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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

e Explain how The University of Akron uses PeopleSoft

¢ Define common terms used in PeopleSoft Student Administration/Human
Resources

e Initiate requests for access to PeopleSoft records and for assistance with
PeopleSoft User IDs and passwords

¢ Define your role in enforcing FERPA regulations

e Sign in and Sign out

¢ Navigate in PeopleSoft

e Search for and locate a record

e Explain the concept of effective dating

e Set and use favorites in PeopleSoft

e Create new windows while working in PeopleSoft

e Print web pages in PeopleSoft

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

e 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

e Locate The University of Akrono6sedPeopl eSof
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:

e Database Terms

e PeopleSoft Modules

e Student Administration Terms
¢ Working with Data

e Life of a Student

e 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.

Ver. 2010.12.21 Page 4 pstrain@uakron.edu
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Various Names

EmplID Name Type Effective Date | Last Name | First Name
Emplip| 1200000 Primary 01/15/2004 Bumstead Dagwood
2400000 Primary 04/25/2003 Brown Charlie
to 1234567 Primary 02/14/2001 Duck Donald
EmpliD Student Career
________, |EmplID Academic Career | Academic Program Academt
2600000 | UGRD FAAU cademic
Program
1800000 UGRD FAAU
1234567 UGRD FAAU to
Academic Program Academic
_ i Program
Description Academic Program P’
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.
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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 Establish and manage benefit programs, such as sick or

Administration 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, payme

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 studer

of academic goals are undergraduate, post
baccalaureate, graduate pursuing degree, and graduate i

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

Unigue 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.

Inquire

Add/Update Self-Service
Working
with
PeopleSoft
Data

e Add/Update: Employees across The University of Akron enter and manipulate
data in PeopleSoft every day. Some examples of adding data are adding a hew
applicant or employee and adding a negative service indicator to place a hold on
a st wdeeondt Aiother example would be making an update such as
updating an address or changing an instructor of record.

e Inquire: Employees across The University of Akron are able to view data in an
Al nquiryo mode or in a way that wil!/l
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 unigue
reports via the PeopleSoft Query tool.

Ver. 2010.12.21 Page 8 pstrain@uakron.edu
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e 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 enroliment 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
youtoi nqui re on a st ud &mdibestSumemargand Studentuc h as
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
studentdos academic career, and i s meant

Prospect - Interested in the University

Applicant - Applied for Admissions

Admitted  to the University

Matriculated - Active Student
Student - Enrolled Student, take Courses

Graduate of the University

‘ Becomes Alumni \

Ver. 2010.12.21 Page 10 pstrain@uakron.edu
©2010 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.

t

(0]



PeopleSoft V9 SA/HR New User The University of Akron

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

| About UA ‘ Admissions ‘ Academics & Majors ‘ College Life ‘ Offices & Departments ‘ Research ‘ Libraries

Applications Security

Applications Security

for obtaining access to

eSoft or Legacy ID and

Applications e ane
form(s)

Security

s, read the general information listed below and then fill out the appropriate

if you have any questions.

General Information

Security Request Forms

Additional Links

Ver. 2010.12.21 Page 11 pstrain@uakron.edu
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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 sigh The Code of Responsibility and the FERPA forms and request
access to records on either or both of the other two forms.

e The Code of Responsibility

THE UNIVERSITY OF AKRON - OFFICE OF THE REGISTRAR

CODE OF RESPONSIBILITY FOR SECURITY AND CONFIDENTIALITY OF
RECORDS AND/OR DATA FILES

Security end confidentiality are matters of co:

the performance of my job

For Registmar's Office employees, violation of this code may lead to & reprimend, suspension, or dismissal
consistent with the general personnel, smdent disciplinary, or ofher pertinent policies of the University.

I have received a copy of, have read, do understand, and will comply with The University of Akron
Registrar’s Office Code of ¥ for Security and € ey of Records and/or Data

Files.

Signature Date
Print Your Name

Print Your Deparment

Department Zip/Phone !

e FERPA Reminder for New Users
e Student Records Security Access Form
e Human Resource Records Security Access Form.

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.

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.

Ver. 2010.12.21
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@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.

Ver. 2010.12.21 Page 13 pstrain@uakron.edu
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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
guestions 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. Inthe 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 studentés right to privacy. There are res
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 studentds name, telephone number
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 studentds
inquiry page at the following path:

Campus Community> Personal Information> Biographical >
Person FERPA> FERPA

Ver. 2010.12.21 Page 14 pstrain@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
employeebs right to confidentiality may

Path: UA Human Capital Management> Human Resource Support>
UA Directory Info

f UA Directry Tbl
Joseph Professor Person ID: 2600023
*Directory Indicator: Mo Home Address or Phone ~|
R Home Address Only
Building: Home Address and Phone
Home Phane Only
Room:

‘No Home Address orPhone

Bl save | £\ Return to Search | [=] Motify |

Ver. 2010.12.21 Page 15 pstrain@uakron.edu
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Directory information is considered the
address. Here are some examples of when it is and is not okay to release directory
information about an employee:

T

- 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.

e 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.

e 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

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

e Understanding effective dates

e Creating Favorites

e Opening new windows

e 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.

ORACLE’

n\ PEOPLESOFT ENTERPRISE

User ID: l— Select a Language:

English Espafiol
Password: Dansk Deutsch
Frangais Frangais du Canada
Italiano Macyar
MNederlands MNorsk
Polski Portuiués
Suormi Svenska
To settrace flags, click here Cedting B*E
=0 Byc i
Ty s o 2T
R gl
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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.
ORACLE’
|
@Note: If there is no activity in PeopleSoft after 60 minutes, you will be
|l ogged out. This is known as #ATiming (
Ver. 2010.12.21 Page 18 pstrain@uakron.edu
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Sign Out

Steps

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

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

Fersanalize Content | Layout

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

@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.

Ver. 2010.12.21 Page 19 pstrain@uakron.edu
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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.

ORACLE’
Search: L
(€] % Campus Community
I 7 R Mebairtain bio/d tormati ot I el iz i irbain 3 informati
e ‘.:.::EII'I'\F:‘U‘E: ‘.::l:ll'l'\T'f'lUrIlr‘." @rtan DIo/aema iInformation akout people and organizations, mantain Intormaton
[> Personal Information Personal Information Service Indicators N : t
[» Service Indicators Enter perzonal data, biographical, heath, identification and participation Grart o limit anindividual's access to services st your institution. aV'ga on
I Student Admissions infarmation. Person
I Records and Enrollrmert Biographical Header
[ Curriculur Management ldertification
I SetUp SACR Participation Data
[ Warklist
[ Reporting Tools
I> PeopleTools
— Change My Password
— My Personalizations
— My Systern Profile : :
| v Distionan Navigation
Page
I~
Menu

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.
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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.

LT Note: If you click on the text, for this examplei Ca mpus Codn
the folder will still open in the Menu, but the Navigation Page will also display.

2. The Menu will expand as follows:
Menu [~ X

)

Search:

[ hly Favaorites

» Campus Cammunity
[» Personal Infarmatian
[+ Service Indicatars

[ Student Admissions

[ Records and Enrallment

[ Curriculum Management

[- Set Up BACR

[+ Warklist

[> Reporing Tools

[ PeopleTools

— Change by Password

— My Personalizations

— My Systern Profile

— My Dictionary

A

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

Expanded: M You can see all folder options

Collapsed: [ All folder options cannot be seen
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Steps

arrow [= for the folder for Personal Information.
Menu —|

Search:
)

[= My Favarites

= Zampus Cormmunity

« Personal Infarmation
[ Biographical

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

A

[+ Identification
[ Padicipation Data
[ Bervice Indicatars
[ Btudent Admissions
[» Records and Enrallment
[ Curriculum Management
[» Set Up SACR
[= Wviorklist
[* Reporing Tools
[ PeopleTools
— Change My Passward
— Mty Personalizations
— My Systern Profile
— ity Dictionary

arrow [ for the folder for Biographical.

Menu =
Search:

[= by Faworites
= Campus Community
=7 Personal Information

 Bingraphical
[ Addresses/Phones
[ Persanal Aftributes

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

A

[» Person FERPA
[» Relationships
[> Identification
[ Paficipation Data
[ Bervice Indicators
[ Student Admissions
[* Fecords and Enrollment
[= Curriculurm Managerment
[ Set Up BACR
[= wWiarklist
[- Reporting Taals
[ PeopleToals
— hange My Password
— Mty Personalizations
— hity Systern Profile
— My Dictionary
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Steps

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

Search:
®

[+ My Favarites

= Campus Community

= Persaonal Information
= Biographical

— Addresses

A

— Electronic Addresses
— Phones
[- Personal Attributes
[ Person FERPA
[» Relationships
[> Identification
[- Paricipation Data
[> Service Indicators
[> Student Admissions
[> Records and Enrollment
[> Curriculum Management
[ Set Up SACR
[>Worklist
[» Reparting Toals
[- PeopleTaols
— Chanoe by Password
— My Personalizations
— My System Profile
— My Dictionary

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

Click on the link for Addresses.

ORACLE’

Search:

ewwindow | Hel | 5

> My Favorites Addresses
= Carmpus Cormmunity Enter any information you have and click Search. Leave fields blank for a list of all values,
= Personal Information
* Bingraphical Find an Existing Value
— Ad
— Electronic D: |hagmswnhj|\
Addiesses Campus ID: | hegins with =
- Phanes I JI
[ Personal Altributes Mational ID: [agins with x| [

[ Persan FERPA

b Relafionships Last Name: [ begins wnhj|
[ Identification First Name: [ begins with =] |
[+ Participation Data
I Service Indicatore ™ Include History
[ Student Admissions
ﬁgﬁ:ﬂﬂiﬁ:d Errciiment Search | Clear |Eas|c search Save Search Criteria
[- SetUp SACR
[ Waorklist
> Reporting Tools
> PeopleTools
— Change My Passwori
— My Personalizations
— My Systern Profile
|~ My Diclionary

The search page for the Addresses page displays.

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

Wiorkliz Add to Favarites Sign oot
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Using the Navigation Page

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

Steps

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

ORACLE’

Search:

(] B Campus Community

[ My Favorites

Maintain biofdemao information about people and organizations, maintain 3C information

- Campus Community

[> Personal Information ﬁ Personal Information ﬁ Senvice Indicators
[- Service Indicators Erter personal data, biographical, hesith, identification and participation Grant or limit an incividual's access to services at your institution.
I Student Admissions infarmation [ Person
[» Records and Enrollment ] Biographical
[ Curiculum Management & Idertification
[ Get Up SACR [ Participation Data
[ Wiarklist

> Repotting Tools

[> PeopleTools

— Change Wy Password
— My Personalizations
— Wiy Systern Profile

— Wty Dictionarny

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.

Mfain Menu = Cam Community = Personal Infarmation =

ﬁ Biographical

Manage & person's hiographical data.

Addresses/Phones Personal Attributes Person FERPA

Manage & person's adiresses and phongs. Manage personal characteristics. Manage & person's requests related to the
ElAddresses = Ethnicity Family Educational Rights and Privacy Act
[FlElectronic Addresses EEHPA).

ElPhanes =|FERPA

Relationships

Track personal and professional relationships
far & person
ElRelations with Institution

" Note: When you are working with the Navigation Page, there may be
times when you have a folder that has more page options available (more than
four) and are not displayed due to space. At the bottom of the page lists, you will

see anoptionfor A Mor e. 0 CIl i c kdisplay altoptions (pagéeshfér that o
particular folder.

ﬁ Schedule of Classes
haintain =chedule of clazses informgti

ElSchedule Mew Course

= Schedule
4 More...
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Steps

3.

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

ORACLE’

Search:
®

[ My Favorites
- Campus Community
= Personal Information
< Biographical
= AddressesiPhones
— Addresses
— Electronic
Addresses
— Fhones
[ Personal Attributes
[ Person FERPA
[» Relationships
[ Identification
I Paticipation Data
[» Service Indicators
[> Student Admissions
[ Records and Enrollment
[ Curriculum Management
[ Set Up SACR
[ Wiarklist
[ Reporting Tools
[> PeopleTools
— Change iy Password
— My Personalizations
— My Systern Profile

— My Dictionary

Newindow | Help | i

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

Find an Existing Value

D: |egins with » | o208 766
Campus ID: [ beging with =] [
National ID: | heging with jl
LastNarne:|hegm5wnhj|
First Narne:| bheging withjl

™ Include History

Search | Clear |Easm Search Save Search Criteria

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

time.

" 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
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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

ORACLE

Persanalize Cantent | Layout

1

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

[+ WWiorklist

[ Reporting Toaols

[» PeapleTaals

— Chandge My Password

— My Personalizations

— My Syster Profile

— My Dictionary

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

In class, enter Address.

2. In the Search field, type a keyword for the page that you want to locate.
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Steps
3. Click on the Start your Search ) button.
ORACLE’
Search

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

¥ New Search 1 Search Within Results
fadaress ﬂl Customize Settings Search Tips

Hide Surmmaries
Search Results

1 Addresses

Manage an individual's addresses.
Home=Campus Community=Persanal Information=Biographical=2AddressesiPhaones=Addresses

2 Electronic Addresses

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

3 Fhones

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

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

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

ORACLE’

Search:

Mew Window | Help | 5
[ Wty Favarites Addresses
= Campus Community Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
= Persanal Infarmation
= Bingraphical (" Find an Existing Value

- AddressesiPhones
— Add

— Elactronic 1D: |begmswwlhj|
Addresses Campus ID:| begins with *
— Phanes I JI
[ Personal Aftributes National |D:|begmswnhj|
[ Parson FERPA
© Relationships Last Name.lhegmswwlhj|
[* Identification First Name:|hegmswwmj|
> Participation Data

[ Gervice Indicatars ™ Include History
[> Student Admissions

:; gi;?ggifnna::a’;l;mim Search | Clear | Basic Search Save Search Criteria
[ Set Up SACR

[ Worklist

> Reporting Tools

I PeopleTools

— Change My Password
- My Personalizations
— My Systemn Profile

|~ by Diclionary

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

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

[ Find an Existing Value |

ID: | begins with =]
Campus ID:|begins withj|
National ID: | begins withjl

Last Name:l begins with j |

First Name:l begins with = | |
™ Include History

Search | Clear |ElasicSearch [El save Search Criteria

Key Search Fields:
ID

Last Name

First Name

Curriculum Management> Class Roster> Class Roster

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

[ Find an Existing Value

Key Search Fields:
Term

Academic Institution: | begins with x| [AKRON Q Subject Area
Term: |begins withj| Q Class Nbr
Subject Area: |begins with j| Q
Catalog Nbr: |begins withj|
Class Nbr: [= | |
Class Section: |begins with jl
Session: |= j | j
Course ID: |begins with j|
Course Offering Nbr: |= | |
Search | Clear | Basic Search Save Search Criteria
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Workforce Administration> Personal Information> Modify a Person

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

J Find an Existing Value

EmpliD: | begins with =]
Hame: |begins withj|
Last Name: |begins withj|
Second Name: [ begins with =]

Alternate Character Name:| hegins with j |

Middle Name: [ begins with =]
[ Include History

Search | Clear |Elasi|:Search [El save Search Criteria

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.
ORACLE’

Search: MewWindaw | Help | /&

> My Favorites Addresses

(= Campus Community Enter any information you have and click Search. Leave fields blank for a list of all values
+ Personal Infarmation
= Biographical Find an Existing Value
< AddressesiPhones
— Addr Bs
~ Elechionic 1D: [vegins witn =] |
Addresses Campus ID: [ beging with ~
— Phones I =i
© Personal AMbUtES National ID: [begins with =] |
[ Person FERPA
© Relalionships Last Name: [bagins with ] |
[ Identification First Name: [begins with =] |
I Participation Data
[> Semvice Indicators I” Include History
[ Student Admissions

[ Recorde and Enrollment B
> Curriculum Management Search Clear | pagic Search Save Search Criteria

(> SetlUp SACR

- Worklist

[ Reporting Tools

[ PeopleTools

— Change My Password
- My Personalizations
— My Systam Frofile

|- My Dictionary

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.

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

3. You can also search by name.

Inthe Last Namef i el d, enter the personods
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.

Inthe First Namef i el d, enter the personds
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.

Last Mame:l begins with | |

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

:'Ei'é"i'ﬁ'é"ﬁr'ifﬁ ............
contains

not =

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

Select the 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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5.

Click on the Search button to perform the search.
E»

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

Find an Existing Value

D: [begins with =]
Campusm:|negmswnnj|
National |D:|negmswnnj|

LaﬁtName:|begmswwthj|STUDENT
First Name: [ begins with +] [J
¥ Include History

Search | Clear |Elaswc Search Save Search Criteria

Search Results
17ofT
Gender Date of Birth Campus ID National ID National ID Country NID Short Description Last Name First Name

1539843 Student Jimmy

Unknown (blank) (blank) (blank) Usa 28N STUDENT JIMMY
2209766 Student Joebob Male 02/27/1957 (blank) 111225656 USA S8N STUDENT JOEBOB
2209683 student.Joette Female 01/01/1960 (blank) 111228787 USA 88N STUDENT JOETTE
1229982 Student Esg.Joseph Quincy Male 06/12/1980 (blank) 999113456 USA S8N STUDENT JOSEPH
1954365 Student Josephine Female 01/01/1966 (blank) 999999998 USA SSN STUDENT JOSEPHINE
2209731 Student Josephine g Unknown (blank) (blank) 999999999 USA 28N STUDENT JOSEFPHINE
2209732 Studenti Josephine W Unknown (blank) (blank) 999999999 USA S5 STUDENTI JOSEPHIMNE

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

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.

The University of Akron
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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.

1220982 Student Esg.Joseph Quincy Male  06/12/1980 (blank) 999113456 LUSA S8 STUDENT JOSEP

[

In class, select the row for ID 1229982.

8. The transactional page displays.

Addresses
Joseph Student 1229952 @ *x ‘:.r]
Current Addresses Customize | Find | View Al | 2 First ] 1.20r3 I Last
Address Address Effective Status Ed|W|ew Address
Type . Date = Detail
Office of the University Registrar T
Home  Simmons Hall h 10/09/2007  Active W
Akron, OH 44325-6208 —
Office of the University Registrar
- Simman Hallm - Edit"iew Address
Mailing Akron, OH 44325-5208 06/11/2006  Active Detail
Summit
Add Address Add Address Types
) , * Home
Effective Date:  g19;9003 Status: Active ™
) I~ * Mailing
Country: USA United States
I Business
Address: Edit Address Address Linkage .
- Dormitory
- Legal
Submit Reset = Other
I Advancement
[ Law School Mailboxes
Ver. 2010.12.21 Page 34 pstrain@uakron.edu

©2010 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



PeopleSoft V9 SA/HR New User The University of Akron

Collapsing the Menu

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

Steps

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

Search:

@)

[+ Wiy Favarites

[ Campus Community

[ Student Admissions

[- Recards and Enralliment
[ Curriculum Management
[ Set Up SACR

[+ wiarklist

[> Reporing Tools

[ PeapleTools

— Change by Passward

— My Personalizations

— iy Systern Profile

— iy Dictionary

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

ER
Mew Window | Help | Custamize Pace | & =
Addresses
Joseph Student 1229982 @ *x :j
Current Addresses Customize | Find | ERESEET I
Address Effective EditMiew Address
T Address Date Status Detail
Office ofthe University Registrar
Home  Simmons Hall h 100812007 Active W
Akran, OH 44325-6208 —
Office ofthe University Registrar
- Simmon Hall m Edit¥iew Address
Malling  Liran, OH 44325-6208 DEIITIZ008 - Ace  poyy
Summit
JAdd Address \ Add Address Types
- . * Home
Effective Date:  pgyngz008 Status:  Active - b
= * Mailing
Country: USA United States
Il Business
Address: Edit Address Address Linkage
|l Dormitory
|l Legal
Subrmit Reset 7 Other
Il Advancerment
Il Law School Mailboxes
|l Other 2 _|

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

Ver. 2010.12.21 Page 35 pstrain@uakron.edu
©2010 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



PeopleSoft V9 SA/HR New User The University of Akron

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

ORACLE’
(=13
Mew Window | Help | Customize Page | 5 2]
Addresses /n
| D5k UHH 2k 2

Address Date Detail

COffice of the University Registrar
Home Simmons Hall h 10i09/2007  Active
Akron, OH 44335-6208

Office ofthe University Registrar

Editrview Address
Dretail

Simman Hall m EditfView Address
MalNS  hran, OH 44325-6208 UBAZ006  Adve o)
Summit
Add Address Add Addres. fypes
. . Home
Effective Date:  ggrp7/3008 Status: Active o
™ * Mailing
Country: Ush United States
r Business
Address: Edit Address Address Linkage .
- Dormitory
- Legal
Submit Reset | = Other
- Advancement
r Law School Mailboxes
- Other 2 |
- Sevis Foreign Address
- Surnmet
r MNan-Resident Alien
10435 Addr
- Yoice
- Winter
- Wark
r

Check

* Active address exists
Explain

< Save | SLReturn to Sesrch | 4= Previous in List | 4[] Mext in List | %, Refresh | Updateﬁ'Displayl 2l Include Histary |

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

-
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Features

View Tools

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

view sl | B8 First U 12 0r2 B Last

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

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

Displays the first row or set of rows of
data.

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

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

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

Displays the last row or set of rows of
data.

Links

On many PeopleSoft pages, there are links. When you click on
a link a new page displays with additional information. You can
identify links by blue text that is underlined.
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buttons will show on every page and some buttons may appear

Features
5 Toolbar The toolbar buttons appear at the bottom of most pages and
Buttons changes depending on the type of page that is active. Not all

but will not be active.

Save |

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

L\ Return to Search |

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

+[E] Previous in List |

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

+[E] Mext in List

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

i

ria Refresh

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

UpdateDizplay |

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

A2 Include History |

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

1.

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

2. In class, navigate to the following page:
Records and Enrollment> Career and Program Information>
Student Program Plan
3. On the Search page, use ID 1229982.
In the Academic Career field, use the drop down and select Undergraduate.
Select the checkbox for Include History.
Click on the Search button.
From the search results, select the first row.
4. Collapse the Menu.
5. This page allows you to view the Stude
Business Undergraduate studying Accounting.
I_E‘ 2 _Home orklis Ldd to Fa E= Sign out
ERQ
Mew window | Help | Customize Page | W5
Jo% 1229982 w i
Academic Career: Undergraduate Career Requirement Term udent Career Mbr:
sl First g s B Last View Tools
Status: Active in Program
Effective Date: 0501452008 Effective Sequence: 1
Program Action: DATA Data Change Action Date: 05i14/2008
Action Reason: Joint Prog Appr: r
Academic Institution: AKRON The University of Akran
Academic Program: BUSL! Business Undergraduates I From Application
Admit Term: 4081 2008 Sprin Application Nbr:
Application Program Nbr: [
Reguirement Term: 4081 2008 Sprin Toolbar
Expected Grad Term: 4087 2008 Fall Campus: AKRON Akron Main  Acad Load: Full-Time / Buttons
Save | JAReturnto Search | +E] Previous in List | +[E] Mext inList | | s Refresh Llpdaie.l'Displayl Include Histary |
Student Program | Student Plan
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Features

Page Tabs

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

ORACLE’
v

Mew Window | Help | Custormize Page | &,

[ StudentProgram y Student Plan

Joseph Student 1229882 @ *x 3

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

Status: Active in Program Admit Term: 2008 Sprin
Effective Date: 05/14i2008 Effective Sequence: 1
Program Action: Data Change Action Date: 0541 4/2008

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

62000085 Accounting Major
10 Degree: BSA
12127007 Degree Checkout Stat:

4081 2008 Sprin Student Degree Nor:

Include Completion Term:

$E NextinList | @ Refresh Update/Display Inchude History

+[5] Previous in List

Student Program | Student Plan

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

Information
Buttons

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

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

. restrictions have been placed on the record.
Indicator An example of a negative service indictor
would be a student cannot register for
courses. Click on the button for more
information.

+* 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.

Positive
Service
Indicator

= The FERPA icon will display if the person
FERPA has restricted their directory information.
Click on the button for more information.
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@Note: When you are working with PeopleSoft pages, it is not

recommended t hat y o BackandFoywand tooldarbottans. éf yod s

use these buttons, you may lose the data that youenteredor you mawuwt dbatk
PeopleSoft. Instead use the links, buttons and menus on the PeopleSoft pages to move

back and forward through the transactional pages.

a Addresses - Microsoft Inte’ aet Explorer

Aites  Tools  Help

eBack - u m ;j|f)Search ‘L\S"Favorltes oL r::<v .:\_;\, |1|_r' - _J @ ﬁ ﬂ

| Address [T ittp: ffaecka. uskron . edu: 12200/psphebps EMPLOVEE [HRMS/c/CC_BIO_DEMO_DATA,ADDRESS_MAINT GEL?Folder=M{FAVORITES
Llnks @ ChM.com @ W'eather @ Y ahioo! @ University of Akron - Training Seminars Login

CracLe R —

Search: e
= r-m,r Favatite s Addresses

— SENICE Indlcators Jozeph Student 1228982 @ *x a

— Student Pragrarn/Plan Current Addresses Customize | Find | A First E 1-2 of 3 o Last

— Add to Favorites . "

— Edit Favorites TUuLess address CECe  staws  colwewAddiess
,.D Eilarrjpulsﬁt?omm_unlw Miffirs nfthe | Iniversite Ranistear
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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

FERPA

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

/ Find an Existing Value

ID: [ begins with ||
Campus ID:|begins withjl

National ID: | begins with x| |

Last Name: | begins with | |

First Name:l begins with jl

Search | Clear |EIasicSearch [El save Search Criteria

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

New Window | Help | Customize Page | .5,

FERPA
2 %
Joseph Student D: 1220950
¥ FERPA When checked, personal information will be restricted from release according to FERPA guidelines and policies.

Save | L4 Return to Searcnl [=] Notify |

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.

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

| Find an Existing Value %

EmplID: [ begins with = ||
Name: [ begins with =]
Last Name: |begins withj|
National ID: [ begins with =]
Department SetiD: |begins withj| Q.
Department: |begins withj| Q.

Alternate Character Name:| beqgins with j |
[ Include History

Search | Clear |ElasicSearu:h B save Search Criteria

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:

Mew Window | Help | Custornize Page | o5 &

[ Biographical Details {_ ContactInformalion " Regional

Tina Test Person ID: 2208858

Effective Date: 05/01/2008

Format Type: English

Display Name: Tina Test View Mame

Date of Birth: 01/01/1975 33 Years 7 Months Date of Death:

Birth Country: USA United States

Birth State:

Birth Location: WWaive Data Protection [~

Biographical History

Effective Date: 05/01/2008

Gender: Female

Highest Education Level: 3-Bachelors Level Degree o]
Marital Status: Single Asof gsp1/2008

Language Code:

Alternate 1D:

I™ Full-Time Student

stomize | Find | First 10f1 [¥ Last
Country National ID Type National ID Primary ID
USA Social Security Number 123335566 =
[E] save | £\ Return to Search | [=] Notify | Previous tab Nexttab | | s Refresh | Update/Display | | JE] Include History

Biographical Details | Contact Information | Regional

7. Click on the tab for Contact Information.

Mew Window | Help | Custornize Page | &

{ Biographical Details_j” Contact Information {__Regional !

Tina Test Person ID: 2209855

Current Addresses Customize | Find | Vi B First U 10p1 [ Last
Address Type AsOfDate Status Address

246 Main St
Home 05/01/2008 A Akron, OH 44305

View Address

Summit Detail
Phone Information Customize | Find First (4] 12 or2 [ L ast
Phone Type Telephone Extension Preferred
Home 330/606-3333 F
UA Directory 330/972-5555 -
Email Addresses stomize | Find | = First [ 1 or1 [ Last
Email Type Email Address Preferred

-
&l save | £, Return to Search | [=] Notify | Previous {ab Nexttab | s Refresh Update/Display | 2 Include History

Bicgraphical Details | Contact Information | Regional
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Steps

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

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

{ Find an Existing Value %

EmpliD: |begins withj|t2209858

Name: |begins withjl

Last Name: |begins withj|

National 1Dz |begins withj|

Department SetlD: |begins withj| Q
Department: | begins withj| Q

Alternate Character Name:| begins with j |
¥ Include History

Search Clear |Elasic Search Save Search Criteria

Search Results
1of1

EmpllD Name Last Name National ID Department SetiD Department Alternate Character Name|
2209856 TestTina TTEST 123335566 AKRON 009016 (blank)

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

Click on the Search button.

New Window | Help | Customize Page | o5

[ Biographical Details_j” Contact Information __Regional |

Joseph Professor Person ID: 2209854

[Current Addresses Customize | Find | View All | L] First (4] 4 o 1 Last
Address Type As OfDate Status Address
1234 5 Main St

View Address

Home 07/23/2008 A Akron, F)H 44304 Detail

Summit =
Phone Information Customize | Find | 8 First ) 12012 (7] Last
Phone Type Telephone Extension Preferred
Home 330/555-2323 (]
UA Directory 330/972-2222 72
Email Addresses Customize | Find | L First E 10f1 Last
Email Type Email Address Preferred

]
Save I L Return to Saarchl [=] motify | Prevmuslabl Naxuabl ts Refresh | uudala’ﬂlsp\ayl nclude Higtory I

Biographical Details | Contact Information | Regional

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 intwo months. For exampl e, you may inquire on a
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 cl
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 | at

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>
Llpdate.fDisplayl Current Row

Include History History, Current, Future | Future Only Effective Date>

J2 Include Histary | Current Row
OR
On a Search Page:

[ Include History

Correction History, Current, Future | All Existing Rows | No Effective Date
| B comect History | Restrictions
OR

On a Search Page:
" Correct History
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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 syste
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. As sume t odaylo/GL/2@D&t e i s
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
studentés career and allow the viewing of the
student has been enrolled.
Human Resources Example
Here is an example of an employee with four possible events, listed by effective dates.
Assume todaybs 2ab&t e is 10/ 01/
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 Univer
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 Favoritesin  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
ORACLE’
=

Mew Window | Heln | 5,

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

| Findan Existing Value

0 [oegmewan ][
campus b:[oegnswitn <[
National D: [oeginswitn =] [ |
tastName:[oegmswin <[ |
Frsthame:[oegmswin =] |

Seareh | Clear | pasic Search 1) siave earch Cattria

Note: Favorites should be created on Search Pages.

2. Click on the link for Add to Favorites in the NavigationaIAHeader.

. THll—N—- L i ——— S,
ORACLE

Hew indow | Heln | Custorrize Pace | &

Add to Favorites

Please Enter a Unique Description for this F avorite

*Description:  [Wanage Service Ingicators
0K Cancel

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.
ORACLE

Personalize Content | Lavaut

Menu
Search:

®

[+ My Favorites

> Carmpus Community

[ Student Admissions

[ Records and Enraliment
[ Curriculum Management
[ Set Up SACR

[ Wiorklist

I Reporting Tools

> PeopleTools

— Chanoe by Password

— My Personalizations

— My Systern Profile

- My Diclionary

Select the option for My Favorites, Edit Favorites.

ORACLE S

Search:
®

= My Favarites
— Addresses
— Semice Indicators
— Btudent ProgramiFlan

Edit Favorites

Click the Save button after editing or deleting favorites

First El 1-30f 3 Last

— Edit Favorites Customize | Find | B

Sequence number

1] Delete I
Delete |
1] Delete I

[> Campus Community

[+ Student Admissions

[ Recards and Enrollment
[ Curriculum Management
[+ SetUp SACR

[ Worklist

[ Reporting Tools

[- PeopleToals

— Chanoe by Password

— Wy Personalizations

— My Systerm Profile

— Wy Dictionary

*Favorite
[sddresses

|
|Senrice Indicators | 1]
|

|StudentPr0gramIPlan

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

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

page that you need.

Steps

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

ORACLE’

Personalize Content | Layout
Menu = &

Search:
®

> My Favorites

[ Campus Community

[ Student Admissions

[ Records and Enralimeant
[ Curriculum Management
[- SetUp BACR

[ Worklist

> Reporting Tools

[> PeopleTools

— Chane My Password

— My Personalizations

— Ity Swstern Profile

— My Dictionary

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

Menu

Search:

M

— Addresses
— Semice Indicators
— Student Pragram/Plan
— Add to Favarites
— Edit Fawarites
[ Campus Community
[» Student Admissions
[» Records and Enroliment
[> Curriculum Management
[ Bet Up SACR
[+ Worklist
[* Reporting Tools
[ PeapleTools
— chande My Passward
— My Personalizations
— My Systern Profile
— My Dictionary

B EE

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

In class, click on the link for Service 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. —
| Customize Page | n5,

Manage Service Indicators

Joseph Student 1229082 :—1

Display:  Effect |Al - Institution | The University of Akron | Refiesh %

Add Service Indicator

Service Indicator Summary Customize | Find | View All | L] First [4] 1.5 or 5[] Last

Code Code Reason Institution Start Term S@0TeM  ppypoy, EndTermM i pate  Endpate
DESCI'IQUOFI DeSCI'IQtIOI"I Descngtlon DESCI'IQUOI"I

ADy  Permissionto oo vl Athlete  AKRON 4037 2003 Fall 04/15/2003

register early

Fermissionto 112nSTer

ADY register early E{S;iea:t);al AKROMN 4033 2003 Sum 03/03/2003

ADV Fermission to Honors Post

Al ! AKRON 4031 2003 Sprng 1211/2002
register early Secondary
NBL  NaoBil Administrative — yepon  ogoo Allterms 08/02/2006
Decision
NBL  NaoBil Bad Address ~ AKRON 4087 2008 Fall 08/01/2008

[+] Add Service Indicator

2. Note the Windowbds taskbar at the bottaog
of the open windows.

Ii‘ Sl:arl:l J @ @ [ * J @ Manage Service Indicato... I @ Manage Service Indicato, ., |
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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

ORACLE’
=3
Mew indow | Help | Custornize Page | o5,
FERPA
Jimmy Student 1D: 1839843

™ FERPA wihen checked, personal infarrmation will be restrictad from release according to FERPA guidelines and policies

Save | JSLReturnto Search Previous in List | =] Mest in List

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.

1 Print Preview
o H® el 0

Page [1 of1 K -2 2

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

-OR-

& el . .
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 e )

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 Enroliment 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

Youwoul d use this page to | ocate a stud
New Window | Help | /8,

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

{ Find an Existing Value

ID: [begins with =] [p200854

Academic Career: IG | j
Academm\nslituﬁon:lbegins wilthAKRON a

Term: IE I—Q
Campus ID: | begins with ||

National ID: [begins with ]|

Last Name: [begins with =]

First Name: |beginswilhj|

Term Alternate Key: |= = I— Q

Search | Clear IBasicSearcn B save Search Criteria

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

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.

Term Description Short Description
9388 End Term - Srve Indicator Use End Term
4177 2017 Fall 2017 Fall
4173 2017 Summer 2017 Summe
4171 2017 Spring 2017 Sprin
4167 2016 Fall 2016 Fall
4163 2016 Summer 2016 Summe
4161 2016 Spring 2016 Sprin
4157 2015 Fall 2015 Fall
4153 2015 Summer 2015 Summe
4151 2015 Spring 2015 Sprin
4147 2014 Fall 2014 Fall
4143 2014 Summer 2014 Summe
4141 2014 Spring 2014 Sprin
4137 2013 Fall 2013 Fall
4133 2013 Summer 2013 Summe
4131 2013 Spring 2013 Sprin
4127 2012 Fall 2012 Fall
4123 2012 Summer 2012 Summe
4121 2012 Spring 2012 Sprin
4117 2011 Fall 2011 Fall
4113 2011 Summer 2011 Summe
4111 2011 Spring 2011 Sprin
4107 2010 Fall 2010 Fall
4103 2010 Summer 2010 Summe
4101 2010 Spring 2010 Sprin

The Term is composed of four digits and they can be explained as follows:

First Digitt: Century and for fA20006s0 this w
Second and Third Digit: Last two digits of year

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

Example:
4087 2008 Fall 2008 Fall

In class, leave this field blank.

. Note: You will see the Lookup “putton next to several fields in
PeopIeSoft 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.

(=L

D [begins with =] [1220082 =
Academic Career: = |Uﬂdergraﬂuale j

Academ\clnsmuﬁon:lbegins wnhj|AKRON Q

Term: = - Q

Campus ID: |begins wnhj|

Mational ID: [begins wwlhjl

Last Name: |begms W\Ihjl

First Name: |begins wnhj|

Term Alternate Key: |= = Q

Search | Clear |Eas\c’Seamh Save Search Criteria
Search Results
Academic Academic Short Dateof Campus NID Short  Last
Career Institution S Description ("e"derBirlh D s o Description Name ol

1229982 Undergrad / 4087 2008 Fall Student Esg.Joseph QuincyMale  06/12/1980 (blank) STUDENT JOSEPH 4087

1229982 Undergrad AKRON 4083 2008 Summe Student Esq.Joseph QuincyMale  06M12/1980 (blank) STUDENT JOSEPH 4083

1229982 Undergrad AKROMN 4081 2008 Sprin ~ Student Esg.Joseph QuincyMale  06/12/1980 (blank) STUDENT JOSEPH 4081

1229982 Undergrad AKRON 4077 2007 Fall Student Esg.Joseph QuincyMale  06/M12/1980 (blank) STUDENT JOSEPH 4077

1229982 Undergrad AKROMN 4073 2007 Summe Student Esg.Joseph QuincyMale  06/12/1980 (blank) STUDENT JOSEPH 4073

1229982 Undergrad AKRON 4071 2007 Sprin Student Esg.Joseph QuincyMale  06/M12/1980 (blank) 443333 USA 85N STUDENT JOSEPH 4071

1220982 Undergrad AKROMN 4067 2006 Fall Student Esq.Joseph QuincyMale  06/2/1980 (blank) 555443333 USA 88l STUDENT JOSEPH 4067

1229982 Undergrad AKRON 40632 2006 Summe Student Esg.Joseph QuincyMale 06121980 (blank) 555443333USA S8N STUDENT JOSEPH 4063

1229982 Underarad AKRON 4061 2006 Sorin Student Esa Joseoh QuincvMale  06/12/1980 (blank) 555443333 USA 58l STUDENT JOSEPH 4061 LI

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

E3

| Enroliment Summary

New Wind

Student Esq,Joseph Cuincy

Term: 2008 Fall Career:  Undergrad The University of Akron

1229982 @ x =

Print Study List  Report Manager

Find | ViewAll  First 1) 12.0.7 B Last
Class Nbr  Subject Catalog Session Section Status  StatusiReason Acad Prog Grading Basis Units Taken
Q, 76816 3100 100 Regular 001 Enrolled Enrolled BUSU ABCIMC 4.00
Introduction to Botany Lecture
Q) 74548 5400 500 Regular 800 Enrolled Enrolled BUSU ABCIMC 200
Postsecondary Learner lec or www
Q72153 5540 120 Regular 0oz Enrolled Enrolled BUSU ABCINC 0.50
Archery Lecture
S\ Return to Searchl Previous in List | +[E] Next in List | [=] Notify |

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.

(=3

Enrollment Summary

New Window | Help | Customize Page | .5, =]

Student Esg,Jeseph Quincy

Term: 2008 Fall Career:  Undergrad

1229982 @ * ?
The University of Akron Frint Study List ~ Report Manager

3 First 4] 17 0r7 M Last
Grading Basis Units Taken

Class Nbr  Subject Catalog Session Section Status  Status/Reason Acad Prog

Q, 76816 2100 100 Regular 001 Enralled Enrolled BUSU ABCINC 4.00
Introduction to Botany Lecture

Q, 74543 5400 500 Regular 200 Enralled Enrolled BUSU ABCINC 200
Postsecondary Learner lec or www

Q. 72153 5540 120 Regular ooz Enrolled Enrolled BUSU ABCINC 050
Archery Lecture

Q 72424 6200 201 Regular 001 Enrolled Enrolled BUSU ABCINC 300
Accounting Principles | lec or www

Q TN 8200 360 Regular 072 Enralled Enrolled BUsSU ABCINC 5.00
Mursing Care of Adults LRC

Q77132 8200 360 Regular 073 Enrolled Enrolled BUSU Mon-Graded
MNursing Care of Adults Practicum

Q. 73673 8200 360 Regular 101 Enrolled Enrolled BUSU Mon-Graded
MNursing Care of Adults Lecture

£\ Return to Search Previous in List | |+ Nextin Llstl [=] Hotify |

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

(E3

Mew Windaw |

{ Enrollment Summary

Student Esq,Joseph Quincy

1220082 @ x B

Term: 2008 Summe Career:  Undergrad The University of Akron Print Study List  Report Manager

First [4] 1-3 of 3 [+ Last

Find | View All

Class Nbr Subject Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken
G, 33720 1100 101 Five Wk 2 401 Enrolled Enrolled BUSU ABCINC 2.00
Student Success Seminar  Lecture
Q. 31396 7400 430 Five Wk 1 983 Enrolled Enrolled BUSU ABCING 2.00
W: Family & Consumer Lecture
Sciences
Description: V- Successful Parenting
G, 32458 7400 490 Five Wk 3 984 Enrolled Enrolled BUSU ABCINC 1.00
W: Family & Consumer Lecture
Sciences

Description: VW Relationship Building

£4 Return to Search | +[E| Previous in List | +[E] Mextin List | [=] Motify |

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

&4 &= Note: The magnifying glass < s 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.

B

ID: |begins with x| [1220022 /
Academic Career: IE |Undergraduate

Academic Inst\tution:lhegms with j |AKRON Q

Term: l;[ Q

Campus ID: |hegms withjl
Mational ID: |begmswithj|
Last Name: |begmswithd|
First Name: |begmswithj|

Term Alternate Key: |= « | —q

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.

New Window | Help | nsh

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.
{ Find an Existing Value %

EmplID: [beains with |
Empl Red Nbr:| = =
Name: Ibegins withj|

[ Include History

Search | Clear IElasicSearch B save Search Criteria
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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.

=13

Note that one record is for full-time
and one is for part-time.

IMew Window | Help | Customize Page | o5, =l

|~ Work Location _Job Information  Payrall }/ Compensation | JobDataUa ' JabLabor j Job DataTiles Ua | SalaryPlan |

Tina Test

1D: 2209856 EmplRcd# 0

Find  First (4] 1 or2 B Last

HR Status: Inactive Payroll Status:  Terminated
Effective Date: 01/01/2009 Sequence: 0 Job Indicator: Primary Job
Action: Termination Reason: End Temporary Employment

Future
Last Start Date: 05/01/2008 Termination Date: 12/3112008
Expected Job End Date
Last Date Worked: 1213112008 I™ Override Last Date Worked

Pasition Entry Date:
Position Number:
Override Position Data I Position Management Record

Regulatory Region: UsA United States
Company: UoA The University of Akron
Business Unit: STDBU Standard Business Unit Department Entry Date: 05/01/2008
Department: 009016 Testing Services
Location: 23 WP, Student Affairs
Establishment ID: Date Created: 071232008

| Job Data Employment Data

Earnings Distribution Benefits Program Participation |

=l

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.

(=13

New Window | Help | Customize Page | &, =

{ Work Location Y{_Joh Information " Payrall " Compensation | Job DataUa | Job Labor | Job Data Tiles Ua |/ Salary Flan

Tina Test

ID: 2209856

EmplRcd# 0

HR Status: Active Payroll Status:  Active
Effective Date: 05/01/2008 Sequence: 0 Job Indicator: Primary Job
Action: Hire Reason: Temporary Assignment

Current
Last Start Date: 05/01/12008 Termination Date:
Expected Job End Date

Position Entry Date:
Position Number:
Override Position Data [~ Position Management Record

Regulatory Region: usa United States
Company: UoA The University of Akron
Business Unit: STDBU Standard Business Unit Department Entry Date: 05/01/2008
Department: 009016 Testing Services
Location: 23 VP, Student Affairs
Establishment ID: Date Created: 07/23/2008

Emplovment Data

‘ Job Data

Earninas Distribution

Benefits Program Participation ‘

Notice that this is the currentrow ( c | os e st
shows the employee as Active.

=l
to todayo6s ambdat

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

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

e PeopleSoft Passwords

e User Defaults

e Clearing Cache

e Configuring Pop-Up Blocker
e 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:

e Memorize all passwords.

e 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.

e 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.

e |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

e 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.

Ver. 2010.12.21 Page 61 pstrain@uakron.edu
©2010 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.


mailto:pssecurity@uakron.edu
mailto:pssecurity@uakron.edu

PeopleSoft V9 SA/HR New User The University of Akron

Changing Your Password

Steps

1. Signin to PeopleSoft.

ORACLE’
Personalize Content | Lavout Heln
Menu -]
Search:
®
> My Favorites

> Campus Community
> Student Admissions

> Records and Enrollment
> Curticulum Management
> Set Up SACR

> Worklist

I Reporting Tools

> PeopleToals

|- Change hiy Password

- Wy Personalizations

|- Mty Systern Profile

|- v Dictionary

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

ORACLE’

e Yilndow | Help | Customize Fage | pe

Search:

®

[ My Favoriies
[> Campus Community

[ Student Admissions

> Records and Enroliment
> Curriculurn Managernent
> Set Up SACR

& orklist

> Reporting Taols

1 PeapleTaols

— Chanie My Passvward
- iy Personalizations
- My Systern Frofile

- iy Dictionary

Change Password

User ID: ACE16SW
Description: Wyszynski Sara Ann

*Current Password:

[
“New Password: [
[

*Confirm Password:

Change Password

In the Current Password field, enter your password.

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.

Enter the password again in the Confirm Password field.

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

ORACLE’

Search: Hew Window | Help | Custornize Page | /&

b My Favorites | User Defaults 1 Y_UssrDefaults 3 ) User Defaults 3 | User Defaults 4
[» Campus Community
[ Student Admissions User ID: ACB15SW Name: ‘Wyszynski,Sara Ann
[ Records and Enroliment
[ Curticulum Management
> Set Up SACR Academic Institution: AKRON | Q The Uniwersity of Akran
B -Elelauns Career Group SetiD: AKRON Q, The University of Akran
[ Reporting Tools Facility Group SetiD: AKROMN O The University of Akron
> PeopleTools
— Change My Password Academic Career: Q
- My Personalizations
— My Systerm Profile Academic Group: xQ
- Mv Dictionary
— Subject Area: Q
Term: Q

Academic Program: Q
Academic Plan: Q
Academic Sub-Plan: Q

& save

User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaulis 4

Main Conkent

2. In the Academic Institution field, enter AKRON.

Some other defaults that you may want to set are:

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

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

e 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.

ORACLE’
Search: Mew Window | Help | Customize Page | 5, &
b My Favorites ® / User Defaults 1 | User Defaults 2 ) User Defaults 3 | User Defaults 4
[ Campus Community
[+ Student Admissions User ID: ACET 55 Wyszynski,Sara Ann
[ Records and Enrallment
[ Curriculum Management
[~ Set Up SACR ¥ carry D

— User Defaults
[> Warklist
[ Reparting Tools Output Destination; j‘
[ PeopleTools
— Chanae My P assword Transcript Type: Q,
— hiv Personalizations
- %‘r’_g‘w Flexible Transcript Type: Q
— My Dictionary
Advisement Report Type Q
School Code: Q
Program Number: Q
Printer Name: | Explain
& save

User Defaults 1 | User Defaults 2 | User Defaults 3 | 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 Q 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
Student 6s TBetrapartywill goidsettly 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.
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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

O Tools =

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.
| HE

General | Security || Privacy | Content | Connections | Programs || Advanced

Home page
To create home page tabs, type each address on its own line.

=[5 http: ffwww.uakron.edu/

[ Use current ][ Use default ” Use blank ]

Browsing history %

4 Delete temporary files, history, cookies, saved passwords,

] and web form informatia
[ Delete... ] [3 Settings ]
Search

::_' :‘, Change search defaults.
Tabs
Change how webpages are displayed in
tabs.
Appearance
Colors ] [ Languages ] [ Fonts l [ Accessibility ]
[ oK l [ Cancel l
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Steps

3. The Browsing History Categories are listed.

a) Click the Delete fles-.  hutton 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 D= ®%Kes. 1 1t0n under the Cookies heading to
delete cookies. Cookies are files stored on your computer by websites to save
preferences, such as login information.

; :

21X
General Security || Privacy | Content | Connections | Programs | Advanced
( x|
Tempeorary Internet Files
Copies of webpages, images, and media that Delete files...
are saved for faster viewing.
Cookies
Files stored on your computer by websites to
save preferences such as login information.
History
List of websites you have visited. Delete history. ..
Form data
Saved information that you have typed into Delete forms...
forms.
Passwords
Passwords that are automatically filled in when
you log on to & website you've previously
visited.
About deleting browsing history ’ Delete all... ] ’ Close ]
[ OK ] [ Cancel ]
4. You wi || b Are you sumepybuewant fo delete all temporary Internet

files?0- click the Yes button.

5. Click eitherthe Closebut t on Xori hnhehé& upperDeletegh't
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.
J_Annls Ancle Sunnaort l Anacla Stocs 4 Mac d Mac NS X (G0 Miceasnft MacTana 1 Nfhca fe
0 n Internet Explorer Preferences i
History I
¥ Web Browser =
@ Browser Display Remember the last 300 places visited. Clear History D]
@ Web Content
@ Language/Fonts .
guag Update pages: (@) Once per session ) Always
@ Subscriptions (O Never 1
Q@ Java >
Size: (10 MB  ( EmptyNow ) '
@ Interface Extras o ]
@ Security Location: "MS Internet Cache" on volume "Macintosh HD" '
@ Security Zones (*Ch.__.f..__.ﬁ |
o Ratings ¢ ange Location...
Q@ Advanced Conriections
V' Forms AutoFl g Support multiple connections
F
) Form AutoComplate g Show server messages Max connections: | 4 |4
Q@ AutoFill Profile
¥ Receiving Files Offline Browsing
@ Dovinloscl Optaons 2 1 Automatically connect to the Internet if a page is not cached l
Q@ File Helpers v —

[?] ( Cancel ) G OK- 3 |

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.
I 2 x|

General | Security | Privacy | Content | Connections | Programs | Advanced

Settings

' tove the slider to select a privacy tetting for the Intemet
& zone

Medium

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

privacy policy

- Blocks third-party cookies that use personally identifiable [%
L information without your implicit consent

- Resticts first-party cookies that use personally identifiable

information without implicit conzent

[ Sites ] [ Impoit. ] [Advaﬂced

Fop-up Blocker
Prevent most pop-up windows from appearing

Block pop-ups Seftings...

The Block pop-ups option should be selected.
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Steps

3. Click on the Settings button.
x|

- Exceptions

Pop-ups are curently blocked. You can allow pop-ups from specific
‘Web sites by adding the site to the list below.

Address of Wb site ta allow:
I Add

Fiemave
Remavs Al

Allowed sites:

i~ Motifications and Filter Level
[V Play a sound when a pop-up is blocked.
[¥" Show Information Bar when a pop-up is blocked

Filker Lewel:

|Medlum Block mast sutamatic pop-ups j

Pop-up Blocker FAQ Closs

4. Inthe 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.
£

- Exceplions

Pop-ups are cunrentl blocked. You can allaw pop-ups from specific
#!| websites by adding the site to the list below

Addhess of wahisite to sllow:
[ Add

Allowed sites:

* Liakron, edu [ —
“uanet.eduy
Remave all

- Natifieations and fiter level
I¥ Play & sound when a pop-up is blacked
I¥ Show Information Bar when a pop-up is blocked.

Filter lewel

| Medium: Block most automalic pop-ups =l

Pop-up Blocker FAQ Clase

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
area and can be seen circled below.
ORACLE'

i and it appears in the View tools

Add to Favorites

(=13

Mew window | Help | Customize Page | 5, 2

Manage Service Indicators

Joseph Student 1229982 g

Display: Effect |All b Institution |The University of Akron hd
Add Servige Indicatar

Service Indicator Summary
Code Reason
Description  Description
oy Per_m\ssmnto
register early

Institution Start Term End Term Start Date End Date

Stal L]
Description Description
Potential Athlete AKROM 4037 2003 Fall 04/15/2003

Transfer
aDy  LEisSIOnio b onal AKRON 4033 2003 Sum 0310312003
register early
Students

apy ~ Cermissionto HonorsPost oy g3 2003 Spimg 121112002
register early  Secondary
MEL Mo il Administrative  yooon 0000 Allterms 08/02/2006
Decision
MEL Mo Bil BadAddress  AKRON 4097 2008 Fall 03/01/2008

[#] Add Senvige Indicatar

-

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.

My Cormpuker

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

3. Click on the File Types tab.
21|

General | View  File Types | Offiine Fies |

Fegistered file lypes:

<o [NONE)
(D IMOME] DWD Widen

I3 [MOME]  File Folder

I3 [MOME]  Folder

@ [MOME] Help and Suppart Center pratacol

E1MNNONFL Intemet Shorteot LI

Dietails far ‘AudiaCD' file ype

Openg with: Change... |

To change zettings that affect all ‘AudiaCD' files, click Advanced.

Advanced |
1] I Cancel | Apply |

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

5. Click on the Advanced button.

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

6. Click on the OK button.

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

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

the following file types as well: XLSX and XLAM.

8. In the My Computer Window, click on the Close Xl 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.

ORACLE SN,

(=3

Manage Service Indicators

Joseph Student 1228982

Display: Effect Al Institution  The University of Akron 1

o

Add Service Indicator

Service Indicator Summary

Customize | Find [ View Al | B8 First (] 1505 ¥ Last

Coge Code Reason Institution Start Term SBATEM oy po, EndTerm g nore End pate
Description Description Description Description
N Bad Address Bad Address
DB Farifiad 1 AKRON 11/01/2008  1118/2025
- Transfer
spy  PEIMISSIONtS b ional AKRON 4033 2003 Sum 030312003
register early
Students
ADy  TBIMISSIONDD ool Athlete  AKRON 4037 2003 Fall 04115/2003
register early
apy  hermissionta Homors Past . pqn 4gaq 2003 Sprng 1211112002
register early Secondary
MEL  MoBill Bad Address  AKRON 0000 Allterms 08/29/2008
[+] Add Service Indicator
Steps
1. Click on the Download tool.
x

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

2. Click on the Yes button.

( d WEE -
3)
Home Insert Page Layout Formulas Data Review View Acrobat @)
=) = ) ] G@nsetr K- :
B $ Catipr Yo -[A x| ==3] & | Dt - ij‘ ﬂjﬁf '—;‘d FmneE %? l]ia
53 =2 — I Delete ~ E -
Paste B I O |55~ & A~ E B~ |$ - % |50 ;% | Conditional Format Cell o Sort & Find &
- 7 — = =S = . B> Formatting - as Table Styles = || = Farmat ~ " Filter~ Select~
Clipboard = Font = Alignment = MNumber F} Styles Cells Editing
| 4 ( £ | 4/15/2003
&
A B C D E F G H | J
1 |Code Code Description Reason Description Institution | Start Term | Start Term Description (End Term | End Term Description | Start Date | End Date
2 |ADB |[Bad Address identified Bad Address Identified SA AKRON 11/1/2009| 11/18/2025
3 |ADV |Permission to register early |Transfer Provisional Students |AKRON 4033|2003 Sum ‘2003
4 |ADV |Permission to register early |Potential Athlete AKRON 4037|2003 Fa 03
5 |ADV |Permission to register early |Honors Post Secondary AKRON 4031|2003 Sprng /1172002
6 |NBL |NoBi Bad Address AKRON 0000 Allterms 2/29/2008
7
8
| Ready | Uﬁ@ | 20036 (=)0 (F)2
Ver. 2010.12.21 Page 73 pstrain@uakron.edu

©2010 These materials may not be reproduced in whole or in part without the express permission of

The University of Akron.



PeopleSoft V9 SA/HR New User The University of Akron

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 (alendars Maps Web Cams

About UA | Admissions. | Academics & Majors Student Life

Overview | From the President \ Campaian for UA l Find Your Major

ZipLine may be accessed by clicking on the ZipLine link atthe top of TheUn i ver si t yo6s
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.
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After login, the student clicks on the Student Center link.

Personalize Content Lavout Tue, Sep 23, 08 11:41 AM

My Messages BaE
Ho Current

“You currently have a service indicator or hold on your record which
may prevent you from enrolling. Please click on the link below for more
details.

View Holds and Service Indicators

Access my ...

'y Student

| Email
Center —_—

& Online

= Transcript
Reguest

v
=7 sprngeees The students may complete and
o manage a wide range of activities,

Services

B - using the links this page.

The Student Center is displayed.

Nancy's Student Center

~ Academics

SEARCH FOR CLASSES I

Search Eal: eadlines @ URL
My Academics This Week's Schedule
Class Schedule Non Payment of Fees
. - Pi t ll t
(cersdemies IO | g saniere  ThEooam evert arolmer
G LEC (72164) 3:404M
Wayne Coll A107 details >
_ MoWe 6:05PM -
E& 7100 233-800 8:45PM

LAB (77693) Folk Hall 180

¥ To Do List
: TuTh 1:10PM -
En 7100 243-002 2.50PM Master Inst. Aid Application
O LaB (77493)
Folk Hall 175 Verif of Vet Benefits

weekly schedule details b

enrollment shopping cart b=

¥ Enrollment Dates

P —

You may begin enrclling
My Account Account Summary for the 2009 Spring

Account Inguiry You owe 3,036.17. Regtlf‘lfnr gﬁag:trgll)cer 17 ten
Financial Aid n Due Now 3,036.17 2008.
View Financial Aid = Future Due 0.00 details
i i
Accept/Dedline Avards ** ¥ou have a past due balance of 3,036.17. **
Currency used is US Dollar.
T Advisor
inancial... ¥ Advi
other financial @ make a pay [ Progi dn
sign up for payment plan = Education: Call 972-6370
authorize parent access Arts and Scien: Call 972-7880
details P
T Personal Information
Contact Information
Emergency Contact
Names Home Address Maziling Address
User Preferences 111 Hammond Blvd 111 here
Copley, OH 44221
[ethr pamonals M | S N
Home Phone UANet Email Address
330/633-9418 nebll@uakron.edu
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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.
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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 ZipLinel i nk at the top of The
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.

Perzonalize Content Layout

Educator Services E =

e voureigss =chedule information, view your class rosters and
enter grade information.

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

Faculty Center

My Exam Schedule Athletic Academic Progress Grade Rosters

View My Advisees
View Personal Data Summary

2006 Fall | The University of Akron change term |

Select display option: @ Show All Classes O Show Enrolled Classes Only
ﬁﬁ Class Rcz:e"f:%‘ Grade Roster @_EE"‘"‘; lanagement
My Teaching Schedule > 2006 Fall > The University of Akron

Class Class Title Enrolled  Days & Times Room Class Dates

f?ﬁ |§_9]| 2150 610- Basic Quantum 13 MoWeFr 1:10PM - 2:00PM Knight Che  Aug 28, 2006&-
001 Chemistry (Lecture) 321 Dec 10, 2006
(7e828

View Weekly Teaching Scheduls Go to top

My Exam Schedule > 2006 Fall > The University of Akron

Class Class Title Exam Date Exam Time Exam Room Enrolled
3150 510~ . .
001 ?f:;u?:f"t”m Chemistry 12/14/2006, Thursday 2:00PM - 3:55PM Knight Che 321 |12
(76828

View Weselkly Fxam Scheduls Go to top

Faculty Center Class Search Browse Catalog Faculty Search
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The Faculty may select a term and then:

e Enter grades and print the grade roster
e View their teaching schedule

e View their exam schedule

e View class rosters

¢ View athletic academic progress reports
e Search for classes

e 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/FacultyVV9.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.
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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:

Employee Services 8 =

My Benefits
S \ Review health, insurance, zavings, and flexible =pending accounts

planz in addition to dependent and beneficiary information.
Benefits Summary
Dependent/Beneficiary Info
Insurance Summary
Benefits Enrollment
My Compensation

\t@ Access your online payslip, direct deposit, and other deduction or
contribution infermatien. Review your job, =salary, and compensation
history.
Payroll Messages
View Paycheck
Voluntary Deductions
Direct Deposit
W-2MW-2c Consent
View W-2 Farms
W-4 Tax Information
My Profile

‘ Personal Information Summary

Home and Mailing Address
Phone Mumbers
Email Addresses
Emergency Contacts
Marital Status
Mame Change
Education
Ethnic Groups
UA Directory Infarmation
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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:

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

2 Hard copy manuals and job aids T Download materials that you can print
through Adobe Reader.

2 Web-based audio-visual tutorials 1 Watch a movie that leads you through
the steps of common procedures in PeopleSoft.

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

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

Software

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

Basic Navigation and Concepts
Query Manager

Information Technology Services

PeopleSoft SA/HR Version 9 Training Materials

* Register for a Seminar

* Calendsr Resources
. Office XP

Links to Manuals, Job Aids,
and Tutorials

Training & Basic Navigati dc .
. dasic Navigation an oncepis
Technological 9 P
Services
Name Last Description
Revised
ITE Home Presentation: Upgrade 9/s/2008 This 12-minute presentation
Overview provides an overview of the
projected timeling, preview of
Our Departments the new system, and
- discusses training
+ Applications opportunities for PeopleSoft
) SA/HR Version 9.
+ Operations
. Job Aid: Common Coming Coming Soaon
+ Networking Mavigation Paths in Soon
e i SA/HR - Coming Soon
Tutorial: Creating and 9/05/2008 | This tutorial demonstrates the
+ Distance Learning Managing Favorites process of creating, editing,
and using Favor!tes in
+ Computer B Tezrig PeopleSoft Wersion 9.
Tutorial: Basic 039/02/2008 (| This tutorial demonstrates
+ Help Desk Navigation basic navigation in PeopleSoft
- ersion 9. The following
+ Software Training topics are included in this
tutorial: Home Page; Menu
+ ZipLine Mavigation; Navigation Pane;

302 Buchtel Camman
Akron, OH 44325

=taff Training

Documentation/Manuals
Office 2003 Training

+ Tutorials and

Documentation

. MOS 2003 Training

Program

. Office 2007 Training

Waterials
Microsoft Windows
Training

. PeopleSoft Version 8

Training

* WebCT Documentation
. SpringBoard!

Documentation & Tutorials

. Using the mainframe

(MV'S) system

+ ZipSpace Storage

+ Internet Explorer Basics
+ Faculty Self Service

+ UA Planning Calendar

Virus Protection for

= Faculty, Staff, and

Students

. Payroll and HR Self-

Camsinn.

To sign up for
seminars
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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.
Personalizations
TRAIN

Standard settings are in effect.

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

Personalization Categories

Description Personalize Option

General Options Personalize Option |

Regional Settings Personalize Option |

System & Application Messages FPersonalize Option |

Mavigation Personalizations Personalize Option |
Restore Defaults |

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

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

Personalizations Find First [1] 1-50f5 [ Last
Personalization Option Default Value Override Value

Accessibility Features Accessibility features off I ﬂ Explain
Excel 97 grid download No | j Explain
Time page held in cache 300 I Explain
Multi Language Entry Mo | j Explain
Spell Check Dictionary Use session language I j Esxplain
| Restore Category Defaults I

OK | Cancel |

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

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

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

Personalizations Eind  First [1] 1.9 ora [*] Last
Personalization Option Default Value Override Value

Afternoon designator (PM, pm) FM I Explain
Auto-recognize Gregorian dates Yes I =l Ewian
Calendar Gregorian | =l Ewiain
Date Format MMDDYY | =zl Eolain
Local Time Zone Pacific Time (US) | =l Exlain
Morming designator (AM, am) AN | Explain
Time Format 12 hour clock | =l Exwlain
Use Local Timezone Mo | =zl Exiain
First day of week Sunday | =l Exwlain
| Restore Category Defaults I

OK | Cancel |

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

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

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

Personalizations Find First ] 10f 1 [H Last
Personalization Option Default Value Override Value
Save Warning Yes j Explain
| Restore Category Defaults |
OK | Cancel |

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

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

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

Option Category: Navigation Personalizations

Personalizations Find First |I| 1-10 of 10 |I| Last
Personalization Option Default Value Override Value

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

OK | Cancel |

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

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

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

/ Student Program {_ StudentPlan

Joseph Studento

Academic Career: Undergraduate

Career Requirement Term

2 x =2

Student Career Nbr: 3
First 1] 1 of 1 [ Last

1229932

M EH @

Status: Active in Program

Effective Date: 09/08/2008

Program Action: ACTV Activate
Action Reasomn: FBAC

Academic Institution: AKRON

Academic Program: WAYNU

Admit Term: 4087 2008 Fall
Requirement Term: 4087 2008 Fall

Expected Grad Term:

Mew file created by rec proc

Wayne Undergraduate

Find | View All

Effective Sequence:

Action Date:

The University of Akron

Joint Prog Appr:

[~ From Application
Application Nbr:

0

09/08/2008
-

Application Program Nbr: 0

Campus: WAYNE Wayne

Save | L Return to Search | 1[5 Previous in List | +[E| Next in List | s Refresh

Student Program | Student Plan

Acad Load: Full-Time

Update/Display

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.

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.



PeopleSoft V9 SA/HR New User The University of Akron

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

(=3
OK Cancel | Copy Seftings

Page Customization

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

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

Clear Tabbing Order Restore Default

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

2 piew Window } Help 4 Customize Page &)

Elident Progiam ) Student Plan
Joseph Studento 1220082 “oixim
Academic Career: Undergraduate Student Career Nbr: 3 Car Req Term: 2004 Fall
Find| view Al First (4] 1 04 [ Last
Status: Active in Program Admit Term: 2008 Fall
Effective Date: 08/08/2008 Effective Sequence: 0
Program Action: Activate Action Date: 08/08/2008
Action Reason: New file created by rec proc Requirement Term: 2008 Fall
Academic Program: Wayne UG =l

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

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

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

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

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

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

New Window | Help | Customizes Page | 15

{ Enroliment Summary
student Joebob Fred 2256919 ;]
Term: 2008 Fall Career:  Undergrad The University of Akron

Find |Viewall  First [1] 1.3 015 B Last
TS ———————

Class Nbr  Subject Catalog Session Section Status  Status/Reason Acad Prog Gelui g
Q70517 3100 103 Regular 002 Enrolled Enrolled BUSU ABCINC 4.00
Matural Science: Biology Lecture
Q, 70527 3100 103 Regular 019 Enrolled Enrolled BUSU MNon-Graded
Matural Science: Biology Laboratory
Q, 70755 3300 111 Regular 001 Enrolled Enrolled BUSU ABCMMC 4.00
Enaglish Composition | Lecture

Description: English Composition -STEP

{54 Return to Search | + Previous in List | 4[5 Mext in List |

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

Steps

1. Navigate to the transactional pages you desire.

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

3. Click on the Customize Page link.
ok |

Page Customization

Cancel | Copy Settings

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

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

Clear Tabhing Order Restore Default

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

s

Enrollment Summary

student,Joehob Fred

2256919

Term: 2008 Fall Career:  Undergrad The University of Akron

Class Nbr  Subject Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken
ﬂCl 70517 3100 102 Regular 002 Enrolled Enrolied BUSU ABCING 4.00
MNatural Science: Biology Lecture
Q70527 3100 103 Regular 019 Enrolled Enrolled BUSU Mon-Graded

E

ree

Nei Window | Help | Customize Page |

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

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

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

Removing a Tab Stop

Steps

1. Navigate to the transactional pages you desire.

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

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

V¥ Saveta bbing order customized below.

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

(=3

[¥ Save tabbing order customized below.

To define new tabbing order, select Clear Tabbing Order, then click items to include in desired sgquence.
To rearrange tabbing order, select Remove from order, Move up in order, or Move down in ordeq, then click
appropriate tems to rearrange.

Clear Tabbing Order Restore Default

 Include In Tabbing Order * Remove From Order ¢ Move Up In Order © Mdve Down In Order

New Window | Help | Customize Page | B!
Addresses
15 20
Joseph Studento 1220982 @ _‘;I
Current Addresses Custormiza | Eind | yisw A | 5
Address Address Effective Status EditView Address
¥ Date = Detail

Office of the University Registrar

Simmons Hall h
Home AkTon, OH 44325-6208 10i09/2007  Active

Summit

Office of the University Registrar

Simmon Hall m
Mailing Akran, OH 44325-6208 06/11/2006  Active

Summit
Add Address Add Address Types

. * Home
Effective Date:  4p/14/2008 Status: Active r
= = Mailinn
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Steps

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

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

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

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

Includ e afield 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. Toinclude a tab stop from the sequence, click on the following option.

¥ saveta bbing order customized below.

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

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

Steps

1. Navigate to the transactional pages you desire.

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

3. Click on the Clear Tabbing Order button.

a tome | JWorkist | _Addiobavores | oin of
»
Customized Settings are in effect
¥ save tabbing order customized below.
To define new tabbing order, select Clear Tabbing Order, then click tems to include in desired seguence.

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

Clear Tanbing Order_| Restore Default

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

Z pew Window ¥ﬂg¥$ust-}mi:; Page %,En

Addresses

z x
Joseph Studento 1229982 @ _j
(Current Addresses

g
Cusiornize | Find | View All| == First [1] 1.2 0¢3 B Lasi

Address , . Effective EditView Address
Type Address Date Status Detail

Office of the University Registrar .

simmans Hall h 2EditView Address
HOME  okron, OH 44325-5208 101082007 Adive 5y

Summit

Office ofthe University Registrar

s simrmon Hall m EditView Address

Mailing Akron. OH 44325-6208 06M1/2008  Active Detail

Summit
Add Address Add Address Types

: . * Home

Effective Date:  4nqaonna Status: Active =

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

4. Clickonthe X6 s i n tydtuevanbthedad stops to move.

Click on the OK button.
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