
PeopleSoft HCM 8.9
Navigation



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
– Spell Check
– E-mail Notifications



Navigation and Configuration Cont.
• Portal Like Navigation

• Menu is collapsible
and expandable

• All items can be found
on the left hand side of
the screen

• As the user drills down the 
menu folders and subfolders 
will appear on the right hand 
side of the screen.



Navigation and Configuration
Page Layout
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Button

Universal Navigation 
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Menu Navigation



Menu Breadcrumbs
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.



Navigation and Configuration Cont.
Search
• Find menu items quickly 

by using the  search 
functionality.

• Search Results will 
include 

– Menu Titles 
– Descriptions
– Navigation Guide 

(Breadcrumbs)
– Direct Link

• Customize Settings
– Decide to show or hide 

search summaries



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 
browser window.

Collapsed Favorites List

Hidden Favorites List



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 Continued….
•CSU ID Search Results

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



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

Subheadings     
contain 
descriptions of 
functionality.



My Personalizations
• PeopleSoft 8.9 offers personalization options including:

Regional 
Settings

Navigation 
Personalizations

General 
Options

System & 
Application 
Messages

•Accessibility Features

•Excel 97 grid download

•Time page held in cache

•Multi Language Entry

•Spell Check Dictionary

•Afternoon Designator

•Auto-recognize Gregorian 
Dates

•Calendar

•Date Format

•Local 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



Sorting and Saving Search Results
• Enhanced Searches 

– More extensive, 
user-defined operators 
allow for flexible searches.

– Ability to save search 
criteria.

– Sort your search results.



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.



Sorting and Saving Search Results
• Saving Searches

1. Enter Search Criteria

2. Click Save Criteria

3.  Name Search Criteria

4.  Click Save

5.  You are returned to the 
search page.  Notice that 
you are now given the 
option of using your saved 
search.



Sorting 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.

Ascending Order

Descending Order



Enhanced Grid Functionality
• Many pages that contain lists of data are now structured 

as editable grids.



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.



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 



Insert Rows and Delete Rows

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

Additionally you may delete rows of data by clicking on the 
minus symbol located next to the plus symbol.



Adding Notes
– By adding notes you can leave comments, special circumstances, etc 

concerning the person/record in question.



Adding Notes cont…



Adding Notes cont…
When lines appear on the icon then there are notes present.



Spell Check Functionality
Many text fields 
now have spell 
check ability.  Look 
for this icon.



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.



• The End and Good Luck with PeopleSoft
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