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Map of Today’s Class

* We will explore:
— PeopleSoft Navigation & Configuration
— Discuss personalization options available
— Semantic Menu Changes
— Sorting and Saving Search Results
— Exporting Options
— Notes Capabilities
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Navigation and Configuration Cont.

* Portal Like Navigation

« Menu is collapsible
and expandable

= S Temp Faculty
[ C5U Temp Faculty
Reports
— &5l Contract Data
— 51U TF Batch Print
— CSU TF Individual Print
[ Workforce Administration
[* Organizational Developrment
[= Warklist
[ Repaorting Tools
[ PeopleTools
— C5U 1D Search
— Change My Password
— My Personalizations
— My System Profile

|— My Dictionary

 All items can be found
on the left hand side of

PeopleSoft,.

#,

CSU Temp Faculty

Maintain contracts for CSU Temporary Faculty

P

C5U Temp Faculty Reports

C3U Temporary Faculty

Reportz

=] C5U DIP/Sabbatical Eligibility

El £5U Emplovees with = 1.0
FTE

=l £51 Range Elevation Report
& More...

CSU TF Individual Print
Print an individual Temp
Faculty Contract

E“ C5U Contrag
Add or Update
Contract
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Navigation and Configuration

PeopleSoft.

Waorklist Add to Favorites

Page Layout

New Window | Help | Customize Page | B
Contract Status/Content | TE Confract Courses | TF Contract Total U nivers al N avi g ation
7 C5U Temp Faculty
g gsu Lemp Faaly. Edith Wharton Person ID: 010025454 Header
eports :
— ¢Sl Contract Data Contract Status/Content vewal < qgra 0 4 , . 5
— CSU TF Batch Print age bar
- — CSU TF Individual Print CSU Contract# 000001385 DeptiD: D20003 = 9
[> Worlkforce Administration
# panrizoay 3 1 APS 2074 EW
L Oae it e Eff Date: 5 Effective Sequence: Contract Desc: |
I Warklist " : . [1218r2007 [
i Contract Status: Enitlement: | Contract Expected End Date: | Page Tabs
I PeopleTools Reg Region: usa  Q Multi-Year End Date: e
— CSU D Search
— Change My Password . 006 O ;
_ My Personalizations Contract Type: Semester Appointment
— My System Profile Approvedby:  _IApprovert [ JApprover2  []Approver3
[ Iy Dictionary

2! Last
[+H[=]

*PositionNbr: 00022366 CL  LECTURER - AY Bus.Unitt  HMCMP HSU
— Expanded Menu
Department  D20003 ACADEMIC PERSONNEL SERVICES JobCode: 2358  SalPlanGrd: 335 113 Q - on
R — e D U
Toine 12074 |Q Cycle: 1 & scompRate | 3500.000000
“atestartz N @ Academic Days Paid: TotalWTy: | 1300000 Menu Navigation
Comments: Decrease in timebase, eff. 817/2007. F

Buttons Toolbar

B Sa\rel EL Return to Search | +[E| Previous in List |  +[Z] Next in List | [=] Motify I E‘q-ﬁ«:ﬁdl 42 Update/Dizpla | J2l Include History |
Al
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Menu Breadcrumbs
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Just above the menus are the breadcrumbs, which are underlined links that
indicate where you have navigated in the application. Once you enter a search
page the menu breadcrumbs will disappear.

Wenu

* L5U Temp Faculty Main Menu = CSU Tem

Fepors

— CSU DIP/Sabbatical
Eligibility

— CSU Employees with =

ﬁ CSU Temp Faculty Reports

CSU Temporary Faculty Reporis

— 35U Fange Elevation

10FTE E C35U DIP/Sabbatical Eligibility
CSU DIP/Sabbatical Eligibility Report
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Navigation and Configuration Cont.

Search
* Find menu items quickly &

by using the search :

functionality. PeopleSoft. Hone | st | ags oo
e Search Results will e T

include Search

— Menu Titles e, s s R e P e P

(& Mew Search O Search Within Resuits

— Descriptions

lpontract _ﬂl Customize Settings Search Tips

Hide Summaries
Search Results

C5U Contract Data

4eld emp-Faculty Contract
Home=CSU Temp Faculty=CSU Contract Data

CSU TF Confract Type Report

CSU Temporary Faculty Contract Type Report
Home=CSU Temp Faculty=CSU Temp Faculty Reportz=CSU TF Contract Type Report
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Navigation and Configuration Cont.

My Favorites

Add your most used and
visited business
processes to “My
Favorites.”

Click “Add to Favorites”
in the upper right of your

Hatme

Menu = E3
Search:
)
T My Favorit
[ in
[ 5L Temp Faculty
| ol T e e Tl T Tl

Menu Hidden Favorites List

» My Favorites
— Import/Export Course Info
— Manage Ahends

— My Page
— Process Manitor

— Reguest AE
— Add to Favarites

— Edit Favarites

Collapsed Favorites List

Wiorklist MultiChannel Console

=icgn ot
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CSU ID Search

« The CSU ID Search is the first step prior to any data
entry. This is done to determine if a person exists in the
PeopleSoft Database. Always search by National ID first.

CSU ID Search

Menu = E ~ CSU ID Search

Search: | ® Search | Reset |
[ C3U Temp Faculty

[> Workforce Administration EmpliD:

[ Organizational Development ) .

[ Warklist Mational 1D

[ Reporting Tools

e Poonlelools
— 3L D Search

4

= e My rassword Kati Applicant | DOB . .

— My Personalizations |7% Name EmpliD ID D (mmidd) |2 Rel Classification | POl Type HR Sta
— My Systemn Profile (Last 4) ARRRARELT)

— My Dictionary Campus
1 Detail AdamsJames R CC3000050 1737 10104 Solution
Ferson

Campus
2 Detail BaldwinJames SR2000213 0397 0603 Solution

Ferson

Campus
3 Detail Baldwin James SR2000320 2525 03127 Solution

Ferson
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CSU ID Search Continued....

*CSU ID Search Results

-
Natl ! Empl
Detail |Mame EmpliD D Applicant| DOB Org Rel Classification | POl Type HR Status  |Rcd |Job Code |Job Code De
(Last4) 12 {mmidd) hbr

Campus
1 Detail Adams James R CCS000050 1737 10/09 Solution
Person
Campus
2 Detail Baldwin James SR2000213 0397 06/03 Solution
Person
Campus
3 Detail BaldwinJames SR2000320 2525 Q3027 Solution
Person
4 Detail BondJames CC 004359613 4578 0208 Employes Regular Active 0 3312 Administrato
Clavel James ;
& Detail ErL 2145 5 02/085 Applicant

Campus
CCs000072 3557 06/03 Solution
Person

Campus
FraserJames CC CCO000004 G544 Solution
Person

Ellison,James
Franklin

Campus
Lirlr lammme T TECTAMNMNMNA Onnn Crlitinm

Depending on the type of record the following pages will be displayed when detail is

selected.

Employees/ Person of Interest: Main Menu > Workforce Administration > Personal Information > Biographical > Modify a Person

Campus Solutions Person: Main Menu > Campus Community > Personal Information > Add/Update a Person

HR Recruiting: Main Menu > Recruiting > Add New Applicant
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Semantic Menu Changes

 New titles section headings

— Administer Workforce is now Workforce Administration
— Develop Workforce is now Workforce Development
— Develop Workforce>Recruit Workforce is now Recruiting

— Develop Workforce>Manage Positions is now
Organizational Development>Position Management

— HR Setup is now located under - Set Up HRMS
— eRecruit is now Careers

— CSU ID Search has moved to the “top level” on the menu
PeopleSoft.

flenu =2
« Workforce Administration ;I Main MenL =
[ Personal Information
[» Job Infarrmation
[+ Global Assignments
> Headcount FPS ) _ : -

I> Labor Administration “| Personal Information = | Job Information “| Global Assignments
[+ Ahsence and Yacation * Mairtsin information ahout & person L Maintain information ahout & persontiedtoa L Track assignment data; hMaintsin assigned
[+ Leave Administration USF g ardless of Jobs, spec cific job record gualifications, educational allowances an|
[ Benefit Infarmation MLD Add P eeeee ElJob Data other education related information.
[» Flexible Service EG = &dd Employment Instan

[* Tenure FPS =] Add Cortince orker In
[ Collective Processes
[ Self Service Transactions

SR S 7
U;% Workforce Administration Edlt "Warkforce Administration Fd

sintain perzonal and job data, administer global assignments, labor relstions, absence and vacation.

Define Education Related Info
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My Personalizations

 PeopleSoft 8.9 offers personalization options including:

@cms

Regional
Settings

General
Options

System &
Application
Messages

Navigation
Personalizations

*Accessibility Features

*Excel 97 grid download

*Multi Language Entry
*Spell Check Dictionary

*Time page held in cache

*Afternoon Designator

*Auto-recognize Gregorian
Dates

*Calendar

*Date Format

sLocal Time Zone

*Time Format
*Use Local Time zone

First day of week

*Save Warning

*Automatic menu collapse
*Tab over Calendar Button
*Tab over Grid Tabs

*Tab over Lookup Button

*Tab over Browser
Elements

*Tab over Page Links

*Tab over Related Page
Links

*Tab over Toolbar
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Sorting and Saving Search Results

e Enhanced Searches CSU Faculty Assignment

— More extensive,

Enter any information vou hawve and click Search. Leave fields blank for a list of all walues.

user-defined operators
allow for flexible searches. | empi:
— Ability to save search EImpIRCANDr:

. g Mame:
C”te ra. Last Name:
— Sort your search results. Second Name:
Alternate Character Name:

Middle Name:

Cmclude History ] CorhT-:rrmwy—:r

containg

hot=
=

==

=

=

hetween

Case Sensitive

Search | Clear |Elasi|: Search [F] Save Search Criteria

Search Results

Empl Rcd Nbr

0043596130 James Bond BOMD thlank)
0043595740 shetlock Holmes HOLMES  (blank)

Bond James CC

Holmes,Sherlock Staff Staff
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Sorting and Saving Search Results

 Wildcard Searches

You can use three different wildcard features to assist in searching for data.
These wildcards can be helpful in finding the exact information you want to process.
The following are the supported standard wildcard features:

Wildcard Function

% (percent sign) Match one or more characters.

_ (underscore) Match any single character.

\ (back slash) Escape character—don't treat the next
character as a wildcard.
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Sorting and Saving Search Results

e Saving Searches

CSU Faculty Assignment
Enter any infarmation yvou have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

Use Saved Search: | Faculty Temp 1 i+ |

EmpliC: begins with |+ |IZII:|
Empl Rcd Nbr: = L |
Name: begins with |+ |H
Last Name: begins with |+ |
Second Name: begins with |+ |

Enter Search Criteria

Click Save Criteria

. Click Save

Name Search Criteria

Alernate Character Name! | patween P | andl
Middle Name: containg w |

Lmnclude History Ccorrect History [case Sensitive

Search | Clear | Basic Search Save Search Criteria  Delete Saved Search

reh Criteria

B save | Feturn to Advanced Search

. You are returned to the

search page. Notice that
you are now given the
option of using your saved
search.
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orting and Saving Search Results

Search results can be sorted in both ascending and descending order.
To change the order simply click on a column header.

Search Results
Wi Al Fir=t E 112 of 12 &3
Hame Gender g:‘rtteh ol ~AMDpUS ::] i g‘:l:'::al L H:;]si:nzun Last Harae Hame Asce n d i n g O rd e r-
ADE224 Thorn Art iale T fblank) LISA 88N THORM ART
FADDST Thorp Allison Linknown 2~ thlank) S W 1= 1. SEM THORF . el
FADLCDODSE Thorps Fumba © Female == (blank) o LUJBA 88K THORFRS ELUMBA
FAPKOISS Thorpe Jack C hiale i il (blank) S W 1= 1. S5M THORFPE JACHK
EAPKOIS4 Thorntan Rafael F ale T (blank) o LUJBA 88K THORMTOM BEAFAEL
FASS0189  TharsedronGilly ©  Unknown 2+ fhlank) = LGA SE8M THORSEDROM GILLY
EUO0gs Thorp Anson ale T (blank) o LUJBA 88K THORF ANSOMN
KUTZ508 Thorton,Janelle Female =+  (hlanky 7= LUUSA 55N THORTON JAMELLE
SEV0485 Thorp Anson ale Rl (blank) o UBA SE8M THORF ANSOMN
SFCWD] THOREMT,Yann Male P (hlanky P FRA SE8M THORENT ARMN
SFETCO3141 ThorsenJoanna Female > (blank) o UBA Gl THORESERM JOAMPR
SEN11T THOREMNAAR FRAMK Male R (hlanky TR THOREMAAR  FRAMNK

Search Results

& O m us (Hational (Hational 1D
10 Country
SEMN11Y THOREMAAR FRAMNI Male i (blank‘; KLD :
SFTCO03141 ThorsenJdoanna Female =  (blank) = LIEA THORESEM

SFECWOT THOREMT,Vann Male e (hlankd THOREMT

SEW0499 Thorp Anson Male = (blankd THORFR

EUTZ508 Thorton,Janelle Female =+ (blankd THORTOM JAMELLE
kLo0ga Thorp Anson Male i S R {11 F=T 154 THORP AMSOM
FASE0183  Thorsedron, Gilly ©  Unknown = (hlank) THORSEDROM GILLY
FAPKO354  Tharnton Rafael F Male e (hlankd THORMTOM RAFAEL
FAPKO353  ThorpeJack C Male i Y {1 =T 4 THORFPE JACK
FADLCDOOZE Thorps, Rumba O Female ==  (hblank) THORFS ELIMBA
FAD0E Thorp Allison Unknowm =+ (blank) THORP ALLISOR
ADEZ2 Thorn, Art Male = (blankd THORM ART
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Enhanced Grid Functionality

 Many pages that contain lists of data are now structured
as editable grids.

Course Asmunmenta Cu=tnmize | Find nl 1anfall

IIIEIII| 3uu| 1500000/ [#] [=]

3.00 | 3.000000 [#] [=]
2.00 | 4.000000 =]

Other Assignments Customize | Find | ¥ Firgt 12 4 of 1 L2 Last

‘ Assignment Eeasﬂntode Eme Source A{:ademlf: WTU Description

1 |11 CL | Department + | 1.000000/ |APS 300 enroliment =92
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Sorting data In grids

» Like search results, data found in grids can be sorted In
ascending or descending order.

Click on column
header to sort.

Course Assignmen 's Customize | Eind | Firat E 1-3of 3 E| Last
’7{21353 I'II:Ir’H Catalog Nbr | Description ’E’I’E Units #5tudents 'l"n'Tl.l ’7’7
WEGE 590 s Q| 0.50 | 3.00 | 1500000 [#] [=]
2| APS 1300 | |1 K Q| | 3.00 [ 3000000 [#] [=]
3| APS 400 | 2 K Q| 200 | 4000000 (4] [=]

Other Assignments Customize |Find | B First (1] 1 or1 [ Last

‘ Assignment ‘ Time Source .Acad-emu: ‘
Reazon Code Code Ora/Dept WTU Description

1 |11 C, | Department |+ | | 1.000000/ |APS 300 enroliment =92
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Exporting Grid Data to Excel

By clicking on the download icon shown below you will be able to export your
grid data in Excel. The download feature must be enabled in

“My Personalizations” prior to downloading. To enable it navigate to

My Personalizations > General Options > Excel 97 grid download

Euursensmgnmenta Custnm|he|F|m_| First 1™ 1-3 of 3 L=/ Last
’7{21353 Hhr Subject Catalog Nbr | Description ’E’I’E Units ‘#Students 'l"n'Tl.l ’7’7
||APS 590 s Q| 0.50 | 3.00 | 1500000 [#] [=]
2| APS 1300 | |1 K Q| | 3.00 [ 3000000 [#] [=]
3| APS 400 | 2 K Q| 200 | 4000000 (4] [=]

Other Assignments Custumizelmliﬁi First 12 4 of 1 L=

‘ Assignment Heasﬂn{: i Em-e Source .qur:adne;emm WTU Description

1 |11 C, | Department |+ | | 1.000000/ |APS 300 enroliment =92
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Insert Rows and Delete Rows

You may add multiple rows by clicking on the plus symbol I located to
the right of the grid data.

Course Assignments Customiz e|F|nd| First I°1 1-3 of 3 LT L.a t
rmass Nbr i“g:‘: Catalog Nbr | Description E’I’E Units #Students WTU
WEGE 590 s Q| | 050 | 2.00 | 15|:n:u:n:|n EI
2| APS 1300 | |1 K Q| L300 | 3.000000 [=]
3| APS 400 | 2 K Q| 200 | 4.000000 [=]

Other Assignments Customiz elFlndl Firgt 12 4 of 1 L2 Last

‘ Assignment Eeasﬂntode Eme Source A{:ademlf: WTU Description

1 |11 CL | Department + | 1.000000/ |APS 300 enroliment =92
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Adding Notes
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— By adding notes you can leave comments, special circumstances, etc
concerning the person/record in question.

TE Contract Courses

Contract Status/Content

Sylvia Plath

Contract Status/Content

CSU Contract# 000001406

“Eff Date: 01/10/2008 [3)

*Contract Status: Entitlement:
Reqg Region: usa |Q

01a

] Approver1

Contract Type:

Approved by: [] Approver2

TF Contract Detail

00022367 O
D20003

2074 Q
NQ

*Position Nbr:
Department;
Term: Cycle:

*Late Start?

TF Contract Total

Person 1D

Effective Sequence: I_':'

235

12.12 Entitlernent-¥r 1 of 3

[] Approver3

LECTURER AY /3 YEAR

ACADEMIC PERSOMMEL SERVICES

o

Academic Days Paid:

010025623

DeptiD: D20003 0 =]
Contract Desc: |"!"P S0708SP

arte2008 |8
(058070 |

Contract Expected End Date:

Multi-Year End Date;

1 of1 2 Last

[+[=]

Find | View Al First |

Bus. Unit:  HMCMP HSU
Sal PlaniGrd: 335 /3 &

4253.000000

Job Code: 2358

*Comp Rate: |

TotalwTy: | 7.00000

Comments: Rehired annuitant
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Adding Notes cont...

¥ Instructions E Nnte DEta" - SEIEEtEd NﬂtE

 Selection Criteria

ID:|0 F Instructions
CSU Contract Nb: |0
*DeptiD: (020003 Selected Note
_ TEMDater 2008.01 10 = ID: 010025623 Sylvia Plath Created: 05/16/2007 8:50PM
rerest ote Date C5U Contract 000001406 Creator: Suzan Logwood
Nb: .
pddanewhiote | geum DeptiD: D20003 Last “"“a;?:
There are no existing notes for the specif Eff Date: 2008-01-10 .

Return To: Contract Data page

Subject: Test

Note Text: | This is a note]

ndo Changes

Mote Selection Page

Contract Data page
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Adding Notes cont...

When lines appear on the icon then there are notes present.

Contract Status/Content TE Contract Courses TF Contract Total

Sylvia Plath Person ID: 010025623
Contract Status/Content View Al : .
CSU Contract# 000001406 DeptiD: S [+][=]
*Eff Date: 011012008 5 Effective Sequence: | O Contract Desc: |APS 0708 SP
*Contract Status: Entitlement: 235 Contract Expected End Date: 0516/2008 [
RegRegion:  |USA | Q Multi-Year End Date: 051152010 [

Contract Type: 014 @ 12.12 Entitlement - Yr 1 of 3
Approvedby: L lApprovert [ |Approver2  [|Approver3

TF Contract Detail Find | View Al First [4) 1 of 1 L™ Last
=]

*Position Nbr: 00022367 C LECTURER AY /3 YEAR Bus.Unit:  HMCMP HSU

Department: D20003 ACADEMIC PERSONNEL SERVICES Job Code: 2358 Sal PlaniGrd: 335 /3 &
Term: 2074 Cycle: 1 Q *Comp Rate: | 4253.000000

*Late Start? [N J@y lLookup Term (Al+S)} 1 ve Paid: Total WTu: | 7-00000

Comments: Rehired annuitant
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Spell Check Functionality

=] Note Detail - Selected Note Many text fields
now have spell

F Instructions

- check ability. Look
ID: 010025623 Sylvia Plath Created: 05/16/2007 2:59PM for this icon.
CSU Contract QoooQ1406 Creator: Suzan Logwood
Mb:
Last Update:
DeptiD: D20003 s "“a;_

Eff Date: 2008-01-10

Windows Internet Explorer,

Subject: |Te st
"': Mo misspelings found. {124,234) K@
L

Note Text: | This is a note]

ndo Changes

Mote Selection Page

Contract Data page
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E-mail Notifications | = |

E-mail notifications allow users to notify others of particular transactions. If
enabled, the “Notify” button is located at the bottom of the page. When clicked
the user is taken to the screen below.

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.,
Click LOOKUP RECIPIEMT ta search for a name. Click DELIWERY OPTIONS ta wiew or change the method ofthe send.

Notification Details Lookup Recipient Delivery Options

To:

cC:

BCC:

Priority: w
Subject: =Enter Subject here=

Template  piorkflow Motification
Text:

Priority, %M otificationPriarity
3 |

Message:

Click Ok to send this notification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and rernain on this page.

Ok Cancel Apply
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« The End and Good Luck with PeopleSoft
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