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Signing In to PeopleSoft

Procedure

Signing in to PeopleSoft is just like opening a secured page on a website on the Internet. You
enter the URL in your browser window's address box to open the site. When the site opens, you
type in your Username and Password to access the secured areas.

WINGS | UW-La Crosse - Windows Internet Explorer _5]x]

GO

o |g, https:{fcstst. unlax. edufpspfestst{7emd=loginglanguageCd=ENGE: B (ENEES ILweEearth Feats
S5 B @ signIn | WINGS | Uw-La Crosse

| %~ B - d= - | Page - (ETooks + 7

UNIVERSITY of

LA CROSSE

7

WINGS

WINGS Sign In
Username: l—
Password: l—

Forgot your password?

-]
Done [T [@unterret [H10% -
iﬂstart| |G @ @& |[@&signin| wines | uw.. il 0 % @ 253M

Step Action

1. Every user will be assigned a Username. Both Username and Password fields are
case sensitive.
Enter the desired information into the Username: field. Enter "ADA".

2.

Click in the Password: field.
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Step Action

3. Once you have typed the Username, you can type in the Password. Notice that for
security purposes, when you type the password, it will be shown with asterisks.
Also note that passwords are case sensitive.

Enter the desired information into the Password: field. Enter "ADAps".

Click the Sign In button.

5. If the information you entered is valid, the system will display the Home page for
your PeopleSoft system.

For security purposes, your PeopleSoft system logs you out of your application
after a period of inactivity determined by your security administrator. Two
minutes prior to your session timeout, the system provides a warning that your
browser session is about to expire.

6. You have successfully signed in to a PeopleSoft application.
End of Procedure.

Viewing Addresses, Phones, and E-mail Addresses

Procedure

This lesson explains how to view an individual's address, phone, and e-mail information in
PeopleSoft.
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/= Employee-facing registry content - Windows Internet Explorer

JETES|
@: + [] https:festst unlax. edufpspeststJEMPLOVEE JHRMS/h 7tab=DEFALLT EI[ & J[#2]] 5| [ove search £-
98 & @ Enpioyss-faring registry contert % - B - o= - |2 Page - (i Took ~ 7
Add Io Favorites Sign out
Help
> My Favorites
> Campus Community
[> Student Admissions
(- Set Up SAlMaintain biojdema information sbout people and
> PeopleTogorganizations, maintain 3C information.
— Change My Password
— My Personalizations
|- My System Profile
hetps: fcstet. Uwlax. edu/pspicstst [EMPLOYEE/HRIMS/{WEBLIB_PTFP_SC.HOMERAGE FieldFormula.Iscript_apptzpt_fname=tcec | | [ [ [ [ [ mtsrmet 10 -
#istart| | @ @ & |[@ employee-facing reg.. @ % 12:09PM

Step Action

1.
Click the Campus Community link.

[ Campus Community
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/= Base Navigation Page - Windows Internet Explorer

[> My Favorites

~ Campus Community

[» Personal Information
Student]

ﬁ] Biographical {Student]

Manage a student's biographical data.
[ Student Admissions 1 AddressesiPhones
[» SetUp SACR
[ PeopleTools
— Change My Password
- My Personalizations
|- My System Profile

0 - B - odeh - |hPage + CiTook 7

&%R Campus Community

(i https:ffestst unlax edujpspcstst/EMPLOVEE/HRMSs/WEBLIB_PTPP_SC HOMEPAGE. FieldFormula. IScript_AppHP7pt_fname=H| | |

#istart| | (3 & @ |[ sase navigation Page...

= 20 % 1z09Fm

EST

Step Action

2.

[» Persanal Information
(Student)

Click the Personal Information (Student) link.

Click the Biographical (Student) link.
[ Biographical (Student]

Click the Addresses/Phones link.

Click the View Addresses link.

Page 4




Oracle User

Training Guide

Productivity Kit Admissions View Training
{2 View Addresses - Windows Internet Explorer _[&] ]|
@_’_\ - |g https:{fcstst. unlax. edufpspfcstst/EMPLOVEEfHRIMS|c/CC_BIO_DEMO_DATA_STDNT.SCC_ADDR_PERS_ING.GBL?Folder jlg‘ IER ILwe Search -
TE A View Addresses M e B - - o page - (pTooks v 7

Search:

> PeopleTools

UNIVERSITY of WISCONSIN
LA CROSSE

®
> My Favorites View Addresses
> Campus Community Enter any information you have and click Search. Leave fields blank for a list of all values
2 Persenal Infermation
(Student) Find an Existing Value
< Biographical (Student)
- Addresses/Phones
— View Addresses 1D: [pegins witn ]|
— View Phones . B
_jmabhones Campus ID: [ begins with 7] [
Addresses National ID: [ begins with (=] |

[ Student Admissions
[ SetUp SACR

- Chanae My Password
- My Personalizations ™ Case Sensitive
- My System Profile

Add to Favorites

New Window | Help | i)

LaslName:lhegmswhh j|

FlrslNamezlhegmswnh j|

Search | Clear |BasicSearch B save Search Criteria

Bistart| | @ @ & [[@ view ddresses - win.. =20 % 1209

[T [ [@mnterret ST

Step

Action

6.

Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "Sjoquist™.

Click in the First Name field.

Enter the desired information into the First Name field. Enter "Elliott".

10.

Click the Search button.

11.

An individual can have multiple address types.

If a blue window shade icon appears on this screen, this individual has indicated
that this information can not be released. Releasing this information is a violation
of FERPA (Family Education Rights & Privacy Act).
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/2 view Addresses - Windows Internet Explorer

Search: Mew Window | Help | C Page | 5,
®
> My Favorites -
- Campus Community View Addresses
= Personal Information
(Student) Elliott Sjoquist
= Biographical (Student) Current Addresses
Address Type Address Dfal‘e:nve
h 722 E Garland St
;\:IGIESSES Home West Salem, WI 54669 12i01/2008
P e Admissions :ZECErUﬂE;E:JmM Bivd
E g:tn;zs:ssﬁ Mailing Cannon Falls, MN 55009 12/012008
— Change My Passwaord
- My Personalizations
|- My System Profile
LU Return to Search | [Z] Notify
Done [H100% -
Histart| | @ @ & |[@ view addresses - win... =i 5D, % 1210
Step Action
Click the View Phones link.
\View Phones
13. An individual can have multiple phone types.

If a blue window shade icon appears on this screen, this individual has indicated
that this information can not be released. Releasing this information is a violation
of FERPA (Family Education Rights & Privacy Act).
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/2 ¥iew Phones - Windows Internet Explorer mEIES|
@i."t =[] httpsfestst wnlax. edufpspestst EMPLOVEE JHRMS/cJ0C_BID_DEMO_DATA_STDRT.SCC_PHONE_PERS_IND.GBLFold || 5 || 44| % | [Live Search P
T8 & View Phones M e B - - o page - (pTooks + 7
URIvERSITY of WiscoNsmy
LA CROSSE A 1o Favortes
Search: Iew Window | Help | C Page | 15
> My Favorites
I~ Campus Community VIEW Phones
< Persenal Information
(Student)
<~ Biographical (Student) Elliott Sjoquist 200000877
- Addresses/Phones
— View Addresses
R
— View Eleciranic
Addresses Phone Type Phone Number Extension Country Code Preferred
[ Student Admissions Cell 651/258-4123 [l
[ SetUp SACR y
- PeopleTools Home 608/786-2985 3
- Change My Password
- My Personalizations
- My System Profile
LLReturn to Search Notify
| | |
[T [@mnterret ST
istart| | @ @ & |[& viewPhones - windo... =20 % 1210

Step Action

14,
Click the View Electronic Addresses link.

\View Electronic
Addresses

15. An individual can have multiple e-mail addresses.

of FERPA (Family Education Rights & Privacy Act).

If a blue window shade icon appears on this screen, this individual has indicated
that this information can not be released. Releasing this information is a violation

16. End of Procedure.

Viewing Application Summary

Procedure

This lesson explains how to view a summary of an individual's application.
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/= Employee-facing registry content - Windows Internet Explorer

b

% @ @ Employes-facing registry content

Personalize Content | Layout

[ My Favorites

[ Campus Community
[ Student Admissions
[ SetUp SACR

- PeopleTools

— Change My Password
[— Ly Personalizations
|- My System Profile

0 - B - b - |hPage + CiTook 7

Add to Favorites

mEE
@,\ | =[] httpstifestst e, edufpsp/estst/EMPLOVEE HRMSfh 7t sh=DEFALLT EI[ & [[#2]] x| [uive search o~

- |

Done

T
#istart| | (G @ @ |[& employee-facing reg..

[ [ @ mternet

EST

=l 2D % 122z

Step Action

1.
Click the Student Admissions link.
[ Student Admissions]
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[
[

[
[

UF & Rass Navigation Fags

— Change My Password
- My Personalizations
|- My System Profile

/= Base Navigation Page - Windows Internet Explorer NEIES
@-_\:\/: - |g, https:ffestst uwlax. edufpsp/estst/EMPLOVEE JHRMS s/MEBLIE_PTPP_SC. HOMEPAGE.F\eldmeula.lsmpt,nppHP?pt,fnj 4 [[#)[x¢ ILwe Search B

My Favorites
mpus Community
2nt Ad 5
I> Applicant Summaries
[» 2 C's and Event
Summaries
Set Up SACR
PeopleTools

ﬁ] Applicant Summaries
View summary data for an applicant

= Application Summary

HE% Student Admissions

3 - B - = - [ Page - (i Tooks + 7

Add to Favorites Sign out

3 C's and Event Summaries

View checklists, communications, comments and events assigned to an
applicant.

= Checkiist Summary

&)

distart| | @ @ @ |[7& pase Navigation Page...

Dane, but with errars on page.

T T [@mesme ST
=i B0 % 1z22PM

Step

Action

2.

Click the Applicant Summaries link.

[ Applicant Summaries|

Application Summan

Click the Application Summary link.

Page 9




Training Guide Oracle User
Admissions View Training Productivity Kit

/2 application Summary - Windows Internet Explorer

@t‘ ) =[] httpstifestst e edufpsp/estst/EMPLOVEE HRMS(cJEVALLATE_APPLICANTS. ADM_APPL_SLMM,GEL7FalderPath=Por | & || 42| X | [Live Search £~

0 @ @ appication Summary
LA CROSSE

Search:

> My Favorites
[ Campus Community
[~ Student Admissions
< Applicant Summaries
[» 3 C's and Event
Summaries
[> Set Up SACR
[ PeopleTools
— Change My Password
- My Personalizations
|- My System Profile

% v B - dh - rPage - (i Tooks + 7

Add to Favorites

New Window | Help | &,

®

Application Summary
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

1D: [begins with =] |
Campus ID: [ begins with v |
Nﬁﬁonﬂ\lnzlhsgmswithj|

LaslName:lhegmswnh j|

FlrﬁlName‘lhegmswnh ﬂ|
I” Case Sensitive

Search | Clear | Basic Search Save Search Criteria
[T T [@mtemet [#100% -
distart| | @ & @ |[2 application Summary... RO zeaem

Step Action
4,
Click in the Last Name field.
l |
5.
Enter the desired information into the Last Name field. Enter "Sjoquist™.
6.
Click in the First Name field.
I |
7.
Enter the desired information into the First Name field. Enter "Elliott".
8.
Click the Search button.
9. This summary page displays information specific to this individual's application.

Appl Nbr is the application number.

Career is "Undergrad™ or "Graduate™.

Acad Prog is the program (college) this student has applied to.

Admit Term is the application term.

Admit Type indicates new freshman (New - U), transfer, etc.

Status identifies their admission status. Values are "Applicant”, "Admitted",
"Cancelled" (this is for both deny and cancel), "Prematriculant” (enrollment
deposit paid), and "Active" (registered).
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/2 application Summary - Windows Internet Explorer

Search:

(> My Favorites
- Campus Com

— Applicatiol
Summaries

[> Set Up SACR
[ PeopleTools

T ttps:f festsk, uwlax, eduf/psp/cstst/EMPLOVEE IHRMSfC/EXALUATE _APPLICAMNTS. ADM_APPL_SUMM, GEL?FolderPath=POR ¥ E 6 Live Seatch [
> h fax.d IderPath: 42|l % h £

¢ & @ applcation Summary
LA CROSSE

[~ Student Admissions
< Applicant Summaries

[» 3 C's and Event

— Change My Password
- My Personalizations
|- My System Profile

Gpreok - ”

5~ B - s - 2k Page -

Add to Favorites

Mew Window | Help | C Page | &

®
Application Summary
Elliott Sjoquist 200000877

munity

Find | View All First [«] 1 0f 1 [¥] Last
Appl Nbr Institution Career Acad Prog  Admit Term Admit Type Status

n Summary

Application Data 00001409  UWLAC Undergrad  SAH Fall 2009 New - U Prematric Application Detail

& save | E\Return o Searchl [=] Notify | ) Refresh

Done [T T [ [ |@mterret [He -
#istart| | @ & @ |[2 application Summary... = D0 % 1223

Step

Action

10.

You can view more detail about this individual's application.

Click the Application Detail link.

11.

Prog Actn is Program Action (Application, Admit, Conditional Admit, Admission
Revocation (cancel), Deny, Intention to Matriculate (enrollment deposit paid),
Matriculation (registered)).

Action Rsn is Action Reason

Action Date is the date this program action occurred.

Complete, Date, Eval Stat, and Eval Dt are not used.
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S application Summary - Windows Internet Explorer _|8] x
IZ
@‘f » [] httpstifestst e, dufpsp/estst/EMPLOVEE HRMS/cJEVALLATE_APPLICANTS. ADM_APPL_SLMM,GELZFalderPath=Por | & || 42 | X | [Live Search B
%5 v B - = - [k Page v () Tooks + 7
Add to Favortes
Mew Window | Help | C Page | &
- My Favorites Application Detail
[> Campus Community Prog Actn Action Rsn Action Date Complete Date Eval Stat Eval Dt
[~ Student Admissions
= Applicant Summaries Intent Mt EnrDepPd 1200112008 [T 1210112008
— Application Summary
[ 3 C's and Event
Summaries peu
[> Set Up SACR
[ PeopleTools
— Change My Passward
— My Personalizations
|- My Systern Profile
Done [T [ [ [ |@mterret [He -
#istart| | @ & @ |[@ application Summary... = DO % 1223

Step Action

12.
Click the Return button.

13. End of Procedure.

Viewing Checklist Summary

Procedure

This lesson explains how to view a summary of an individual's admission checklist items.
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/= Employee-facing registry content - Windows Internet Explorer mEIES|
@: - |g, https:ffestst. unlax edufpsp/cstst/EMPLOVEEHRIMS (b7t ab=DEFALLT (NN ES ILwe Search R~
98 & @ Enpioyss-faring registry contert 3 - B - = - [ Page - (O Tooks + 7
Add to Favorites Sign out
Help
[ My Favorites
[ Campus Community
[ Student Admissions
[> SetUp SACR.
- PeopleTools
— Change Wy Password
[~ Ly Personalizations
|~ My System Profile
[T [ [@mnterret ST
#istart| | @ @ & |[& employee-facing reg.. =i B0 % LezpM

Step

Action

1.

Click the Student Admissions link.

[ Student Admissions|
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/= Base Navigation Page - Windows Internet Explorer
@:t ) =[] httpstifestst e edufpsp/estst/EMPLOVEE/HRMS/s WEBLIE_PTRP_SC HOMEPAGE FieldFormula. 15crint_AppHE=pt_fn || & || 43| X | [Live Search p-

U5 0 @ Base Navigation Page % v B - v [ Page v Tools + 7

of Wisconsmy

LA CROSSE

Add to Favorites

Sign out

Search:
® 2| Student Admissions
A
- My Favorites
[ Campus Community
~ Student Admissions ﬁ] Applicant Summaries ﬁ] 3C's and Event Summaries
I Applicant Summaries View summary data for an appiicant. View checkists, communications, comments and events assigned to an

[» 3 C's and Event
Summaries
[» Set Up SACR
[ PeopleTools
— Change My Password
- My Personalizations
|- My System Profile

=) Application Summary applicant
=) Checkiist Summary

| Done [T [ [ [ |@mterret
#istart| | G & @ |[@ sase navigation Page...

Step Action

2.

Click the 3 C's and Event Summaries link.
[ 3 C's and Event
Summaries

Click the Checklist Summary link.
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Search:

/= Checklist Summary - Windows Internet Explorer

=18l

@i."t =[] httpsfestst unlax edufpspeststJEMPLOVEE JHRMS/c]EWALLATE_APPLICANTS. CHKLST_SLMM_ADMM GBLTFolderpath= || £ |44/ | X | [Live Search

SF P @ checkist Summary

UNIVERSITY of WISCONSIN
LA CROSSE

> My Favorites
> Campus Community Enter any information you have and click Search. Leave fields blank for a list of all values
[~ Student Admissions
[» Applicant Summaries [m\
= 3 C's and Event
Summaries

[» Set Up SACR
> PeopleTools

- My Personalizations
- My System Profile

— Checklist Summary Application Nbr: |beg|ns W\Ihj| Q
) ID: [begins wwlhjl Q
- Chanage My Password Academic Institution: l:[ IWQ
Academic Career: |begins wwlhj|uGRD Q
Application Program anl: j | Q
Academic Program: [begins wnnj| Q
Admit Term: |hegin5 wwlhj| Q
Application Center: |beg|ns W\Ihj| Q
Campus ID: |beg|n5 wwlhjl
National ID: [begins with =] |
Last Name: |begins wwlhj|
First Name: |beg|ns W\Ihdl

e

- |=hPage = (i Tooks +

Add to Favorites

New Window | Help | 15

®

Checklist Summary

™ Case Sensitive

Search Clear |Basi: Search Save Search Criteria

Histart| | @ @ & |[@ checklist summary - .. =i B0 % L2apM

[T [@mnterret ST

Step

Action

4,

Click in the Last Name field.

Enter the desired information into the Last Name field. Enter "Sjoquist™.

Click in the First Name field.

Enter the desired information into the First Name field. Enter "Elliott".

Click the Search button.

Your ID number will likely default into the Responsible 1D field. Clear this field
since it is unlikely you will be the responsible ID for the checklist items.
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/2 checklist Summary - Windows Internet Explorer

@t‘ ) =[] httpstifestst e, edufpsp/estst/EMPLOVEE HRMS(cJEVALLATE_APPLICANTS, CHKLST_SLMM_ADMM GBLeFoiderpath= = || & || 42| X | [Live Search

U @ cheddist Summary
Univpsiry of Wisconsi
LA CROSSE

Mew Window | Help | C Page | &
b My Favorites | Checkiist Summary {_ Operator 3C Groups Summary |,
[ Campus Community
[~ Student Admissions Elliott Sjoquist 200000877
D Applcan Sumimaes
%3 C's and Event et PRI ZIREE
Summaries Function EE e
— Checklist Summary @, Variable Data
[> Set Up SACR
[> PeopleTools Checklist Type  Checklist Responsible ID Status
— Change My Password
- My Personalizations [ =l [ a a [a =l ﬂl

|- My System Profile

Bem-®-

|52 Page = i Tools + 7

Add to Favorites

Done

Search Results

| Code ltem Status " nsttution and Function ' [F==h

Checklist Item Description Due Date Item Status
Edit View
B save | & Return to SEarchl [=] Notiy | Previous tab| |3 Next tab

Checklist Summary | Operator 3C Groups Summary

istart| | (@ & @ |[& checklist summary - .. = B0 % 12arM |

[T [ [ [ |@mterret [Hie -

Step

Action

10.

Click the Search button.

11.

The application checklist items for this individual are displayed in the Description
column.

12.

The Item Status column indicates if the item is "Initiated” (item has been
requested) or "Completed" (item has been received).

13.

End of Procedure.
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