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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 

 Navigate in PeopleSoft V9 

 Search for and locate a record 

 Set and use favorites in PeopleSoft V9 

 Explain the new processes in PeopleSoft V9 

 Explain the enhanced processes in PeopleSoft V9 

 Locate The University of Akronôs PeopleSoft documentation, instructor-led 

courses and web-based courses on the web. 

 

 

 

Note : If you are already using PeopleSoft Financials for 

Budgets or Requisitions, the navigation has the same look and feel ï 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  

 Using menus, the navigation page, search pages, and the elements of a 

PeopleSoft V9 page 

 Creating Favorites 

 

Sign In and Sign Out  

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

 

  

4 
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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 Bar. 
 

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. 

 

3. The sign in page does look different. The page will now display, ñORACLEò on this 
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. 
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Steps  

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

 
 
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: 

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

 
 

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

Note : 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. 

Note : ORACLE will display at the top of this page and all pages in the 

updated SA/HR system. 

 
 

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. 

  

Navigation 

Header 

Navigation 

Page 
Menu  
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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 example ñCampus Community,ò 
the folder will still open in the Menu, but the Navigation Page will also display. 
 

2. The Menu will expand as follows: 

 
 
The following icons are used to identify if the folders in the menu are expanded or 
collapsed. 
Expanded :  You can see all folder options 
Collapsed :  All folder options cannot be seen 
 



PeopleSoft V9 SA/HR Experienced User  The University of Akron 

Ver. 2008.10.28 Page 10 pstrain@uakron.edu 
©2008 These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

 

Steps  

3. In this example, there are additional folders that can be expanded. Click on the 
arrow  for the folder for Personal Information . 

 
 

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

 



PeopleSoft V9 SA/HR Experienced User  The University of Akron 

Ver. 2008.10.28 Page 11 pstrain@uakron.edu 
©2008 These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

 

Steps  

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

 
 

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 . 

 
 
The search page for the Addresses page displays. 

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

 
 
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. 

 
 

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   
ñ# More.ò Click on this link to display all options (pages) for that particular folder. 
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Steps  

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

 
 

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. 
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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. At the top of the main menu, there is a Search  field. 

 

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

3. Click on the Start your Search   button. 

 
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.  
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Steps  

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

 
The search page for Addresses displays. 
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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  

 
Curriculum Management> Class Roster> Class Roster  

 

 

Key Search Fields:  

ID 

Last Name 

First Name 

Key Search Fields:  

Term 

Subject Area 

Class Nbr 
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Workforce Administration> Personal Information> Modify a Person  

 

  

Key Search Fields:  

EmplID 

Name 

Last Name 
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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. 

 
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. 
 
In the ID field, enter the studentôs ID number. If you are on a Human 
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, enter the personôs last name. Type what you know 
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, enter the personôs first name. Again, you are able to 
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. 
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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. 

 
 
 
These are the operators available for the Last Name field: 

 
 

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  

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

 
 

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 
review. 
 

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.  
 

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. 
 

 
In class, select the row for ID 1229982. 
 



PeopleSoft V9 SA/HR Experienced User  The University of Akron 

Ver. 2008.10.28 Page 22 pstrain@uakron.edu 
©2008 These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

 

Steps  

8. The Addresses transactional page for Joseph Student displays. 
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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. 
 

 

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

 
 

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  

 

 
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.   

3 

1 

2 
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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. 

 
 

 All records (rows) of data will display. 

 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. 

 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.  
 

1 

2 
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Features  

Toolbar  
Buttons  
 

The toolbar buttons appear at the bottom of most pages and 
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. 
 

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

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

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

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

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

 
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. 
 

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

 
 

  

3 
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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 allows you to view the Studentôs Program and Plan (In this example, a 
Business Undergraduate studying Accounting. 
 

 
 

 

  

1 2 

View Tools 

Toolbar 

Buttons 

3 
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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. 

 
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.  
 

 
Negative 
Service 
Indicator  

A negative service indicator displays when 
services are being restricted. Only one icon 
will display, regardless of how many 
restrictions have been placed on the record. 
An example of a negative service indicator 
would be a student cannot register for 
courses. Click on the button for more 
information. 

 
Positive 
Service 
Indicator  

A positive service indicator displays when 
there are special privileges available for a 
student. Only one icon will display, 
regardless of how many privileges are 
applicable. An example of a positive service 
indicator would be that a student can 
register early. Click on the button for more 
information. 

 
FERPA 

The FERPA icon will display if the person 
has restricted their directory information. 
Click on the button for more information. 

 

1 

2 



PeopleSoft V9 SA/HR Experienced User  The University of Akron 

Ver. 2008.10.28 Page 29 pstrain@uakron.edu 
©2008 These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

 

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 that you use your browserôs Back  and Forward  toolbar buttons. If you 

use these buttons, you may lose the data that you entered or you may ñback-outò of 

PeopleSoft. Instead use the links, buttons and menus on the PeopleSoft pages to move 

back and forward through the transactional pages.  

 

  

3 
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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. 

 

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  

 

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. 

 
 

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. 

 
 

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

 
 

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. 

 
 

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

 

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: 

 The Report Manager 

 Student Study List 

 Class Rosters 

 Using the Download Tool 

 The Query Viewer 

 

  



PeopleSoft V9 SA/HR Experienced User  The University of Akron 

Ver. 2008.10.28 Page 35 pstrain@uakron.edu 
©2008 These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

 

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 Enrollment > Enrollment Summary > Enrollment Summary  
 

 
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. 

 
 
The Term is composed of four digits and they can be explained as follows: 
First Digit : Century and for ñ2000ôsò this will be ñ4ò, ñ1900ôsò would be ñ3ò 
Second and Third Digit : Last two digits of year 
Fourth Digit : Term. Fall= 7, Spring= 1, and Summer= 3 
 
Example: 

 
 
 
In class, leave this field blank. 
 

Note : You will see the Lookup  button 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. 

 
 

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

 
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. 

 
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. 

 
 
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. 

 
 

12.  A new window opens with the report displayed.  

 
 

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

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

The last section outlined how to view and print a studentôs study list using the 

Enrollment Summary pages and the Report Manager. This section will detail how to 

obtain a studentôs study list when using the Quick Enroll feature to register students.  

 

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 ï Add a New Value page is displayed. 

 

2. Enter the Studentôs ID, Academic Career  (UGRD, GRAD or LAW), Academic 

Institution  (Akron), and Term (Use Lookup , if necessary). 
 

All the 

fields are 

required. 
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Steps  

3. Click on the Add  button. 

 
 

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

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

6. 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). 

Use the File, Print  command in the browserôs menu or the Print tool on the 
browserôs toolbar to print the Study List. 

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

7. 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  

 
 

2. Enter Academic Institution . 
 

3. Enter Term . In class enter 4087. 
 

4. Enter criteria to search by: 
Subject Area  and Catalog Nbr   
- OR ï  
Class  Nbr . 
 
In class, enter 70756 for Class Nbr. 
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Steps  

5. To search by Subject Area and Catalog Nbr: 

 
 

To search by Class Nbr: 

 
 

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. 
 



PeopleSoft V9 SA/HR Experienced User  The University of Akron 

Ver. 2008.10.28 Page 45 pstrain@uakron.edu 
©2008 These materials may not be reproduced in whole or in part without the express permission of  

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. 

 
 

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 
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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 , Print Preview  from the browserôs menu. 

c. Click on the Page Setup  tool  or  
d. Make selections such as landscape, paper size and margins.  
e. Click OK. 

f. Click  or . 

 
 
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: 

 

 
 

In this grid, there is a tool available to download the data in the grid to Excel. This is the 

Download tool . 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 blocker to allow pop-ups from The Universityôs web site. If you 

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. 

 

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

3. Click on the File Types  tab. 

 
 

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: 

 XLA 

 XLB 

 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. 

 
 
The Block pop -ups  option should be selected. 
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Steps  

3. Click on the Settings  button. 

 
 

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. 

 

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. 

 
 

Steps  

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

 
 
In class go to Step 7. 

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 ï  
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. 

 
 

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

8. Click on the Yes button. 
 
Excel will open with the data from the Inquiry Results Grid. 

 
 
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: 

 Search for a query using a basic or advanced search 

 Run a query 

 Download the results of a query into a Microsoft Excel Spreadsheet 

 Print a query 

 

Steps  

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

 
 

2. If the beginning 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. 

 
 

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. In the edit box of the Query Name row, type the text that is a part of the queryôs 
name. 
 
In class, type upkr . 
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Steps  

5. Click on the Search  button. 

 
 

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: 

 
 
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. 

 
 

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 
query 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: 

ƻ Seminars (instructor-led) ï Register for classes, such as this one. 
ƻ Hard copy manuals and job aids ï Download materials that you can print 

through Adobe Reader. 
ƻ Web-based audio-visual tutorials ï 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.  

  

  

To sign up for 

seminars 

Links to Manuals, Job Aids, 

and Tutorials 

http://www.uakron.edu/its/learning/training/PSoft9.php
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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 . 

 
 

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.  

 
 
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. 

 
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. 

 
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. 

 
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.  

 

 
 

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. 

 
 

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

 
 

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 Enrollment 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. 

 

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. 

 
 

4. Select the option as seen below: 

 
 

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: 

 

4. You will notice that there are blue numbers attached to the fields on the page. 
These are the tab sequence numbers. 
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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 field in the 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. To include a tab stop from the sequence, click on the following option. 

 
 

4. Click in the radio button as seen below: 

 
 

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. 
 

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

3. Click on the Clear Tabbing Order  button. 

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

4. Click on the Xôs in the order you want 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  

 

What you do  What happens/Notes  

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

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

 
 
-OR- 
 

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

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

 
 

 
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. 

 

See step 5 for the valid field selection 

combinations. Use the Lookup tool or 

the drop down arrow to select field 

values. 
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What you do  What happens/Notes  

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   to select 
a value from the list. 

 

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

 

If selecting Academic Career , enter the value or click on the down arrow  to 
select a value from the list. 
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What you do  What happens/Notes  

The four field selection combinations  are: 

A. Institution, Term, and Student Group . 
 

 

B. Institution, Term, and Academic Program . 
 

 

 

C. Institution, Term, Academic Career  and Academic Program . 
 

 

 

D. Institution, Term, Academic  Career  and Student Group . 
 

 

 

6. Click . 

If one of the correct field selection combinations was not made, an error message 

similar to this one is displayed. 

 
Click on OK and enter the values for the appropriate fields. See the field selection 
combinations A through ïD, which are show above. 

7. Click . 

The Process Scheduler Request page is displayed. 
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What you do  What happens/Notes  

 

8. Select Server Name:  

Enter PSNT. 

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

 

10. Click . 

The report instructions are sent to the server.  

The Student Study List page is displayed.  

 

11. Note the Process Instance numbers. 

These are the three job numbers. 

12. Click on the link. 

The List page of the Report Manager is displayed. 
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What you do  What happens/Notes  

 

13. Click on the  tab. 

The Administration page of the Report Manager is displayed. 

 

14. Use the PrcsInstance  column and the Description column to locate the report to be 
printed. 
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What you do  What happens/Notes  

15. The report is not complete and available for printing until the Status column reads 
Posted . 
 

Click on  to 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
ed 

The process was just added 
to the report request. 

Processi
ng 

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

Generat
ed 

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. 

 

16. Once the report status is Posted, use the Description  column to locate the report  

and click on . 

The report is displayed in a separate Adobe Reader window. 



PeopleSoft V9 SA/HR Experienced User  The University of Akron 

Ver. 2008.10.28 Page 78 pstrain@uakron.edu 
©2008 These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

 

What you do  What happens/Notes  

 

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. 

19. Click on the  link. 

The Report Detail page is displayed. 
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What you do  What happens/Notes  

 
 

20. Click on the link that begins with   and ends with out . 

A second, separate browser window is opened. This report lists the students for 

whom class schedules were produced. 

 

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 . 

The Administration page of the Report Manager is displayed. 

  

Two (2) reports 

are available. 

Abbott, Lou 

Ace, Ventura 

Adams, Lucretia 

Agate, Rocco 
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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 ï 

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 ïFind 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. 

 

2. Click on the link or the  tab. 

The Request Header page appears.  
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Steps  

 

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  folder tab. 

The Request Detail page is displayed. 

 

  

Required fields are 

indicated by an asterisk 

before the field name. 
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Steps  

 

 

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 .  

 
8. Enter the Number of Copies , if more than one for the same student. 

 

  

Alt + 5 will bring up a 

lookup box. 
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Steps  

 

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  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 that row and click on that rowôs Delete a Row 
button  . At the prompt, confirm the deletion by clicking on OK. 
 

10. Click on the  button. 

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  

  

11. Click on the  tab. 
The Request Detail page is displayed. 

 

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

13. Click on the  link. 
The Administration page of the Report Manager is displayed.  

 

This page, Report 

Results, is for 

viewing .  

The Request Detail 

page is for printing .  

X 
This is not  

the correct 

Print 

button. 

Use this 

Print 

button. 
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Steps  

  

14. If the reportôs status is not Posted, click on the  button. 

If you do not see your report or the status is not Posted, click  until the 
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. 
 

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

  
 

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

17. Click on the windowôs close button  .  
The report window is closed 

18. Click on the  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. 

On the Find an Existing Value page, click the  link. 

In the Run Control ID  field, type SOC. Click  . 

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  .  

In the Search Results  that appear under the blue bar, click the link SOC.  

The Schedule of Classes page is displayed. 
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Steps  

 

 
 

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, too). 

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. 

SOC 
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Steps  

 
 

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  .  

The Process Scheduler Request page is displayed. 

 

 

  

SOC 
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Steps  

 

 
 

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  . 

The Report Options page is displayed. 

 

18. Click the  link.  

The Report List page is displayed. 

 

  

 SOC 
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Steps  

19. Click on the  tab. 

 
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 

21. If the reportôs status is not Posted, click on the  button. 

If you do not see your report or the status is not Posted, click  until the 

report status is Posted , and the View link appears.  

Note: The statuses you may see are:  

 

Schedule

d 

The process was just added to the 

report request. 

Processi

ng 

Process Scheduler has initiated the 

program and is running the process 

at that time. 

Generate

d 

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. 
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Steps  

22. Click on the  Description link for the report. 

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

 

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 

 in Adobe Reader. 

25. Click on the report windowôs close button . 

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. 

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 ï 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  

 

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. 

 

 
If this is the first time you are running the report, see the next step. 
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Steps  

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.  

  
 

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.  

 
 
 

5. From Date : Select a date. In class, use 01/01/1900. 
 

Select AKRON  

as the Academic 

Organization to 

print the entire 

catalog. 

Click on  to 

select an alpha code  

for an Academic 

Organization such as 

UNIV for University 

College. 

Select 

parameters. 
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Steps  

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- 

Click on  to lookup an alpha code. 
 
The value must be an alpha code.  
 

If you click on , DO NOT select a number. The numbers do not work. 

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

 
SELECT AN ALPHA CODE.  
 
In class, select the option for UNIV. 
 

9. OPTIONAL:  

Academic Group : Type or click on  to select a value. 
 

X 
 

View tools 
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Steps  

10. OPTIONAL: 

Academic Career : Type or click on  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. 

 
 

16. Click the Save button. 
 

17. Click on the Run  button. 

 
 

18. Server Name : PSNT 
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Steps  

19. Select : Mark this box.  

 
 

20. Type : Web 
 

21. Format : PDF 
 

22. Click on the OK button. 
 

23. Note the Process Instance number. 

 
 

24. Click on the Report Manager  link. 

 
 

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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Steps  

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. 
 

 

  


