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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. 

Using your browser, you will log in to your PeopleSoft applications as you would when 

opening your favorite website. 

This course is intended for faculty, staff, and student employees who will be first-time 

users of the PeopleSoft version 9 Student Administration/Human Resources (SA/HR) 

system. Frequently-used data and procedures will be reviewed. 

 

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

 Define a Relational Database 

 Explain how The University of Akron uses PeopleSoft 

 Define common terms used in PeopleSoft Student Administration/Human 

Resources 

 Initiate requests for access to PeopleSoft records and for assistance with 

PeopleSoft User IDs and passwords 

 Define your role in enforcing FERPA regulations 

 Sign in and Sign out 

 Navigate in PeopleSoft  

 Search for and locate a record 

 Explain the concept of effective dating 

 Set and use favorites in PeopleSoft  

 Create new windows while working in PeopleSoft  

 Print web pages in PeopleSoft  

 Determine where to go for help with PeopleSoft password and security issues 

 Make configuration changes to PeopleSoft and Internet Explorer to allow for 

effective PeopleSoft use 

 Understand what is available in the student and faculty self-service applications 

 Locate The University of Akronôs PeopleSoft documentation, instructor-led 

courses and web-based courses on the web. 
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Lesson 1: PeopleSoft SA/HR at The University of Akron  

Discussion  

In this lesson, you will review general information about the PeopleSoft Student 

Administration/Human Resource system. The topics reviewed include: 

 Database Terms 

 PeopleSoft Modules 

 Student Administration Terms 

 Working with Data 

 Life of a Student 

 Obtaining Security 

 

Database Terms  

Knowledge of the following terms is important to your use of PeopleSoft. 

Term Definition 

Database A collection of data that is organized into a group, because 
the data is related to a particular topic or purpose. 

Table The basic structure that stores related data in rows and 
columns. 

Field A category of data which is within one column in a table. 

Field Value The data itself that is stored in a field.  Example: The field is 
called Last Name. One of the field values is Brown. 

 

PeopleSoft is a type of software called a Relational Database Management System. 

The data in the database is stored in hundreds of tables. The records in one table are 

related to the records in another table or several other tables by a piece of data that is 

repeated in each of the tables. An example of these relationships is shown on the next 

page. 
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Various Names  

EmplID Name Type Effective Date Last Name First Name 

1200000 Primary 01/15/2004 Bumstead Dagwood 

2400000 Primary 04/25/2003 Brown Charlie 

1234567 Primary 02/14/2001 Duck Donald 

 

Student Career 

EmplID Academic Career Academic Program  

2600000 UGRD FAAU 

1800000 UGRD FAAU 

1234567 UGRD FAAU 

 

Academic Program  

Description Academic Program 

Fine & Applied Arts Undergrad FAAU 

Education Graduate EDUCG 

Business Undergraduates BUSU 

 

The EmplID field in the Various Names table is related to the EmplID field in the Student 

Career table. In addition, the Academic Program field in the Student Career table is 

related to the Academic Program field in the Academic Program table. The fields that 

are related are called keys.  

These relationships allow for the use of information from more than one table at a time, 

so that on one page of PeopleSoft or in a report, you could see: 

 

Duck, Donald  UGRD  FAAU  Fine & Applied Arts Undergrad 

 

This data for Donald Duck is taken from three tables in PeopleSoft. PeopleSoft can 

locate the related data by using the keys that relate the records in one table to the 

records in other tables. 

  

EmplID 

 

 

to 

 

 

EmplID 

Academic 

Program 

 

to 

 

Academic 

Program 
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PeopleSoft Modules  

PeopleSoft is purchased in modules (parts). The University of Akron uses the following 

modules of PeopleSoft: 

Module Comment 

Human Resources Recruitment, compensation system, workforce development, 

Training, EProfile, EPay. 

Benefits 

Administration 

Establish and manage benefit programs, such as sick or 

vacation leave, medical insurance, EBenefits. 

Payroll Calculate earnings, taxes and deductions. Direct deposit, 

payroll checks. 

Campus Community Biographic and demographic data of students, faculty, staff, 

alumni and patrons. This data is shared across all modules. 

Admissions Prospect recruitment, application processing and admission. 

Academic Structure Student careers (undergraduate, graduate and law) and 

academic plans (majors and minors). 

Student Records Courses, registration and grade processing. 

Advisement Access to academic records and reports. 

Student Financials Student fee invoice and student account balances. 

Financial Aid Application processing, student financial aid awards and loans. 

Contributor Relations Manage supporter relationships, alumni information, track 

giving. 

General Ledger Financial records and financial management. 

Accounts Payable Vendors, invoice entry, payment of The Universityôs bills. 

Purchasing Requisitions, Purchase Orders, delivery receipts. 

Commitment Control Budgets 

Grants Sponsored programs 
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Student Administration Terms  

The terms listed below are used frequently in PeopleSoft. You need to understand 

these terms in order to locate the student information that you need. 

Term Definition 

Academic Institution The University of Akron 

Academic Group This is a College within The University, such as University 

College or the College of Education. 

Department A group organized for a particular subject area, such as 

the Accounting Department or the Chemistry Department. 

Academic Career Undergraduate, Graduate or Law (UGRD, GRAD, LAW) 

Academic Program This is a combination of the College to which the student 

was admitted and the studentôs academic goal. Examples 

of academic goals are undergraduate, post 

baccalaureate, graduate pursuing degree, and graduate ï 

non-degree.  

Academic Plan The majors and minors are listed as academic plans. 

Examples are a BS in Biology or an MBA in Accounting. 

EmplID or ID Unique eleven digit value assigned to individuals in the 

PeopleSoft system. 
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Working with Data in PeopleSoft  

Using PeopleSoft, employees at The University of Akron can work with data in four main 

ways: Add, Inquire, Report, or via the Self-Service Applications. The method, which you 

will use, will depend on what you are trying to accomplish. 

 

 
 

 

 Add/Update: Employees across The University of Akron enter and manipulate 

data in PeopleSoft every day. Some examples of adding data are adding a new 

applicant or employee and adding a negative service indicator to place a hold on 

a studentôs record. Another example would be making an update such as 

updating an address or changing an instructor of record. 

 Inquire: Employees across The University of Akron are able to view data in an 

ñInquiryò mode or in a way that will allow employees to only view data without the 

fear of making unwanted changes.   

 Report: Employees across The University of Akron are able to access data in the 

system by running reports. There are many reports that you can run by following 

step by step instructions such as Unofficial Transcripts, Class Rosters, Phase 

Reports, and Grade Rosters. PeopleSoft users can also create and run unique 

reports via the PeopleSoft Query tool. 

 

Working 
with 

PeopleSoft 
Data  

Add/Update  

Inquire  Report  

Self -Service  
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 Self-Service:  Employees, Faculty and Students are able to access and change 

information via the PeopleSoft Self-Service functionality. The Self-Service 

Applications are available through ZipLine. Employees can access and update 

personal data such as address information, benefits enrollment information and 

emergency contacts. Faculty can access information such as their class 

schedules, class rosters and they can record student grades via the Self-Service.  

Students can access enrollment, course catalogs, academic records, personal 

information as well as financial data. 

 

Note: Your role and security will determine what methods and what 

information you will be available to you. For example, if you are not a faculty member, 

you will not have access to class rosters via the Faculty Self Service. Furthermore, if 

you are responsible for advising students, you will have access to pages that will allow 

you to inquire on a studentôs records such as Enrollment Summary and Student 

Program/Plan. 
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Life Cycle of a Student  

A student goes through many transitions in PeopleSoft from the moment they show a 

formal interest in The University to the point of graduation (and beyond). This diagram 

provides a high level illustration of how a student moves through the PeopleSoft system 

in their effort to obtain a degree. 

Please note that this is not intended to outline all the processes that are involved in a 

studentôs academic career, and is meant to serve as an overview. 

 

 

  

Becomes Alumni  

Graduate  of the University  

Student -  Enrolled Student, take Courses  

Matriculated -  Active Student  

Admitted  to the University  

Applicant -  Applied for Admissions  

Prospect -  Interested in the University  
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Obtaining Security to Access PeopleSoft SA/HR Records  

You need a UserID and password to log in to PeopleSoft. To apply for your UserID and 

password, go to the Applications Security web page at 

http://www.uakron.edu/computer-operations/security/index.dot  

and follow the instructions in this lesson. Any new employee, current employee that 

needs additional access, or any employee that has transferred to a new department 

must complete one or more online security forms. 

This web page also contains information about the approval process, password 

guidelines and instructions for changing your password. 

For questions about the granting or changing of security, you may contact the Support 

Desk at x6888 or send e-mail to pssecurity@uakron.edu. If you cannot remember your 

PeopleSoft ID or password or have problems with your password, please contact the 

Support Desk at x6888 for assistance. 

 

Applying for Security  

Steps 

  

1. To apply for your UserID and password, go to the security web site at: 
http://www.uakron.edu/computer-operations/security/index.dot 
 

 

http://www.uakron.edu/computer-operations/security/index.dot
mailto:pssecurity@uakron.edu
http://www.uakron.edu/computer-operations/security/index.dot
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Steps 

2. Print out the three (3) or four (4) forms that require your signature and may require 
the signature of your supervisor, as well.  
 
You must sign The Code of Responsibility and the FERPA forms and request 
access to records on either or both of the other two forms. 
 

 The Code of Responsibility 

 
 FERPA Reminder for New Users 

 Student Records Security Access Form 

 Human Resource Records Security Access Form. 

3. The completed forms should be sent by campus mail to the Security Administrator 
at +3501., From there, the access form will be forwarded to the appropriate 
PeopleSoft Module Lead in the business offices (Registrar, Admissions, Student 
Financials, etc.) The Module Lead in that business office MUST approve your 
access.  

4. After your security has been approved, you will receive an e-mail to notify you that 
your ID and password are assigned and to contact the Support Desk at x6888 to 
receive your password. 

 



PeopleSoft V9 SA/HR New User  The University of Akron 

Ver. 2010.12.21 Page 13 pstrain@uakron.edu 
©2010 These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

 

Note: If you transfer to a new department and still need PeopleSoft 

access, you will need to obtain a new password and possibly a new ID; your security 

does not transfer to the new department with you. 
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FERPA  

Discussion  

The purpose of FERPA, the Family Educational Rights and Privacy Act of 1974, is to 

afford certain rights to students concerning their education records. At The University of 

Akron, the FERPA coordinator is in the Office of the Vice President, Student Affairs. Any 

questions or problems related to this policy should be directed to the FERPA 

coordinator. For information regarding FERPA and University policies: 

1. Review University policy at the Office of General Counsel -  

http://www.uakron.edu/ogc/docs/11 -08f.pdf .  

2. Contact the Office of the Registrar at registrar@uakron.edu. 

3. Review the FERPA materials and/or take the online course. 

a. Login to Zipline at https://zipline.uakron.edu . Use your UAnet id and 
password. 

b. Click on the Faculty/Staff tab. 

c. In the Compliance Training area, take the online course and/or review the 
handouts. 

 

As an employee of The University, you may be granted broad access to student data in 

PeopleSoft. It is crucial to remember that federal legislation and University policy protect 

the studentôs right to privacy. There are restrictions on what information you can release 

about a student and to whom this information may be released. 

Directory Information  

One area of the FERPA laws concerns directory information. Directory information 

includes the studentôs name, telephone number, mailing address, major field of study, 

extracurricular participation, achievement and academic awards or honors, weight and 

height of members of athletic teams, photographs, years of attendance and terms 

enrolled. 

Directory information may be released unless a student specifically requests that it not 

be released. If a student has restricted the release of directory information, the FERPA 

window shade icon  will be displayed on most of the pages that display directory 

information. You also may check the studentôs FERPA restrictions on the FERPA 

inquiry page at the following path: 

Campus Community> Personal Information> Biographical >  

Person FERPA> FERPA  

https://zipline.uakron.edu/
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Human Resources Directory Information  

Individuals granted access to Human Resource information are required to maintain the 

strictest confidentiality with regards to employee information. Information is to be used 

for management decision making and personnel action processing only.  

Like students, employees have rights to protect their personal information. Departments 

cannot release any personal data about an employee other than home phone number 

and address. Before releasing any information related to home address or phone 

number, you must check the UA Directory Indicator. 

Requests for individual employee information (other than home phone number and 

address) from outside entities, such as employment verifications from a bank, are to be 

directed to Human Resources Information Services at extension 7096. A breach of an 

employeeôs right to confidentiality may result in disciplinary action. 

Path: UA Human Capital Management> Human Resource Support>  

UA Directory Info 

 

   

  

2600023 
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Directory information is considered the employeeôs home phone number and home 

address. Here are some examples of when it is and is not okay to release directory 

information about an employee: 

Overall, a good rule is that the information you have access to 

should be used ONLY to do your job. If in doubt, send the request to 

Human Resources Information Services at extension 7096.  

 If a professor needs to contact another professor for University related business, 

it is okay to provide this information regardless of directory authorization. 

 If another department needs data to prepare a PAF (Personnel Action Form) for 

work the person is doing in their department, it is okay to provide this information 

regardless of directory authorization. 

 If a bank, previous colleague, or debt collector is trying to track down an 

employee and wants their directory information, the UA Directory Info page must 

be reviewed. If there is a restriction, do not release information. If there is not a 

restriction, release of phone number and address is permitted. 

 A department can create a home phone list for their department, but this would 

be for departmental use ONLY. This type of list should not be created for or 

distributed to anybody outside the department. 

 Any information regarding birthdays should not be released unless the list is 

being used to project future staffing or for planning purposes. 

Any requests for information, other than home phone and home address, should be 

referred to Human Resources.  
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Lesson 2: Using PeopleSoft  

Discussion  

This lesson will provide you with the basic information that you need to navigate and 

work with the PeopleSoft system. The topics covered in this lesson are: 

 Sign in and Sign out of PeopleSoft  

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

PeopleSoft page 

 Understanding effective dates 

 Creating Favorites 

 Opening new windows 

 Printing web pages 

Note: PeopleSoft applications are available only on-campus. For security 

reasons, off-campus access to PeopleSoft V9 will be restricted. 

Sign In and Sign Out  

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

 

  

4 

5 
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Sign In  

Steps 

1. Open the Internet Explorer. 

2. If this the first time that you are logging in, 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. Read the FERPA reminder. 
 

4. Enter your User ID and Password in all capital letters. 
 
For more information about passwords, see Lesson 3: Technical Information. 
 

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

 
 

Note: If there is no activity in PeopleSoft after 60 minutes, you will be 
logged out. This is known as ñTiming Out.ò 
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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, you will be at the Home Page. The Home Page consists 

of three main navigation areas; the Menu, Navigation Page and the Navigation Header. 

 

 
 

 

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 folders 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 Student Administration/Human Resource application. 

  

Navigation 

Header 

Navigation 

Page 

Menu  
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Navigating in PeopleSoft  

The home page of PeopleSoft 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 
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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. 
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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. 

 
 

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 Biographical 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 (more than 
four) 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 search option available for locating a 

particular page in PeopleSoft. 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 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 to a page, 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 Address Search page. 

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

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 beware that the search 
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 Include History option if you would like to view all current and 
historical data for the person.  More information about historic data can be 
found in the section for Effective Dating. 
 
In class, click on this checkbox to include the rows of history. 
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Steps 

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

 
 

Note:  You will not see the National ID field on Human 
Resource search pages.  
 

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.  
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Steps 

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. 
 

8. The transactional page 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 Student Administration/Human Resources 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 

Student Administrations/Human Resources 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 
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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 indictor 
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 
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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.  
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Exercise 1  

In this exercise, you will navigate in PeopleSoft using the FERPA and Modifying a 

Person pages. 

Steps 

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

2. Navigate using the following path: 
Campus Community> Personal Information> Biographical> Person FERPA>  
FERPA 
 

 
 

3. Use ID 1229982. Click on the Search button. 

 
The FERPA page will indicate if the student has restricted their directory data. If the 
FERPA field is checked, the restriction is active, therefore not allowing the release 
of any directory information. 
 

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

5. Navigate using the following path: 
Workforce Administration> Personal Information> Modify a Person 
 
You would use this page to access information about another University employee. 
This page will provide information such as home address, phone number, birth 
date, and highest degree earned. 
 

 
 
On this search page you can search using many fields. Whenever possible, use the 
EmplID to locate an individual because it is a unique number that will result in an 
accurate and quick search. 
 
The Name field can also be used, but there is a format that you must follow in order 
to successfully return results. The format for this field is: 

First Name (Space) Last Name 
 

In this example, use ID 2600023. 
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Steps 

6. The Biographical Details page: 

 

 
 

7. Click on the tab for Contact Information. 
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Steps 

8. Click on the Return to Search button at the bottom of the page. 

 
 

9. Change the EmplID to 2600024.  Click on the Include History checkbox. 
 
Click on the Search button. 

 
Notice how you returned to the Contact Information tab. This was the tab that you 
were on when you returned to the Search page. 
 

10. Click on the Home link. 
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Effective Dating  

Effective dates are an important concept in PeopleSoft. Effective dating allows you to 

store historical data, see changes in your data over time, and enter future data. 

Effective dating enables the University to maintain a complete chronological history of 

the data and tables, regardless of whether the data changed two years ago or will go 

into effect in two months. For example, you may inquire on a studentôs plan (major) and 

need to be certain that you are viewing the current plan and not a historic or future plan.  

PeopleSoft uses three different categories to classify effective dates: 

Current: The data row with the effective date closest to todayôs (the system) date, 

but not a future date. Only one row is the current row. 

History:  Data rows that have effective dates earlier than the current data row. 

Future:  Data rows that have effective dates later than todayôs (the system) date. 

 

Action Types and Effective Dates  

When action types are combined with effective dates, you need to remember the 

following guideline: 

The types of actions you can perform on rows of data depend on the data row type.  

The table below summarizes the capabilities of each of the action types in relation to 

effective dated rows. 

Action Type View Modify Insert New Rows 

Update/Display 

 
 

Current, Future Future Only Effective Date> 
Current Row 

Include History 

 
OR 
On a Search Page: 

 

History, Current, Future Future Only Effective Date> 
Current Row 

Correction 

 
OR 
On a Search Page: 

 
 

History, Current, Future All Existing Rows No Effective Date 
Restrictions 
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If you wish to inactivate the code of an effective dated row, the proper procedure is to 

insert a new row and enter the appropriate effective date and enter the new information. 

By following this procedure, you will have a history of the data changes.  

When you add an effective dated row the system automatically inserts todayôs date as 

the effective date. In some instances, the system will copy the data in the current row to 

the new row. You can change the date of copied data in the newly inserted row (prior to 

saving the data) as necessary. 

Note: Update/Display is the default mode in PeopleSoft.  

Student Administration Example  

Here is an example of a student with four possible events in the academic plan (major) 

history, listed by effective dates. Assume todayôs date is 10/01/2008. 

Action Effective Date History Current Future 

Art 08/27/2004 X   

Education 10/15/2005 X   

Business 08/27/2007  X  

Psychology 01/12/2009   X 

With the retention of the academic plan information, The University can track the 

studentôs career and allow the viewing of the various academic plans in which the 

student has been enrolled. 

Human Resources Example  

Here is an example of an employee with four possible events, listed by effective dates.  

Assume todayôs date is 10/01/2008. 

Action Effective Date History Current Future 

Hired 02/27/2002 X   

Transferred 11/13/2003 X   

Promoted 04/21/2006  X  

Expected 
Termination 01/26/2009   X 

With the retention of job history, The University can track the employeeôs professional 

career.  
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Favorites  

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. 

Creating Favorites in  PeopleSoft  

Steps 

1. Navigate to the page to be set as a favorite. 
 
In class, navigate to the following path: 
Campus Community> Service Indicators > Person >  
Manage Service Indicators 

 
 

Note: Favorites should be created on Search Pages. 
 

2. Click on the link for Add to Favorites in the Navigational Header. 

 
 

3. 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 Description field and type a new 
name. 
 
In class, enter Service Indicator and then your initials. 

4. 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. 
 

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 Indicators (Initials). 
 

4. On the search page, use the ID 1229982. 
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New Windows  

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. 

Steps 

1. You should already be on the Manage Service Indicators page.  
 
To open a new window, click on the New Window link in the Page bar, just below 
the Navigation Header. 

 
 

2. Note the Windowôs taskbar at the bottom of your screen. There is a button for each 
of the open windows. 
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Steps 

3. Make any menu selections to navigate to the PeopleSoft page that you need in the 
new window. 
 
In the new window, navigate to the following path: 
Campus Community> Personal Information> Biographical> Person FERPA> 
FERPA 

 
 

4. Close this window by clicking on its X (close button). 
 

Note: Close the second window that you open, when you are done 
with it by clicking on its X (close button). Do not sign out of the second window, 
unless you are ready to sign out of PeopleSoft. When you sign out of one window in 
PeopleSoft, you are signing out of PeopleSoft and ALL the windows open in 
PeopleSoft.  
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Printing Web Pages  

There will be times when you are working in PeopleSoft that you will want to print the 

page that is displayed. Many pages need to be printed in a landscape orientation in 

order to see all the data. To do this you will use the Internet Explorer menu. 

Steps 

1. On the page that you want printed, select File, Print Preview from the Internet 
Explorer menu.  

 

2. To change the page orientation to Landscape, click on the Landscape button. 
-OR- 

Use the Page Setup button  or  in the Print Preview toolbar to change the 
orientation, paper size, margins, printer, or number of copies. 
 

3. To print, click on the Print button  or . 
 

4. To return to the web page, click on the Esc key. 
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Exercise 2  

In this exercise, you will navigate in PeopleSoft using the Enrollment Summary and Job 

Data pages. 

Steps 

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

2. Navigate using the following path: 
Records and Enrollment> Enrollment Summaries> Enrollment Summary 
 
You would use this page to locate a studentôs current or past class schedule. 

 
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. 
 

3. Delete the ID. Use ID 1229982. In the Academic Career field, use the drop down 
to select the option for Undergraduate. 
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Steps 

4. 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.  
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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. 

 
 

8. Click on the Next in List button to review the courses Joseph was enrolled in for 
the Summer 2008. 

 
 

9. To the left of the Class Nbr column, there is a button:  
In this instance, this button is a Detail button. When you click on a detail button, it 
will provide you with additional information.  
 
Click on the Detail button to the left of Class Nbr 33729. 
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Steps 

Note: The magnifying glass  is also used as a Lookup button. 
In these instances, the Lookup button provides you a way to get a list of valid 
values for a search field. 

 
 

10. Click on the Home link to return to the home page. 
 

11. Navigate using the following path: 
Workforce Administration> Job Information> Job Data 
 
You would use this page to access information about employees job data. This 
page will provide information such as Hire Dates, Termination Dates, Job Codes, 
Job Title, Department, Supervisor, Compensation, and more.
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Steps 

12. In this example, use EmplID 2600023. Click on the Include History checkbox to 
include any historic information.  
 
Click on the Search button. 

 
Note that the displayed row is a future row with an Effective Date of 01/01/2009. 
This row shows that this employee will have an HR Status of Inactive and a Payroll 
Status of Terminated once the effective date of 01/01/2009 arrives. 
 

13. There is another row of data for this record. Use the view tools and click on the 
Show Next Row arrow  to view the current row.  

 
Notice that this is the current row (closest to todayôs date without going over) and 
shows the employee as Active. 
 

14. Click on the tabs and review the employee record. 

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

  

Note that one record is for full-time 

and one is for part-time. 
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Lesson 3: Technical Information  

Discussion  

In Lesson 2, you learned how to navigate and work with PeopleSoft in an efficient 

manner. In this lesson, you will be provided with information that will help you work with 

PeopleSoft in an efficient technical manner. The topics included in this lesson are: 

 PeopleSoft Passwords 

 User Defaults 

 Clearing Cache 

 Configuring Pop-Up Blocker 

 Using the Download Tool 
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Passwords  

Your User ID and Password allows you to access the resources required to perform 

your job functions. It is imperative that you safeguard your ID and password by following 

these guidelines: 

 Memorize all passwords. 

 Passwords should be easy to remember, but not easy for someone else to 

guess. The names of family, pets, or hobbies do not make good passwords. 

 Never write down your password, all written records of passwords should be 

destroyed. 

 You will be forced by the system to change the password every 180 days (once 

every six months). However, resetting your password every 30 days will provide 

a greater level of security. 

 If somebody contacts you in person, via the telephone, or by e-mail asking for 

your password, do not give it to them. No one needs to know your ID or 

password.  If somebody does contact you, contact the Security Administrator. 

 Never share your ID or password with anyone. Keep in mind that you will be 

held accountable for their actions. 

Contacts for Password/Security Issues  

 If you forgot your password for PeopleSoft, contact the Support Desk at 

330.972.6888. 

 If you need to increase, decrease, or change your PeopleSoft security, contact 

the Security Administrator at pssecurity@uakron.edu. 

 If you forgot your PeopleSoft ID or you are uncertain of what your PeopleSoft ID 

is, contact the Security Administrator at pssecurity@uakron.edu. 

  

mailto:pssecurity@uakron.edu
mailto:pssecurity@uakron.edu
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Changing Your Password  

Steps 

1. Sign in to PeopleSoft. 

 
 

2. From the Menu, select the option for Change My Password. 

 
 

3. In the Current Password field, enter your password. 

4. In the New Password field, enter a new password. 
 
When creating a password for PeopleSoft, it must be a minimum of 8 characters 
consisting of at least one letter and one number. Mixed case (upper and lower) 
and special characters ($#(&@, etc) are acceptable, but not required. Spaces are 
not acceptable. 

5. Enter the password again in the Confirm Password field. 
 

6. Click on the Change Password button. 
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Setting User Defaults  

Users need to set default values for certain types of data that are entered in PeopleSoft 

on a frequent basis. Setting these default values make the repetitive data entry process 

and search process more efficient. User Defaults apply only to the user who is signed 

on to PeopleSoft. These defaults may be changed as necessary. 

In class, you will review the settings of user defaults, but you should not set the defaults 

for the Training ID you are using. Do not save these pages. 

Steps 

1. From the Menu, select Setup SACR> User Defaults. 

 
 

2. In the Academic Institution field, enter AKRON. 
 
Some other defaults that you may want to set are: 

 Academic Career: If you usually enter data for a particular career (UGRD, 
GRAD, or LAW), you may set this field to default. 

 Academic Group: If you usually enter data for a particular college you may 
set this field to default. 

 Term: You can set the term to the current term, but remember to change this 
field at the start of each term. 
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Steps 

3. Click on the folder tab for User Defaults 4. 

 
 

4. Carry ID should be checked by default. This feature will populate the search pages 
with the ID number of the student as you navigate from one page to another. The ID 
will keep moving forward until you delete it. 
 

5. Use the Lookup button in the Transcript Type field to select the option for 
UNOFF. You can also type the letters. This is for users who will be running the 
Unofficial Transcript report. 
 

6. In some offices, the Printer Name is entered to facilitate the printing of the 
Studentôs Study List. The report will go directly to the printer, therefore, eliminating 
the need to use the Report Manager. 
 
The printer name must be entered as Windows or the server locates the printer. An 
example of a printer name is: 
\\adminmb7\HPLJ8150LIB63 
 

7. Do not do this step in class. 
 
Click on the Save button. 

 

  

file://adminmb7/HPLJ8150LIB63
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Cle aring Cache  

The temporary internet files are copies of the web pages that you recently opened. The 

web pages are copied, so that if you open them again, the pages will be displayed 

quickly. When there are new pages or changes to a web site, however, your computer 

may return to the cached page first, which can cause problems when you are working in 

PeopleSoft. A typical cache problem is that the pages will not load properly. Therefore, 

it is a good practice to occasionally clear the cache. Instructions for clearing cache in 

Internet Explorer 7 can be found in Appendix A. 

For the PC  

Steps 

1. From Internet Explorer click the arrow to the right of the   button.  Select 
Internet Options 
 

2. Make sure you are positioned on the General tab. Click the  button in 
the Browsing History section. 
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Steps 

3. The Browsing History Categories are listed.   
 

a) Click the   button under the Temporary Internet Files heading 
to delete your cache.  This includes copies of web pages, images, and media 
that are saved for viewing.  Temporary Internet Files are also referred to as 
cache. 

 

b) OPTIONAL: Click the  button under the Cookies heading to 
delete cookies.  Cookies are files stored on your computer by websites to save 
preferences, such as login information.  

 
 

4. You will be prompted ñAre you sure you want to delete all temporary Internet 
files?ò - click the Yes button. 
 

5. Click either the Close button or the ñXò in the upper right to close the Delete 
Browsing History dialog box.  
 

6. Click the Ok button in the Internet Options dialog box. 
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For the Macintosh  

Steps 

1. From the Internet Explorer menu bar click on Explorer, Preferences. 

 
 

2. In the scroll box on the left, locate the Web Browser menu and select the option for 
Advanced.   
 

3. In the Cache frame, click on the Empty Now button. Click on the OK 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. 
 

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  

There is a tool that allows you to download data into Excel from certain pages in 

PeopleSoft. This is referred to as the Download tool  and it appears in the View tools 

area and can be seen circled below. 

 
 

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.  

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

Updates. 

Configure for Excel Files  

Steps 

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

 

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

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. 
 

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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Using the Download Tool  

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. Click on the Download  tool.  

 
 

1 
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Steps 

2. Click on the Yes button. 
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Lesson 4: PeopleSoft Self Service Applications  

The self-service applications are available within The University portal, ZipLine, both on 

and off campus, Monday through Saturday from 7:30 A.M. to Midnight and Sunday from 

Noon to Midnight. 

 

Student Self - Service  

Students now have the ability to access enrollment, course catalog and schedule, 

academic record, personal information, and financial information via the Self Service 

application within The University portal, ZipLine. 

 
 

ZipLine may be accessed by clicking on the ZipLine link at the top of The Universityôs 

main web page or by entering the URL http://zipline.uakron.edu in the address box of a 

web browser. The student then is prompted for his/her UAnet ID and password to log in 

to the portal. 

  

http://zipline.uakron.edu/
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After login, the student clicks on the Student Center link. 

 
The Student Center is displayed. 

 

The students may complete and 

manage a wide range of activities, 

using the links this page. 
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The Student may select a term and then: 

 Enroll in classes 

 Drop classes 

 Search for a class 

 View enrollment dates 

 View grades 

 View advisers 

 View transfer credit 

 View his/her class schedule 

 View his/her weekly schedule 

 View his/her exam schedule 

 View personal information: names, addresses, phone, e-mail, emergency 

contacts 

 View FERPA restrictions 

 View holds and service indicators 

 View/order textbooks 

 View his/her course history 

Web-based tutorials and documentation for the Student Self-Service applications are 

available at http://www.uakron.edu/its/learning/training/StudentV9.php . You may wish 

to view the tutorials and/or print out the documentation for your own use. The 

documentation can be copied for distribution to students. 

http://www.uakron.edu/its/learning/training/StudentV9.php


PeopleSoft V9 SA/HR New User  The University of Akron 

Ver. 2010.12.21 Page 77 pstrain@uakron.edu 
©2010 These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

 

Faculty S elf - Service  

Faculty have the ability to view their schedules, access class rosters, record grades, 

and view course catalog and schedule of class information via the Self Service 

application within the University portal, ZipLine. 

ZipLine may be accessed by clicking on the ZipLine link at the top of The Universityôs 

main web page or by entering the URL http://zipline.uakron.edu in the address box of a 

web browser. The faculty member then is prompted for his/her UAnet ID and password 

to log in to the portal. 

The My Page tab is displayed. Click on the second tab, Faculty/Staff, to access the link 

for the Faculty Center. 

 
The Faculty Center is displayed. Links, buttons and icons are used to navigate to other 

pages and filter the data. 

 

http://zipline.uakron.edu/
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The Faculty may select a term and then:  

 Enter grades and print the grade roster 

 View their teaching schedule 

 View their exam schedule 

 View class rosters 

 View athletic academic progress reports 

 Search for classes 

 View advisees 

 Conduct a faculty search 

Web-based tutorials and documentation for the Faculty Self-Service applications are 

available at http://www.uakron.edu/its/learning/training/FacultyV9.php . You may wish to 

view the tutorials and/or print out the documentation for your own use. The 

documentation can be copied for distribution to faculty. 

  

http://www.uakron.edu/its/learning/training/FacultyV9.php
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Human Resource Employee  Services  

Faculty and Staff have the ability to view their personal information, benefits information 

and payroll information via the Self Service application within the University portal, 

ZipLine. After you log in to ZipLine, go to the Faculty/Staff tab and look for the 

Employee Services frame. 

 

The Employee Services frame appears as follows: 
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Lesson 5: 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 : 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. 
 

  



PeopleSoft V9 SA/HR New User  The University of Akron 

Ver. 2010.12.21 Page 84 pstrain@uakron.edu 
©2010 These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

 

Customizing Pag es  

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. 
 

 

Includ e 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. 
 

 


