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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.

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

= |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 Wi N

LA CROSSE

=l

Q@ uw-L @ web

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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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".

4.
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.

Using the Navigation Pagelets

Procedure

Use the navigation pagelet to view and select various folders and links.
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/= Employee-facing registry content - Windows Internet Explorer _ 12| x|

@: = |g, https: ffestst. unlax edufpspfestst{EMPLOVEE fHRMS {h /7t ah=DEFALLT B ENEES ILweEearth Feats
S5 4% @& Employes-facing registry content

[ My Favorites
[ Curriculum Management
(> SetUp SACR

- Reporting Tools

- PeopleTools

— Change Wy Password

[— My Personalizations

|- My System Profile

% - B - o= - |2 Page - (i Took ~

Add to Favorites

- |

Dane

#istart| | G @ & |[& employee-facing reg.. = 58 % 1002am

[T [@mterret ST

Step

Action

1.

The menu pagelet is set up in a navigation hierarchy. When you click a level to
expand it, the next level is displayed and highlighted.

Click the Curriculum Management link.
[- Curriculum Management]
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/2 Base Navigation Page - Windows Internet Explorer NEE
@:‘t ) =[] httpstifestst e edufpsp/estst/EMPLOVEE/HRMS/s WEBLIE_PTRP_SC HOMEPAGE FieldFormula. 15crint_AppHE=pt_fn || & || 42| X | [Live Search B
- »
U5 40 @ Base Navigation Page %3 - B - e - [k Page + (G Tooks ~
Un F N
E Add to Favorites Sig
v Sign out
® @E@ Curriculum Management
(- My Favorites
SHCRRMEnFge Define Course Catalog and Schedule of Classes, manage attendance and grading.
> Course Catalog ﬁ] Course Catalog ﬁ Schedule of Classes ﬁ Facility and Event Information
I Schedule of Classes Maintain course catalog information, Waintain schedule of classes information. Waintain Faciity and Event Information
I Facility and Event  [ayigational Links| =/Browse Catalog =] Class Search =] Search for a Facilty
Information =l Course Catalog =l Maintain Schedule of Classes = Class Facilty Usage
I Instructor/Advisor =l Course Catalog Search ElSchedule Class Meetings
Informatian 3More..
[» Set Up SACR
> Repuftlng Tools ﬁ] InstructoriAdvisor Information
> PeopleTools Maintain instructor and advisor information,
- Chanoe Wy Password Elinstructor Schedule
— My Personalizations
|- My System Profile
i https:ffestst unlax. edufpscicstst/EMPLOYEE/HRMS/sWEBLIB_PTPP_SC.HOMEPAGE FieldFormula I5eript_AppHPescname=tcs| | | [ [ [ [@ mternet
1 ar ase n Page...
i start! € @ Base N P

Step Action

2.

Click the Course Catalog link.

is generally displayed first.

Click the Course Catalog Search link.

Course Catalog Search
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e
@_’\ - |£ https:ffestst uwlax. edufpsp/estst/EMPLOVEE fHRIMS|c/ESTABLISH_COURSES.CATALOG_SEARCH. GBL?PORT&LPAR&M}jI&‘ *a |2 ILwe Search B2~
S5 ¢ @ course Catalog Search - B - & - [hPage - GTooks +

Add to Favorites
Hew Windov | Help | Customize Psas | 15
igiﬁzﬂaﬁs Course Catalog Search
N Engufe c:éi::a%n; Search Criteria
— Course Catalon
Enter nstuton and subject. Catalog number s opional.
[ Schedule of Classes
[» Facility and Event *Institution:
I I‘:Lﬂtrrﬂn;é‘r?;nmsor *Subject Area: @
 Set s SAH Catatos o = —
[ Reporting Tools
- PeopleTools * Required Field
= C.r?ange My F_'_aas‘suu;grd
| o ee -
Done [T [ [@umnterret ST
istart| | @ @ & |[ course Catalog Searc... =50 % m13am

Step Action

4. You can collapse the menu pagelet to display more of the page in the window.
Click the Collapse (Ctrl+Y) Menu button.

5. You can collapse and expand the menu pagelet at any time.

Click the Expand (Ctrl+Y) Menu button.

6. Use the Search field to search for a registered content reference within the
system. You enter the name of the page you want to find, and press Enter or click
the Search button. This action opens the Search page displaying the results.

7. In summary, it is easy to navigate in your PeopleSoft application by expanding
and collapsing the hierarchy to get to the desired pages.

End of Procedure.

Recognizing Universal Navigation Elements

Procedure

This topic discusses some basic navigation elements common to all PeopleSoft applications.
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1.

Displayed at the top of every page, is the universal navigation header. It contains
the following links: Home, Add to Favorites, and Sign out.

Click the Home link to return to the Home page for the application.

Favorites are similar to standard browser bookmarks for frequently accessed
folders and content. Once you add a favorite, it is maintained under the My
Favorites folder in the menu pagelet. Once a favorite is saved, expand the My
Favorites folder and click the hyperlink you want to view. You use Edit

Favorites to re-label and re-sequence your favorites. You can also edit saved
favorites when a URL is updated or one is deleted.

Click the Sign out link to sign out of the application.

PeopleSoft uses a menu pagelet to display a menu structure composed of a

hierarchy of folders and content references that you can use to navigate to various
application pages.

/2 Employee-facing registry content - Windows Internet Explorer

=18

[+ My Favorites
[> SetUp SACR

> PeopleTools

@’-‘ | =[] hitpssifestt wnlax edufpspycstst EMPLOYEE HRMS{h Ptab=DEFALLT EI[ & [[#2]x] [tive searcn

v o (& Employee-facing registry content

[ Curriculum Management
> Reporting Tools
— Change Wy Password

[— My Personalizations
|- My System Profile

2l

% - B - oi=h - |- Page - (i Tooks +

Add to Favorites

H
’_‘ [ ’_’_@ Internet ST
wSt“’tl | & @ & || & employee-facing regi.. THE0S 8 s
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6.

Expanding and collapsing these folders is one way of getting around your
PeopleSoft application.

Click the Curriculum Management link.
[- Curriculum Management]

/= Base Navigation Page - Windows Internet Explorer mEE|
6’-\ ) =[] hitpssifestt wwlax. edufpspycstst EMPLOYEE HRMS(s WEELIE_PTPP_SC. HOMEPAGE FicldFormula. 15cript_appHpept_in | 5 || 42| % | [Live Search £~

Search:

S5 @t @ Base Navigation Page: % - B - od=h - |- Page - (i Tooks + 7

> My Favorites

Define Course Catalog and Schedule of Classes, manage attendance and grading
I> Course Catalog Course Catalog Schedule of Classes Eacility and Event Information
I> Schedule of Classes Maintain course catalog information Waintain Faciity and Event Information
©> Facility and

Information
[ InstructoriAdviser
Information
[- Set Up SACR
- Reporting Tools
- PeopleTools
— Change My Password
— My Personalizations
- My System Profile

Add to Favorites

® @ Curriculum Management

=] Search for a Facilty

Mainkain schedule of classes information, =i
TOIT=E T =] Class Facilty Usage

Course Catalog Search

InstructoriAdvisor Information
Maintain instructor and advisor information
Elinstructor Schedule

11 hitpsifestst uwlax, edufpsp/estst/EMPLOVEE fHRMS/s/WEBLIE_PTPP_SC, HOMEPAGE. FiekiFormula. IScript_AppPrpt_frame=H| | | | | | [@ Ikernet EY R

#istart| | [ @ @ |[@ vase navigation Page... =50 % @ e

Step

Action

7.

Click the Schedule of Classes link.

[ Schedule of Classes|

In addition to the menu pagelet, PeopleSoft applications include navigation
pages, which serve as alternatives to the menu pagelet. These navigation pages
provide a user-friendly navigation tool in the form of task-driven pages that
provide intuitive access to pages needed to complete your business processes.
These navigation pages can be configured to incorporate the use of icons to further
increase your ability to intuitively navigate through tasks.
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Step Action

9. You can click the link in the menu pagelet, the icon in the navigation page, or the
link in the navigation page to navigate to the desired level.

Components are associated with the lowest level of the hierarchy. When you
access this level, the corresponding pages or search page appears to the right of the
menu pagelet.

Click the Maintain Schedule of Classes link.

/2 Maintain Schedule of Classes - Windows Internet Explorer _&x]

@:‘/ ) =[] httpstifestst e, edufpsp/estst/EMPLOVEE/HRMS(cJESTABLISH_COLRSES. CLASS DATA GBLFoiderath=PORTAL R x| & || 42| X | [Live Search £~

U5 @ @ maintain Schedule of Classes P v B - e - sbPage v (i Tooks v 7

Add to Favorites

Search: New Window | Help | /&

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

cl Academic Institution:| =+ wiac Q
~ Scheglsed, view, and upssts sthes of dasses data] [ZT2] —  a

Meetings

— Adjust Class Subject Area: = - a,

®
(- My Favorites
< Curriculum Management
> Course Catalog
< Schedule of Classes
— Class Search

Associations
~ Update Sedions ofa Catalog Nbr: [begins with =]
Class Academic Career: = - —
— Print Class Schedule [ : = =l
> Facility and Event Campus: [begins with (=] a
Information N | - =
b Instructor/Advisor Description: [begins with =]
Information Course ID: [begins with =]| a
I SetUp SACR
> Reporting Tools Course Offering Nbr: [= = a

- PeopleTools
- Change My Password
- My Personalizations

I” Case Sensitive

|- My System Profile Search | Clear |Eas|E’Search Save Search Criteria
https: fcstet.uwlax. edu/pspicstst EMPLOYEE/HRMS/ e ESTABLISH_COURSES, CLASS_DATA.GBL?FolderPath—PorTAL ROOT 0B3E| | [ | [ | | mntermet [ #100% -

distart| | @ & @& |[@ maintain schedule of . =830 %W a0srm

Step Action

10.
Click in the Term field.

11.
Enter the desired information into the Term field. Enter "2104",

12.
Click in the Course ID field.
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13.

Enter the desired information into the Course ID field. Enter "001005".

14.

Click the Search button.

15.

To enter data in a PeopleSoft application, you first access a component.
Components consist of several pages within the same window. Usually these are
pages that are related and need to be completed in succession. To move between
the pages, you can select the folder tabs, press the corresponding access key, or
click the links at the bottom of each page.

/= Maintain Schedule of Classes - Windows Internet Explorer M
@\’—‘; - Ig. https:{festst . uwlax. edufpsp/estst/EMPLOVEE (HRMS/c/ESTABLISH_COURSES.CLASS DATA GEL?FD\dErPath=PORTAL7Rj % 2% ILNE Search B~

S5 ¢ @ Maintain Schedule of Classes

> My Favorites
[ Curriculum Management

I Course Catalog Course ID: 001005 Course Offering Nbr: 1
= Schedule of Classes Academic Institution:  UW-La Crosse
Term: Fall 2008 Undergrad
Subject Area: ACC Accountancy
‘Catalog Nbr: 222 Acc Principles Il
Meetings [Class Sections
— Adjust Class |
Associations Session: DYN Dynamic Dates Class Nbr: 1031
— Updale Sections of 3 Class Section: 101 StartiEnd Date:  09/07/2009 09/28/2009
Class
— Print Class Schedule Component: LEC Lecture EventID: 000022854
> Facility and Event Class Type: Enroliment
Information .
1> Instructor/Advisor Associated Class: 1
Information .
> Set Up SACR Campus: LAC La Crosse
(> Reporting Tool on:
i P:g;?lel?gu\:g s Location: LACROSSE La Crosse [ Scheduls Print
- Change My Password Course Administrator: [¥ Student Specific Permissions
- My Personalizations Academic Organization: ~ ACCDEPT Accountancy Department b
|- My System Profile " .
Academic Group: CBA College of Business Admin Dynamic Date Calc Required
Holiday Schedule: UWLAC UW-L Holiday Schedule I~ Generate Class Mtg Attendance
v
Instruction Mode: p In Persan 7 Sync Attendance with Class Mig
I~ GL Interface Required
Primary Instr Section: 101

% - B - o= - |2 Page - (i Took ~

Add to Favorites

Mew Window | Helo | C Page | (& =l

{ Basic Data Y_ Meetings | EnrolimentCnirl | ResenveCap ' Motes |

Course Topic ID: [l Print Topic in Schedule

i

javascript: subiitAction_win0(dacument. wind, #1CPanel3);

Histart| | @ @ & |[@ maintain schedule of ..

T @

[# 00 -

w0 % g 47

Step

Action

16.

Click the Reserve Cap tab.

17.

The links appear below the row of buttons.

Folder tabs, access keys, and links are discussed in more detail in the "Navigating
To and Within Pages” lesson.
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18.

After making any changes to a page, you must click the Save button in order for
the system to commit your changes to the database. Pages in a component are
treated as a single entity when you try to save data. If you have not completed all
required fields, the system prompts you to enter additional data.

19.

Just below the universal navigation header sits the pagebar, which is a series of
links and buttons. All options may not be available for each component.

20.

Use the New Window link to open a new browser window, or child window. The
new window shows the current component pages as well as the navigation to your
current position. From this window, you can view or enter data. You can open as
many child windows as needed using the New Window link. Do not use your
browser's File, New, Window feature. Doing so copies the current HTML from
the parent window, instead of opening a new PeopleSoft-maintained window
session.

Click the New Window link.

Mew Window

= ¢

F

java

/2 Maintain Schedule of Classes - Windows Internet Explorer

3~ [ ] hitps: estst. unax edujpspiestst_/EMPLOVEE /HRMSc/ESTABLISH_COLRSES CLASS_DATA, GEL

P

& &

Search: Mew Window | Help | 15,
U N |y Favorites Maintain Schedule of Classes
= C k< curriculum Management Enter any information you have and click Search. Leave fields blank for a list of all values.
Ll © course Catalog
=| = Schedule of Classes Find an Existing Value
h
Academic Institution:[= ~ pwiLac Q
Term: == Q
Subject Area: = - a,
Associations
— Update Sections ofa Catalog Nbr: |hegmswnhj|
Class Academic Career:  |= - -
— Print Class Schedule I - J I J
1> Facility and Event Campus: [begins with =] Q
Information i i i
Description: begins with =
Pl b Instructor/Advisor P [bes =
) Information Course ID: |hegmswnhj| Q
v £ 11 SetUp SACR
E E > Reporting Tools Course Offering Nor: [= = Q
[ PeopleTools
- < |- change wv Password I Case sensitive
|~ L |- 1y Personalizations =
= X |- v System Profile Search | Clear |Easm Search Save Search Criteria

LA CROSSE

=1 & |+ ][] Jove search 2l
LR SR

- »
(& Maintain Schedule of Classes |i:f Page ~ (0 Tools ~

Add to Favorites

=

Done

[T [ @ mtemet

[®io0e - 4= Y

Bistart| | ([ @ @ | @ mantain Schedule of Cla. .. |[7 Maintain Schedule of ...

=il 0 % @ 0
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21.

Notice the new browser window.

Click the Close button.

22.

The Help link opens online PeopleBooks help for the specific transaction page
that is displayed.

/2 Maintain Schedule of Classes - Windows Internet Explorer mEE|
@\’-\/ | v Ié, hitps:ffestst uwlax edufpsp/cstst/EMPLOVEEIHRMS|c/ESTABLISH_COURSES. CLASS_DATA, GEL7FaolderPath=PORTAL_R j g |[#2[[x ILWeSear:h P

Search:

S @t @ maintain Schedule of Classes

> My Favorites

- Curriculum Management
[> Course Catalog Course ID: 001005 Course Offering Nbr: bl
= Schedule of Classes Academic Institution:  UW-La Crosse

— Class Search :
Term: Fall 2009 Undergrad Auta Create Component
Subject Area: ACC Accountancy
Catalog Nbr: 222 Acc Principles Il
T [Class Sections Find | View All First [4] 1 or1 [M Last
— Adjust Class .
Ass0ciations Session: DYN Dynamic Dates Class Nbr: 1031
— Update Sections of a Class Section: 101 StartEnd Date:  09/07/2009 09i26/2009
Class
_ Print Class Schedule Component: LEC Lecture Event ID: 000022854
[ Facility and Event Class Type: Enroliment
Information .
[ InstructoriAdvisar Associated Class: 1
Information -
» Set Up SACR Campus: LAC La Crosse
(> Reporting Tools Location: LACROSSE La Crosse

[ PeopleTools
— Change My Password

- My Personalizations Academic Organization: ~ ACCDEPT Accountancy Depariment e
|- My System Profile

% - B - o= - |- Page - (i Tooks +

Add to Favorites

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

®

{ BasicData | Meetings | EnrolimentCnirl | Reseve Cap |  Motes |

[ schedule Print

Course Administrator: [¥ Student Specific Permissions

ii_estart| | @ & @& || & maintain Schedule of ... = 50 %@ 3

ic Group: CBA College of Business Admin [¥ Dynamic Date Calc Required
Holiday Schedule: UWLAC UW-L Holiday Schedule ™ Generate Class Mtg Attendance
o
Instruction Mode: P In Person [¥ Sync Attendance with Class Mtg
™ GL Interface Required
Primary Instr Section: 101
Course Topic 1D: I Print Topic in Schedule
[T [@mtemet [Hwrw -

Step

Action

23.

The Customize Page link enables you to control the initial display of the page.

Click the Customize Page link.

24.

Use this page to:

Select the initial page in the component to be displayed.

Save the state of the expanded and collapsed sections.

Save the state of the View All settings on the page for grids and scroll areas.
Customize the page field tabbing order.

Copy and share the settings that you have saved for the customized page.

Click the Cancel button.
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25. Use the http icon to copy the current page URL to the clipboard so that it is
available for pasting in emails or other applications.

26. In summary, PeopleSoft's browser-based interface is intuitive and easy to use.
End of Procedure.

Changing Passwords and Using Personal Preferences

Procedure

In the menu pagelet, you have access to three bookmarks that enable you to make changes based
on your own preferences: Change My Password, My Personalizations, and My System Profile.

/= Employee-facing registry content - Windows Internet Explorer _ 12| x|

@_’_\ = |g https: ffestst. unlax edufpspfestst{EMPLOVEE fHRMS {h /7t ah=DEFALLT B ENEES ILweEearth Feats
S5 4% @& Employes-facing registry content 5B -

|i-h Page = (Cf Tooks ~

Add to Favorites

[ My Favorites
[ Curriculum Management
(> SetUp SACR

- Reporting Tools

- PeopleTools

— Change Wy Password

[— My Personalizations

|- My System Profile

- |

Inttps: festst  vlax., 2du/pspcstst EMPLOYEEHRMS/e/MAINTAIN_SECURITY.CHANGE_PASSWORD GBL?FolderPath=pORTAL ROO| | | | @ misrmer [0 - 4

#istart| | G @ & |[& employee-facing reg.. =il 50 %@ e

Step Action

1. The links are located at the bottom of the menu pagelet.

Click the Change My Password link.

[Change My Passwaord|
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2. You can use from 1 to 32 characters to create your password. Your administrator,

however, has the option of implementing additional password controls, such as
minimum number of characters, which may result in additional requirements for
password changes.

WEE
@_‘f | v |£ https:tfcstst‘uw\ax‘edufpspfcstst/EMPLOVEE#HRMS#c/MAINTAINjECURITV‘CHANGEJASSWORD.GEL?FnlderPath:POjlgl 2| X ILweSeavch Foahs
S P change My Password %~ B - - [ Page - GiTonls + 7
Mew Window | Help | C Page | 5,
®
- My Favorites Change Password
- Curriculum Management
© Reporing Tools UserlD:  ADA
DPEQD'ETU‘”E: Description: ADA
- My .F'e'rsnna\iz.almns
- My System Profile *Current |
*New Password: |
*Confirm Password: |
Change Password
Done [T [ [ [ |@mterret [He -
distart| | G @ @ |[& change My Password .. =i 0% [ s
Step Action
3.
Click the My Personalizations link.
Iy Personalizations

4. Your administrator determines which options you can modify. The
personalizations that can be made include locale-specific changes, a mode for
pages to support assistive technologies, or changes to images. The personalization
categories include: General Options, International & Regional Settings, System &
Application Messages, and Navigation Personalizations.

5. General Options includes Accessibility Features and Multi Language Entry. If
you require support for assistive technologies, select the desired layout mode from
this personalization. For Multi Language Entry, on pages where multiple
language entry is available, you can choose to enter data in the language you
specify in the Data Language drop-down list.
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6. Use Regional Settings to personalize your date and time formats. Choose settings
for afternoon and morning designators (AM or PM, or am or pm), date format
(MM/DD/YY, DD/IMM/YY, or YY/MM/DD), choosing a local time zone, and so
on.

7. Use System & Application Messages to choose whether or not you receive
messages when confirming a save action and when you attempt to leave a
transaction without saving it first. Save Confirmation is a personalization option
where you can select whether or not you would like a message to appear when a
save action is in progress.

8. Use the Navigation Personalizations option to set the default values for tabs and
how the menu collapses. Icons and a drop-down list box with values are also
included in the description. The menu collapse personalization enables you to
select whether the menu should automatically collapse when a transaction is
selected.

e
@_’_\ - |g https:ifestst umlax. Edufpspf(stst/EMPLOVEEiHRMEiE/PEREONALIZATION.LISER}ELFJERSON&L.GEL?FDIdErPath:POIﬂI&‘ 3| X ILweEearth 2
5 & @y personalzations M e B - - o page - (hTooks + 7
;: Add to Favorites
Search: Mew Window | Help | C Page | &
@
> My Favorites Personalizations
[ Curriculum Management
> Set Up SACR ADA
[ Reporting Tools
[ PeopleTools Standard settings are in effect
- Change My Password
= aliza Changes to Perzonalization settings require you to log off and log back on in order to take effect.
- My Systemn Profile Personalization Categories
Persn_r\aliza options m‘ Personalize Option
narings, . ETTETAT TP Personalize Optian
Regional Seftings _Persanalize Option_|
System & Application Messages Personalize Option
Navigation Personalizations w‘
https:ffcstst.uwlax.EdufpsptEststlEMFLOVEEJ’HRMSJ’(#PERSONAL!ZF\T[ON.uSERjELFiFERSONAL‘GBL?Fn\darPath:PORTALiROO"_‘ | | ]_]_@Intemet \'tmu% - A
iﬁ‘start| | @ @& @ |[& myPpersonalizations -... w0 %[ 4erm
Step Action
9.

Click the My System Profile link.

My System Profile
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10. The General Profile Information page includes many items that reflect your
preferences. Passwords, personalizations (language and currency code), email
addresses, alternate users, and workflow attributes are set on this page.
11.

In summary, the Change My Password, My Personalizations, and My System

Profile pages enable you to make changes based on your own preferences.
End of Procedure.

Using Search Pages

Procedure

When you open a page or component, a search page appears prompting you for the search keys
needed to locate the data.

/= Employee-facing registry content - Windows Internet Explorer

(- PeopleTool

9% 4% @ Employes-fading registry content

Personalize Content | Layout

> My Favorites

[ Curriculum Management
[> Set Up SACR

- Reporting Tools

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

[] bitps:festst. unlax edufpspjestst/EMPLOVEE /RIS Ptab—DEFALLT EI[ & [[#2 ]| [uive search

0 - B v odeh - |hPage + CiTook + 7

Add to Favorites

(O]

Is

|
Done [T [ [ [ |@mterret [H00% -
@Start' | @ @ @ || @ employee facing regi.. = > % 105zam

Step

Action

1.

Click the Curriculum Management link.

[ Curriculum Management]
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/= Base Navigation Page - Windows Internet Explorer

Add to Favorites Sign out

@!d Curriculum Management

Define Course Catalog and Schedule of Classes, manage attendance and grading.
K] Course Catalog K] Schedule of Classes ﬁ Eacility and Event Information

Maintain course catalog information. Maintain schedule of classes information Maintain Faciity and Event Information.

®
> My Favorites
I» Course Catalog
[» Schedule of Classes

I Facility and Event ElBrowse Catalog I Class Search =] Search for a Facilty
Information ElCourse Catalog =l Maintain Schedule of Classes = Class Facilty Usage
[ Instructor/Advisor =l Course Cataloq Search =l 5chedule Class Meetings
Information 3 More..
[ SetUp SACR

[ Reporting Tools
- PeopleTools
- Change My Password
- My Personalizations
- My System Profile

K] InstructoriAdvisor Information

Maintain instructor and advisor information
Elnstructor Schedule

.| Done [T [ [ [ | mternet [#100% -
#istart| | (@ @ @ |[@ gase NavigationPage.. Edl D% 10524

Step Action

2.
Click the Schedule of Classes link.

Click the Maintain Schedule of Classes link.
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/2 Maintain Schedule of Classes - Windows Internet Explorer

=18l

Search:

> My Favorites

@_’-\ - |g https:ffestst.unlasx . edufpsp eststEMPLOVEE /HRMS|c/ESTABLISH_COURSES. CLASS_DATA. GBL?Fu\derPath=PORijj 8 |[+][x ILwe Search

S5 ¢ @ Maintain Schedule of Classes

[ Curriculum Management
> Course Catalog
= Schedule of Classes
— Class Search
— Maintain Schedule of

2~

@prock + ”

-8 -

|2 Page =

Add to Favorites

Mew Window | Help | i)

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

Find an Existing Value

Academic Institution:|= ~

UWLAC Q

e, and update schedl of dasses deta] [2 5] a
Meetings
— Adjust Class Subject Area: = - Q
Associations -
- Update Sedions ofa Catalog Nbr: [begins with ][
Class Academic Career:  [= - -
— Print Class Schedule I J I J
I> Facility and Event Campus: [begins W““ﬂl &
Information " . : =
N Description: [begins with =][
Information Course ID: [begins wwth” Q
[» Set Up SACR
[> Reporting Tools Course Offering Nor: I: ﬂ I Q
[ PeopleTools
— Change My Password I” case sensitve
— My Personalizations
|- My System Profile Search | Clear | Basic Search Save Search Criteria

Inttps: festst  Uvlax., 2du/pspcstst | EMPLOYEE/HRMS/e [ESTABLISH_COURSES. CLASS_DATA GEL?FolderPath=PORTAL_ROOT OBXE| | | |

Histart| | @ @ @ |[&maintain schedule of .

[ @ neerner

[0 - 4

=gl 30 % 1053 A

Step

Action

4,

Collapse the menu pagelet to better view the search results on this page.

Click the Collapse (Ctrl+Y) Menu button.
o

The options on the search page enable you to narrow your search by entering
values in more than one type of criteria.

Operators enable you to conduct a search on limited amounts of information, such
as first letters for names, descriptions, or IDs. Operators include "begins with",
llcontainsll, II:II, llnot:Il, ll<ll1 ll<:Il, ll>ll’ Ilbetweenll’ and Ilinll.

If you do not know any criteria for your search, you can just click the Search
button to display a list of all records in the database.

Click the Search button.
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£~ Maintain Schedule of Classes - Windows Internet Explorer

0 - B - b - |hPage + CiTook 7

Add to Favorites

New Window | Help | [§,

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

Find an Existing Value
Academic Institution:|= = UWLAC Q

Term: l:[ Q
swiectares: [ ] a K

Catalog Nbr: [begins wnnj|

Academic Carser; |- = B Term is a required field. (14610,8)
2 = - .

Campus: |hegms withj| Q

Description: |hegm3 witnj|

Course ID: |hegm3 wnnj| Q.

Course Offering Nbr: [= =] | Q

[” Case Sensitive

Search | Clear |Eas\cSeamh Save Search Criteria

Done [T [ [ [ |@mnterret ESTR
Histart| | @ @ & |[@ maintain schedule of . = 5D, % 10:57am

Step Action

6. Some search records require that at least one key field be entered to conduct a
search. This helps ensure a manageable search results list.

Click the OK button.
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/2 Maintain Schedule of Classes - Windows Internet Explorer

=18l

@i."t =[] httpsfestst unlax. edufpspestst JEMPLOVEE JHRMS/cJESTABLISH_COLRSES CLASS_DATA GBLTFolderPath=PORTAL R x| & |44/ | X | [Live Search P

-8 -

- >
©8 4 @ Maintain Schedule of Classes |22} Page = i Tools ~

UNIVERSITY of WISCONSIN
LA CROSSE

Add to Favorites

=)

New Window | Help | 15,

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

Find an Existing Value

Academic Institution:|= =

UWLAC Q

Term: = I—Q
Subject Area: l:[ I—Q
Catalog Hbr: |hegm3 witnj|
Academic Career: |: j | j
Campus: [begins wnhjl Q
Description: [begins with =] [
Course ID: |hegm3 wnnj| Q
Course Offering Nbr: [= =] | Q
I Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Dane

Histart| | G @ & |[@ maintain schedule of ..

[T [@umnterret

[® 0w - 4

=gl 30 % 1057 AN

Step Action
7.
Click in the Term field.
l |
8.
Enter the desired information into the Term field. Enter "2104".
9.
Click the Search button.
10. This Search Results contains only 12 rows.

The search function can retrieve up to 300 entries from the database, displaying
several results at a time in the Search Results grid. Use your browser's scroll bar
to view all listings on the current page. If the list is subdivided, click the right
arrow above the grid to view the next set of listings.

If your search retrieves more than the maximum 300 listings, the Search Results
grid prompts you to enter additional criteria to reduce the number of search results.
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Step

Action

11.

It is better to narrow your search if the results display too many rows to effectively
review.

One way to narrow your search is to use a key or combination of keys with full or
partial values. One way you can select criteria is by using the Lookup
(magnifying glass) buttons provided for some search fields.

For example, suppose you know that the course you are looking for is associated
with the academic institution UWLAC, term 2104, subject area Business
Administration.

Click the Look up Subject Area (Alt+5) button.
[

12.

Use the Look Up page to search for and select key values to use in your search
criteria.

Click an entry in the Subject Area column.

13.

Click the Search button.

14.

The six I1Ds that match these criteria are displayed in the Search Results table.

Click an entry in the Catalog Nbr column.
[UwiLac 2104 BUS 700 |

15.

The Basic Data page for BUS 700 is displayed.
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/2 Maintain Schedule of Classes - Windows Internet Explorer RT=TES|
@_’_\ - |g‘ https:festst uwlax. edufpsp/cstst/EMPLOVEE /HRMSc/ESTABLISH_COURSES. CLASS_DATA, GBL7FalderPath=PORTAL R 7| & |42/ X ILwe Search L=
S5 ¢ @ Maintain Schedule of Classes 3 - B - o - [ Page - (O Tooks + 7
URIvERSITY of WiscoNsmy
LA CROSSE e
3
Mew Window | Help | € Page | (& =l
{ BasicData |_Mleetings | EnrolimentCnirl " ReseveCap | Notes
Course ID: 001535 Course Offering Nbr: 1
Academic Institution: UW-La Crosse
Term: Fall 2009 Graduate Auto Create Component
Subject Area: BUS Business Administration
Catalog Nbr: 700 Business Forum
Class Sections First [4] 1 01 [*] Last
Session: 1 Regular Academic Session Class Nbr: 1023
Class Section: 001 StartEnd Date:  09/08/2009  12M6/2009
‘Component: LEC Lecture Event ID:
Class Type: Enroliment
Associated Class: 1
Campus: LAC La Crosse
Location: LACROSSE La Crosse 7 Schedule Print
Course Administrator: I~ Student Specific Permissions
Academic Organization: CBACOLLEGE College of Business Admin —
Academic Group: CBA College of Business Admin I” Dynamic Date Calc Required
Holiday Schedule: UWLAC UW-L Holiday Schedule I Generate Class Mtg Attendance
Instruction Mode: oL Ondine ™ Sync Attendance with Class Mtg
™ GL Interface Required
Primary Instr Section: 001
Course Topic ID: 3 Business in East Asia [¥ Print Topic in Schedule
Done [T [@mterret ST
Histart| | @ @ & |[ maintain schedule of .. =i %3 % 1man

Step Action

16.
Click the scrollbar.

17.

Search List Navigation buttons are available to process your search. They are
displayed below the transaction area of the page.

18.
type.

The Return to Search button returns you to the search page for the transaction

19.

first row on the list.

The Previous in List button displays the data for the previous data row in your
search list box. This push button appears gray if you did not select the data row
from a list box, if there was only one row in the list, or if the data displayed is the

20.

the list.

The Next in List button displays the data for the next data row in your search
box. This push button appears gray if you did not select the data row from a list
box, if there was only one row in the list, or if the data displayed is the last row on

21.

Click the Next in List button.

+[E Mext in List

Because the search results displayed six matches for your search, and BUS 700
was listed first, notice that the Next in List button is active, but the Previous in
List button is not. If you want to view data for the other courses listed in the
search results, you can use these buttons to navigate between the rows of data.
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22.

The next ID record in the list is displayed.

Click the scrollbar.

23.

You can continue to use the Next in List and Previous in List buttons to navigate
between all the rows in the search list. You can also return to the search page for
additional searches.

Click the Return to Search button.

5 Return to Search

/2 Maintain Schedule of Classes - Windows Internet Explorer

=18

@t\ ) =[] hitpssifestt wwlax edufpspycstst EMPLOYEEHRMS(clESTABLISH_COLRSES. CLASS_DATA, GBL FolderPath=PORTAL R | 5 |42 | % | [Live Search £~
% 4t @ maintain Schedule of Classes

UNIVERSITY of WiSCONSIN
LA CROSSE
>

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

Find an Existing Value
Academic Institution:|= = luwLac Q

Academic Career: |: LI |Granuate j
|hegm3 wnnj|u\c Q
[begins wnnj|
|hegms withj| Q
Course Offering Nbr: |: =] | Q
™ Case Sensitive
Search | Clear |ElaswcSean:h Save Search Criteria

% - B - od=h - |- Page - (i Tooks + 7

Add to Favorites

New Window | Help | 15

BT —
I T —

[begins with =] [730

Search Results

18ef@

JAcademic Institution Term Subject Area Catalog Nbr Academic Career Campus Description Course ID Course Offering Nbr]|

UWLAC 2104 BUS 700 Graduate LAC Business Forum 001535 1 —
UWLAC 2104 BUS 730 Graduate LAC Decision Framing | 001537 1

UWLAC 2104 BUS 731 Graduate LAC  DecisionFrmingll 001538 1

UWLAC 2104 BUS 735 Graduate LAC  BusDecMeth &Res001528 1

LW AC 2104 ALIS 750 Graduate 1AC  Fruirnnmental Mot 0n1540 1 =l
javascript: submitAction_wind{document. wind, #ICRon0; [T @ ST

#istart| | [ @ & |[@ Maintain schedule of .. =i D % 1100Am

Step

Action

24,

If the search criteria you selected is something that you think you can use again,
you can save the specifics of the search.

Click the Save Search Criteria link.

Save Search Criteria

25.

Click in the Name of Search: The saved search will contain these values field.
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Step Action

26.
Enter the desired information into the Name of Search: The saved search will
contain these values field. Enter "BUS 730 Fall 2009".

217.
Click the Save button.

28.
Click the Return to Advanced Search link.
[Return to Advanced Search|

29. Notice that a Use Saved Search field list appears so that you can select a saved
search. Once a search has been saved, that specific search record is available for
use in other search pages that use the same search record.

30. You can also delete any saved search by using the Delete Saved Search link.

31. For any of the criteria, you also can use the Case Sensitive option. This ensures
that the search results are based on matching the case you enter in the criteria.

32. In summary, you can search for data by using search pages. When conducting a
search, you can enter full or partial values for any of the search keys. Once you
open a page or component, you can use the Next in List and Previous in List
buttons to navigate between the rows in the search results. You can also save
search criteria.
End of Procedure.

Navigating Between Pages in a Component

Procedure

When working with a PeopleSoft application, you are entering or viewing data in a component
page. There are several ways to navigate between pages in a component.
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/= Employee-facing registry content - Windows Internet Explorer _ 8] ]
@:t ) v [] httpstifestst e, edufpsp/estst/EMPLOVEE HRMSfh 7t sh=DEFALLT EI[ & [[#2 ]| [uive search £~

9% 4% @ Employes-fading registry content

Personalize Content | Layout

[ My Favorites

[ Curriculum Management
[- SetUp SACR

- Reporting Tools

(- PeopleTools

— Change My Password

- Ly Personalizations

- My System Profile

0 - B v odeh - |hPage + CiTook + 7

Add to Favorites

- |

Done

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

L I R T

ESL

=l 2D % 1029 M

Step Action

1.
Click the Curriculum Management link.

[ Curriculum Management]
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> My Favorites

[ PeopleTools

~ Curriculum Management
I> Course Catalog
[» Schedule of Classes

[ Reporting Tools

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

/2 Base Navigation Page - Windows Internet Explorer =S|
@-_\:\/: - |g‘ https:{festst. uwlax. edufpsp/estst/EMPLOVEE (HRIMS s WEBLIE_PTPP_SC. HOMEPAGE.F\eldmeula.lsmpt,nppHP?pt,fnj g *a |2 ILwe Search P~

®

Define Course Catalog and Scheduls of Classes, manage attendance and grading

ﬁ] Course Catalog ﬁ Schedule of Classes
Maintain course catalog information Maintain schedule of classes information

I Facility and Event ElBrowse Catalog [l Class Search
Information =l Course Cataloq [ Maintain Schedule of Classes
I Instructor/Advisor = Course Catalog Search ElSchedule Class Meetings
Information 3 More...
[> Set Up SACR

ﬁ InstructoriAdvisor Information
Maintain instructor and advisor information.

Elinstructor Schedule

@!9 Curriculum Management

% - B - o= - |2 Page - (i Took ~ 7

Add to Favorites Sign out

ﬁ Facility and Event Information
Maintain Facility and Event Information
=] Search for a Faciity
= Class Facilty Usage

i) Done
#istart| | G

T
& & || & Base Navigation Page...

[ [ @ nterner [H 0% -

= 30 % 10294

Step

Action

2.

Click the Schedule of Classes link.

Click the Maintain Schedule of Classes link.
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/2 Maintain Schedule of Classes - Windows Internet Explorer

Search:

(- My Favorites

Meetings

Class

Information

Information
[- SetUp SACR

- PeopleTools

< Curriculum Management

I Course Catalog

< Schedule of Classes
— Class Search

— Adjust Class
Associations

— Update Sections ofa

— Print Class Schedule
[» Facility and Event

[ InstructoriAdvisor

[ Reporting Tools

- Change My Password
- My Personalizations
- My System Profile

i Tooks + 7

£~ 6 - @ - |5} Page -

Add to Favorites

New Window | Help | J&,

Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

Academic Institution:|= v

chedule of classes data.

uwiLac [}

= -
Subject Area: IE I—Q
Catalog Nbr: [begins wwlhjl
Academic Career: |: j | j
Campus: |begin5 wnhﬂ| Q
Description: |begiﬂs wwth”
Course ID: |begms wwlhjl ¢}
Course Offering Nor: [= =l | Q
I” Case Sensitive

Search | Clear |EESIE Search Save Search Criteria

it—:start' | @

https: ffestst. uwlaz. edufpspcststEMPLOYEE /HRMS/c[ESTABLISH_COURSES CLASS_DATA,GEL?FolderPath=PORTAL_ROOT_OBIE ’7 ‘ | |

[#00e - 4

= >0 % 10E0am

[ [ @ mternet

& & || @ maintain schedule of ...

Step

Action

4.

On a search page, you can enter any information you have and then click the
Search button to retrieve the data. In this example, you are looking for the
schedule of classes for the fall 2009 term (2104).

Click in the Term field.

Enter the desired information into the Term field. Enter "2104",

Click the Search button.

The list is displayed in the Search Results table.

Click an entry in the Academic Institution column.
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/2 Maintain Schedule of Classes - Windows Internet Explorer

=18l

> My Favorites

[ Curriculum Management
> Course Catalog
= Schedule of Classes

— Class Search

hedule Class
etings
— Adjust Class

ciations
— Update Sections of a
Class
— Print Class Schedule
[> Facility and Event
Information
I InstructoriAdvisor
Information
[> Set Up SACR
[ Reporting Tools
[ PeopleTools
— Change WMy Password
— My Personalizations
|- My System Profile

S5 B¢ @ Maintain Schedule of Classes

@:. - |;e_, https:ffestst.unlasx . edufpsp eststEMPLOVEE /HRMS|c/ESTABLISH_COURSES. CLASS_DATA. GBL?Fu\derPath=PORijj 8 |[+][x ILwe Search

e

3 - B - - [ Page - () Tooks v 7

Add to Favorites Sign out

Iew Window | Help | C Page | (& =l

{ BasicData {_ Meetings | EnrolimentCnirl | ResenveCap '  Motes |

Course ID: 001005 Course Offering Nbr: 1

Academic Institution:  UW-La Crosse

Term: Fall 2009 Undergrad

Subject Area: ACC Accountancy

‘Catalog Nbr: 222 Acc Principles Il

Class Sections
Session: DYN Dynamic Dates Class Nbr: 1031
Class Section: 101 StartiEnd Date:  09/07/2009 09/28/2009
Component: LEC Lecture Event ID: 000022854
Class Type: Enroliment
Associated Class: 1
Campus: LAC La Crosse
Location: LACROSSE La Crosse I% Schedule Print
Course Administrator: ¥ student Specific Permissions
Academic Organization: ~ ACCDEPT Accountancy Department e
Academic Group: CBA College of Business Admin [¥ Dynamic Date Calc Required
Holiday Schedule: UWLAC UW-L Holiday Schedule I~ Generate Class Mtg Attendance

v
Instruction Mode: P In Persan 7 sync atiendance with Class Mig
I~ GL Interface Required

Primary Instr Section: 101

Course Topic ID:

I Print Topic in Schedule

Dane

Histart| | G @ & |[& maintain schedule of ..

I

[ [ [@ nterner

[# 00 -

=g B0 % 105 AN

Step Action

8.

Click the Enrollment Cntrl tab.

Components consist of one or several pages within the same window. They are
usually pages that are related and need to be completed together. The component
displayed here has five pages. As you finish one page, you select the folder tab of
the next page you want to open within the component.
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@_:t ) =[] httpstifestst e, edufpsp/estst/EMPLOVEE/HRMS/cJESTABLISH_COLRSES. CLASS DATA GELFFolderath=PORTAL R x| & || 42

U5 @ @Maintain Schedule of Classes

x| [tive search

%5 v B - o [k Page v (i Tooks v 7

Add to Favorites

Sign out

Search: Mew Window | Help | C Page | 5,
b My Favorites [ BasicData j Meetings | EnrolimentCntri Y Reservs Cap | Motes |
= Curriculum Management
[ Course Catalog Course ID: 001005 Course Offering Nbr: 1
= Schedule of Classes Academic Institution:  UW-La Crosse
— Class Search Term: Fall 2009 Undergrad
Subject Area: ACC Accountancy
— Schedule Class Catalog Nbr: 222 Acc Principles Il

Meetings Enroliment Control
— Adjust Class
sociations Session: DYN Dynamic Dates Class Nbr: 1031
7—% dale Seclions ofa Class Section: 101 Component:  Lecture EventID: (000022854
ass
— Print Class Schedule *Class Status: |A\c1we j Cancel Class
[» Facility and Event
Information Class Type: Enroliment Enrollment Status: QOpen
[ InstructoriAdvisor
Information *Add Consent: Mo Consent :I' Requested Room Capacity: 35 Total
[ SetUp SACR
I Reporting Tools *Drop Consent: Mo Consent :I' Enroliment Capacity: I g

- PeopleTools

- Change My Password
- My Personalizations
- My System Profile

1st Auto Enroll Section:

2nd Auto Enroll Section:

‘Wait List Capacity:

Minimum Enroliment Nbr:

o
—

1

Resection to Section:

I” Auto Enroll from Wait List [” Cancel if Student Enrolled

B save | L Return to SEEI’Chl +[ Previous in Llsll +E] Next in Lstl Notify |
Basic Data | Meetings | Enroliment Cnirl | Reserve Cap | Notes
Done [T [ [ [ |@mterret -

Histart| | @ & & |[@ maintain schedule of . = > % 103an

Step Action

9. You also can click hyperlinks at the bottom of the page instead of selecting the
folder tabs to move between component pages.

Click the Reserve Cap link.
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=lElx]

@-‘\:\/: - |g, https:ffestst.unlasx . edufpsp eststEMPLOVEE /HRMS|c/ESTABLISH_COURSES. CLASS_DATA. GBL?Fu\derPath=PORijj 8 |[+][x ILwe Search

S5 ¢ @ Maintain Schedule of Classes

> My Favorites [ BasicData ) Meetings | EnrolimentCrirl | ReserveCap | _ Notes |
[~ Curriculum Management
I Course Catalog Course ID: 001005 Course Offering Nbr: 1
= Schedule of Classes Academic Institution: UW-La Crosse
— Class Search Term: Fall 2009 Undergrad
Subject Area: ACC Accountancy
Schedule Class ‘Catalog Nbr: 222 Acc Principles Il
etings Class sections First [4] 4 ot 4 [H] Last
— Adjust Class
sociations Session: DYN Dynamic Dates Class Nbr: 1031
- gl date Sections of 3 Class Section: 101 Component:  Lecture EventID: 000022854
ass
— Print Class Schedule Find | View All__First ) 1 o1 [ Last
[> Facility and Event
Information Reserve Capacity Sequence: 1 Enroliment Total: 0
I InstructoriAdvisor
Information Reserve Capacity Requirement Group
[ Set Up SACR Start Date Reguirement Group

> Reporting Tools

[ PeopleTools

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

o~
3 - B - - [ Page - i Tooks v 7

Add to Favorites

Sign out

Iew Window | Help | C Page | 15,

Cap Enrl

5 save | ELReturn o sEsrcn| +[E Previous in Liell +] Nextin L'stl [=] Notity |

Basic Data | Weetings | Enroliment Cntrl | Reserve Cap | Notes

Dane

Histart| | @ @ @ |[&maintain schedule of .

[T [ [@mterret

H,100% -

@ % 10:32 AW

Step

Action

10.

The Reserve Cap page is displayed. You also can use ALT plus an access key to
navigate between pages in a component. The access key is the letter on each
folder tab that is underlined.

Navigate back to the Enroliment Cntrl page.

Press [Alt+E].
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/2 Maintain Schedule of Classes - Windows Internet Explorer

5 ¢ 8 Maintain Schedule of Classes

[] hitps:festst. unlax edufpspjestst/EMPLOVEE /HRIMSc/ESTABLISH_COURSES.CLASS_DATA, GBL?FolderPath=pCRTAL B 7]| £ |42 | | [live search £~

%5 v B - o [k Page + (i Tooks v 7

Add to Favorites Sign out

Mew Window | Help | C Page | 5,

b My Favorites [ BasicData ) Meetings | EnrolimentCrirl | ReserveCap |  Notes |
= Curriculum Management

> Course Catalog Course ID: 001005 Course Offering Nbr: 1

= Schedule of Classes Academic Institution:  UW-La Crosse

Term: Fall 2009 Undergrad
hedule of Subject Area: ACC Accountancy
Schedule Class. Catalog Nbr: 222 Acc Principles I

Meetings
— Adjust Class
sociations Session: DYN Dynamic Dates Class Nbr: 1031
’—H dale Seclions ofa Class Section: 101 Component:  Lecture EventID: 000022354
ass
Print Class Schedule
[» Facility and Event

Class Sections

Find|View Al First ] 1 o1 "/ Last

Information Reserve Capacity Sequence: 1 Enrollment Total: 0
[ InstructoriAdvisor
Information Reserve Capacity Requirement Group
[ Set Up SACR Start Date Requirement Group
[ Reporting Tools a
- PeopleTools

- Change My Password

- My Personalizations . P -

Coerrrr 5 save || SuReturnto Searcn | [+ Previous in List | |31 et i List | | ot |
Ly System Frofile

Basic Data | Meetings | Enroliment Cntrl | Reserve Cap | Notes

iavascript: submitAction_wind{document. wind, #1CPanel2'); [T [ [ [ |@mterret [ 100 -

iistart| | G @ @ |[&maintain schedule o

Step Action

11.
Press [Enter].

12. The Enrollment Cntrl page is displayed again.
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=18l

> My Favorites

[ Curriculum Management
> Course Catalog

= Schedule of Classes

Meetings
— Adjust Class

Associations
— Update Sections of a
Class
— Print Class Schedule
[> Facility and Event
Information
I InstructoriAdvisor
Information
[> Set Up SACR
[ Reporting Tools
[ PeopleTools
— Change My Password
- My Personalizations
|- My System Profile

S5 ¢ @ Maintain Schedule of Classes

@_’-\ - |g https:ffestst.unlasx . edufpsp eststEMPLOVEE /HRMS|c/ESTABLISH_COURSES. CLASS_DATA. GBL?Fu\derPath=PORijj RIS ES ILwe Search

e

@prock + *

B0

|2 Page =

Add to Favorites

Iew Window | Help | C Pae | v5

[ BasicData ) Meetings | EnrolimentCntri {_Reserne Cap | Motes
Course ID: 001005 Course Offering Nbr:
Academic Institution:  UW-La Crosse
Term: Fall 2009 Undergrad
Subject Area: ACC Accountancy

Catalog Nbr: 222
Enroliment Control

Acc Principles Il

Session: DYN Dynamic Dates

Class Section: 101 Component:  Lecture

*Class Status: [Active =

Class Type: Enroliment Enroliment Status:

*Add Consent: Mo Consent j' Requested Room Capacity:
*Drop Consent: MNo Consent j' Enroliment Capacity:

1st Auto Enroll Section:

2nd Auto Enroll Section:

Wait List Capacity:

Minimum Enroliment Nbr:

Class Nbr: 1031
Event ID:

Cancel Class

First [4] 4 o1 (M Last

Find | View All
000022854

Open

35 Total
o
l_

11

Resection to Section:
™ Auto Enroll from Wait List I Cancel if Student Enrolled

) save | | Return to Searen | [+ Previous in List | ] et in List | =] otiy |

Basic Data | Meetings | Enroliment Cnirl | Reserve Cap | Notes

javascript: subiitAction_win0(dacument. wind, #1CPanel3);

Histart| | @ @ & |[& maintain schedule of ..

[T [ [@mterret

[0 - A4

=) B0 % w0Ezamn

Step

Action

13.

You can press Ctrl+K to display a page that lists all the available hot and access
keys.

Press [Ctri+K].

14.

This page provides a complete list of hot and access keys you can use to navigate
within a PeopleSoft application.

Click the scrollbar.

15.

Click the continue link.

16.

In summary, PeopleSoft offers multiple ways to navigate quickly between pages
within a component.
End of Procedure.

Recognizing Page Controls

Page controls include several types of data entry fields, designed to offer different ways to enter
and maintain information. Recognizing each type of data entry field helps you to use the system
more efficiently.
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In this example, a student has completed a mandatory eye exam. You need to update the Eye

Exam component with

Procedure

her information.

Step Action

1. Some fields are required on a page, meaning you must enter a value in the field
before you can save the page. The asterisks next to the Exam Date and Exam
Type fields indicate that these are required fields.

Q-0-M@

AP

ORACLE’

= Health Bxams
— Audiormetric Exarn

= am
— Physical Exarn
— Respiratory Exam
- Accommodation Data
= Immunizations and
Health
= Impairment ALS
[ Identincation
[ Participation Data
[» Bindemo Processes
[ 1D Management
— Searchitaich
— Address Search
— Add/Undate a Person
[> Pergonal Infarmation
(Student)
[ SEVIS
[» Checklists

[» Communications
[ Comments
[» 3C Engine
[» Service Indicators
[» Service Indicators
(Student)
> Organization
[ Committees
> Campus Event Planning
[> National Student Index
MNZL
[> Personal Infarmation NLD
— Student Semices Center
— Student Semices Cir
Student,
[ Student Recruiting
[ Student Admissions
[ Records and Enrallment
(- Curriculum Management
[ Financial Aid
[ Student Financials

> Academic Advisernent
> Contributor Relations
> et In HRMS <

Eye Exam AddriPhone

Exam Details

Mew Window | Help | © Page | 2,

Kerryn Kroft

Exam Information

KA3005

Find | Yiew Al

First (4 1 ot 1 ] Last

= BE

*Exam Date: ’m@ *Exam Type: I
Next Exam: G

Physician ID: C. physician: \
Country: ’_ Q

Address:

Phone: ]

Edit Address

& save | ELReturn to Search | [=] hatity |

Eye Exam AddriPhone | Exam Details

[& Localintranet

Page 32




Oracle User
Productivity Kit ADA Training

Training Guide

Step

Action

2.

When entering information in a date field, you can use the date prompt button.
Clicking the button opens a small calendar that displays the current month and
day. Alternatively, you can press Alt+5 while in the date prompt field to open the
calendar. You may also enter the current day's date by typing "today" in the date
field.

In this example, the date defaulted to the current system date. You can override
this if needed. The exam date is set for 1/24/2005.

Click the Choose Date button.

Q-0 -NRE ®|FP ke

ORACLE’

= Health Exams 2
— Audiormetric Exarn

— Physical Exam
— Respiratory Exam
- Axcommodation Data Kemyn krot KA3005
= Immunizations and
Health
= Impairment ALS
[ Identincation . 71232007 . = F[5
> Participation Data ExamiDate: p7i2312007 5 Exam Tvpe: | - |
[» Bindemo Processes MNext Exam: _
[ 1D Management = =
— Searchitaten Physician ID: [uly =] [2007 ]
— Address Search ’_O\

— Add/Updale a Person Country: Mz 3 1 5 5 7]
[> Pergonal Infarmation

(Student)
[ SEVIS

[» Checklists
[» Communications
[ Comments
[» 3C Engine

[» Service Indicators ' (@ Current Date [
[» Service Indicators

(Student)

> Organization
[ Committees

b Gampus Prant Planning Save | | QRetumto Search Natit
1 National Student Index Boee| £ PEET

MNZL

[> Personal Infarmation NLD
— Student Semices Center
— Student Semices Cir

Student,

[ Student Recruiting

[ Student Admissions

[ Records and Enrallment
(- Curriculum Management
[ Financial Aid

[ Student Financials

> Atademic Aviserment

(> Contributor Relations

> SatlIn HRMS

Mew Window | Help | © Pane | &

m

Eye Exam AddrPhone Examn Details

Exam Information Al Firet [ 1o 1 (M Lot

5 M T WT F 5§

Address: 8 910 11 1213 14
15 16 17 18 19 20 21

2223 24 25 26 77 28

28 30 31

Phone: \

Eye Exam AddriPhone | Exam Details

€] Done

T T 83 ocalintranet

Step

Action

3.

Click the desired date.

[e]
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Q-0-MNBG
ORACLE’

e |o-om 0D R

Home:

< Health Exams - Mew Windaw | Help | ¢ Face |
— Audiometric Exam

Eve Exam AddrPhone

— Physical Exarmn

— Respiratary Exarn
— Accommuodation Data Kermyn Kroft KA3005

— Immunizations and
Health

— TS Exam Information
[> Identification

b Participation Data “Exam Date: 0709r2007 [ “Exam Type: [
[ Bindemo Processes Next Exam: E1
[+ ID Management
— SearchiMatch Physician ID: S physician: \
— Address Search ’—
— Add/Updale a Person Country: =
[» Personal Information
(Student) Address: Edit Address
[ SEVIS
[> Checklists
[ Communications
[ Comments
> 3C Enginge
[> Service Indicators
[> Service Indicators
(Student)
[> Organization
[ Committees

[ Campus Event Planning = QU Return to Search "
I National Student Index @save | | Actunto searcn | [ wati |

Phone:

Eye Exam AddriPhaone | Exam Details
[> Persanal Infarmation NLD
— Student Services Center
— Student Semvices Ctr

Student

[ Student Recruiting

[+ Student Admissions

[+ Records and Enrollment

> Curriculum Management

[ Financial Aid

[+ Student Financials

(- Acadermic Advisement

[+ Contributor Relations

) et | In HEMS =

Dane [T [8d Local intranet

Step Action

4. The next exam will be one year from this exam.

Click the Choose Date button.
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Q-O-NRaPLxe

ORACLE’

+ Health Exams
— Audiometric Exam

— Ehysical Exarn

— Bespiratory Exarn
— Accommaodation Data
— Immunizations and

Health

— Impairment AUS
[~ Identification
[+ Participation Data
[ Bindemo Processes
- ID Managerment
— SearchiMatch
— Address Search
— Add/Update a Persan
[> Personal Infarmation
(Student)
[> SEVIS
[> Checklists
[> Communications
> Comments
> 3C Engine
[> Senice Indicators
[> Senice Indicators
(Student)
[ Qrganization
[ Committees
[» Campus Event Planning
[» Mational Student Index
MNZL
[> Pergonal Information NLD
— Student Semvices Center
— Sludent Services Cir
Student
> Student Recruiting
[ Student Admissions
[ Records and Enrollment
> Curriculum Management
(- Financial Aid
[+ Student Financials
(- Acadermic Advisement
[ Contributor Relations
) Sat | In HEMS

Q-raw-L @R

Eve Exam Addr/Phone

Kerryn Kroft

Exam Information

*Exam Date:
Next Exam:
Physician ID:
Country:

Address:

Phone:

KAZ005

0792007 [# ‘ExamType: |
T H
[
— July =] [2007 =
a S M T WTF 5
12 3 4 & & 7 ress

29 30 31

—

8 910 11 12 13 14
15 16 17 18 19 20 21
24 25 76 27 28

(4] Curent Date [V

& save | £\ Return to Search | [=] Matity |

Eye Exam AddriPhaone | Exam Details

Done

|8 Local intranet

Action

Click the Year list.

Click the 2008 list item.

[<]

Click the desired date.
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Q-0-NRGAEea-sHM-UER

ORACLE’

= Health Exams a Mlew indow | Help | C Fage | i
— Audiometric Exam

Eve Exam AddrPhone

— Physical Exarmn
— Respiratary Exarn
— Accommuodation Data Kermyn Kroft KA3005

— Immunizations and
Health
— Impairment AUS

[~ Identification FHE
4| : 07/09/2007 4 5 -

[» Participation Data ‘Exam Date: [ Exam Type: I J

[ Bindemo Processes Next Exam: 07/08/2008 [

[+ ID Management

~ BearchiMatch Physician ID: S physician: \

— Address Search ’—
— Add/Updale a Person Country: =
[» Personal Information
(Student) Address: Edit Address
[ SEVIS
[> Checklists
[ Communications
[ Comments
> 3C Enginge
[> Service Indicators

[> Service Indicators Phone: ’7
(Student)

[> Organization

[ Committees

[ Campus Event Planning = QU Return to Search "
I National Student Index @save | | Actunto searcn | [ wati |

Exam Information

Eye Exam AddriPhaone | Exam Details
[> Persanal Infarmation NLD

— Student Services Center
— Student Semvices Ctr
Student
[ Student Recruiting
[+ Student Admissions
[+ Records and Enrollment
> Curriculum Management
[ Financial Aid
[+ Student Financials
(- Acadermic Advisement
[+ Contributor Relations
) et | In HEMS =
| €] pene [ [ [ [’ ocalintranet

Step Action

8. An edit box with prompt button uses a Lookup button, which looks like a
magnifying glass, and can be used to look up a valid value for the field. It opens a
separate page that enables you to search the database for the data you need.

Click the Lookup button.
[&]
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Q-O-NR L He

ORACLE’

= Health Exams |
— Audiomelric Exam
= m .
= Physical Exam Look Up Physician ID
— Bespiratory Exarn
— Accommodation Data ici . —
— Immunizations and i 10 |hegms W“th
Health Name: [hegins with =]
~ Impaiment A5 Alternate Character Name: [hegins with x|
[~ Identification
[+ Participation Data
[ Bindemo Processes Look Up | Clear | Cancel | Basic Lookug
- ID Managerment
— SearchiMatch
— Address Search
— Add/Update a Persan
[> Personal Infarmation

Mew Window | Help | 15,

Search Results

(Student)
> SEVIS 1 Henry Gerald blank)
[> Checklists 00000000012 Ernesta Manahan (hlank
[> Communications 00000000013 Philip MCCleary  (blank
E?@E??QE’ 00000000133 Philp James — (blank)
DSeN\cg\nd\ca!Drs 00000000150 Bob Yentouse hlank)
> Service Indicators 00001824001 Ram Pandey blank)

(Student) 00001834002 Shahid Hussain  (hlanky
[ Qrganization
[ Committees
[» Campus Event Planning
[» Mational Student Index
MNZL
[> Pergonal Information NLD
— Student Semvices Center
— Sludent Services Cir
Student
> Student Recruiting
[ Student Admissions
[ Records and Enrollment
> Curriculum Management
(- Financial Aid
[+ Student Financials
(- Acadermic Advisement
[ Contributor Relations
) Sat | In HEMS =

& [ [ [ [ 8 Localintranet

Step Action

9. The Look Up page displays a list of all the valid values for the field. In this
example, the page displays a list of all the physicians in the database.

Click the Search Results table.
(00000000123 Philip James  (blank |

10. After selecting a value, the system automatically returns you to the original page
and inserts the information in the field.

11. Based on the ID selected, the system also defaults the name and address
information associated with this physician.
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Q-O0-NR G|P %

ORACLE’

= Health Exams a
— Audiomelric Exam
= am
— Physical Exarmn
— Respiratary Exarn
— Accommaodation Data
— Immunizations and
Health
— Impairment AUS
[~ Identification
[ Participation Data
[ Bindemo Processes
[+ ID Management
— SearchiMalch
— Address Search
— Add/Updale a Person
[» Personal Information
(Student)
[ SEVIS
[> Checklists
[ Communications
[ Comments
> 3C Enginge
[> Service Indicators
[> Service Indicators
(Student)
[> Organization
[ Committees
I> Gampus Event Planning
[> Mational Student Index
L

[> Persanal Infarmation NLD
— Student Services Center
— Student Semvices Ctr
Student

[ Student Recruiting

[+ Student Admissions

[+ Records and Enrollment

> Curriculum Management

[ Financial Aid

[+ Student Financials

(- Acadermic Advisement

[+ Contributor Relations

) et | In HEMS =

Eve Exam AddrPhone

Exam Details

DMew window | Help | &

Fage | i

Kerryn Kroft

Fret [ 1ot 1 (M Lot

Exam Information

07/09/2007 [
07/00/2008 [+
00000000123 Philip James
usa @ United States

123 Any Street
CA 22222

*Exam Date: *Exam Type:
Mext Exam:
Physician ID:
Country:

Address:

——

Phone:

Edit Address

E B

& save | ELReturn to Seamhl [=7] ity |

Eye Exam AddriPhaone | Exam Details

]

[% Local intranet

Step Action

12. A drop-down list box is a rectangular box similar to an edit box with a drop-

down arrow within the box. Clicking the drop-down arrow displays a list of values
from which you can select a single option.

For this example, the type of exam is General Health.

Click the Exam Type list.
L | W

13.

Click the General Health list item.
[General Health ]

14.

An edit box is a rectangular box into which you enter data. The number of
characters you can enter is determined by the length of the database field.

For this example, you need to enter phone number information.

Click in the Phone field.
| |

15.

Enter the desired information into the Phone field. Enter *4155554545",
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Q-9-HR

el =}

ORACLE’

Ehysical Exarn
— Bespiratory Exarn
— Accommaodation Data
— Immunizations and
Health

— Impairment AUS
[~ Identification
[+ Participation Data
[ Bindemo Processes
- ID Managerment
— SearchiMatch
Address Search
— Add/Update a Persan
[> Personal Infarmation
(Student)
[> SEVIS
[> Checklists
[> Communications
> Comments
> 3C Engine
[> Senice Indicators
[> Senice Indicators
(Student)
[ Qrganization
[ Committees
[» Campus Event Planning
[» Mational Student Index
MNZL
[> Pergonal Information NLD
— Student Semvices Center
Student Serices Clr
nt
> Student Recruiting
[ Student Admissions
[ Records and Enrollment
> Curriculum Management
(- Financial Aid
[+ Student Financials
(- Acadermic Advisement
[ Contributor Relations

= Health Exams a
E

Kerryn Kroft

Exam Inform:

*Exam Date:
Next Exam:
Physician ID:
Country:

Address:

Phone:

Q-raw-L @R

07/08/2007 [
o7/marzo0s [

00000000123 & Philip James

[ECYSN United States

123 Any Strest
CA 22222

4155554545

KAZ005

*Exam Type:

General Health

Edit Address

& save | £\ Return to Search | [=] Matity |

I Gat | In HRMS

Eye Exam AddriPhaone | Exam Details

|8 Local intranet

Step

Action

16.

Click the Exam Details tab.
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Q-O0-NR B[P

ORACLE’

= Health Exams a
— Audiometric Exam
= am

Examn Details

Mew indaw | Heln | G Page |

— Physical Exarmn
— Respiratary Exarn
— Accommaodation Data
— Immunizations and
Health
— Impairment AUS
[~ Identification
[ Participation Data
[ Bindemo Processes

Kerryn Kroft

Exam Date: 07/08/2007

[+ ID Management

— SearchiMalch

— Address Search

— Add/Updale a Person
[» Personal Information

Left Right
Corrected: ,_\ ’_ ,_ ’_
(1T T[]

Uncorrected:

Exam Type:

KAI005

Firot (a1 (M oot

FH[=

General Health

Corrected:

Left Right
I I O
I I O

Uncorrected:

(Student)
1> SEVIS I” Baseline
[ Checklists

b Communisations I Correction Required

Color Vision

[ Comments . I
I 3C Engine Referral:

[~

© Normal
 Abnormal

[> Service Indicators

[> Service Indicators
(Student)

[> Organization

[ Committees

Comment:

=

B

I> Gampus Event Planning

3 Natli_ana\ Student Index B save | E\Return to Search Hlotify

[> Persanal Infarmation NLD
— Student Services Center
— Student Semvices Ctr
Student

[ Student Recruiting

[+ Student Admissions

[+ Records and Enrollment

> Curriculum Management

[ Financial Aid

[+ Student Financials

(- Acadermic Advisement

[+ Contributor Relations

) et | In HEMS =

Eye Exam AddriPhaone | Exam Details

|&] Done

[% Local intranet

Step Action

17. The Far Sight and Near Sight group boxes contain additional edit boxes.

Cases.

Click in the Uncorrected field.

[]

In this example, you need to input the exam results, which are 20/20 vision in both

18.

Enter the desired information into the Uncorrected field. Enter "20".

19.
Click in the Left field.

]

20.

Enter the desired information into the Left field. Enter "20".

21.
Click in the Right field.

[]

22.

Enter the desired information into the Right field. Enter "20".

23.
Click in the Right field.

]
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24.
Enter the desired information into the Right field. Enter "20".
25.
Click in the Uncorrected field.

26.

Enter the desired information into the Uncorrected field. Enter "20".

217.

Click in the Left field.

[]
28.

Enter the desired information into the Left field. Enter "20".
29.

Click in the Right field.

]
30.

Enter the desired information into the Right field. Enter "20".
31.

Click in the Right field.
32.

Enter the desired information into the Right field. Enter "20".

33. A check box is a small square box that turns an option on or off. Select the box to
add a check mark and the option is on. Remove the check and the option is off.
In this example, the Baseline and Correction Required check box options are off
and you want to turn the Baseline check box on.

Click the Baseline option.

34. A radio button is a small round button that represents one option in a group of
mutually exclusive options. Only one radio button in a group can be selected at
one time.

For this example, you want to note that Kerryn's color vision is abnormal.
Click the Abnormal option.
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35. Long edit boxes are rectangular boxes into which you enter lengthy text items,

such as comments. These boxes store free-form text fields. If you type more lines
than you can see at one time, use the scroll bar to the right of the box to move
through text.

Click in the Comment field.

36.
Enter the desired information into the Comment field. Enter "Kerryn has perfect
vision, but is color blind.".

37.
Click the Save button.

38. In summary, PeopleSoft data entry fields provide you with a simple way to enter

and update data in your tables.
End of Procedure.

Using PeopleSoft Grids

On some pages, you may want some of the fields to repeat in order to enter multiple rows of data.
For this purpose, PeopleSoft uses grids. With grids, you have the ability to add, edit, and view
multiple occurrences of data for a group of fields on one page.

Procedure
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(- Financial Aid

I Gat | In HRMS

[» Addresses/Phones
[» Personal Attributes
[» Person FERPA
I Relationships

\ork Experience
[ Health Information
[~ Identification
[+ Participation Data
[ Bindemo
- ID Managerment

— SearchiMatch Other Phone Numbers for Emergency Contact ey
— Address Search *Phaone Type Phone Extension
— Add/Update a Persan +
[> Personal Infarmation Hame j' 5555113 ==
(Student)
[> SEVIS hiobile [ 415/555-4444 HE
[> Checklists
[ Communications Buginess ¥ 415/555-8888 EE
> Comments
> 3C Engine
[> Senice Indicators
[> Senice Indicatars &) Save | S\ Return to Search | [=] htity
(Student)
I Organization Emergency Contact Information | Emergency Contact Other Phanes
[ Committees
[» Campus Event Planning
[» Mational Student Index
MNZL
[> Pergonal Information NLD
— Student Semvices Center
— Sludent Services Cir
Student
> Student Recruiting

[ Student Admissions
[ Records and Enrollment
> Curriculum Management

[+ Student Financials
(- Acadermic Advisement
[ Contributor Relations

Q-O-NR G L x|
ORACLE
< Biographical | Mew Window | Help | Customnize Page | 18

itact Information

Emerge

Emergency Contact Other Phones

Keryn Kroft

First E 1of 1 El Last

HE

Contact Name:

I Primary Contact

First [ 1.3 003 [ Last

Relationship: Other

Processes

|&] pone

|8 Local intranet

Step

Action

1.

On some pages, you may want some of the fields to repeat in order to enter
multiple rows of data. For this purpose, PeopleSoft uses grids. With grids, you
have the ability to add, edit, and view multiple occurrences of data for a group of
fields on one page.

The Emergency Contact Other Phones page in the Emergency Contacts
component contains a grid area.

Instead of using a traditional scroll bar to scroll through the rows of data in a grid,
PeopleSoft uses navigation buttons and hyperlinks. Most often, you will find these
buttons and hyperlinks in the navigation header for each area, with the exception
of the Insert Row and Delete Row buttons.

Use the Find link to find a specific row of data.

Use the View All link to display all rows of data on a page. When this feature is
enabled, the link changes to read View 1, so that you can return to the original
setting.

The First link takes you to the first row of data.

Use the Previous Row arrow to navigate to the previous row of data.

The number system for the rows shows the number of rows you are currently
viewing.

Use the Next Row arrow to navigate to the next row of data.

The Last link takes you to the last row of data.
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Step

Action

10.

The Add Row button inserts a new row of data.

11.

The Delete Row button deletes the current row of data.

12.

Grids look similar to a spreadsheet with column headings, rows, and cells. The
cells are equivalent to fields. Fields within a grid may be represented as edit boxes,
drop-down list boxes, check boxes, and radio or prompt buttons.

13.

Rows of data in grids and scroll areas alike always share the same high-level
key(s). For example, for the Emergency Contact Other Phones page, you can
have multiple rows for the different phone types. If you have multiple rows, each
of these rows has the same Person ID as the key field. If you insert a new row, the
system automatically copies the shared key data into the new row.

Q-0 -H@

AP

Search

ORACLE’

 Enrall Students
[ Black Enrallment
— Guick Entoll a Student
— GQuick Admit a Student
— Student Milestones

— Student OEE Enroliment

*
Data RequestID: 0000000000 Kirnberly Adamns D: AA0001
— Enroliment " N
— Enroliment Request Career: Undergrad Institution:  PSU Term: 2004 Gurm ﬂl

— Enroliment Request

— Mags Enrollment

— Quick Admit Batch Apps
— Search for Classes

— Search in Catalog

New indow | Help | Customize Page | 15,

Quick Enrollment

[ closs Enroliment THlnis&n

ade T othe

*Action Class Hbr

ed 1 Related 2

[=] |enron - ,_

Pending

[> Career and
Information

I» Transcripts
[> Graduation

Information

Canada

[- Financial Aid

> Set Up HRMS
[ Set Up BACR

[ Warklist

[> Student Term Infarmation

I Enrallment Surmmaries
[» Term Processing

> Enroliment Reporting
[> Enrollment Verifications

[> Transfer Credit Evaluation
[» Transfer Credit Rules

[ 3 C's Summaries

[ Student Background

[ Higher Education NLD
[> Test Administration NLD
> Government Reporting
> Curriculum Management
[- Student Financials
[ Academic Advisemant
[ Contributor Relations

> Enterprise Camponents

(> Application Diagnostics
> Trom Mananer

Program

Gota: Wiew tAccess Calculate Tuition Study List Enrallment Appointments Term/Session Withdrawal

Ehadd | FupdateDisplay

Student Services Center

& save | =] natify

&

[& Localintranet

Step

Action

14.

Another type of grid is a tabbed grid. These grids provide a means of viewing
multiple columns of information without having a horizontal scroll to view them.

The Quick Enrollment component has a tabbed grid section. You select a tab to
view the additional columns.

Click the Units and Grade tab.

Units and Grade
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15. Notice that different columns are displayed.

Click the Class Enrollment tab.

Entallmert

Q-0-NRGPArea-sM-UER

ORACLE’

= Enrall Students

- Mew Window | Help | ¢

Pade |

[ Block Enrallment
— Quick Enro dent
— Quick Admit a Student
— Student Milestones

— Student OEE Enroliment

Quick Enrellment

Data RequestID: 0000000000 Kimberly Adams D: AADDD1T
— Enroliment o
— Enroliment Request Career: Undergrad Institution:  P5U Term: 2004 Sum

— Enroliment Request
Search

— Mass Enrallment ade h Cla

— Quick Admit Batch Apps
[=] |Enron -

— Search for Classes

— Search in Catalog Pending

|

hit

*

Submit

Related 2

| a

[> Student Term Infarmation

> Career and Program
Information

[» Enrollment Summarigs

> Term Processing

> Enroliment Reparting

[» Enrollment Werifications

[ Transcripts

[ Graduation Goto Wiew itAccess Calculate Tuition StudyList  Enrollment Appointments

TermiSession Wiithdrawal

[» Transfer Credit Evaluation
[» Transfer Credit Rules
[ 3 C's Summaries
> Student Background
Infarmatian
[ Higher Education NLD
[> Test Administration NLD
> Government Reporting
Canada
> Curriculurm Management
[ Financial Aid
[ Student Financials
[ Academic Advisernent
[ Cantributor Relations
[- Set Up HRMS —
[- Set Up SACR
- Enterprise Components
(- orklist
[ Application Diagnostics
> Trem Manarnar

Student Services Genter

& save | =] Natify

Evadd | FUpdateDisplay

Done [

|| |8 tocal intranet

Step Action

16. Some tabbed grids have a button that can be used to expand the grid columns to

the right so that tabs are no longer needed.

Click the Show Columns button.

17. You can return to the tabbed view if desired.

Click the Show Tabs button.
At
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Q-0-NRGAFea-sHM-UER

ORACLE’

= Enroll Students

[> Block Enroliment

— Quick Enrol ent

— Quick Adrmit a Student

— Student Milestones

— Student OEE Enrallment
Data

— Enroliment

— Enroliment Request

— Enroliment Request
Search

— Mass Enrallment

— Quick Admit Batch Apps

— Search for Classes

— Search in Catalog

=

Quick Enrollment

RequestID: 0000000000

Career: Undergrad

[ class Enroment il and Gras

Kimberly Adams
Institution:  PSU

EREE

-
Pade |

DMew window | Help | &

*
ID: AADODT
Term: 2004 Sum Submit

es T

Pending

[» Student Term Infarmation
> Career and Program
Information
[> Enrollment Summaries
I» Term Processing
> Enrollment Reparting
[> Enrallment Verifications
> Transcripts
[> Graduation
[> Transfer Credit Evaluation
[> Transfer Credit Rules
[> 3 C's Gummaries
I> Student Background
Information
> Higher Education MLD
[> Test Administration NLD
> Government Reporting
Canada
[ Curriculurn Managernent
(- Financial Aid
[ Student Financials
(- Acadermic Advisement
[+ Contributor Relations
[ Set Up HRMS
> Set Up SACR
> Enterprise Components
[ Warklist
[ Application Diagnostics

[ Trea Manamar

Gota: Wiew E| ntAccess

Caleulate Tuition

Study List Enrollment Appointments TermiSession Withdrawal

Student Services Center

& save | [=] Natify

Evadd | FUpdateDisplay

| &l pene

[% Local intranet

Step

Action

18.

To add a new row of data to a grid, you click the Add Row button to insert a row
just below the row you are on. Each time you add a new row, you are actually
adding a new row of data to the database table.

Click the Add Row button.

19.

A new row is now available.
If you want to delete a row, you click the Delete Row button.

Click the Delete Row button.
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Q-0 -NEwP,kela-sp-UER

ORACLE’

« Enroll Students
[ Block Enroliment

=l

— Enroliment
— Enroliment Request
— Enroliment Regquest
Search
— Mass Enrollment
— GQuick Admit Batch Apps
— Search for Clagsses
— Search in Catalog
[> Student Term Infarmation
> Career and Program
Infarmatian
[> Enrollment Summaries
[> Term Processing
I Enrallment Reporting
[> Enrollment Verifications
I Transcripts
[> Graduation
[> Transfer Credit Evaluation
[ Transfer Gredit Rules
[ 3 C's Summaries
> Btudent Background
Information
> Higher Education NLD
[> Test Administration NLD
> Government Reporting
Canada
> Curriculum Management
(- Financial Aid
[+ Student Financials
(- Acadermic Advisement
[+ Contributor Relations
[> Set Up HRMS
[> Set Up BACR
> Enterprise Components
[ Warklist
[ Application Diagnostics

I Trea hlananar |

Home

Mew Window | Help | Custornize Page |

Quick Enrollment

Request ID:

Career:

noonaoonoo Kimberly Adams ID:

P3U

AAODOT

Undergrad Institution: Term: 2004 Sum

[ class Enroliment Jlinis&n: T otrer info T ¢
*Action Class Hbr
)
—

[=] |Enroll -

Fending
[=1 [Fnron -

Microsoft Internet Explorer

Pending

\?() o G e s G e T et el e i (s (e,

Ok Cancel

Goto.

*

Submit

Term/Session Withdrawal

Student Services Center

& save | [=] Motify

Ehadd | FlUpdateDisplay

| €] javascriptisubmitAction_win0{document.win, ENRL_REQ_DETAILfdsletef 1§50 [

|8 Local intranet

Step Action

20.

The system displays a confirmation message asking
the deletion. It also reminds you that the row will not be deleted from the database
until a save occurs; however, the row is automatically removed from the grid.

Click the OK button.

if you want to proceed with
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Q-0-NRGAFea-sHM-UER

ORACLE’

= Enroll Students a MewWindow | Help | ¢ Page | B

[> Block Enroliment

— Quick Enroll a Student

— Quick Adrmit a Student Quick Enrollment

— Student Milestones

— Student OEE Enrallment *
EGJ” . RequestID: 0000000000 Kimberly Adams D: AADOD

— Enrollmen

— Enrallment Reguest Career: Undergrad Institution:  PSU Term: 2004 Sum Submit

— Enroliment Request
Search

— Mass Enrallment

— Quick Admit Batch Apps "Action 55 Hbr -
— Search for Classes = m ,7 a Panding fiq ’70\

— Search in Catalog
[» Student Term Infarmation
> Career and Program
Information
[> Enrollment Summaries
I» Term Processing
> Enrollment Reparting
[> Enrallment Verifications
> Transcripts

[ class Enroiment TS ER

[ Graduation Goto:  ViewEnmolmentAccess  Calculate Tuion  Studylist  Enrollment Appointments  TermiSession Withdrawal

[> Transfer Credit Evaluation

I> Transfer Gredit Rules Student Services Center

[ 3 C's Bummaries - — -

> Student Backgraund E‘ (=] iy Ebadd | FUpdsteDisplay
Information

> Higher Education MLD
[> Test Administration NLD
> Government Reporting
Canada

[ Curriculurn Managernent

(- Financial Aid

[ Student Financials

(- Acadermic Advisement

[+ Contributor Relations

[ Set Up HRMS —

> Set Up SACR

> Enterprise Components

[ Warklist

[ Application Diagnostics

nnnnnnnnnnnnn

| &l pene [ [ [ [’ ocalintranet

Step Action

21. To get the row to return, you can click the browser's Back button or close the
transaction without saving your changes. If you close without saving, any other
changes you made are not saved as well.

Click the Back button.

EX

22. The second row has now returned to the grid.

23. In summary, PeopleSoft's grid area navigation structure makes it easy to work
with multiple rows of data.
End of Procedure.

Setting User Defaults

Procedure

User defaults (which are optional) can save time and minimize data entry errors. When you
select default values for fields, you can select only those values for which the user ID has security
access.
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The system automatically loads default values into data pages for a particular user ID. The user

default settings that you establish in the User Defaults component can be overridden on any page
in the system.

/= Employee-facing registry content - Windows Internet Explorer

_ 8]
@‘f ) v [] httpstifestst e, edufpsp/estst/EMPLOVEE HRMSfh 7t sh=DEFALLT

=1 &[4[ ] [uve search o
R S R

9% 4% @ Employes-fading registry content

|52 Page = i Tools + 7

m Add to Favorites
Personalize Content | Layout

®
> My Favorites
[ Curriculum Management
[> Set Up SACR
- Reporting Tools
(- PeopleTools
— Change My Password
- Ly Personalizations
- My System Profile

|
https: fcstst uwlax. edu/pspicstst EMPLOYEE/HRMS/cMAINTAIN_SECURITY.CHANGE_PASSWORD.GBL?FolderPath=PorTAL ROO| | [ | [ | [@ mntermet [H100% -
#istart| | (G @ & |[& employee-facing reg.. = B0 % 53

Step Action

1.

Click the Set Up SACR link.
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/2 Base Navigation Page - Windows Internet Explorer

@::t ) =[] httpstifestst e edufpsp/estst/EMPLOVEE HRMS/s WEBLIE_PTRP_SC HOMEPAGE FieldFormula. 15crint_AppHE=pt_fn || & || 42| X | [Live Search

5 40 @ Base Navigation Page

(- My Favorites

(- Curriculum Management
— User Defaulls

[ Reporting Tools

I PeopleTools

— Change WMy Password

- My Personalizations

|- My System Profile

= - ohPage - (i Tools +

v of

Add to Favorites

QE’; SetUp SACR

Define instaliation options, securty, and product-related set up tables.

E" User Defaults
Define user defautts.

.| Done, buE with srrars on page. [T [ [ [ |@mterret [# 100 -

istart| | @ @ @ |[ sase navigation Page... =ig8 58 % as3am

Step

Action

2.

Click the User Defaults link.

The User Defaults component has many pages to enter desired default values. All
values are optional and only available if you have the appropriate security.
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Search:

/2 user Defaults - Windows Internet Explorer

=18l

@i."t =[] httpsfestst unlax. edufpspestst EMPLOVEE JHRMS/c]SPECIFY_OPERATOR_DEFALLTS. OPR_DEFALLT_C5.GBLYPoRTA | £ |44/ | | [Live Search L

S5 ¢ @ User Defauls

UNIVERSITY of WISCONSIN
LA CROSSE

% - B - o= - |2 Page - (i Took ~ 7

Add to Favorites

Mew Window | Help | C Pae | 5

®

> My Favorites

[~ Set Up SACR

- Reporting Tools
> PeopleTools

[ Curriculum Management

— User Defaults

| User Defaults 1 {_User Defaults 2 | User Defaults 3 " User Defaults 4 Enroliment Override Defaults | [¥)

UserID: ADA

Hame:

Academic pwiac @

UW-La Crosse

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

[owcac e,
[owcac e,
a
[ a
Subject Area: |—O\
Term: |_Q
[a
T a
T a

Career Group SetiD: UW-La Crosse

Facility Group SetlD: UW-La Crosse
Academic Career:

Academic Group:

Academic Program:
Academic Plan:

Academic Sub-Plan:

= save | | notify

User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 | Enroliment Override Defaults | Corr Speed Keys | User 3C Groups Sul

4| | 0|

Dane

Histart| | @ @& @& |[@ user Defauits - windo...

[T [ [@mterret ESTSE
=l B0 % 9534m

Step

Action

4,

The look up option allows you to see the default values available to you.

Click an entry in the column.

In this example, you would like to set the default Subject Area to Accountancy.

Click an entry in the Description column.

ACC (Accountancy) is now set as the default Subject Area. When accessing a
page requesting a Subject Area, ACC will default in for you saving you time and
reducing errors.

Each page of the User Defaults components allows you to enter optional defaults.
Select the defaults appropriate to your needs.

Click the User Defaults 2 tab.
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/2 user Defaults - Windows Internet Explorer

b

U 4 User Defau

(- My Favorites
- Curriculum Management
[~ Set Up SACR

[ Reporting Tools

[ PeopleTools

— Change My Password

— My Personalizations

|- My System Profile

@_\ ) =[] httpstifestst e edufpsp/estst/EMPLOVEE/HRMS(c|SPECIFY_GPERATCR_DEFALLTS,OPR_DEFALLT_C5.GBLPPORTA || & || 42| K | [Live Search

%5 v B - = o [k Page + (i Tooks v 7

Add to Favorites

Sign out

Mew Window | Help | C Page | &

User Defaults 1}~ User Defaults 2 {_User Defaults 3 " User Defaults 4 Enroliment Overrids Defaults ', [¥)

UserID: ADA

SetlD:
Aid Year:
Unit:

Application Center:
Recruiting Center:
Cashier's Office:
Department:
Admit Type:
Campus:

Institution Set:

& save Hotify

User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 | Enroliment Override Defaults | Corr

4|

Name:

[t o
[Ta
[a
[a
[a
[ a
[ &
[a
[ a
[ a

UW-La Crosse

Speed Keys | User 3C Groups Su

| |

Done

iistart| | G & @ |[ userDefaults - windo...

Il

Il

[ 100 -

= > % as4an

€ trtsrnet

Step Action

8.

Click the User Defaults 3 tab.
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/2 user Defaults - Windows Internet Explorer

=18l

@i."t =[] httpsfestst unlax. edufpspestst EMPLOVEE JHRMS/c]SPECIFY_OPERATOR_DEFALLTS. OPR_DEFALLT_C5.GBLYPoRTA | & |44/ | X | [Live Search

W P @ User Defaults 5B - -

B

UNIVERSITY of WISCONSIN
LA CROSSE

Add to Favorites

Search:

Gprock + ”

Mew Window | Help | C Pae | v5

> My Favorites [ User Defaults 1 | User Defaults 2 )" User Defaults 3 {_User Defaults 4 | Enroliment Override Defaults ', [¥)

[ Curriculum Management
[~ 8et Up SACR
— User Defaults

- Reporting Tools

UserID: ADA Hame:

Academic Level: Mj‘
Application Method: :['

> PeopleTools
— Change My Password

2+

— My Personalizations
|- My System Profile

Last School Attended: Q
Graduation Date: [
Housing Interest: j'

Transcript Type: lﬁ
Transcript Revd Data Source: lﬁ
Transcript Revd Medium: -

& save Hotify

User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 | Enroliment Override Defaults | Cormr Speed Keys | User 3C Groups Su|
4| I 0|
Done [T [ [@mterret ST

istart| | G @ & |[ vserDefaults - windo... =gl D% astan

Step

Action

9.

Click the User Defaults 4 tab.

10.

If you will be regularly working with person IDs or organization IDs, the Carry
ID option may be very useful.

Select Carry ID to have the system carry the ID of the last entered (or selected)
individual or organization from search box to search box and from page to page.

If you select the Carry ID option, you do not have to repeatedly enter or select the
ID when you modify or review data for an individual or organization.
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b

U 4 User Defauls

Search:

@_\ | =[] httpstifestst e, edufpsp/estst/EMPLOVEE/HRMS(c|SPECIFY_GPERATCR_DEFALLTS, OPR_DEFALLT_C5,GBLePORTA || & || 44| X | [Live Search

%3 v B - e [k Page v (i Tooks v 7

Sign out

Page | &

[ User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 {_Enroliment Override Defaults ', [¥)

(- My Favorites
(- Curriculum Management

[ Set Up SACR UserID: ADA
— User Defaulls
[ Reporting Tools
™ carry D

[ PeopleTools
— Change My Password

— My Personalizations
|- My System Profile

Output Destination: :l'
Transcript Type: Q
Flexible Transcript Type: Q

Advisement Report Type Q

School Code: aQ
Program Humber: Q

Printer Name: |

& save Hotify

User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 | Enroliment Override Defaults | Corr Speed Keys | User 3C Groups Su|

4|

bone Il
#istart| | G & @ |[& userDefaults - windo...

= 2T & as4am

Step Action

11.
Click the Enrollment Override Defaults tab.

[Enroliment Override Defaults|
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Search:

> My Favorites
[ Curriculum M;
[~ 8et Up SACR

- PeopleTools

{Z User Defaults - Windows Internet Explorer NEIES
@'_\:\/.‘ - Ig. https:{festst.uwlax. edufpsp/estst/EMPLOYVEE (HRMS/c/SPECIFY_OPERATOR_DEFAULTS.OPR_DEFALLT_CS GBL?PORThj E bedl S ILNE Search LB~

5 40 @ User Defauls

UnivegsiTy of W sie
LA CROSSE

— User Defaults

- Reporting Tools

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

% - B - od=h - |2 Page - (i Took ~ 7

Add to Favorites

Mew Window | Help | C Page | 15,

®

anagement

/ User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 )~ Enrollment Override Defaults ' []

UserID: ADA Hame:

Enrollment Access ID:

I~ Closed Class

I~ Override Unit Load

I™ Override Class Permission
™ Override Requisites

I~ Override Time Conflict

I™ Override Action Date

I~ wait List Okay

& save Hotify

User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 | Enroliment Override Defaults | Corr Speed Keys | User 3C Groups Su|

4| I 0|
Done [T [ [@mterret ST
Histart| | G @ & |[@ vserDefaults - windo... =gl D% astan

Step

Action

12.

To access the other pages within the User Defaults component, use the show
following tabs button.

Click the Show following tabs button.

13.

The additional page tabs now appear.

Click the Communication Speed Keys tab.

[communication Speed Keys|
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/2 user Defaults - Windows Internet Explorer

) =[] httpstifestst e edufpsp/estst/EMPLOVEE/HRMS(c|SPECIFY_GPERATCR_DEFALLTS,OPR_DEFALLT_C5.GBLePORTA || & || 42| K | [Live Search £~

%0 - B - odeh - hPage + CiTook » 7

Add to Favorites Sign out

Mew Window | Help | C Page | &

(- My Favorites
(- Curriculum Management
[~ Set Up SACR

[ Reporting Tools

(4] /" User Defaults 3 | User Defaults 4 |~ Enroliment Override Defaults {~ Communication Speed Keys {_Usar 3C Groups Summary

User ID: ADA Name:

[ PeopleToals =Academic Institution: WQ UW-La Crosse =
- Chanae My Password
- My Personalizations *Administrative Function: [ a Default Comm Key: I No Default
|- My System Profile Comm Key FEind | View All
l— I Default Comm Ke
“Comm Key: & ™ Print Comment '
Description: ™ Activity Completed
Short Desc: I” unsuccessful Outcome
Category:
Context:
Duration:
Method: Direction: Letter Code:

Comment: I ﬂ
B save | |[=] Hotify

User Defaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4 | Enroliment Override Defaults | Communication Speed Keys | User 3C Groups Su|

4|
iavascript: submitAction_wind{document. wind, #1CPanels'); [T [ [ [ |@mterret

istart| | G @ @ |[@ userperautts i

| |

[ # 100% -

= @ B wssam

Step Action

14.
Click the User 3C Groups Summary tab.

[User 3C Groups Summan
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Search:

= User Defaults - Windows Internet Explorer NEIES
@'_\:\/.‘ - Ig. https:{festst.uwlax. edufpsp/estst/EMPLOYVEE (HRMS/c/SPECIFY_OPERATOR_DEFAULTS.OPR_DEFALLT_CS GBL?PORThj E hedl S ILNE Search B~

5 B¢ @ User Defauls

UniveRsITY of Wisconsm
LA CROSSE

> My Favorites
[ Curriculum Management
[~ Set Up SACR

- Reporting Tools

- PeopleTools

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

User Defaults 1| User Defaults 2 | User Defaults 3 | User Defaults 4 | Enrollment Override Defaults | Corr Speed Keys | User 3C Groups Su
4| I 0|
Done [T [ [@mterret ST

% - B - o= - |2 Page - (i Tooks ~ 7

Add to Favorites

Mew Window | Help | C Page | 15,

®

(4] /" User Defaults 3 | User Defaults 4 | Enroliment Override Defaults " Communication Speed Keys | User 3C Groups Summary '\

UserID: ADA Name:

|Operator Group Summary

Institution Description Inquiry Indicator Update Indicator
UWw-La Crosse i ||

& save MNotify

istart| | G @ & |[E vserDefaults - windo... =gl D% assan

Step

Action

15.

Remember to use the Save button after you have set your user defaults.

Click the Save button.

16.

User defaults can save you time and minimize data entry errors. Defaults can be
changed at any time.
End of Procedure.
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Glossary

high-level The field in a row of data in a PeopleSoft database that uniquely identifies that row
key from the other rows in the database.

scroll Areas where entry fields are arranged in a frame with a navigation bar or footer. Each
areas row of data may contain Insert, Multi-Row Insert, and/or Delete buttons.

Page 58



