open.

0612/1980 (blank) 999113456 USA

In class, select the row for ID 1229982.

58 STUDENT JOSEP

[l
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Steps
8. The Addresses transactional page for Joseph Student displays.
Addresses
Joseph Student 1229932 @ *x ;]
Current Addresses Customize | Find | View All | B8 First [ 1.2 0r3 I Last
Address Address Effective Status Ed|W|ew Address
Type . Date = Detail
Office of the University Registrar -
Home  Simmons Hall h 10/09/2007  Active W
Akron, OH 44325-6208 —
Office of the University Reagistrar
- Simman Hall m - Edit’View Address
Mailing Akron, OH 44325-5208 06/11/2006  Active Detail
Summit
Add Address Add Address Types
) . * Home
Effective Date:  gpqg/9008 Status: Active ™
I~ * Wailing
Country: USA United States
I Business
Address: Edit Address Address Linkage .
I Daormitory
- Legal
Submit Reset 7 Other
I Advancement
[T Law School Mailboxes
Ver. 2008.10.28 Page 22 pstrain@uakron.edu
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Collapsing the Menu

After you navigate to a page and search for a record, data will be displayed in the
window. It is a good idea to hide or collapse the menu so that you have more window
space available for working with data.

Steps

1. To hide the menu, click on the Collapse button.

Search:

)

[+ Wy Favorites

[ Campus Comimunity

[ Btudent Admissions

[* Records and Enrollment
[= Curriculum Management
[ Set Up SACR

[ Wwarklist

[> Reporting Tools

[ PeapleToaols

— Change hiy Password

— by Personalizations

— hiv System Profile

— iy Dictionary

2. The Collapse button has changed to the Expand button. The Expand button is
located in the upper left corner of the page.

ER
Mew Window | Help | Customize Page | 15,
Addresses
Joseph Student 1223982 @ x :j
Current Addresses Customize | Find | | # First ] 12015 0 Last
Address Effective Edit\fiew Address
Type  Address Date SIS oty
Office of the University Registrar
Home  Simmons Hall h 100812007 Active Egm’ewﬂ
Akron, OH 44325-6208 —
Office of the University Registrar
Simmaon Hall m " Editiew Address
Maling  ion, OH 443255208 DBHITIZ006 - Actve Py
Summit
Add Address R Add Address Types
- . * Home
Fffective Date: - pgiggz00g Status:  Active " b
’ I~ * Mailing
Country: USA United States
- Business
Address: Edit Address Address Linkage
- Darmitory
- Legal
Submit Reset = Other
- Advancement
- Law Schoal Mailboxes
- Other 2
[

3. Click on the Expand button to display the menu once again. Collapse the menu
once again.
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PeopleSoft Pages

After you successfully navigate and search for a record, you see a page with data,
referred to as a transaction page. You use the transaction pages to inquire, enter, and
update data in the PeopleSoft SA/HR Application. Furthermore, each page provides
buttons and links to help you navigate and work with the data. This section will review
the many page elements found in the PeopleSoft SA/HR Application.

You should already be on the Addresses page which is at the following navigation.

Path: Campus Community> Personal Information> Biographical>
Addresses/Phone> Addresses
ORACLE

=
Mew Windomw | Help | Custornize Page | =) 2]

Addresses

Address

Office of the University Registrar
Haome Simmans Hall h 10/0972007  Active
Akran, OH 44335-6208

Office of the University Registrar

EditView Address
Detail

- Simmaon Hall m " Editt/iew Address
Mailing 4 ron, OH 44325-6208 OBM1/Z006  Active 1oy
Summit
Add Address Add Addre=2 (ypes

Haorme =

Effective Date:  jonrinng Status: Active
* Mailing
Country: USA United States
Business
Address: Edit Address Address Linkage .
Dormitory

Legal
Submit Reset Other

Advancement

Law Schaol Mailboxes

Other 2

-l
Sevis Foreign Address
Surmer

MNan-Resident Alien
10435 Addr

Yoice
Winter
Wiark

T o e e e e e e e e e B B |

Check

* Active address exists
Explain

< Save | SLReturn to Sesrch | 4= Previous in List | 45| Mext in List | %, Refresh | UpdaieJDisplayl Zl Include Histary |
-

This page allows you to inquire, edit (security permitting), and add (security permitting)
addresses for a student. Some examples of address types are: Home, Mailing, and
Work.
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Features

View Tools The View Tools provide options for sorting and viewing rows of
data as well as the ability to download the data into Excel for
further review.

view all | B8 First (4 12003 D Last

W vicw il All records (rows) of data will display.

Bl The Download tool displays on some
pages. This tool will allow you to export
the framed data into an Excel
spreadsheet for further review.

Displays the first row or set of rows of
data.

[4] Displays the previous row or set of rows
of data.

Displays the number of rows of data that
the page contains.

¥ Displays the next row or set of rows of
data.

Displays the last row or set of rows of
data.

Links On many PeopleSoft pages, there are links. When you click on
a link a new page displays with additional information. You can
identify links by blue text that is underlined.
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Features
Toolbar The toolbar buttons appear at the bottom of most pages and
Buttons changes depending on the type of page that is active. Not all

buttons will show on every page and some buttons may appear
but will not be active.

Save |

Allows you to save your changes This
button would be used when you are
updating or adding new information to
the database.

L\ Return to Search |

Allows you to return to the search page
to modify the existing search or to start a
new one.

+[E] Previous in List |

Allows you display the data from the
previous data row from the search
results.

+[E] Mext in List

Allows you to display the data from the
next data row from the search results.

i

ria Refresh

Allows you to validate any data that has
been entered to the page.

UpdateDizplay |

Allows you to access existing rows of
data. You can view current and future
data in this mode. If this button is grayed
out, you are in Update/Display mode.

A2 Include History |

Allows you to view all effective dated
data (history, current and future). If the
button is grayed out, you are in Include
History mode.
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Steps

1. Click on the Home link in the Navigation Header to return to the Home Page.

2. In class, navigate to the following page:
Records and Enrollment> Career and Program Information>
Student Program Plan

3. On the Search page, use ID 1229982.
In the Academic Career field, use the drop down and select Undergraduate.
Select the checkbox for Include History .
Click on the Search button.

From the search results, select the first row.

4. Collapse the Menu.

5. This page all ows you t o vV iPlenwnthikexanple,ad e
Business Undergraduate studying Accounting.

ome |_Addto Favortes Sign out
3
| custornize Pans | .5
( Student Program " StudentPlan
=
N 1229982 2x 8 MEE
Academic Career: Undergraduate Career Requirement Term udent Career Hbr: 1|
A First [ 1 or e B Last View Tools

Status: Active in Pragram

Effective Date: 05 462008 Effective Sequence: 1

Program Action: DATA Data Change Action Date: 05/14/2008

Action Reason: Joint Prog Appr: =

Academic Institution: AKROM The University of Akron

Academic Program: BUISU Business Undergraduates o

™ From Application
Admit Term: 4081 2008 Sprin Application Nbr:
Application Program Nbr: 0
Requirement Term: 4081 20088
. prin Toolbar
Expected Grad Term: 4087 2008 Fall Campus:  AKRON Akron Main  Acad Load: Full-Time / Buttons
Save || S\ Returnto Search | +[F Previous in List | +[E MextinList | | 7L Refresh Updateroisp|ay| Include Histary |
Student Program | Student Plan
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Features

Page Tabs

When you navigate to a page there may be one page or
multiple pages associated with a particular navigation path. If
there are multiple pages, you will see multiple tabs at the top of
the page. Click on the tab to move from one page to another.

ORACLE’
v

Iew Window | Help | Custornize Page | &,

/ StudentProgram y Student Plan

Joseph Student 1229882 @ * B

Academic Career: Undergraduate Student Career Nbr: 1 Car Req Term: 2004 Fall

Status: Active in Program Admit Term: 2008 Sprin
Effective Date: 05/1 412008 Effective Sequence: 1
Program Action: Data Change Action Date: 0501412008

Action Reason: Requirement Term: 2008 Sprin
Academic Program: Bus UG

62000085 Accounting Major
10 Degree: BSA
1272712007 Degree Checkout Stat:

4081 2008 Sprin Student Degree Nor:

Include Completion Term:

$ENextinList | Refresh Update/Display Inciude History

+[5] Previous in List

Student Program | Student Plan

There are also links, below the Toolbar buttons, that will
advance you through the pages (tabs).

Information
Buttons

The Negative Service Indicator, Positive Service Indicator and
FERPA buttons will appear in the same location on most pages
in PeopleSoft. At The University of Akron, service indicators
sometimes are referred to as HOLDS. These buttons only
display if they are applicable to the open record.

@ A negative service indicator displays when
Negative sgrvi_ces are being restricted. Only one icon
Service will o!lsplay, regardless of how many

dicator restrictions have been _placed on t_he _record.
Indica An example of a negative service indicator
would be a student cannot register for
courses. Click on the button for more
information.

+* A positive service indicator displays when
Positive there are special p_rivileg_es a_lvailable for a
Service student. Only one icon will display,

. regardless of how many privileges are
Indicator applicable. An example of a positive service
indicator would be that a student can
register early. Click on the button for more

information.
= The FERPA icon will display if the person
FERPA has restricted their directory information.

Click on the button for more information.
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Features

New Window | The New Window link can be helpful if you are entering or
viewing data and need additional information that is stored on

another page. You can open a new window, conduct a new

search in that window and locate the data that you need.

. Note: When you are working with PeopleSoft pages, it is not
recommended t hat vy o Back andFoyward tooldarbottans. éf yod s
use these buttons, you may lose the data that youenteredor you mawuwt dbatk
PeopleSoft. Instead use the links, buttons and menus on the PeopleSoft pages to move
back and forward through the transactional pages.

4} Addresses - Microsoft Inte’ aet Explorer

Fagafites  Tools  Help

= % — ne . . i — ol f
Qe - © Jx] (B (| Psewch Ygravets @[ (22 w0 - &I B
J Address http:/fgecko.uakron. edu: 12200/psp/hebps/EMPLOYEEfHRMS chCC_BIO_DEMO_DATA. ADDRESS_MAINT .GEL?Folder=MYFAVORITES

J Links @ CHM.com @ ‘Weather @ Yahoo! @ University of Akron - Training Seminars Login

cracLe R

Search: [ =00
= My Favorites Addresses

— Addr

— Senice Indicators Joseph Student 1228982 % x =

- g;uddtenépmgtr—amfman Current Addresses Customize | Find | View All| B8 First [{]124;0 Last

- o Favorites i i

; - Address Effective EditView Address
— Edit Favarites T Address E1C LU S ——

e Date
[ Campus Cammuni
_ .p AP ty Nffice aftho | nivercite Ronictear
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Favorit es

Favorites created within PeopleSoft are available at any computer at which you sign in,
because the favorites are stored in the PeopleSoft database. You also have to option to
set favorites in Internet Explorer, but they will only be available on the computer at

which the favorite was created because the favorites are stored on that particular
computer.

i

" Note: Favorites created in Internet Explorer for the previous version of
PeopleSoft will not work in the new PeopleSoft V9 application.

Creating Favo rites in PeopleSoft

Steps

1. Click on the Home link to return to the Home Page.

2. Navigate to the page to be set as a favorite.

In class, navigate to the following path:

Campus Community> Service Indicators  (Student) >
Manage Service Indicators
ORACLE

E

Mew Wiindow | Help | 1,

Manage Service Indicators
Enter any infarmatian you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

ID: [begins with jl
Campus ID:|hegmswwlhj|
National ID:|hegmswwhj|
Last Name: | begins with > |
First Name: [ begins with x| |

Search | Clear |Easm Search Gave Search Criteria

i

. Note: Favorites should be created on Search Pages.
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Steps

3. Click on the link for Add to Favorites in the Navigational Header.
ORACLE’ ._______________ = g

Mew Window | Help | Customize Page | &

Add to Favorites

Flease Enter a Unique Description for this Favarite

‘Description: [Manage Senvce Indcators |
0K Cancel

4. A default name is given to the favorite. You can change this. To change the name

of the favorite, click to place the cursor in the Descrip tion field and type a new
name.

In class, enter Service Indicator and then your initials.

5. Click on the OK button at the bottom of the page.
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Editing Favorites in PeopleSoft

After you have favorites created, you can rename favorites, delete favorites, or change
the order in which they appear in your My Favorites menu option.

Steps

1. Click on the Home link in the Navigation Header.

ORACLE’ -
Personalize Cantent | Lavout ) o 7
Menu B 8 B
Search:

®

[ My Favarites

[> Campus Community

[ Student Admissions

[: Records and Enrollment
> Curriculum Management
[ Set Up SACR

- Worklist

[ Reporting Tools

[ PeopleTools

- Change Wy Password

[~ My Personalizations

[~ My Swelerm Profile

|- My Dictionary

2. Select the option for My Favorites , Edit Favorites .

ORACLE G

Search:
®
= My Favorites Edit Favorites
— Addresses

— Service ndicatars
— Student ProgramiPlan

Click the Save hutton after editing or deleting favorites.

— Edit Favorites 3 i Custormize | Find | £ First El i
E gtargﬂutsﬂgﬂlfﬂm_u”iw *Favorite Seqguence nurmber
udent Admissions
I Records and Enrollment [hddresses | 0 [ Dekte |
> Curriculum Management
- Set Un SACR [service Indicatars | 0 | Delete
1> Wfarklist |student Fragram/Flan | i Delete

[> Reporting Tools

[- PeopleTools

— Chande by Password
— My Personalizations
— My Systern Profile

— v Dictionary

3. To rename the favorite, use the Favorite column.
To change the order of the favorites, use the Sequence number column.

To delete the favorite, click on the Delete button in the row of the unwanted
favorite.

Click on the Save button if you make any changes.

4. Click on the Home link in the Navigation Header to return to the home page.
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Using Favorites in PeopleSoft

Once you have set a favorite, you can use the Favorites menu to quickly navigate to the

page that you need.

Steps

1. If necessary, click on the Home link in the Navigation Header.

ORACLE’

Personalize Content | Lavout
Menu = &

Search:
()

[ My Favorites

[ Campus Community

[ Student Admissions

[ Records and Enraliment
[ Curriculum Management
[- SetUp BACR

[ Worklist

> Reporting Tools

> PeopleTools

— Chane My Password

— My Personalizations

— Ity Swstern Profile

— My Dictionary

2. In the Navigation Menu, click on My Favorites .

Menu

Search:

b

— Addresses
— Semice Indicators
— Btudent ProgramiFlan
— Add to Favarites
— Edit Faworites
[ Campus Cammunity
[» Student Admissions
[» Records and Enroliment
[ Curriculum Management
[ Bet Up SACR
[+ Worklist
[* Reporting Tools
[» PeopleTaoals
— chande My Passward
— My Personalizations
— My Systern Profile
— My Dictionary

B EE

3. Click on the link for the favorite that you want to navigate to.

In class, click on the link for Service Indicator (Initials) .

4. Click on the Home link to return to the Home Page.
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Lesson 2: New/Enhance d PeopleSoft V9 Features

In this lesson, new or enhanced features In PeopleSoft V9 will be covered. The topics
reviewed in this lesson are:

e The Report Manager

e Student Study List

e Class Rosters

e Using the Download Tool
e The Query Viewer
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The Report Manager

The Report Manager allows access to your stored reports in PeopleSoft. Reports are
available in the Report Manager for seven days after their creation. One the eighth day,
a report is deleted automatically. In the previous version of PeopleSoft when you ran a
report you would process the report, go to the Report Manager, and then select the
report from the Report Viewer window. In PeopleSoft V9, you will go directly to the
report from the Report Manager, therefore, eliminating the step of the report selection in
the Report Viewer.

"

. Note: You can view and print reports by navigating directly to the Report
Manager. Reports are stored for seven days from the time that you ran a report. The
navigation for the Report Manager is: Reporting Tools > Report Manager (then go to
the Administration tab)

The changes to running reports will be explored using the Enrollment Summary page.

Steps

1. Navigate using the following path:
Records and Enroliment > Enrollment Summary > Enrollment Summary

Enrollment Summary
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value '\

ID: | begins with = ||

Academic Career: |: J | j
Academic Institution:l beqins with leKRON Q

Term: ==l | a,
Campus ID: |begins withj|

National ID: | begins withj|

Last Name: |begins withj|

First Name: | begins with =]

Term Alternate Key: |= x| | a,

Search | Clear | Basic Search Save Search Criteria

Notice that an ID populates the ID field. This is referred to as Carry ID. This will
carry the ID forward on the search pages until you delete it.
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Steps

2. If necessary, delete the ID. Use ID 1229982. In the Academic Career field, use the
drop down to select the option for Undergraduate.

3. The Term field can be used to narrow down the search. You can use the Lookup
Term < button to return a list of valid values.

9898 End Term - Srve Indicator Use End Term
4177 2017 Fall 2017 Fall
4173 2017 Summer 2017 Summe
4171 2017 Spring 2017 Sprin
4167 2016 Fall 2016 Fall
4163 2016 Summer 2016 Summe
4161 2016 Spring 2016 Sprin
4157 2015 Fall 2015 Fall
4153 2015 Summer 2015 Summe
4151 2015 Spring 2015 Sprin
4147 2014 Fall 2014 Fall
4143 2014 Summer 2014 Summe
4141 2014 Spring 2014 Sprin
4137 2013 Fall 2013 Fall
4133 2013 Summer 2013 Summe
4131 2013 Spring 2013 Sprin
4127 2012 Fall 2012 Fall
4123 2012 Summer 2012 Summe
4121 2012 Spring 2012 Sprin
4117 2011 Fall 2011 Fall
4113 2011 Summer 2011 Summe
4111 2011 Spring 2011 Sprin
4107 2010 Fall 2010 Fall
4103 2010 Summer 2010 Summe
4101 2010 Spring 2010 Sprin

The Term is composed of four digits and they can be explained as follows:
FirstDigit: Century and f orf 4id2, 0 0A0169s000 6t shoi sw ow
Second and Third Digit : Last two digits of year

Fourth Digit : Term. Fall= 7, Spring= 1, and Summer= 3

Example:

4087 2008 Fall 2008 Fall

In class, leave this field blank.

Note: You will see the Lookup A putton next to several fields in
PeopleSoft. Click on this button to open a page that allows you to search for
predefined values that you can select for the field.

4. Collapse the menu.
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Steps

5. Click on the Search button.

(=L

ID: [bagins witn =] [1220982 - |
Academic Career: = - |Undergraduate j

Anademm\nsmuﬂon:lhegms wwlhleKRoN Q

Term: = > Q

Campus ID: |hegms W\Ihjl

MNational ID: |hegins wnhj|

Last Name: |hegms W\Ihjl

First Name: |hegins wnhj|

Term Alternate Key: |= = Q

Search | Clear |Elaswc Search Save Search Criteria
Search Results
Dateof  Campus , .
Career Gender o D Hational ID |

1229982 Underarad AKROM 4087 2008 Fall Student Esa.Joseph QuincyMale  06/12/1980 (blank) USA SSN STUDENT JOSEPH 4087

1229982 Underarad AKRON 083 2008 Summe Student Esg.Joseph QuincyMale  08/12/1980 (blank) 443333 USA 85N STUDENT JOSEPH 4083

1229982 Underarad AKROM 4081 2008 Sprin ~ Student Esa.Joseph Quincy Male blank) 443333 USA SSN STUDENT JOSEPH 4081

1229982 Underarad AKRON 4077 2007 Fall Student Esg.Joseph Quincy Male 980 (blank) 443333 USA 85N STUDENT JOSEPH 4077

1229982 Underarad AKROM 4073 2007 Summe Student Esa.Joseph Quincy Male 080 (blank) 555443333 USA SSN STUDENT JOSEPH 4073

1229982 Underarad AKRON 4071 2007 Sprin ~ Student Esg.Joseph Quincy Male 980 (blank) 555443333 USA 85N STUDENT JOSEPH 4071

1229982 Underarad AKROM 4067 2006 Fall Student Esa.Joseph Quincy Male 080 (blank) 555443333 USA SSN STUDENT JOSEPH 4067

1229982 Underarad AKRON 4063 2006 Summe Student Esg.Joseph QuincyMale  06/12/1980 (blank) 555443333 USA 85N STUDENT JOSEPH 4063

1229982 Underarad AKROM 4061 2006 Sprin Student Esa.Josenh QuincyMale  06/12/1980 (blank) 555443333 USA 2] STUDENT JOSEPH 4061 LI

6. Review the search results and locate Term 4087 . Click on any link for that row.
=»

Mew Wind

[ Enrollment Summary

Student Esq,Joseph Quincy 1229932 @ *x T‘rl
Term: 2008 Fall Career:  Undergrad The University of Akron Print Study List ~ Report Manager
Find | View All
Class Nbr Subject Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken
Q. 76816 3100 100 Regular 001 Enrolled Enrolled BUSU ABCNC 4.00
Introduction to Botany Lecture
Q, 74548 5400 500 Regular 200 Enrolled Enrolled BUSU ABCIMC 3.00
Postsecondary Learner lec ar www
Q, 72153 5540 120 Regular ooz Enrolled Enrolled BUSU ABCIMC 0.50
Archery Lecture

S\ Return to Searchl Previous in '_=s:| +E Mext in Listl Motify |

Notice how there are three courses listed.
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Steps

7. Use the View Tools, and select View All to get a list of all courses Joseph Student
is taking for Fall 2008.

(=13
New Window | Help | Customize Page | 5, =
{ Enrollment Summary
Student Esg,Jeseph Quincy 1229982 @ * ;_‘]
Term: 2008 Fall Career:  Undergrad The University of Akron Print Study List ~ Report Manager
Find | View 3 First [4] 1-7ufTIE Last
Class Nbr  Subject Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken
Q 76816 2100 100 Regular 001 Enrolled Enrolled BUsU ABCINC 4.00
Introduction to Botany Lecture
Q 74543 5400 500 Regular 800 Enrolled Enrolled BUSU ABCING 300
Postsecondary Learner lec or www
Q. 72153 5540 120 Regular ooz Enrolled Enrolled BUSU ABCINC 050
Archery Lecture
Q 72424 6200 201 Regular o001 Enrolled Enrolled BUSU ABCINC 300
Accounting Principles | lec or www
Q 7T 8200 360 Regular 072 Enrolled Enrolled BUsU ABCINC 5.00
Mursing Care of Adults LRC
Q77132 8200 360 Regular 073 Enrolled Enrolled BUSU Mon-Graded
MNursing Care of Adults Practicum
Q. 73673 8200 360 Regular 101 Enrolled Enrolled BUSU MNon-Graded
MNursing Care of Adults Lecture
L Return to Sear:hl Previous in List | +E] Next in Listl Notify | -

=l
Notice Joe Student is actually enrolled in seven courses. (The number of course

may vary for this example. This is an ID used frequently in testing.)

8. To process the report, click on the Print Study List link.

9. To retrieve the report, click on the Report Manager link.

[ List " Explorer " Administration | Archives

User ID: ITF:'—.III:II1 Type: Im'lLast: I_‘lIDays =] Refresh |

status: | ~| Foider:] =| instance: | to: |
Customize | Find | View All | B First (1] 4 of 1 [ Last
Report Prcs — "
Select D Instance Description Request Date/Time Format Status
- 09M16/2008 Acrobat .
] Z701 3588 Individual Student Study Rpt 5-4017F I * pdi) Frocessing
vSeIedAII Deselect All

|_Dekete_|ciickthe delste button to delete the selected report(s)

Go back to Enrollment Summary

B Savel

List | Explarer | Administration | Archives

The Enrollment Summary (Individual Student Study/Rpt) is now listed in the Report
List.
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Steps

10.If the report Status is not Posted, click on the Refresh button. It may be necessary
to click on the Refresh button more than one time.

11.When the status is Posted, you can click on the link for the report in the Description
column.

[ List Y Explorer | Administration Y Archives |

userip:  [TRAIND1 Type: | =l 1as” [ 1[oays ~| Refresh |

Status: I vI Folder:l o Instance: | to: |

Report List Customize | Find | Vi B First [ 1202 [M Last
Report Prcs . Request -

Select D Instance Description DateTime Format Status Details
- 09M16/2008 Acrobat -

ndividual student Study Rpt A Detalls

= 2702 3589 Individual Student Study Rpt o405 4P (*.pa) Posted Details

12. A new window opens with the report displayed.

Report 1D GRETINTZ TLASS STHRDULE Fage Bo. L [
Bufi Cwts 99167208
Run Tims Lé.&Llild
Hars. Ftudencs Dng,Jorsph Quincy Carssr, Undesgradoace
1, FEETEIH i ! Program. Tusinses Peattas
Tezm. 098 Pall
Cosdita Srmdlng
Llaaw Mo, AREETT Lazalcg Asgalon kestion AZATuUE Zaksn Raggn Llaas Caces
ITEEE 3153 138 1 138 Tarclled .00 Graded AR F2EF2904 22207/ TR
nﬁ; Chenirtry for Bic Sclsoce Lacturs
Mary Gladvin Rall 2% ETHF 1. ligm Libipm  Fexry,David B
Sz leton, Thonan
WTEE 3190 11 1 (131 Tnrcllsd 4.0 Crd/No Crd AR/25/2004-12/07/T008
In%l.!ah. Compowiciza I Lactucs
alin Hal L3 EMTHF 6 kfan - Todlam  Sigrosinn,Jawise H
EI Y LT e 1 z1a Tnrcllsd 4.09 Foo-Gosded  4B/26/3304-12/07/ZHE
Horanltisa in Mertecn Trad I Lacturs
Lelgh Hall 1ar L 5.GEam - 104EaR  Sraham Mictasl F
4220 450 128 1 r1a Tnrcllsd 2.4 AaCHT AR /252004 -12,/0T/ 2000
CRacciptlvs Cooputer Scisocs Lacturs
Lalgh Hall 1z " 3. lfpm - 4. ifpe  Arpidons, Mizchev B
74321 3453 128 1 211 Tarclled 4.09  Foo-Gowded  96/25,2304-12/07/I09E
Cwacripelvs Computsr Scisnss Laberator ¥
Czllege of ATta & Scisncer 241 T 3i2ipm - 4 10pe  Aspidons, Mizchey B
16T 3650 bel 1 138 Tnrcllsd 4.0 E-1 1 AR /2542004 -12,/ 0T/ 200
Ceaccipclvs Artrancey Lacturs
Apar Hall 13 TN siGkam - 12.5bER  Beach,2chn B
ITEAE a9 1 1 [ Inrcllsd 4.0q AEC/NT AR /2620049 -12 0T/ 2000
Suxvey of Hiakszy of Act IT Lacturs
Foli Hall 1t Toh G iEpm - TidEpe  Hazecn,Dachecins

13.Close the report window when you are done with the Enroliment Summary Report.

14.Click on the Home link.
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Student Study List (View and Print through Quick Enroll)

The | ast section outlined how to view and pri
Enrollment Summary pages and the Report Manager. This section will detail how to
obtain a studentdés study | ist when using the

™

@Note: This new feature is only available to those users that have security

access to the Quick Enroll process.

Steps

1. Navigate using the following path:
Records and Enrollment > Enroll Students > Quick Enroll a Student

The Quick Enroll a Student i Add a New Value page is displayed.
Quick Enroll a Student

/. Eind an Existing ¥alue_{ Add aNew Value

I I
All the
Academic Career: I o} fields are
Academic Institution: IAKRON Q, required.
Term: I a
Add

Find an Existing “alue | Add a Mew Yalue

2. Ent er t helDS\tadaine Gdrers (UGRD, GRAD or LAW), Academic
Institution (Akron), and Term (Use Lookup Q, if necessary).
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Steps

3. Click on the Add button.

Quick Enroliment
e =

Request ID: 0000000000 Joehoh Student 1D 22156919

Career: Undergrad Institution: U of Akron Term: 2002 Fall Submit |

Class Enrollment Units and Grade Cther Class Info General Overrides Class Overrides

‘Action Class Nbr Section Related 1 Related 2

[=] IEanII 'I Q Fending I Q I Q

Goto: Wiew Enrollment Access Calculate Tuition Study List Enraliment Appointrments TetmiSession Withdrawal

Student Services Center

Bl save | [=] Matify | Eeadd | B UpdateDisplay

4. Click on the Study List link at the bottom of the page.

Quick Enroll

Student Study List 2008 Fall

2256919
Joebob Student

Undergraduate The University of Akron

Class Schedule Filter Options

7 show Envolled Classes Refresh Class Schedule

3100 103 Section Component Description Grading Option  Grade  Units  Status
Cls#:70517 0oz Lecture Hatural Science: Blology ABCING Grading 4,00 Enrolled
Academic Program:
Requirement Designation:Learning Community section Attempt RD?  ‘Yes
9:554M  10:454M Mon,Wed,Fri Aubum Science and 08/25/2008 - 12/07/200
Engineering 120
Instructor: Jessica Hopkins
3100 103 Section Component Description Grading Option  Grade  Units  Status
Cls#170527 019 Laborstory  Matural Science: Biology Hon-Graded 0.00 Enralled
Companant
Academic Program:
12:00PM 2:00PM  Wed Schrank Hall North 251 08/25/2008 - 12/07/200
Instructor: Charles Dawes
3300 573 Section Component Description Grading Option  Grade  Units  Status
Cls#i77228 g0l Seminar Sem Tching ESL: Theary & Meth ABC/NC Grading 3.00 Enrolled
Academic Program:
6:40PM  7:55PM  Tues,Thurs Kolbe Hall 215 08/25/2008 - 12/07/200
Instructor: Kenneth Pakenham
8200 315 Section Component Description Grading Option  Grade  Units  Status
Cls#i 73642 001 Lecture pathophysiology for Nurses ABC/NG Grading 3.00 Enralled
Academic Program:
1:10FM  4:00PM  Maon Schrank Hall South 229 08/25/2008 - 12/07/200
Instructor: Carol Scotto

Printer Friendly Page
View/Order Your Textbooks

Cancel N
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Steps

5.

OPTIONAL: Click on the Subject and Catalog Nbr link to view class detail.

To Print the Study List, click on the Printer Friendly Page link at the bottom of the
page.

The page is modified to be easier to print.

Select landscape as the paper orientation (at File, Page Setup in the Internet
Explorer).

Usethe File,Print command i n the browsero6s menu
browserdos toolbar to print the Study LU

Scroll down to the bottom of the page to click on ﬂl and return to the original
Study List.

Click on the Home link.
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Class Rosters

In the previous version of PeopleSoft, if you wanted a Class Roster you would need to
obtain the list from the Self Service (via Zipline and you needed to be the Instructor of
Record) or by using a Run Control ID to create a report in the PeopleSoft application. In
PeopleSoft V9, you can view Class Rosters without creating a report by using the new
Class Roster Viewer,

Steps

1. Navigate using the following path:
Curriculum Management > Class Roster > Class Roster

Class Roster
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

AcademicInstitulion:lbegins withleKRON QL
Term: | begins with ]| Q
subject Area: |begins withj| a,
Catalog Nbr: |begins withj|
Class Nbr: |= =
Class Section: |begins withj|
Session: |= = |
Course ID: |begins withj|
Course Offering Nbr: |: j |
Search | Clear |ElasiCSearch Save Search Criteria
2. Enter Academic Institution
3. Enter Term. In class enter 4087.
4. Enter criteria to search by:
Subject Area and Catalog Nbr
-OR1
Class Nbr.
In class, enter 70756 for Class Nbr.
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Steps

5. To search by Subject Area and Catalog Nbr:

Class Roster
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Academic Institution:| heging with j |AKRON Q

Tern: |begms Wlthj |408? Q

Subject Area: | hegins with j |3300 Q

Catalog Nbr: [ begins with x| [111

Class Nbr: |= =

Class Section: | begins with j |

Session: |= j | j
Course ID: [beging with ]|

Course Offering Nbr: |: 4| |

Search | Clear | Basic Search Save Search Criteria

To search by Class Nbr:

Class Roster

Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value

Academic Instilution:l begins with j |AKRON Q,

Term: |neg|ns with = | |4DS? Q

Subject Area: |begins wilhj| Q,
Catalog Nbr: |beginswithj|

Class Nbr: |= = 70758

Class Section: | pegins with = |

Session: | = j | j
Course ID: | begins wnnj|

Course Offering Nbr: | = =l |

Search | Clear |BasicSearch [E save Search Criteria

6.

If the search was by Subject Area and Catalog Nbr, select the class from the list of

Search Results.

If the search was by Class Nbr, the Class Roster is displayed.

Ver. 2008.10.28
©2008 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.

Page 44

pstrain@uakron.edu



PeopleSoft V9 SA/HR Experienced User The University of Akron

Steps

7. In this example, the IDs and Names are hidden. The IDs and Names are visible
when this page is viewed in PeopleSoft.
3300 111 -004 English Composition |

Lecture (70756) Class Detail |

2002 Fall | Regular Academic Session | The University of Akron | Undergraduate

* Meeting Information
Days & Times Room Instructor Meeting Dates

|MoWeThFr 6:50AM - 7:40AN OlinHall 105 | . | 081252008 - 12/0712008

Enroliment Status: Enrolled

Enrollment Capacity: 25 Enrolled: 12
Enrolled Students Customize | Find | First [4] 1-12 of 12 [+] Last
[n} Hame Status Gra(_ie Units | Program and Plan Level
Basis
1 ABCING | 4.0p|University College Underarad - oo oy oy
Mursing - Pre-admission
2 ABGING | 4.pp|University College Undergrad - e o ooy
Mursing - Pre-admission
3 ABGING | 4pp|Universiy College Undergrad - e op ooy
Mechanical Engineering
n ABGING | 4.pp|dniversity College Undergrad - ey ooy
Sociology-Criminology & Law En
5 ABCINC | 4.00|ENdNeering undergraduate - ey ap
Civil Engineering
6 ABGMG | 400 J0erS College Underarad - eresnman

8. To modify the view, click on the down arrow for Enrollment Status . Select All,
Dropped or Enrolled

9. Click on the Class Detail button for additional information about the course.

Click on the Return to Class Roster link to return.

10.To sort the list for this session only, click on the column header by which to sort.

Column headers

D Name Grade |, s |Program and Plan Level Status
Basis
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Steps

11.To print this web page:

a. Hide the PeopleSoft mEnu by clicking on the Expand/Collapse tool.

b. Select File, PrintPreview f r om t he browser 6s menu.
c. Click on the Page Setup tool |£j or @
d. Make selections such as landscape, paper size and margins.
e. Click OK.
. Pint...
f. Click L| or "=
= @| e ) | = | |1 Page View j||A5 laid out on screen j||ShrinkToFitj|
ORACLE ‘—‘.n.-q wendar | aadrsFaariaa | Signai
I paw wmeow | Heg | Cuzsmze sage| 2} ]
Class Roster
o
begr gacko sakron sdu 12200 /pup bebps? EMPLOVEEHRMS cESTASLISH_COURS . 9172008
Press the Esc key to return to the previous page.
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Using the Download Tool

On many pages in PeopleSoft V9, you will have Inquiry Results Grids. In the previous
section on Class Rosters, there was an Inquiry Results Grid that displayed the list of
students enrolled in a specific course and it can also be seen below:

3300 111 -004 English Composition |

Lecture (7O75G) Class Detail |

2008 Fall | Regular Academic Session | The University of Akron | Undergraduate

* Meeting Information

Days & Times Room Instructor Meeting Dates
|ru1o‘.".feThFr B:50AM - T:40AM |O|in Hall 105 |Jamie Signorino |UBI2512008 - 12/07/2008

Enrollment Status: Enrolled

Enrollment Capacity: 25 Enrolled: 12

Enrolled Students

First [« 1-12 of 12 [¥ Last

(v} Hame Status GraQe Units Level
Basis

1 2 ABCNG | 4.gp|Universiy College Undergrad - oo oy
Mursing- Pre-admission

2 £ ABCING | 4.00|Univelpity College Undergrad - e oy
Mursijfig - Pre-admission

3 ¢ ABCING | 4.pp|Ynifersiy College Undergrad - e p oy
Meghanical Engineering

4 ¢ ABCING | 4.00|fiversily College Underarad - e o, o

ociology-Criminology & Law En

5 b ABCMNG | 4ggfENOineenng undergraduate - o
Civil Engineering

B b ABGING | 4 fo|Yniversiy College Undergrad - e op ooy

In this grid, there is a tool available to download the data in the grid to Excel. This is the
Download toolEZl. Using this tool will allow you to save the data to an Excel file and
then you will be able to open the file and modify as you would any Excel Spreadsheet.

In order to use this tool successfully, you will need to configure Internet Explorer to open

the files in Excel rather than in an Internet Explorer window. You will also have to

configure the pop-up blockerto allowpop-ups from The Universityos
already did these processes, you can skip to page 51.
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Configure for Excel Files

@Note: This procedure may need to be redone after certain Windows

™

Updates. Also, this procedure can be used regardless of what version of Office you are
running (Office 2003 or Office 2007, see notes for 2007.)

Steps

1. Double click on the My Computer icon on the desktop.

My Compuker

2. From the menu, select Tools, Folder Options .

3. Click on the File Types tab.

Folder Options 21x1

General | View  File Types | Offiine Fies |

Fegistered file types:

() NONE] DVD Video

IZ3)[NONE)  File Folder

ICZ)[MOME] Falder

@ [MOME] Help and Support Center protocal

ELNMNFL Intemet Shoteot LI

Mew | Delete |

Dretails for ‘AudioCD’ file type

Openz with: Change... |

To change settings that affect all ‘AudioCD' files, click Advanced.

Advanced |
Ok I Cancel | Apply |

4. In the Registered file types list, scroll to locate and select XLS- Microsoft Office
Excel 97 -2003 Worksheet . It will be near the bottom of the list.

5. Click on the Advanced button.

Clear the checkboxes for Browse in same window (or Open Web documents in
place) and Confirm open after download
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Steps

6. Click on the OK button.

7. Complete Steps 4-6 for the following file types:
e XLA
e XLB
e CSV

@Note: If you are using Office 2007, you need to follow the Step 4-6

™

for the following file types as well: XLSX and XLAM.

8. In the My Computer Window, click on the Close * button.
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Configure Pop  -up Blocker

Most computers on campus are set up to block pop-up windows from appearing and
this can interfere with your ability to work with many PeopleSoft pages and reports
because PeopleSoft uses pop-ups to present information. Therefore, you will need to
adjust the setting for the Pop-up Blocker in Internet Explorer so that you can use
PeopleSoft without having pages blocked.

Steps

1. From within Internet Explorer select Tools, Internet Options

@Note: If you are using Internet Explorer 7, you can click on the Tools

icon and then select Internet Options. To identify what version of Internet Explorer
you are running, go to Internet Explorer and click on the Help menu and then
About Internet Explorer . A box will display and will notify you as to the current
version of Internet Explorer.

2. Click on the Privacy tab.
| ?[x]|

General | Secuity | Privacy | Content | Connections | Programs | Advanced

Settings

6 Move the slider to select a privacy setting for the Internet
=& zone.

Medium

- Blocks third-party cookies that do not have a compact

privacy policy

- Blocks third-party cookies that use personally identifisble %
L information without your implicit conzent

- Restricts first-party cookies that use personally identifiable

information without implicit consent

Present most pop-up windows from appearing.

Block pop-ups

] =

The B(ock pop -ups option should be selected.
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Steps

3. Click on the Settings button.
E

~ Exceptions

Paop-ups are currently blocked. 'ou can allow pop-ups from specific
‘wieb sites by adding the site to the list belaw.

Addisss of Wab sits to allow
I A

Fiemuoye
Remove Al

Allowed sites:

[~ Motifications and Fiker Level
¥ Play a sound when a pop-up is blocked
¥ Show Information Bar when a pop-up is blacked.

Filter Level

IMed\um: Black most automatic pop-ups j

Popeup Blocker FAQ Close

4. In the Address of Web site to allow field, enter:
uakron.edu

5. Click on the Add button.

6. Enter uanet.edu in the Address of Web site to allow field and click on the Add
button.

7. Under Allowed Sites, you should see *.uakron.edu and *uanet.edu.
E

- Excepliors

Pop-ups are curiently blocked, You can allow pop-ups fiom specific
7| websites by adding the site to the st below.

Address of website to allow,

I Add

Allowsed sites:
“.uakron. edu Fiemave

"uanet.edu
Remove all

- Natifications and filter level
J¥ Play a sound when a pop-up is blocked
IV Show Information Bar when & pop-up is blacked

Fiter lewel:

[Medium: Block most automalic pop-ups |

Pop-up Elocker FAQ Close

8. Verify that the checkbox for Show Information Bar when a pop -up is blocked is
selected.

9. Click on the Close button. Click on the OK button.
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Using the Download Tool

After you configure Internet Explorer for Excel files and to allow for Pop-Ups, you will be
able to use the Download tool successfully. If you are on a PeopleSoft page and you
see the download tool displayed, you are able to send the data from the grid into an
Excel Spreadsheet for further review.

3300 111 - 004 English Composition |

Lecture (70756) Class Detail |

2008 Fall | Regular Academic Seszion | The University of Akron | Undergraduate

* Meeting Information

Days & Times Room Instructor Meeting Dates

|I'v10WeThFI' B:504AM - 7:40AM |Olin Hall 105 |Jamie Signoring |UBJ’25J’2008 - 1210712008

Enrollment Status:  Enrolled

Enrollment Capacity: 25 Enrolled: 12
Enrolled Students: Customize | Find First 4 142 op 12 [M] Last
[} Name Status Grat_je Units | Program and Plan Level
Basis
2= |a ABCING | 4.00|University College Undergrad - e ooy
Mursing - Pre-admission
2|2 B ABCINC | 4.pp|University College Undergrad - g ooy
Mursing - Pre-admission
3|2 c ABCING | 4.0p|University College Undergrad - | oy
Mechanical Engineering
4|2 o ABCING | 4.0p|University College Undergrad - oo
Sociology-Criminclogy & Law En
5|2 H ABCING | 4.0p|ENdineeringundergraduate - oo oy
Civil Engineering
61 M ABCING | 4.0p|University College Undergrad - oo o
Steps
1. Navigate using the following path:
Curriculum Management > Class Roster > Class Roster
Class Roster
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Academic Institution: [ begins wwlhthRoN Q
Term: |begm5wwlhj| Q
Subject Area: |hsgmswwhd| Q
Catalog Nbr: [begins with =]
Class Nbr: [= =
Class Section: |hegm5wwlhd|
Session: [= =l =l
Course ID: [begins with =]
Course Offering Nor: [= =l
Search Clear | pasicSearch [ Save Search Criteria
In class go to Step 7.
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Steps

2. Enter Academic Institution

3. Enter Term.

4. Enter criteria to search by,
Subject Area and Catalog Nbr
-OR
Class Nbr.

5. If the search was by Subject Area and Catalog Nbr, select the class from the list of
Search Results.

If the search was by Class Nbr, the Class Roster is displayed.

6. In this example, the IDs and Names are hidden. The IDs and Names are visible
when this page is viewed in PeopleSoft.
3300 111 -004 English Composition |

Lecture (70756) Class Detail |

2008 Fall | Regular Academic Session | The University of Akron | Undergraduate

* Meeting Information
Days & Times Room Instructor Meeting Dates

|r»1oWeThFr 6:50AM - 7:40AM |Olin Hall 105 |Jamie Signaorino |UBJ’25;’2008 -12/07/2008

Enrollment Status: Enrolled

Enrollment Capacity: 25 Enrolled: 412
Enrolled Students Customize | Find | B First (4 112 or12 [ Last
1D Hame Status GraQe Units |Program and Plan Level
Basis
1z f ABCING | 4.0 |University College Undergrad - | ooy
Mursing - Pre-admission
2|z ; L ABCING | 4.pp|Yniversity College Undergrad - e oy qap
Mursing - Pre-admission
3|z ( ABCING | 4.00|University College Undergrad - | oy
Mechanical Engineering
4z ( ABCINC | 4.pp|Yniversity College Undergrad - g ooy o
Sociology-Criminology & Law En
5|z b ABCINC | 4.00|Engineeringundergraduate - o ooy
Civil Engineering
B4 ' D ABCINC | 4.p0|Yniversity Gollege Undergrad - o oy sy

7. Click on the Download EZ tool, which is found with the View Tools.
X

[} The file you are trying to open, 'ps.xls', is in a different format than specified by the file extension, Yerify that the file
. is not corrupted and is from a trusted source before opening the file, Do you want to open the file now?
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Steps

8. Click on the Yes button.

E)Ecel will open with the data from the Inquiry Results Grid.

-"m\gﬂ\", H = |
i Home Insert Page Layout Formulas Data Review View Get Started Search Commands Acrobat 'Q)
=0 X Catibri o -l L = General - J’E Conditional Formatting ~ | 5= Insert = - W L?a '

2 |'$ - % » | [BEFormatas Table - 3 Delete - | (8]~ |
Paste ] emn Sort & Find & | °
- |8 5% [ Cell styles ~ [E]Format* | 27 Filter~ Select~
Clipboa... T Font ) Alignment Fi Mumber & Styles Cells Editing
\ Al - £ D
&
C D E F G H I i)
1 Status | Grade Basis | Units Program and Plan Level
B T University College Undergrad - Nursing - Pre-
2| 5(A ABC/NC 4|{admission Freshman
B T University College Undergrad - Nursing - Pre-
3 12 ABC/NC 4|admission Freshman
B T University College Undergrad - Mechanical
4 B ABC/NC 4|Engineering Freshman
B T University College Undergrad - Sociology-
5 8 ABC/NC 4[Criminology & Law En Freshman
6 )6 [H ABC/NC 4|Engineering undergraduate - Civil Engineering |Freshman
B T University College Undergrad - General -
7 i (m ABC/NC 4{Major Uncertain Freshman
8 | 6 ABC/NC 4|Engineering undergraduate - Civil Engineering |Freshman
B T University College Undergrad - General -
g 8 ABC/NC 4{Major Uncertain Freshman
B T University College Undergrad - Chemical
10 | 9|5 ABC/NC 4|Engineering Freshman
T Business Postbac - Education - Major
11 12|st 1 Crd/No Crd 4|Uncertain Freshman
T University College Undergrad - Civil
12 | cavoa SO T orn e o ABC/NC 4|Engineering Freshman
n n n i
Ready U@@ E” 100% @ U @ i

You can now work with this document as you would any Excel spreadsheet.

9. Close the Excel Application.

10. Click on the Home link.
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The Query Viewer

The Query Viewer is new in PeopleSoft V9 and it can be described as a read-only
version of Query Manager. The Query Viewer allows read-only access for users who
only need to view or print queries.

The Query Viewer enables you to:
e Search for a query using a basic or advanced search
e Run a query
¢ Download the results of a query into a Microsoft Excel Spreadsheet
e Print a query

Steps

1. Navigate using the following path:
Reporting Tools > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: IO.LIEI‘g.-' MName j begins with

Search | Advanced Search

2. If the beqginning characters of the Query Name or Description are known , remain
on the Basic Search page.

a. Search by Query Name or Description by selecting at the down arrow.
b. In the edit box of the Search by row, enter the beginning characters.

If the beginning characters of the Query Name or Description are not known
proceed to the next step to do an Advanced Search.
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Steps

3. To do an Advanced Search, click on the Advanced Search link.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Query Name: lm |
Description: Im |
Uses Record Name: IW[ |
UsesFieldName:  [begnswin v |

Access Group Name: I begins with | Q
Folder Hame: Ibegins with = |
Owner: - I j‘

When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB.EMPLOYEE, JRNL_LM

Search I Clear Basic Search

4. Select the criteria to locate the query you need. The following selections are one
example.

In class, use the following criteria:
a. Search by Query Name .
b. Select a logical operator from the list at the down arrow.

In class, select contains .
c. Inthe edit box of the Query Name row, type the text that is a part of the query 6 {
name.

In class, type upkr .
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Steps

5. Click on the Search button.
=13

Query Name: Im JuPKR
Description: lm I
Uses Record Name: IWI |
Uses Field Name: Im |
|
|

Access Group Name: Ibeginswith vl

Folder Name: Ibeginswith 'I
Owner: - I :I'

‘When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE JRNL_LM.

Search | Clear | Basic Search

Search Results

*Folder View: I—AII Folders — vl

Customize | Find | View All | ki First ] 1.43 of 12 [M Last

Query Name Description Ouimer Folder Runio RUNIO scheaue 29910
UPKR_COPY_QRY Full name Private HTML Excel Schedule Favorite
UPKRZ_MNRSGRAD_CRBYTERM_MSERGRFP UA_MNURS_GRAD_CR_BYTERM_STUDGRP Public HTML Excel Schedule Favorite
UPKR_DEGREES_AWARDED Degrees Only by Term Fublic HTML Excel Schedule Favorite
UPKR_ELICIA CopyUAD4017ENT Mnrty Stu Fublic HTML Excel Schedule Favorite
UPKR_EMNGR_ENR_JULIE UA_AANDS_POL_SCI_STDNTS_ENRLD Fublic HTML Excel Schedule Favorite
UPKR_EOT_PROBATIOMN_CALC for EOT Acad Standng AcadGroup Fublic HTML Excel Schedule Favorite
UPKR JULIE Fall class sections Fublic HTML Excel Schedule Favorite

6. Locate the query and select the link for HTML (to open the query in the web
browser) or Excel (to run the query directly to a Microsoft Excel spreadsheet).

7. In class, click on the HTML link for the query, UPKR_COPY_QRY.

Some queries contain prompts, in this example the following prompt returns:
Term:l_Q
View Results

T | dame | caer | Tom | Prmry Academic Program

In class, use 4087 in the Term field. Click on the View Results button.
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Steps
8. The results will display in an Internet Explorer window.
Term: |4-UE? Q =
View Results |
Download results in: Excel SpreadSheet CSVTextFile (680 kb)
View All 1-100 of 4308 [] Last
| o | mame | corer | Tenn | PpimoryAcademicProgam |
1 1 A UGRD 4087 FAAU
2 1 A UGRD 4087 FAAUP
3 1 A UGRD 4087 FAAUP
4 z A UGRD 4087 FAALIP
5 1 A UGRD 4087 FAAU
i} 1 A UGRD 4087 FAAUP
7 1 A UGRD 4087 FAAL
g 1 A UGRD 4087 FAAU
9 2 A UGRD 4087 FAAU
10 1 A UGRD 4087 FASU
1 1 A UGRD 4087 FAAL
12 1 A UGRD 4087 FAAU
13 2 A UGRD 4087 FAAU
14 z A UGRD 4087 FASU
15 1 A UGRD h 4087 FAAL
16 1 A UGRD 4087 FAAU
17 1 A UGRD 4087 FAAU
18 1 A UGRD 4087 FAAL
= — 7 e =

9. From the results window, you can review the query results, download the results in
an Excel Spreadsheet or download the results in a CSV Text file.

Select Excel Spreadsheet for data that has been formatted for a report appearance.

Select CSV Text File for data that has little formatting. This file may be opened in
Excel or a database program, such as Access. Use the CSV format if the data will
be used for a Word mail merge.

10.When you are finished with the data, close the Internet Explorer Window with the
guery results to return to the original PeopleSoft window with the Query Viewer.

11.Click on the Home link.
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Lesson 3: Locating PeopleSoft Training and Documentation
on the Web

The home web page of Software Training and Technological Services contains links to:

2 Seminars (instructor-led) i Register for classes, such as this one.

2 Hard copy manuals and job aids i Download materials that you can print
through Adobe Reader.
2 Web-based audio-visual tutorials 1 Watch a movie that leads you through
the steps of common procedures in PeopleSoft.

When you are back at your desk, open your browser, such as Internet Explorer, and
navigate to http://www.uakron.edu/its/learning/training/PSoft9.php . Set it as a Favorite

so that you easily can check for instructions and updates when needed.

About UA | Admissions | Academics » | Administration = | Alumni & Giving | Athletice » | Parking/Map/SkyCam v | Home

Software

Training &

Technological
Services

TS Home
Qur Departments

v Applications
+ Operationz
+ Metworking

+ Learning Technologies

+ Distance Learning
+ Computer Based Testing
+ Help De=k

+ Software Training

+ ZipLine

Information Technology Services

PeopleSoft SA/HR Version 9 Training Materials

To Do Lists

Basic Navigation and Concepts

Query Manager

To Do Lists
Name Last Description
Revised
New User To Do || 10/14/2008 || This one-page job aid provides a
List to-do list for those users who
are new to PeopleSoft.
Experienced 10/14/2008 | This one-page job aid provides a
User To Do List to-do list for those users who
are already familiar with
PeopleSoft.

Basic Navigation and Concepts

Overview

Name Last Description
Revised
Eresentation: Upgrade 9/5/2008 This 12-minute presentation

provides an overview of the
projected timeline, preview of

Links to Manuals, Job Aids,

and Tutorials

+ Register for a Seminar

302 Buehtel Comman
Akran, OH 44325

Staff Training

e and Sta -
Calendar Resources

, Office XP

Documentation/Manuals
Office 2003 Training

+ Tutorialz and

Documentation

MOS 2003 Training
Program

Office 2007 Training
Materials

. Microsoft Windows

Training
PeopleSoft Version 8
Training

+ WebCT Documentation

SpringBoard!
Documentation & Tutarialz
Using the mainframe
(MWVS) sy=tem

ZipSpace Storage
Internet Explorer Bazics
Faculty Self Service

+ UA Planning Calendar

\irus Protection for
Faculty, Staff, and
Students

Payroll and HR Self-

Cmmimn

To sign up for
seminars
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Appendix A: Customizing Pages in PeopleSoft V9

My Personalizations

In PeopleSoft V9 you can customize your settings for all pages in PeopleSoft SA/HR.
These changes will only affect what you see in PeopleSoft per your User ID. If you
make changes to the Personalizations, you must log out of PeopleSoft and log back to
make the changes effective.

Steps

1. From the menu choose My Personalizations
Personalizations
TRAIN

Standard settings are in effect.

Changes to Personalization settings require you to log off and log back on in order to take effect.

Personalization Categories

Description Personalize Option

General Options Personalize Option |

Regional Settings Personalize Option |

System & Application Messages FPersonalize Option |

Mavigation Personalizations Personalize Option |
Restore Defaults |

2. There are four areas that you can enter to make personal changes to how you see
and use PeopleSoft. They are General Options, Regional Settings, System &
Application Messages and Navigation Personalizations.
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Steps

3. Click on the Personalize Option button next to General Options.
Option Category. General Options

Personalizations Find First [4] 1-50f 5 [ Last
Personalization Option Default Value Override Value
Accessibility Features Accessibility features off I x| Explain
Excel 97 grid download No | =] Exmiain
Time page held in cache 900 I Explain
Multi Language Entry Mo | ﬂ Explain
Spell Check Dictionary Use session language I ﬂ Explain
| Restore Category Defaults I

oK | Cancel |

For example, on this page you can make adjustments to accessibility features.

If you make changes, click on the OK button and then the Return button. If no
changes were made, click on the Cancel button to return.

4. Click on the Personalize Option button next to Regional Settings.
Option Category: Regional Settings

Personalizations Find First 4] 1-9 of 8 [+ Last
Personalization Option Default Value Override Value

Afternoon designator (PM, pm) FM | Explain
Auto-recognize Gregorian dates Yes | ﬂ Explain
Calendar Gregorian I j Explain
Date Format MMDDYY | =| Exglain
Local Time Zone Facific Time (LUS) I ﬂ Explain
Marning designator (AM, am) AM I Explain
Time Format 12 hour clock I j Explain
Use Local Timezone No | j Explain
First day of week Sunday I ﬂ Explain
| Restore Category Defaults |

OK | Cancel |

For example, on this page you can adjust how the date displays by changing the
Data Format field.

If you make changes, click on the OK button and then the Return button. If no
changes were made, click on the Cancel button to return.
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Steps

5. Click on the Personalize Option button next to System & Application Messages.
Option Category: System & Application Messages

Personalizations Find First [1] 10f1 [¥] Last
Personalization Option Default Value Override Value
Save Warning Yes j Explain
| Restore Category Defaults I
oK | Cancel |

For example, on this page you can turn on or off the Save Warning for when you
leave a page before saving changes.

If you make changes, click on the OK button and then the Return button. If no
changes were made, click on the Cancel button to return.

6. Click on the Personalize Option button next to Navigation Personalizations.

Option Category: Mavigation Personalizations

Personalizations Find First ] 1210 010 [ Last
Personalization Option Default Value Override Value

Automatic menu collapse Mo I j Explain
Tab over Calendar Button Mo I j Explain
Tahb over Grid Tabs Mo | j Explain
Tab over Header Icons Mo | j Explain
Tab over Lookup Button Mo | j Explain
Tab over Navigation Bar Mo | j Explain
Tab over Browser Elements Mo | j Explain
Tab over Page Links Mo | j Explain
Tab over Related Page Links Mo I j Explain
Tah over Toolbar Mo | j Explain
| Restore Category Defaults I

OK | Cancel |

For example, on this page you can set pages to tab over fields such as Calendar
Buttons, Lookup Buttons and Page Links.

If you make changes, click on the OK button and then the Return button. If no
changes were made, click on the Cancel button to return.

7. If you want to restore all of the defaults, click on the Restore Defaults button on
the Personalizations page or the Restore Category Defaults button the respective
Personalizations page.
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Customizing Pages

Changing Default Page

You can change the default page when you go to a set of transactional pages. For
example, when you navigate to the Student Program/Plan pages, the Student Program
page displays on top. You can change this default to show the Program Plan page (on
top) when you navigate to these transaction pages.

/ Student Program {_ StudentPlan

Joseph Studento 1229982 ox = ]

Academic Career: Undergraduate Career Requirement Term Student Career Nbr: 2

Find | View Al First [1] 1 or1 [¥] Last

Status: Active in Program

Effective Date: 09/08/2008 Effective Sequence: 0
Program Action: ACTV Activate Action Date: 09/08/2008
Action Reason: FBAC Mew file created by rec proc Joint Prog Appr: =
Academic Institution: AKRON The University of Akron

Academic Program: WAYNU Wayne Undergraduate

™ From Application

Admit Term: 4087 2008 Fall Application Nbr:
Application Program Nbr: 0

Requirement Term: 4087 2008 Fall
Expected Grad Term: Campus: WAYNE Wayne Acad Load: Full-Time
Save || L Return to Search | +[E| Previous in List I +[E| Next in List | % Refresh Update/Display nclude History

Student Program | Student Plan

Steps
1. Navigate to the transactional pages you desire.

2. Click on the folder tab for the page you want to display on top. You must have that
page displayed in order to change the default of which page displays upon entering
the component.
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Steps
3. Click on the Customize Page link in the top right corner of the page.

=
OK Cancel | Copy Seftings

Page Customization

I— Put this page in front (the current tab) when | come into this component.
¥ save tanmng%rder customized below.
To define new tabbing order, select Clear Tabbing Order, then click items te include in desired sequence.

To rearrange tabbing order, select Remove from order, Move up in order, or Move down in order, then click
appropriate ftems to rearrange.

Clear Tabbing Order Restore Default

" Include In Tabbing Order ' Remove From Order " Move Up In Order " Move Down In Order

2 New Window 3 Help # Customize Page &)

SiidentProaram - Student Plan

Joseph Studento 1220082 “oixim

Academic Career: Undergraduate Student Career Nbr: 3 Car Req Term: 2004 Fall
Fing| view Al First [{] 1 04 [ Last

Status: Active in Program Admit Term: 2008 Fall

Effective Date: 08/08/2008 Effective Sequence: 0

Program Action: Activate Action Date: 08/08/2008

Action Reason: New file created by rec proc Requirement Term: 2008 Fall

Academic Program: Wayne UG I

4. Click in the box, under Page Customization for the following:

[ Put this pagerjg front (the current tab) when | come into this component.

5. Click on the OK button to return.
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Saving View All Setting

On pages that have grids that display only a partial list of records, you can use the View
All tools to view a selection of records or all of the records by using the View All link.
You can default a page with the option of View All to display with all records by making
a change on the Page Customization page.

For example, on the Enrollment Summary page, you will see only the first three rows of
data. If you click on the View All link, the remainder of rows will display. If this is a view
you would prefer to have each time you navigate to the Enroliment Summary page, you
can set this View All view as a default.

This is what you see when you navigate to the Enrollment Summary page.

Mew Window | Help | Customize Pags | i,

{ Enroliment Summary
student Joebob Fred 2256919 T‘x-]
Term: 2008 Fall Career:  Undergrad The University of Akron

Find | View Al First [4] 13 or5 I Last
S —

Class Hbr  Subject Catalog Session Section Status Status/Reason Acad Prog NIRRT s [aken
Q70517 3100 103 Regular 002  Enrolled Enralled BUSU ABCINC 4.00
Matural Science: Biology Lecture
Q, 70527 3100 103 Regular 019 Enrolled Enrolled BUSU Mon-Graded
Matural Science: Biology Laboratory
Q, 70755 3300 111 Regular 001 Enrolled Enrolled BUSU ABCINC 4.00
English Composition | Lecture

Description: English Composition -STEP

4=\ Return to Search | +[8 Previous in List | 4[5 Mext in List |

When you click on the View All link, this is what you see:

Steps

1. Navigate to the transactional pages you desire.

2. Click on the View All link to display all records associated with a grid of data.
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Steps

3. Click on the Customize Page link.

oK Cancel | Copy Seftings

Page Customization
™ save the state of the View All settings on this page.
[¥ Save tabbing order customized below.
To define new tabbing order, select Clear Tabbing Order, then click items to include in desired sequence.

To rearrange tabbing order, select Remove from order, Move up in order, or Move down in order, then click
appropriate tems to rearrangs

Clear Tabhing Order Restore Default

" Include In Tabbing Order = Remove From Order " Move Up In Order ¢ Move Down In Order

e = 2 New Window | Help | Customize Page | B
Enrollment Summary
Lg 1

student,Joebob Fred 2256919 _\'—rl
Term: 2008 Fall Career:  Undergrad The University of Akran orint Study List It Manager
First [4] 1.5 or5 (M Last
Class Nbr  Subject Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken

ﬂ(l 70517 3100 102 Regular 002 Enrolled Enrolied BUSU ABCING 4.00

MNatural Science: Biology Lecture
102 Regular 019 Enrolled Enrolied BUSU MNon-Graded

Q@ 70827 3100

4. Select the option as seen below:
[ Save the state of the View All settings on this page.

5. Click on the OK button to return.
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Changing the Tab Sequence

When you are working with a page in PeopleSoft, you can use the Tab key to move
around the page. There are times, however, when the Tab Sequence is not effective
because it tabs through many fields that you do not use. Therefore, in PeopleSoft V9,
you can adjust the sequence of how you tab through a PeopleSoft page.

Removing a Tab Stop

Steps

1. Navigate to the transactional pages you desire.

2. Click on the Customize Page link in the top right corner of the page.

3. To remove a tab stop from the sequence, click on the following option:

V¥ Saveta bbing order customized below.

4. You will notice that there are blue numbers attached to the fields on the page.
These are the tab sequence numbers.

(=3

[¥ Save tabbing order customized below.

To define new tabbing order, select Clear Tabbing Order, then click tems to include in desired sqquence.
To rearrange tabbing order, =elect Remove from erder, Move up in order, or Move down in ordey, then click
appropriate items to rearrange.

Clear Tabbing Order Restore Default

" Include In Tabbing Order ' Remove From Order ' Move Up In Order " Mdve Down In Order

New Window | Help | Customize Page | o=

hEEg

Addresses
1g 205
Joseph Studento 1229982 @ 7"_1"]
Current Addresses customize | Find | View il B First 4 12003 B Lag
Address Address Effective Status Et\it*_,-'ie-.'.- Address
'l E— Date = Detail
Office of the University Registrar 7
simmons Hall h ) dit’View Address
HOMe ikran, OH 443256208 100912007 Acthve 1oy
Summit
Office of the University Registrar
- simmon Hall m ) Edit'View Address
Mailing Akran, OH 44325-5208 06M1/2008  Active Detail
Summit
Add Address Add Address Types
. * Home
Effective Date:  q5/14/2008 Status:  Active r
= * Mailinn
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Steps

5. To remove a field from the tab sequence, click on the blue number. The number will
become as X as seen below.

Continue to click on the field sequence number for those fields you want to tab
over.

6. When you are finished, click on the OK button to return to the page.

7. To restore the original settings, click on the Restore Defaults button.

Include a fieldinthe  Tab Stop Sequence

Steps

1. Navigate to the transactional pages you desire.

2. Click on the Customize Page link in the top right corner of the page.

3. Toinclude a tab stop from the sequence, click on the following option.

¥ saveta bbing order customized below.

4. Click in the radio button as seen below:
¥ Include In Tabbing Order

5. Click on the X place holder for the field you want to add to the tabbing sequence.
A number will reappear for the fields tabbing order.
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Create Your Own Tabbing Sequence

Steps

1. Navigate to the transactional pages you desire.

Click on the Customize Page link in the top right corner of the page.

3. Click on the Clear Tabbing Order button.

N tome | _Workist | _Addiotavortes | _oin o]
»
Customized Settings are in effect
¥ save tabbing order customized below.
To define new tabbing order, select Clear Tabbing Order, then click items to include in desired sequence.

To rearrange tabbing order, select Remove from order, Move up in order, or Move down in order, then click
appropriate tems to rearrange.

Clear Tabbing Order | | Restore Default

' Include In Tabbing Order 7 Remove From Order ¢ Move Up In Order ¢ Move Down In Order

Z New Window ¥@g¥€ustmm;e Page %,El

Addresses

i X
Joseph Studento 1229982 @ _:I
(Current Addresses

] N
Custornize | Find | View All | 55 First [1] 1.2 of 3 O Last
Address Effective

Address

View Address

Edit
Type Date Status  pory
Office of the University Registrar .
Simmons Hall h " = Edit/vi ress
Home  kron, OH 44325-6208 100092007 Acive 1o
Summit
Office of the University Registrar
. Simmon Hall m - Editview Address
Mailing Akron, OH 44325-6208 06/11/2006  Active Detal
Summit
Add Address Add Address Types
. . * Home
Effective Date:  4naonna Status:  Active =

Notice that any field that can be added to the tabbing sequence will now have the X
at the field.

4. Clickonthe X6 s i ordertyduevant the tab stops to move.

5. Click on the OK button.
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Appendix B: Student Study List Report (by Groups & by
Program)

Path: Records and Enrollment > Enrollment Summaries > Student Study List Report

I Workfarce Develapment ﬂ Main hMenu = R = and Enrolmert =

[» Campus Cammunity .
b Student Recruiing Enrollment Summaries

[» Student Admissions Wigwy Enrollme

e= for individuals or groups of students.

Student Study List Report

Generate class schedules for groups of

» Records and Enroliment
[» Enroll Students
[» Student Term Information

E" Enrollment Summar
Yiewy @ summary of class enrallment and term

students. statistics for an individual student. HECS.
[» Career and Program
Infarmation |
What you do What happens/Notes

1. Select the path as shown above.
The Student Study List T Find an Existing Value page is displayed.

Student Study List
Enter any information you have and click Search. Leave fields hlank for a list of all values.

J/ Find an Existing Value _Add a New Value |

Run Control ID: | begins with 7 | [

Search | Clear |Elasic Search Save Search Criteria

Find an Existing Yalue | Add a Mew Yalue
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What you do

What happens/Notes

2. If this is the first time that you are running

this report, click on the &ddaMewalue

link or the | AddaNewVvalue | tab and add a new Run Control ID. Run Control IDs can
be a maximum of 30 characters. No spaces are allowed. Click Add.

Student Study List

J Find an Existing Value " Add a New Value |

Run Control I: |StudentStudyL ist

Add

-OR-

Click on ﬂl to select an existing Run Control ID from the list.
Select an existing value from the list that is displayed.

Student Study List
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value "\ Add a Mew'Yalue

Run Control 1Dz I begins with ﬂ |

Search | Clear |EaswcSearch Save Search Criteria

Search Results

111 0111
Run Control ID
ACE28PR
ClassRoster
ClassRosteral K English
ClagsRostetPkKR Enulish
GradeRoster English
PSid English
ErintCoursecat English
RunControllDareCharacters English
S0C8 English
StudentStudylist English
StudyList English

Language Code
English
English

The Student Study List page is displayed.
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What you do What happens/Notes

See step 5 for the valid field selection
combinations. Use the Lookup tool or

Student Study List the drop down arrow to select field
valiles
Run Control ID:  StudentStudyList " Repor Manager Process honitor S

*Institution Aczidemic Career Academic Proaram Siudent Group

[akron =] [sos7 (@ (=) Q| -‘@ (=]
E‘]Savel [=] Matify | E'q-.ﬂ.ddl UpdateJDisplayl

3. Select *Institution:
Enter AKRON.
This is a required field.

4. Select *Term:
This is a required field.
Enter the Term or click on the Lookup tool % scroll through the Search Results to
locate and select the Term.

Look Up Term

Term: |hegms with j|

Description: |hegm5 with j|
Short Description: [begins with =] |

LookUp | ciear || cancel | gasic L nokup

Search Results
Only the first 300 results can be displayed. Enter more information above and search

ey Al 1-100 ot 300 [3] Last
[Term Description Short Description
88588 End Termn - Srvc Indicator Use End Terrm
AMT7 2017 Fall 2017 Fall
4173 2017 Summer 2017 SBumrme
A171 2017 Spring 2017 Sprin
A1EB7 2016 Fall 2016 Fall
A163 2016 Sumimer 2016 Summe
A161 2018 Spring 2016 Sprin
A157 2015 Fall 2014 Fall
4153 2015 Summer 2015 Sumrme
4191 2015 Spring 2015 Sprin
A147 2014 Fall 2014 Fall
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5.

After entering the Institution and Term, as required, enter the values for:

Student Group

-OR-

Academic Program

-OR-

Academic Career and Academic Program

-OR-

Academic Career and Student Group

Use one the four field selection combinations, as indicated in above and
shown on the following page.

If selecting Student Group , enter the value or click on the Lookup tool L to select
a value from the list.
Look Up Student Group

Academic Institution: AKRON
Student Group: | beging with j |

Description: |hegins writh ﬂl
Short Description: |begins with j'

LookUpl Clear | Cancel |BaS\CLUUkUH

Search Results

i All 1-100 of 222 [} Lasl
Student Group Description Short Description
D8LC Mursing Mailing Laura Caonle Murs LC

ANPC PostMSM AdultiGera MNP Cert AGNPC

APSBE UC-PSEOQP Option B Akron Campus LC-FPSEOF B
ATH Athlete Athlete

ATHWM Ahletes-VWavne Athletes-iy

BHCR Behavior Health Clin Nur Spec BHCHS

BHMP PostMSH Beh Health MNP Cert BHNPC

Bull Par Time Path Bl Bmil

BSMD BSMD students BsSMD

If selecting Academic Program , enter the value or click on the Lookup tool < to
select a value from the list.

Look Up Academic Program

Academic Institution: AKRON

Academic Program: [begins with j|

Description: |baginswnh j|

Short Description: | begins with j|

Academic Group: [ hegins with j| Q
Look Up | Clear | Cancel |Elasm Laokup

Search Results

156 of 55

[Academic Program Description Short Description Academic Group|
A&SG Ants & Sciences grad A&S grad ALS
ARSGN Arts & Sciences grad nondearee AS GR MND ALS
AGSU Arts & Sciences underaraduate  Arts & Sci ARS
AGSUP Arts & Sciences Posthac A&S PB ARS
BUSG College of Business Graduate  Bus grads BUS
BUSGN Business grad BUS GRMD BUS

If selecting Academic Career , enter the value or click on the down arrow ~lto
select a value from the list.

Graduate
L
Lndergrad
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The four field selection combinations  are:

A. Institution, Term, and Student Group .
*Institution *Term Academic Career Academic Program Student Group
[akron =] |08 Q| = ATH Q [=]
B. Institution, Term, and Academic Program
‘Institution ‘Term Academic Career Academic Program Studemt Group
| AKRON | Jaoar Q | L Q =
C. Institution, Term, Academic Career and Academic Program
*‘Institution *Term Academic Career Academic Program Student Group
[akrOM =] |4087 @ |Undergrad =] |a&sc Q =]
D. Institution, Term, Academic  Career and Student Group .
*Institution *Term Academic Career Academic Program Student Group
[acron | |4087 O |Graduate ~| IATH Q =]
6. Click &3]
If one of the correct field selection combinations was not made, an error message
similar to this one is displayed.
x|
3 Enter a value For Academic Program or aroup Mame, (14620,61)
One of the Following Fields is required: Academic Program or Group Mame.,
Click on OK and enter the values for the appropriate fields. See the field selection
combinations A through 1 D, which are show above.
7. Click __Run_|.
The Process Scheduler Request page is displayed.
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What happens/Notes

Process Scheduler Request

User ID: ACHZEPR

Run Control ID: StudentStudyList

Server Name: IPSNT :I' Run Date: IUQM‘WUU8 El

Recurrence: I 'l Run Time: |9:15;24AM Resetto Current DateiTime I

Time Zone: I O\

Distribution

x| Distribution

| Distribution

Select Description Process Name Process Type Type

v Study List Report SRTTE--- Crystal |Web
2 Student Class Schedule Repart SRETOLET S0R Report |Web
W Study List.Job SRETODYLS PEJoh

OK | Cancel |

[uone) | |evone) x| Distribution

8. Select Server Name:
Enter PSNT.

9. Select all three of the items in the Process List .

Select Description
¥  StudyList Report

v Student Class Schedule Report

IV  StudyListJob

10. Click L[

The report instructions are sent to the server.
The Student Study List page is displayed.

Student Study List

Run Control ID:  StudentStudyList

Feport Manager Process Monitor

Run

Frocess Instance:3982 3983 3984

*Institution *Term Academic Career Academic Program
[aron x| Ja0s7 Q. [Law Tl |Lawe

&l Save | LELReturn to Search | +[E] Previous in List | +[5] Mext in List I [=] Motity |

Update/Display |

[+ [=]

11.Note the Process Instance numbers.
These are the three job numbers.

12.Click on the EERQLMAnager .

The List page of the Report Manager is displayed.

Ver. 2008.10.28 Page 75

pstrain@uakron.edu

©2008 These materials may not be reproduced in whole or in part without the express permission of

The University of Akron.



PeopleSoft V9 SA/HR Experienced User The University of Akron

What you do What happens/Notes

[ List Y Ewplorer ) Administration | Archives |

Folder: |_ -] mstance: | to: | MI
Name:l Created On:l [ Last |_1 IDavs 'l
Customize | Find | view Al | B First {0 1 or 1 D Last
Report Report Description Folder Name %‘r}% Report ID mﬁ
1 Beport

13.Click on the | Administration * tgp_
The Administration page of the Report Manager is displayed.

J List Y Explorer ) Administration | Archives |

UseriD:  [ACEZEPR Type: [ ~ | Lost: |_1|Days ~| Refresh |

Status: | j Fol(ler:l j Instance: | to: |
Report List Customize | Find [view all | 88 First [ 1.3 013
Sselect Eﬁe'm :?l’ﬁ“ce Description %‘;_‘I‘;—ﬁ:‘e Format  Status Details
r 2080 3985  StudentClass Schedule Report gngg‘ggf\ﬁf ?f;%%a‘ Posted Details
r 2978 3983  Student Class Schedule Report g%‘g“;ggﬁf ’E\f_:]%%at Posted Details
r 2078 3982  StudylistReport 391{34;;52548 ’E‘f;”d%a‘ Posted Details
"SelectAII Deselect All

%Icnckthe delete button to delete the selected reportis)

Go backto Student Study List

& save |

List | Explorer | Administration | Archives

14.Use the Prcsinstance column and the Description column to locate the report to be
printed.
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15.The report is not complete and available for printing until the Status column reads
Posted .

Click on __Reftesh 4o update the display and to see the change in the Status.

The display does not refresh automatically. You may need to click on the Refresh
button more than once until the Status changes and the column reads Posted.

In the Report Manager, there are several status levels:

Schedul The process was just added

ed to the report request.

Processi Process Scheduler has

ng initiated the program and is
running the process at that
time.

Generat The report has finished

ed processing and all files are
available for transferring.

Posting The report is in the process
of being transferred to the
Report Repository.

Posted The report has finished
posting and is ready to be
viewed.

16.0nce the report status is Posted, use the Description column to locate the report
and click on =Siudi List Report

The report is displayed in a separate Adobe Reader window.
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| Fle Edt GoTo Favortes Help | an
J OBack e -J 2 d @ ,_h | /.__\J Search {:( Favorites €}| e :"_i _J @ ﬁ 'ﬁ
| Be ||&-

(A & e =[O §leef L« [ I

Feporn ID: SRTTS Pagalofl
Study List Fam Date: 01242008
Bun Tmme: 94431 AM
DName: Career. Law
I Program Law School Evening Program
Temm: 2008 Fall
Unit: Grading
4119 o200 (110 Civil Procadure T 1 01 E/ 300 Law
TBA F §:30- 230 8252008 - 121372008 Franklin Mizry D

Sanders Elizabath W
Gepetin, Bermadene Bo

T3TEE 9200 603 Constimtional Law I 1 B0l Ev 300 Law

T84 M 6:30- 755 252008 - 1271372008 Franklin Misty D
Sanders, Elizabeth W
Fich William D

TBA w g05- 030 Franklin Misty D
Sanders, Elrzabeth W
Fich William D
Fich William It

73784 9200 603 Evidence 1 B0l E/ 300 Law

Al

17.Use the Printer tool = in the Adobe Reader toolbar to print the report.

18.Close the Adobe Reader window by clicking on its X.
The Administration page of the Report Manager is displayed.

. Student Class Schedule Repart .
19.Click on the link.

The Report Detail page is displayed.
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Report Detail

Report ID: 24983 Process Instance: 3538 Messadge Log

Name: SRETDLET Process Type: SOR Report

Run Status: Success

Student Class Schedule Report

Distribution Node: HEBFS2 Expiration Date: |1DID1I2EIEIB
Name File Size (bytes) Datetime Created

GR SRSTDLST 3988109 1,623 00242008 9:44:52.0000004M EDT Two (2) reports
SRSTDLST 3985.0ut TI357 OO FA7I00S T3 452 DO0II0AM EOT are available.
Distrihute To
Distribution ID Type ‘Distribution 1D

User ACE23PR

20.Click on the link that begins with sr=sTRI T and ends with out.
A second, separate browser window is opened. This report lists the students for
whom class schedules were produced.

SR3ITDL3T: Study List

Program Jtart: 24-3EP-2008 09:44:24 AN

Emplid: 1138606 Name: Apbott, Lou hAoademic Career: LAW
Emplid: 1177709 Nane: Ace, Ventura A hogdemic Career: LA
Emplid: 1891824 MName: Adams, Lucretia ¢ J Academic Career: LAW
Emplid: 1203003 MName: Agate, Rocco M Academic Career: LAW

21.To print this list, use the Print command in the browser.

22.Close this second window by clicking on its X.
The Report Detail page is displayed.

23.Click 2% __|.
The Administration page of the Report Manager is displayed.
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Appendix C: Unofficial Transcripts

This procedure is used to view and print Unofficial (UNOFF) transcripts

When accessing the Transcript Request component, click the Add a New Value link to
create a new request. If you search for the transcript using the Transcript Request i
Find an Existing Value page, you will be viewing a dated transcript.

Path: Records and Enrollment > Transcripts > Transcript Request

View a Transcript

Steps

1. Select the path as shown above.

The Transcript Request i Find an Existing Value page is displayed. Enter criteria to
access a previously run transcript for a student. To run an up-to-date transcript,
continue to step 2.

Transcript Request
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values

{ Find an Existing Value ({_ Add & New alue

Report Request Nbr: | begins with j |

I |begm5 wnhj|

Academic Institution: | begins with j | Q
Transcript Type: | begins with j | Q

User ID: |begm5 wnhj|

Request Date: |: =l |

Future Release: |: j | j
Term: |begm5 with j| Q
Requested Print Date: |: j |

First Name: | begins with j |

Search | Clear |Eaa|n Search Save Search Criteria

Find an Existing vall | Add a New Yalue

2. Click on the 2ddatlewValue . o the | Adda New'alue | (g,
The Request Header page appears.
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[ Request Header '} RequestDetail | Report Results | Report Errors |

Report Request Nbr: 000000000  Request Date:  09/18/2008 User ID:  ACHZEPR

‘Institution:

‘Transcript Type:

Required fields are
indicated by an asterisk
before the field name.

[~ Freeze Record
[ override Service Indicator

*Output Destination: ‘ Printer

3

Number of Copies:

Future Release: |Immediate Processing j

Academic Career: I

Term:
Print Date: IUQH 2r2008
Request Reason: I Student's Request |

[~ Ccancel Request

& save | 4 Refresh | Es 2 | F| UpdateDisplay

Reguest Header | Request Detail | Repot Results | Report Errors

3. For Institution, select or type AKRON.

4. Click on the down arrow at Transcript Type to view and select UNOFF.

5. Select*Output Destination:
Select Page or Printer .
Note: Selecting Printer will give you the option of indicating the number of copies
you need on the Request Header page. This will produce the copies within Adobe
Acrobat.

6. Click on the '_ReuESLDEEIL | t1qer tap,
The Request Detail page is displayed.
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[ RequestHeader | Request Detail | Report Results | Report Errars |

( Frocess REC]LD
Report Request Nbr: nooooooon On Reguest

Frint

Transcript Type: OFF The University of Akran

Eeport Manager

¥
‘Seq Nbr 'ID Alt + 5 W|” bring Up a Number of Copies
I 1 I < 1 Send |
lookup box. [
B save | 4 Refresh | [Er 2dd | Update.l'DispIayl

Eequest Header | Request Detail | Eeport Results | Report Errors

7. Enter the appropriate *ID:

Type an ID or select an ID from the Lookup List by pressing Alt + 5 (five). On the
Lookup ID page, type your criteria and then click | Lookup

Lookup ID

Empin:

Natonatio:[ |
CampusID.l—

LastName:l

FiratName‘I

| Logkup | | Clear | | Cancel | BasiclLookup

8. Enter the Number of Copies , if more than one for the same student.
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[ ReguestHeader | Request Detail | Report Results | ReportErrors |
Process Request
Report Request Nbr: gonoooonn On Reguest =
Transcript Type: QOFF The University of Akron

Eeport Manager

Find | view all  First 4 4 or 1 (] Last

‘Seq Nbr 'ID Number of Copies
|1 1279882 Joseph Studenta Kl
B Save | % Refresh | Er il | Update.l'DispIayl

Eequest Header | Request Detail | Eeport Results | Eeport Errars

9. (Optional)
Optional: To run more than one transcript at a time, click the Add a Row button
*_ and repeat step 7.

Note: If you continue to use the L*_ on the last row added, the transcripts will be
printed in alphabetical order from the Request Detail page.

To delete a row, place the cursor in t
button ' = . At the prompt, confirm the deletion by clicking on OK.

10.Click on the _Frocess Request 1y ,tron,

The system processes the transcript request, and moves you to the Report Results
page where you can view the transcript(s).
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Print a Transcript

What you do What happens/Notes

e~
| Request Header(' Reguest Detail)|” Report Results ' Report Errors |

the correct
Print
button.

Seq Nbr: 1

D:

12294982 F Eeport Mananer

The University of Akron 0fficial Transcript

This page, Report
Results, is for
viewing .

The Uniwversity of ALkron

302 Buchtel Cormmon

Akron, OH 44325

The Request Detail
page is for printing .

United 3tates

Identifyving Code: 003123

Harme :  3tudento Esg, Joseph Quincy

Student ID: 12299582

Address : 0Office of the University Registrar

SJimmwons Hall h

Akron, OH 44325-6203

11.Click on the [_ReauestDetail | 15,
The Request Detail page is displayed.

fRequestHeader i Request Detail Report Besults Repoart Errors .
y ! A Use this

Process Request

Report Request Nbr: 000326384  Completed m Print
: =] button.
Transcript Type: OFF The University of Akron Report Managet
FHEt[]1d1[:]Laﬂ
‘Seq MNbr 'ID Humber of Copies - EI
I 1 |1229982 Joseph Studento l_1 ﬂl
B save | LLReturn to Search | 4 Refresh | Es Acdd | UpdateDizplay

Eeguest Header | Request Detail | Report Results | Repart Errors

12.Click on the Print button.

Click the Print button on the Report Results page to send the transcript report to the
Report Manager.

13.Click on the Eenornthanager jing.
The Administration page of the Report Manager is displayed.
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[ List Y Explorer ) Administration Y Archives

T —
User I . 2BPR Type: | ~liast: [ 1|Days (| Retresh
Status: j Fol(ler:l j Instance: I to:
Report List Customize | Find | View Al | B8 First [ 1 o 1 [ Last
Select IRF&'M ::’ﬁ“ce Description Request DateTime ~ Format Status  Details

r az08 3715 Transcript Print Al g%{ggg'ﬁf “E"f;?j%a‘ Fosted Details

v
Select All Deselect All
%Icnckthe delete buton to delete the selected report(s)

Go backto Transcript Reguest

Bl Save |

List | Explorer | Administration | Archives

14.1 f t he r epor Rosted, dickantthe _"&"h | byeon.

If you do not see your report or the status is not Posted, click
report status is Posted , and the View link appears.

Note: The statuses you may see are:

Scheduled The process was just added to the
report request.

Processing Process Scheduler has initiated the
program and is running the process
at that time.

Generated The report has finished processing
and all files are available for
transferring.

Posting The report is in the process of being
transferred to the Report Repository.
Posted The report has finished posting and

is ready to be viewed.

Refresh | yntil the

15.Click on the TENSEARLPALAN jiny for the report.
The Transcript is displayed in an Adobe Reader window.
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Steps

5 http://gecko.uakron.edu:12200, psreports/hebps2 /2808 /SRTT8M--_3715.PDF - Microsoft - | Ellﬂ

| Fle Edit GoTo Favorkes  Help ‘.".'
(@ O [ &) D] Poen Sgrome @3- 5 3L 0 6 B

| acdess [ € e || & -
GBED & e+ N Rleelwm - £ i d B

Ham= :  Studento Esq,Joseph Cuincy
Student ID: 1229982

Fage 1 of 1

Print Dase : Z008-05-13 Pzc
200
————— Degrees Awardsd - - - - - Fre
Degrees E Juris Doctezr oo
Confer Date : 2007-05-20 Pzo
Flan : Law—3Special FProgzram 200
------------------------------------------- Fro
Degree : Master of Business Admin. 201
Confer Date E Z00g-12-13 Fzc
Plan : Management o0
Pre
----- Transfer Credits --= == 204
Transfer Credit from ZSchool of Hard Knocks 1
Zpplied Toward Busine=s= Undergraduates Frogram
Cour=e Trans GFA: 0.000 Transfexr Totals : g.oo 10.00 g.ooo
----- Test Credits - === - s
Te=t Credits Rpplied Toeward Eusiness Undsrgraduate=s Preogram .—_
Eypas== credit Bypass test o et
Tranzferzed to Tezm Z00% 3pring as
7400 258 Fatherheood: Farent Role 3.00 2.00T
-
CTED Taws [ T N o P P n
11.00x8500n 4] | »
|@ Done l_ l_ l_ l_ l_ |Unknown Zone o

16.Click the printer button =) .
The transcript is printed.

17Cl ick on the winxlowés cl ose button
The report window is closed

18.Click on the 50 back o Transcript Regquest link.
The Transcript Request page is displayed.
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Appendix D: Phase Report (Schedule of Classes Report)

The Class Offerings report allows Departments to create their own hard copy of the
Schedule of Classes, if desired.

The FIRST TIME that you create this report, you will need to create a Run Control ID.
This Run Control ID will store the options that you choose to set for the report that you
are creating.

Path: Curriculum Management > Schedule of Classes > Print Class Schedule

The FIRST TIME that you create this report:
Enter the path as shown above.

Add g Mew Yalue .
- link.

On the Find an Existing Value page, click the
In the Run Control ID field, type SOC. Click __Add |

The Schedule of Classes page is displayed.

Once you have created this report, to create it in the future:
Enter the path as shown above.

On the Find an Existing Value page, click L=gareh |
In the Search Results that appear under the blue bar, click the link SOC.
The Schedule of Classes page is displayed.

Ver. 2008.10.28 Page 87 pstrain@uakron.edu
©2008 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



PeopleSoft V9 SA/HR Experienced User The University of Akron

Steps

{ Print Class Schedule {_Repart Options

Run Control ID: SOC Reporthanager  Process Monitor IR
Academic Institution: lm Q The University of Akron
Term: WQ 2008 Spring
Academic Organization Node: W Q Chemical Engineering
Session: ||_Q Regular Atadernic Session
‘Schedule Print: |Yes 'l
‘Print Instructor in Schedule: Yes - F Active I™ cancelled
rint By Campus: - ™ Stop Enrl [~ Tentative
Campus: l— Q
Print By Location: -
Location Code: l— Q

B save | ELReturn to Search | +[5] Previous in List | +E] Mext in List | [=] natity | B Al | UpdateDisplay

Print Class Schedule | Report Options

1. Academic Institution defaults to AKRON.
Do not change.

2. Enter Term.
This may default. Change as needed.

3. Enter Academic Organization Node.
You have the option of running the Schedule of Classes by subject/Department,
College or for all of The University of Akron. Click the down arrow to make your
selection.

4. Enter Session .
Leave this blank unless you want data for a particular session. (helpful for Summer)

5. Enter *Schedule Print .
Select Yes or All (shows non-print courses, t00).

6. Enter *Print Instructor in Schedule
Enter Yes or All.

7. If you want to print Akron or Wayne only sections, checkmark Print by Campus .
The Campus field will be available.
Click on the &/ to select the Campus to print.

8. Click to mark any/all of the Class Status checkboxes: Active, Stop Enrl or
Cancelled.
Mark the boxes as needed.

9. Click the Report Options folder tab.
The Report Options page is displayed.
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/Print Class Schedule | Report Options

Run Control ID; SOC

M Print Meeting Patterninstr

I~ Print Meeting Pattern Topic
[ Print Class Attributes

¥ Print Class Notes

¥ Print Global Notes

[ Print Sections Combined

I Print Class Characteristics
[ Print Class Enroliment Limits
' Print Class Nbr for Non-Enroll
I Print Requirement Designation
[ Print Reserve Capacities

B save | LU Return to Search | [=] Matity |

Frint Class Schedule | Report Options

Eeport anager  Process bMonitor 0D
¥ Report Only
[ Eliminate Subject Page Breaks

[ETL0 | UpcsteDizplay

10.Click to mark any of the Report Options that are needed.

11.Click to mark the option for Report Only .
The Report Only checkbox is marked.

12.Click on 4"

The Process Scheduler Request page is displayed.
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Process Scheduler Request
User ID: Run Control ID: Sloje
Server Name: IPSNT :I' Run Date: IUSI1 /2008 !
Recurrence: I :l' Run Time: |1343353F'M Resetta Current DatefTime |
Time Zone: || Q
Select Description Process Name Process Type ‘Tvpe ‘Format Distribution
I Schedule of Classes SR201 SGR Report IWeb 'l IPDF 'l Distribution
Ok | Cancel |
*
13.Select *Server Name
Select PSNT.

14.Click to mark the checkbox for the Schedule of Classes report with a Process Type

of SQR Report.
The Schedule of Classes report is checked.

15.Select *Type.
Select Web.

16. Select *Format .
Select PDF.

17.Click on —9K_]

The Report Options page is displayed.

18.Click the TepotManager o,

The Report List page is displayed.
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19.Click on the { Administration \'itab.

[ Lst Yy Explorer Y Administration Y Archives

userip:  [aCE28PR Type: (MMM ~|Last: | 1|Days | Refresh |

status: | =| Folder| =] mstance: | to: |
Report List Custormize | Find | View Al | B8 First B 4 o 1 [ Last
Select Report Prcs Description Request DateTime Format Status  Details
D Instance
- 678 a19 Schedule of Classes 081132008 1:4313FPM Acrobat (*.pdf) Posted  Details
.
Select All Deselect All

%Icnckthe delete button to delete the selected reportis)

Go backto Print Class Schedule

& Save |

List | Explorer | Administration | Archives

20.Your most recent report will appear at the top of the list.
The Report Description should be Schedule of Classes.
NOTE: The Report List page also can be found at:
Path: Reporting Tools > Report Manager

211 f the r eporRosted, click entthe _&Msh | yteon.

If you do not see your report or the status is not Posted, click __F&T&sh | yntil the
report status is Posted , and the View link appears.
Note: The statuses you may see are:
Schedule | The process was just added to the
d report request.
Processi Process Scheduler has initiated the
ng program and is running the process
at that time.
Generate | The report has finished processing
d and all files are available for
transferring.
Posting The report is in the process of being
transferred to the Report Repository.
Posted The report has finished posting and
is ready to be viewed.
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22.Click on the =thedulgoftlasses Description link for the report.

23.A new window is opened for Adobe Reader and the Report is displayed.

B[ bl & O @[5 Foon- | ] [Fina -

The University of Akrom
2cheduls of Clioesa for 2008 Spring
Campug: Akron Main Campus
Enrollnent Inventory Report

24.Click on the printer tool — in Adobe Reader.
Print the Class Offerings Report.

(Optional): You also may save the report in PDF format by clicking on the Save tool

Ej in Adobe Reader.

25.Cl ick on the reportxlwi ndowds cl ose but
The report window is closed. The Administration page of the Report Manager is
displayed.

26. (Optional): If you have additional reports to print, repeat steps 23-26 for each report.

G0 backto Print Class Schedule

27.Click on the link
The Report Options page is displayed.
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Appendix E: Print Course Catalog

The Course Catalog contains the permanent information about courses 1 information
that generally does not change from year-to-year or term-to-term, except for changes
through the Curriculum Process.

The new Print Course Catalog report in PeopleSoft V9 will allow you to print a catalog
for the entire Organization (AKRON) or for an Academic Organization such as
University College.

As a rule, newly approved courses are added before the start of a new term. If this
report is beneficial to you, run it once each term, at the beginning of the term.

At this writing, the Course Catalog Report is 742 pages in length.

Steps

1. Navigate using the following path:
Curriculum Management > Course Catalog > P rint Course Catalog

Print Course Catalog
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values

| Findan Existing Value (" Add a New Value

Run Control ID:| begins with j |

Search Clear | Basic Search Save Search Criteria

Find an Existing ¥alue | Add & Mew Value

2. Click on the Search button to search for and select an existing Run Control ID.

If you select the Search button, a list of all Run Control IDs appears under Search
Results. From the list, select the appropriate Run Control ID.

Print Course Catalog
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value " Add a NewValue

Run Control ID: | begins with =] [

Search | Clear |Elaswc Search Save Search Criteria

Search Results
1-2 of Q

ACHIBPR English
ClassRoster Ennlish
ClassRosterALK English
ClassRosterPER English
GradeRoster English

ECid English

PrintCourseCat  Emdlish

w75 English

If this is the first time you are running the report, see the next step.
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3. Click on the Add a New Value link if you want to create a new Run Control ID.

If you select the Add a New Value link, the Print Course Catalog -Add a New Value
page is displayed.

Print Course Catalog

[ Find an Existing Value | Add a New Value |

Run Control ID: |

Add

Find an Existing Yalue | Add a Mew Value

Type a new Run Control ID (case sensitive, no spaces, 30 or fewer characters).
Click on the Add button.

4. The Print Course Catalog criteria page is displayed. Select AKRON

Print Course Catalog as the Academic

Organization to
Run |

Run ControlID:  PrintCourseCat Beport anager  Process Monitor print the entire
catalog.
From Date: 016011900 [#)
=d Date: IDEIZBIQDDB EI
Select t ademic Insktfition: IAKRON Q University of Akron Click on O\ to
arameters.
P ademic ization: IUNIV Tlversity College select an alpha code
ademic Group: I Q for an Academic
Academic Career: I QL Organlzatlon such as
UNIV for University
College.
c A | approved @ [~ Print Course Topics
ourse fpproved: ¥ Print Require Group

Catalog Print: Yes x ¥ Print Course Attributes
¥ Print Course Equivalent

I Report Only ¥ Print Requirement Designation
[V Print Component Characteristic
I Print OEE Designator

Bl save | LU Return to Search | +[E] Previous in List | +[5| Mext in List | [=] Motity | E‘+Add| UpdsteDisplay
5. From Date : Select a date. In class, use 01/01/1900.
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6. End Date : Select a date. In class, use 06/23/2008.

7. Academic Institution : AKRON.

8. Academic Organization : Select AKRON to print the entire catalog.
-OR-

Clickon % to lookup an alpha code.

The value must be an alpha code.

If you click on Q , DO NOT select a number. The numbers do not work.
Look Up Academic Organization

Academic Institution: ARROMN
Academic Oruanization:l begins with j ||

Description: | begins with j |

LookUpl Clear | Cancel |ElasicL00kug

Search Results

Wie All 1-100 of 245 |I| Last
emll: Organization escntlon <« V|eW tool S
1020 evelopmental Programs
1021 ST Developmental Programs
1030 English Language [nstitute
4 Feace Studies

University College
Aerospace Studies

sethe View tools and scroll bar to move forward/down through the Search results
to see the alpha codes, which follow the numbers.

2200 kursing

8300 Fuhlic Health

8200 School of Law

H9801 Faolymer Science & Palymer Engr
88321 Inter Pol Sci & Pal Endr
H841 Faolymer Endineering
487 Folvmer Science

ARS Arts & Seiences
ACCOUNT Accountancy

AKROMN The University of Akron
ALLIEDHEAL Allied Health

ART hyers School of Ads
ARTSCO Deans's Office
ASE0C Associate Studies
gl Diolooy

SELECT AN ALPHA CODE.

In class, select the option for UNIV.

9. OPTIONAL:
Academic Group : Type or click on < to select a value.
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10.OPTIONAL:
Academic Career : Type or click on 2 to select a value.

11.Course Approved : Select a value from the drop down list.
In class, select Approved .

12.Catalog Print : Select Yes from the drop down list.

13.Report Only : Click to mark this box.

14.Print Course Topics : Choose to mark or unmark this box.
In class, unmark this option.

15.Leave these defaults.
¥ Primt Require Group
¥ Print Course Attributes
¥ Print Course Equivalent
M Prim Requirement Designation
M Print Component Characteristic

16. Click the Save button.

17.Click on the Run button.

Process Scheduler Request

User ID: ACHE2ZBPR Run Control Ix: PrintCourseCat

Server Name: IPSNT 'I Run Date: IDEIDMEDDB Ell
Recurrence: I_'I Run Time: |12:22:DDPM Resetto Current DatedTime |

Time Zone: I Q

Select Description Process Name Process Type ‘Type *Format Distribution

¥ Course Catalog 5R30 SGR Report |web  =||[PDF x| Distribution
924 | Cancel |

18.Server Name : PSNT
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19.Select: Mark this box.
Select
™

20.Type: Web

21.Format : PDF

22.Click on the OK button.

23.Note the Process Instance number.

Fepon Manager  Process Maonitar Fiun

Frocess Instance:313

24.Click on the Report Manager link.
[ List Y Explorer ) Administration Y Archives

User ID: IACEEBPR‘ Type: I_"I Last: |_1|Days vl Refresh |

Status: I 'I Fol(ler:l j Instance: | to: |

Report List Customize | Find | View All | E First 4 13 of 3 L Last
Select Report  Prcs Description Request Date Time Format Status Details
(] Instance
1052202008 Acrohat :

Lourse Latalog iy Letalls
= 40 a186 Course Catalo T01-56PM * pdh Fosted Details
e

Select All Cezelect All

%Icnckthe delete button to delete the selected report(s)

Go backto Print Course Catalog

& Save |

List| Explarer | Administration | Archives

25.Note the Status for the report. It must be Success, in order to view and print the
report.

26.To view and to print the Course Catalog, click on the Description link, Course
Catalog .
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27.A second window is opened with Adobe Reader.
The report is displayed.

28.Click in the Adobe Reader toolbar to print the Course Catalog report.

29.Close the Adobe Reader window by clicking on its

30.You may wish to click on the Go back to Print Course Catalog link to return.

31.Click on the Home link.
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