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INTRODUCTION

The College of Lake County has been using PeopleSoft software to manage the Human Resources and
Student Administration processes of the college. The college has adopted a new version of the PeopleSoft
system, PeopleSoft 9.0.

The new version of PeopleSoft includes all of the functionality of the previous PeopleSoft 8 system.
Additionally, the PeopleSoft 9.0 system has some additional functionality, including bookmarking within
the application, downloading datato Excel, and sending e-mails from within Peopl eSoft.

This manual includes step-by-step instructions on how to use the new system and how the navigation has
changed. The table of contents at the beginning of the document outlines each of the areas covered in this
manual .

IMPORTANT NOTICE

The screen snaps throughout this manual reflect the PeopleSoft 9.0
system as of 9/01/08. Y ou may notice slight screen differences,
between those in this manual and the “live” system, if the PeopleSoft
system has changed after 9/01/08.

Introduction ¢ September 2008 1
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2. GETTING STARTED

Accessing PeopleSoft

Y ou will continue to access PeopleSoft from the link(s) provided on the CLC Intranet Home page, as
indicated below. Both the Student Administration & Human Resources and Finance System will be using the
PeopleSoft 9.0 version.

1. Click onthe Student Administration & Human Resour ces— Production link.

@ CLC Intranet

| Search Intranet |

Departments | Divisions & Disciplines | Directory | Governance | CLC Public Web Site

Faculty & Staff Resources

CLC Administrative Systems
Student Administration & Human Resources -- PRODUCTION @

Finance System -- PRODUCTION

Student Admin & Human Resources -- TRAINING
Student Self Service - PRODUCTION

PeopleBooks

DQutlook Email YWeb Access
Daocument Imaging

Grayslake Campus Events (published weekly by Ed Affairs)
Hurman Resources

Professional Development

Professional Development Center

Academic Quality Improvernent Program (ACIF)

The sign in screen appears.

4 College of Lake County

Use your CLC NETWORK ID & Password.
User ID: [

Password: | @
Sign In

Ifyau are unable ta sign in, pleasze
call Help Desk at Extension 2052

Human Resources &
Student Administration System

All rights reserved.
@ College of Lake County 2003,

2. Enter your User 1D and Password.
3. Click Sign In.

< Getting Started * September 2008 P> 2
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Accessing PeopleSoft (continued)

The new PeopleSoft 9.0 Home page will display, as seen below:

ORACLE’

Personalize Content | Layout

Search:

®

[+ My Favorites

[- Self Service

[+ Enterprise Learning

[ Campus Community

[ Student Admissions

[ Recards and Enrollment
[> Curticulum Managernent
[+ Student Financials

[ Set Lp SACR

[ Wiorklist

[> Tree Manager

[ Reporing Tools

[ PeopleTools

— Chanoge hiy Password

— My Personalizations

— My System Profile

— Ity Dictionary

B EE

Logging Off Of PeopleSoft

When you finish using PeopleSoft or will be away from you desk for 20 minutes or more, you should log off

of PeopleSoft.
To log off of PeopleSoft:

1. Click onthe Sign out link in the top right corner of the PeopleSoft toolbar.

Search:

®

[+ My Favarites

[> Self Service

[» Campus Community

[ Records and Enrallment
[ Curriculum Management
[ BetUp SACR

[ Reporting Tools

[ PeopleTools

— Change by Password

— My Personalizations

— My System Profile

— My Dictionary

Home

[l -l

MutiChannel Console

Addd to Favord

Note: You can sign out wherever “Sign Out” appears in the toolbar. There is no need to return to the Home

page to sign out.

< Getting Started * September 2008 P>
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3. USING THE MENUS

Menus

The PeopleSoft 9.0 system uses menus extensively as navigational tools. The menus look entirely different
than previous PeopleSoft version menus.

Using Menus

On the left side of the PeopleSoft 9.0 Home page the Menu pagelet is displayed. It contains alist of
folders, which provide the primary method for moving through the system. This list contains the

areas of the system to which you have access.

Menu —|

Search:

| ®)

(I iy Favarites
[> Self Service
[ Campus Community
[ Records and Enrallment
[= Curriculum Management
[= Set Up SACR
[ Reporing Tools
\|[* PeopleTools
— Chande My Password
— Wy Personalizations
— iy Systerm Profile

— by Dictionany

Folders
A

Note: The Menu pagelet displays all folders available to the current user. The folders available will vary
based on the user’ s security permissions. Many of the high-level folders' names have changed.

For more details, download PeopleSoft Version 9.0

Essentials Cheat Sheet at the PDC web site.

For example, Build Community is now the Campus Community folder and Student Administration is now the
Set Up SACR folder.

Additionally, the arrangement of folders has changed. The hierarchy and submenus have changed as well.
When you first begin using PeopleSoft 9.0, you may have to do some exploring to determine the locations of
the functional areas you need to use.

Using The Menus ¢ September 2008 4
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General Organization of Menus
The table below provides some basic information on how things have changed in the menus:

PeopleSoft 8 Menus PeopleSoft 9 Menus
D) Build Community £ Campus Community
£ Manage Student Records 2 Records and Enrollment
2 Establish Courses 2 Curriculum Management

Displaying and Hiding the Menu Pagelet
The menu pagelet can be displayed (expanded) or hidden (collapsed) at any time. To collapse the menu
pagelet, click theE button. To re-expand the menu pagelet, click the = button.

EH- The Ctrl (Control) Y hot key combination will also collapse and expand the menu.
O
Using the Menu Pagelet

To use the Menu pagelet you may either select afolder (or menu item) in the list or use the search prompt at
the top of the window to search for a particular folder.

Navigation to pagesis accomplished through selectionsin the Menu. If a Menu selection has other choices

associated with it, you will see an arrow pointing sideways towards the selection, | b . Thisindicates that
there are submenus associated with the menu item. If a Menu choice is open and the additional submenus

associated with it are visible, the arrow next to the Menu choice will point downwards, u If aMenu
choice navigates you directly to a page, it will have a hyphen in front and be underlined in blue type
suggesting that it is a hyperlink to a page.

Menu — !
Search:

| 4—@ Search: Prompt
[> My Favarites )
[ Self Service

[> Campus Community

[ Records and Enrallment
[ Curriculum Management
[ Set Lp SACR

[ Reporting Tools

[ PeopleTools J
— Change iy Fassword

— Wy Personalizations .

— hly Systermn Profile LI 1 PEgEs

— Ny Dictionany

> Menus with Submenus

To select aMenu item, click your mouse on the desired selection. Thiswill expand the associated Menu
choiceto its submenu. Y ou may aso click on any of the page links at the bottom of the Menu pagel et.

Using The Menus ¢ September 2008 5
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Using the Menu Pagelet (continued)

Opening a Page from the Navigation Menu
1. Click on Curriculum Management in the Menu pagelet.

The Curriculum Management menu will expand and the submenus will now be available. The Main Menu
pagelet will also be visible as seen to the right. Y ou can access any of the submenu options: Course Catal og,
Schedule of Classes, Enrollment Requirements, Combined Sections, Faculty and Event Information, Class
Roster, Grading and Instructor/ Advisor Information, by clicking on the menu item in either the Menu pagelet
or the Main Menu pagelet.

Search: _
|:| ) @‘i Curriculum Management

[ My Faworites

[ Self Semvice Define Course Catalog andd Schedulz of Clazses, manage sttencance and grading.
[ Campus Community ﬁ Course Catalog ﬁ Schedule of Classes ﬁ Roll Curriculum Data Forward
[» Student Admissions Maintain course catalog information Maintain scheduls of classes Copy schedule and workload from
[> Records and Enrollment = Course Catalog information. term to term, and updste schedule
e =] Print Course Catalog =l Class Search with catalog changes:
= Course Equivelencies = Schedule Mew Course = Course Roll
> Schedule of Classes = Mairtain Schedule of Classes
I Rall Curriculumn Data N,
Forward Enroliment Requiremerts Combined Sections Dymamic Dates
Combined Sections h o
I Enroliment Requirements ﬁ Maintain course reguisites ﬁ Create combined section IDs and ﬁ Mairtain Dynatnic Dates

E g°m‘°"?eg Stectmns = Enrolimert Recuisite Summary idertify classes to be combined. = Class Section Dynamic Dates
ynamic Dates =] Enroliment Reguirement Summeary: = Combined Seclions Table
I Facility and Event = Errolmert Advisement Report = Idertify Combined Sections
Infarmation
I Class Roster ﬁ Eacility and Event Information ﬁ Class Roster ﬁ Grading
[+ Grading Mairtain Faility and Evert Wi and print class rosters Mairtain grade processing
[» InstructarAdvisar @urma{iun. B Class Raster = Create Grade Rosters
Infarmation B Search for 8 Facilty = Print Class Roster Grade Roster
[ Learning Management =l Class Faciity Usage = Grade Post
Systermns £ hiore...
[ Student Financials o ) .
I SetlUp SACR ﬁ Instructor/Advisor Information ﬁ Learning Management tems
[ Watklist Maintain instructor and advisor
- Reporting Tools Eﬂrmaﬂnn Enable the sharing of instructional
i y Instructor Schedule cortert and data.

[» PeopleTools

— Channe by Password
— My Personalizations
— My Systern Profile

— My Dictionary

F=I LIS Batch Exdract Process

2. Click on the Cour se Catalog menu item in the Menu pagel et.

Search: Sad] Main Men uium
@ ﬁ Course Catalog
I My Favorites
[+ Self Service Mairtain course catalog information
ggfrgptllSASDmm_UnIN Course Catalog Print Course Catalog Course Equivalencies
Rl IS Create, view and update courses, Produce the course catalog Define course equivalency groups.
I Recards and Enrallment course ofterings, and course
@ Iv Curriculum Management componerts
ourse Catatsy

— Print Course Catalag
— Course Equivalencies
> Schedule of Classes
I> Roll Cutticulum Data
Forward
[> Enroliment Requirements
I> Cornbined Sections
I> Dynamic Dates
[> Facility and Ewent
Information
[ Clags Roster
[> Grading
I InstructoAdvisor
Infarmation
[ Learning Management
Systems
[> tudent Financials
[> SetUp SACR
[ wWarklist
[» Reporting Tools
> PeapleTools
— Change Wy Password
— My Personalizations
— My Systerm Profile
— My Dictionary

<
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Opening a Page from the Navigation Menu (continued)

The page links, Course Catalog and Catalog Summary, will now be visible in both the Menu and Main Menu
pagelets.

3. Click onthe Course Catalog link in the Main Menu pagelet.
The Course Catalog search screen will display.

Search: o ¥ Mew Window | Help | /&)
[ My Favarites Course Catalog
[ Self Service

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

[ Carmpus Comrmunity
I Student Admissions

e Find an Existing Value | Adda Meialus
= Cumiculum Management
@ = Course Catalog Academic Institution:| =+ kLcce Q
— Course Catalog i
— Erint Course Catalog Subject Area: il b Q
— Course Equivalencies Catalog Nbr: heging with +
E gm%ﬂﬁﬂlﬁﬁ%ﬁi Campus: hegins with Q,
Forward Course ID: hegins with |+
i Enrollrnent Requirements o
b Combined Sections Description: heging with v

b Dynamic Dates
[» Facility and Event
Infarmation
I Class Roster Search Clear | pasic Search Save Search Criteria
[ Grading
I InstructanAdvisor
Il Find an Existing value | Add a Mew Value
I Learning Managernent
Systems
I Student Financlals
[ SetUp SACR
[ Warklist
I Reporting Tools
I PeapleTools
— Change My Password
- My Personalizations

[Imnciude History  []Case Sensitive

Using the Menu Search Function

There is a Search prompt at the top of the Menu pagelet. If you are not sure where to find information in
PeopleSoft 9.0, simply type in akeyword and then press Enter. We will search for student enrollment
information using the search prompt.

Menu B B
G el
enrollmant “@
[ My Favorites
[ Self Serdce

[ Campus Community

[+ Racords and Enrollmant
[+ Cumiculurm Managament
[ BellUp 8ACR

[ Worlkdist

[ Reporting Tools

[ PeaoplaTooks

Ranne

My System Profilg
iy Dilclionary

1. Click inthe Search: prompt at the top of the Menu pagelet.
2. Typeenrollment.
3. PressEnter.

<@ Using The Menus * September 2008 > 7
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Using the Menu Search Function (continued)

A search screen like the one below will display. A list of each menu item appears as a hyperlink along with a
description of the menu. The path to the menu item also displays under the description.

4. Click onthe Enrollment Summary hyperlink.

pew Window | Help | Customize Page | 5

Search

Entar saarch kaywords separated by a space Use quotes for any phrasas For example: Cllles
Countries United States’

* Mew Search ) Search Within Results

enroliment Find J Custorize Setlings Search Tips

Hida Summaries

Enfoliment Summary

View 8 summary of class enrollment and lerm stafistics for an individual student.
Homa=Records and Enroliment=Enralment SummenessErrolment Suminary

F Student Enroliment Appointmen

Asslgn and eddt enrollment appointments on a student-by-student basis.
Home=Fecords and Enrolment>Term Processing=Appoiniment s> Student Encolment Apponiment
3 Transcrgl Prin

Prind transcripts associated with a single transcripl request number
HomesRecords and Enrcdments Transcriplss Baich TranscriptssTrarseript Print

] Tarm fetesstn o Chdont

The Enrollment Summary search screen appears, as seen below. Y ou can then enter your search fieldsto view
enrollment data for a specific person.

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

Find an Existing Value
1D: begins with "

Academic Career: |= V| |Academic Career V|
Academic Institution: | hegins with s |CLCCC Q
Term: = v [1o81 Q

Campus ID: begins with |
National ID: beging with |
Last Name: beging with v ||
First Name: begins with |

Term Alkernate Key: |= w | Q

[Jcase sensitive

Search | Clear |Elasic search (B Save Search Criteria

<@ Using The Menus * September 2008 P> 8
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Using the Menu Search Function (continued)
Here is a second example using the Menu Search function.

1. Click inthe Search: prompt again.
2. Typeuser defaults.

3. PressEnter.
Menu — %]
Search:
wser defaults] @@
[+ Wy Faworites
Self Service

Campus Comrrunity
Recards and Enrallimant
Curriculum Management
Setlip SACR

Worklist

Raporing Tools
PeopleToals

Channe My Password

My Parsonalizations

— it @ Priofil

— My Diclionary

The Search screen will display, as seen below.

Search

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

() New Search () Search Within Results @
luser defaults Find

Custamize Settings Search Tips

Hide Summaties
Search Resulis

1 User Defaults

Define user defaults.
Home=Set Up SACR=User Defaults

| Powered hyVet]

g

4. Click onthe Search Tips hyperlink.

<@ Using The Menus * September 2008 P>
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Using the Menu Search Function (continued)

A list of suggestions for using the Search: prompt will display.

Search

Search Tips

Search Examples

Phrases
UJse quotes around wards that make up a phrase. Far example:
‘Stock Option’

All Worids
IJse an 'and'to specify that all words must appear in the results. Far example:
‘Stock Option' and grant

Any Worids
Jse an 'or'to specify that any word must appear in the results. For example:
‘Stock Option' or honus

(5 Eeturn to Search

5. Click on the Return to Search hyperlink.
The Search screen will display again.

Search

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

(%) New Search () Search Within Results @
liser defautts M Customize Setlings Search Tins

Hide Surmmaries
Search Results

1 Uszser Defaults

Define user defaults.
Home=Set Up SACE=User Defaults

I Powered byVet!

g

6. Click on the Customize Settings hyperlink.

<@ Using The Menus * September 2008 >
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Using the Menu Search Function (continued)

Y ou can customize your search results by hiding summaries and changing the number of search results you

would like to see on a page.

Search

Customize Settings

Do you want to see summaries of each search result?
| Show Summaties v|

How many search results do you want to see per page?

25 perpage w @

Slie Beturn to Search

7. Click the down arrow to theright of 25 per page.
8. Select 10 per page.
9. Click the Save button.

Search
Customize Settings

[k youn wiand 1o see summaries of each search result?
Show Summaries =

How mamy seat ch results do you want to see pei page?

10perpage

i Betum 19 Search

Hew Window | Help | Customize Page

Now when you use the search prompt, your search result lists will display in groups of 10.

<@ Using The Menus * September 2008 P>
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4. CONDUCTING SEARCHES

Using Search Operators

Y ou are now on the Course Catalog search screen. In this screen you will see six search fields as well as specific

operators associated with the fields.

Course Catalog

Academic Institutio 1(

Subject Area:

v

Catalog Nbr:
Operators <

Campus:

Course ID:

Description:

Find an Existing Value [

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

heging with
hegins with
heginsg with

hegins with

b
b
e
b

include History [ Case Sensitive

Search | Clear |Elasic Search Save Search Criteria

Find an Existing value | Add a New Value

0P,

> Search Fields

The default operator will display for each field. For example, “begins with” is the default operator for Catalog
Number (Nbr). The default will work best in most situations. Y ou can change the operator by simply clicking the
down arrow to the right, and selecting a different option. For example, clicking the down arrow to the right of the
equal sign (=) brings up a set of two options, = or in; or clicking the down arrow to the right of “begins with” brings
up alist of ten options. The table below provides alist of operators along with a description of the operator.

Operator Description Example
in Allows you to enter two or more values for a In CIT,AQS, would locate all courses
field. The values must be comma-delimited. with a subject areaof CIT or AOS.
beginswith | Allows you to enter the first one, two, three, etc. | Beginswith 12, would locate all
values for afidld. values beginning with the numbers 1
and 2 in succession.
_ _ Containsa, would locate any values
contains | Allowsyou to enter any part of afield. having the letter “a’ anywhere in the
value.
= Must enter an exact match for afield. =CIT
not = Allows you to enter avaue to be eliminated from Not=CIT
the list of possible values.

Conducting Searches ¢ September 2008
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Using Search Operators (continued)

Operator Description Example

The less than operator should be used on fields
< containing numbers and will return values less <345
than the specified value.

The less than or equal to operator should be used
<= on fields containing numbers and will return <= 655
values lower than or equal to the specific value.

The greater than operator should be used on fields
> containing numbers and will return values greater >543
than the specified value.

The greater than or equal to operator should be
>= used on fields containing numbers and will return >=321
values higher than or equal ot the specified value.

The between operator should be used on fields
containing numbers and will allow you to specify | Between 36 and 45, would locate all
between astarting number and ending number. Theresult | values equal to 36 and 45 aswell as
will include both numbers specified along with all valuesin between.

any between the specified values.

The Academic Institution prompt defaults to CLCCC, * which isthe only valid entry for thisfield.

1. Click onthedown arrow, to the right of the Subject Area: prompt.
2. Sdectin.

*Note: Defaults, like CLCCC, are set by the user in Operator Defaults. If not set, the user has more repetitive
input to do each day. (See Setting User Defaults section in PS 9.0 Basics User Manual.)

The“in” operator allows you to select alist of valid values rather than a single value.

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

Find an Existing Value

Academic Institution: | = v CLCCC a,

Subject Area: = | Q
Catalog Nbr: @ N s with [+

Campus: hedins with QL

Course 10 hegins with

Description: hedins with »

[CJinclude History [ Case Sensitive

Search ‘ Clear |Elasic Search Save Search Criteria

Conducting Searches * September 2008 13
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Using Search Operators (continued)

3. Click inthe Subject Area: prompt.
4. TypeCIT,AOS

Course Catalog
Enter any infarmation yau have and click Search. Leave fislds blank for a list of all wvalues.

Find an Existing Value

Academic Institition: = CLoCC (&}

Subject Area: in CITADS Q,
Catalog Nbr: hegins with

Campus: hedins with (o'}

Course ID: hegins with

Description: hedins with

Clinclude History [ Case Sensitive

Search ‘ Clear |Elasic Search Save Search Criteria

Using the “in” operator, you can conduct searches involving more than one value for afield. In this case we are
searching for all Computer Information Technology and Administrative Office Systems classes. When using the
“in” operator, you must use only valid entries for the field and must delimit the value with commas.

Saving Search Criteria

1. Click the Save Search Criteria hyperlink.

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

Find an Existing Value

Academic Institution: = CLCCC a,

Subject Area: in CITAQS Q,
Catalog Nbr: hegins with

Campus: hedins with o}

Course ID: hegins with

Description: hegins with

Clmelude History [case Sensitive

©,

Search ‘ Clear |Elasic Search Save Search Criteria

Conducting Searches * September 2008 14
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Saving Search Criteria (continued)
The Save Search As window appears.

Save Search As

Marne the search and then click Save,
Mame of Search: [Course Catalog A0S and CIT]

The saved search will contain these values:

Academic Institution: = CLCCC
Subject Area: in AQS,CIT
Catalog Nbr: hegins with
Campus: hegins with
Course ID:; hegins with
Description: hegins with

@ & save | Return to Advanced Search

2. Click inthe Name of Search: prompt.
3. TypeCourse Catalog AOSand CIT.
4. Click the Save button.

The Save Search Aswindow displays.

Save Search As

Search saved as Course Catalog A0S and CIT.

5 )Eeturn to Advanced Search

5. Click the Return to Advanced Sear ch hyperlink.

At the top of the Course Catalog window will be a Use Saved Search: prompt. Y our saved search, Course Catal og
AOS and CIT, will be in the prompt for reuse whenever you enter the Course Catalog component.

Course Catalog
Enter any infarmation you have and click Search. Leave fislds blank for 5 list of all values.

Find an Existing Value

Use Saved Search: | Course Catalog A0S and CIT

Academic Institution: | =+ CLCCC aQ

Subject Area: in A0S CIT a,
Catalog Nbr: heging with

Campus: hegins with (e}

Course ID: hegins with

Description: hegins with |«

Cinclude History [Jcase Sensitive

@ Search | Clear |Elasic Search Sawe Search Criteria  Delete Saved Search

6. PressEnter or click the Search button.

Conducting Searches * September 2008 15
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Saving Search Criteria (continued)
A search result list will display, as seen below.

Search Results

Wi it

Academic Institution Subject Area |Catalog Nbr (Campus (Course ID |Description

CLCCC ADS 111 CLC O002548  Business Communications a
CLCCC ADS 112 CLC 004748 Automated Office Technologies
CLCCC ADS 112 CLC 004748 ComputerBasics/Software Apps
CLCCC ADS 113 CLC o0s098 Comprehensive Word Processing
CLCCC ADS M7 cLZ 000261  Machine Transcription

CLCCC ADS 118 CLC 000262 AdvWord ProcessiDeskdop Pub
CLCCC ADS 114 CLC 000263 Records Management

CLCCC ADS 122 CLC 000265  Business Mathematics

CLCCC ADS 128 CLC 000271 Intermediate Kevhoarding
CLCCC ADS 170 CLC 000276  Computer Keyhoarding |
CLCCC ADS 171 CLC o007y Computer Keyhoarding [l
CLCCC ADE 172 cLE 000278 Business Enalish

CLCCT ADS 175 CLC 005096  Kevhoard Speedifccuracy Bldg
CLCCC ADS 178 CLC 000271 Intermediate Keyboarding
CLCCC ADS 185 CLC 004079  Business Education Elective
CLCCC ADS 214 cLZ 005099 Admin Office Procedures
CLCCT ADS 215 CLC 005097  Presentation Software

CLCCC ADS 216 CLC 008317 Integrated Office Projecis
CLCCC ADS 223 CLC oo0zes Advanced Keyvboarding

CLCCC ADS 225 CLC 000287 Practicum in Secretarial Sci

7. Click on thefirst course description listed in the Search Results.

The course will now display.

Catalog Data Components GL Interface

Course ID: 000255

EiEr b 0Bi152008 [ e Course Offering (4] 1 o+ 1 [*] [NEA|E
‘Description: |Elusiness Communications ADS 111

] Business Communications
Long Course Title: |

Long Description: A course designed to improve communication skills and prepare a student for A
success in ateam ervironment. Students will learn how to write clearly and
cohcisely. Tapics include a reviews of punctuation, document farmatting, and =
technigques in composing effective business letters, memaoranda, electronic

Course UnitsHours/Count

Minimum Units: X Last Course of Mult Term Seq: O

Maximum Units: ’W ‘Enrollment Unit Load Calc Type: | Actual Units v
Academic Progress Units: ’W Course Count: ’W

Financial Aid Progress Units: ’W Course Contact Hours: IW

Course Grading

“Grading Basis: “Grade Roster Print:
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5. NEW FUNCTIONALITY

Using Spell Checking

A course will display and the Catalog Data tab will be active. Y ou will see anew icon for spell checking.
It can be found on the right side of some fields, particularly long limitless text fields, but not all fields. For
example, the Spell Check icon is available for the Long Description field in the Course Catalog

component.

Catalog Data

Course ID:

‘Effective Date:
‘Description:
Long Course Title:

Long Description:

Course Units Hours/Count

Minimum Units:
Maximum Units:

Academic Progress Units:

Components

Financial Aid Progress Units: 3.00

GL Interface

0002455

08/152008 [ ‘Status:

|Elusiness Communications

Find | & First [ 1 o 2 B Lot

Course Offering [4] 4 o 4 [¥] [=
ADS 111
©

|Eusiness Communications

Acourse designed to improve communication skills and prepare a student for ~
success in ateam environment. Students will learn how to vwrite cleatly and

concisely. Topics include a review of punctuation, document formatting, and b
technigues in composing effective husiness letters, memoranda, electronic

’W Last Course of Mult Term Seq; |
’w ‘Enroliment Unit Load Calc Type: | Actual Units v
’W Course Count: IW

Course Contact Hours: 0.0o

Course Grading

*Grading Basis:

‘Grade Roster Print:

Componen

<«— Spell Check Icon

1. Click on the Spell Check icon to the right of the Long Description field.

The following window will appear, if there are no spelling errors. Thisis avery handy tool when you are
entering or editing datain PeopleSoft.

2. Click OK.

3

Mo misspellings Found, (124,234)

Microsoft Internet Explorer

N

O]

<
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Using Spell Checking (continued)

3. If thereare any misspellings, in the text field being checked, choose Ignore (to ignore the spell check
warning) or Change (to correct the error).
4. Click OK.

Spell Check

Field Label: Long Description

Spell Check Text: Tha goal is to enable students to gain confidence in
their ability to clearly communicate facts, ideas and
feelings in complete sentences and arganized
paragraphs. Acceptable R, correct spelling, and
accurate wording will also be taught. Successfully

completing English 111 will demonstrate competency
for hinher laval Enalich colrses M

Change To:
Alternatives:
grasser |v
ignore | | Change | |M

G) ok | cancel |

Using Download Into Excel Function

There is anew function in PeopleSoft 9.0 that allows you to download data from PeopleSoft into another
program, such as Excel.

1. Scroll down in the Course Catalog window to the Cour se Attributes area.

In the Course Attributes title bar, you will see the download icon, B&ll. This function is available for some
groups in PeopleSoft. For example, the download icon is available for both Course Attributes and Course

Topicsin the Course Catalog component of PeopleSoft 9.0. Grids aso have thisicon and you can useit to
export information (resulting from a search), into an Excel spreadsheet. @

@ Course Attributes Customize | Find | First [4] 1-3

CURR QL Curriculum Prefix and Code ADS 22EM O ADE 225M

LCLE QL Lecture-Lab 30 Q. 3 hours lecture-0 hours lab =]
RPRT O Repor Groups TCR O Transfer, Career, and Remedial [=]

2. InInternet Explorer, hold down your Ctrl key and then press the download icon

Note: If the download function does not work, you will need to turn it on using the My Personalizations
link in the main menu. Refer to pages 40 and 41 for help with this.
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Using Download Into Excel Function (continued)

The File Download window displays as seen below.

3. Click the Open button.

File Download X

Do you want to open or save this file?

@ j Mame: ps.xls
1Hl Type: Microsoft Office Excel 97-2003 Waorksheet, 616 bytes

From:  scotty. cleilinois.edu

@[ Opern | [ Save | [ Cancel |

Always azk before opening this type of file

harm your computer. [f you do not trust the source, do not open or

@ While files fram the Internet can be uzeful, some files can potentially
save this file, ‘What's the risk?

The Security Alert window may display.

4. Click the Yes button.

Security Alert E

ri“l Information you exchange with this site cannot be viewed or
?. changed by athers. However, there is a problem with the site's
; zecunity certificate.

& The security certificate was izsued by a company pou have
not chosen to trust. View the certificate to determine whether
wou want to st the certifwing authority.

a The securty certificate date iz valid.

The name on the security certificate is invalid or does not
match the name of the site

['o you want to procesd?

@ [ Tes ] [ to ] [ “Wiew Certificate

The information will appear in a new Excel spreadsheet.

<@ New Functionality * September 2008 P>
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Using Grid Tabs

Grid Tabs are located at the top of a search screen. The shaded (or darker) tab is always the active one. By
default, the “Find an Existing Value” tab will be active. The “Add a New Value’ tab isthe inactive one.

1. Return to the Course Catalog sear ch screen. m
/ 2
N/

Find an Existing Value Add a Mew Value

Academic Institution; "O LCCC
@ Subject Area: = W |AOS
Catalog Nbr: heding with |1 11
Course Catalog
search screen Campus: hedgins with |« |CLC QL
Course ID: hedins with |I:|EIEIE§5
Description: hegins with |« |

[include History []Ccase Sensitive

L Lo

\ search | Clear |Elasi|: Search Save Search Criteria

2. Click onthe Add a New Valuetab.

A new screen will appear.

Course Catalog

Eind an Existing Walue Add a New Value

Course ID: 000000

@|_s

Find an Existing Yalue | Add g Mew Walue

3. Click the Add button.
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Using Grid Tabs (continued)

The Course Catalog data entry screen will appear. If you wanted to add a new course to the catalog, you
would fill in the necessary prompts and then click the Save button, at the bottom of the page to save your
work.

Catalog Data Offerings Components GL Interface
Course ID: 0oaoaa
Fing | Wisw &1 First (4] 4 o4 [ ]
Ty priozizong [5 sStatus: Course Offering [ 4 .+ ; [ [FY
‘Description: |

Long Course Title; |

Long Description: f B

Minimum Units: [ ooa Last Course of Mult Term Seq: O

Maximum Units: [ oo *Enroliment Unit Load Calc Type: | Actual Units v
Academic Progress Units: | 0.00 Course Count: [ 100

Financial Aid Progress Units: IW Course Contact Hours: 0.oo

Note: You would want to run Spell Check on any new fields in which you' ve entered data that have@ .

Using Notify Button

The Notify button appears on many pages throughout PeopleSoft 9.0. It takes you directly to an e-mail
page, thus making it easier to communicate with staff, faculty, or a student about any action just
performed on that PeopleSoft page.

For example, if you' ve changed a student’s primary e-mail address (per their request), you can then
confirm the change in the e-mail by using the Notify button at the bottom of the Contact Information
page. Thereisn't any need to transfer to CLC's e-mail system to accomplish this notification.

Contact Information
Addresses Find |view &l First 4 1 or 1 [P Last

- ‘Type Ext Country Preferred
“Address Type: -

Effective Date: |08/08i2007 [ FHE=
‘Status:
Country: usa Q&

O
[1]

*Email Address Preferred
Address: Edit Address 1
=]
VisalPermit Data Citizenship
& Save | [=] Matify | % Refresh | B Add | FUpdateDisplay | Hl Include Histary | [E# Correct History |

Note: PeopleSoft 9.0's e-mail function isintended for use when communicating specifically about
PeopleSoft—related information/ actions. Otherwise, continue to use CLC's e-mail system.

<@ New Functionality » September 2008 P>
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6. USING SELF SERVICE
The Self Service areain PeopleSoft 9.0 contains the following areas:

Personal Information

Payroll and Compensation
Benefits

Campus Personal Information
Involvement

grLODdDE

Self Service can be accessed using the main menu and can be used by staff to look up specific
information including:

Home and mailing addresses
Phone numbers
E-mail addresses
Emergency contacts
Marital status

Name changes
Paycheck

Direct deposit
Compensation history
W-4 tax information
W-2 reissue request
Faculty event tracking

_

Search:

l:l & v ) Self Service

[ My Favorites
-

Mavigate to your self service information and activities.

I> Personal {rformation Faculty Center FE., Gradebook View My Advisees

[> Payroll artth Compensation Uze the Faculty center to manage all — _ Creste assignments and due dates, E Access your advizes roster and

[> Benefits your class, student and advises enter grades for assignments and wigwy details including scademic

[» Campus Personal refated activitizs. subimit mid-term and final graces. information, class schedules, deares
Infarmation progress and grades.

I Involverment
— Faculty Center

— Gradebook Personal Information 3| Payroll and Compensation {"’?j Benefits

— View by Advisees Review and update your personal @ Review your pay and compensation . Review heslth, insurance, savings,
— Clazs Search information. histary. Update your direct deposit pension or other benefits information.
— Browse Course Catalog [l Personal Information Summary and other deduction or contribution Review and update dependent and
— Comrmunity Directo Eormaﬂon. heneficiary perzonal information.

Wiew Paycheck =l Leave Balances

e a =l Compenzation Histary
[» Campus Cammunity
[ Records and Enrollment = Class Search = Browse Course Catalog =k, Campus Personal Information
[> Curticulum Management E Uze zearch criteria to find a clazs E Browse the course catalog by El gintain your personal information
[> 5et Up SBACR subject. and review holds and to dos pending
[ Warklist tar your record.
[» Reparting Toals =l personal Data Summsary.
[ PeopleTools [l Addresses
— Chance Wy Password =l Names
— My Personalizations e,
L %\%{mﬂ % Ilmhrel_nem ) P%Commun'ﬂ Directory Search
My Dichanany hiake a gift or pledge. Yiew history RF—.O\ Find the email address or the phone

about my participstion 3 & donor or & nurmber of & student, an employes or

member. an slumnus.

= ways To Give

by Invvolvemert
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USING SELF SERVICE (continued)

_

Search: Self Service Instructor2

®

[ My Favarites [ Ffaculty center ]f class search ][ browse catalog W faculty search ]flearning mmmgemem]

vS%}fBeNice
[ drsonal Information Faculty Center
[ Payrall and Compensation

I Benefits
[- Campus Personal
Information
b Invalverment My Exam Schedule
— Faculty Center Wiew My Advisees
— Gradehook Viey Personal Data Surnrary
— Wiy by Advisees
— Class Search
[T — Summer 2004 | College of Lake County change term I

— Browse Course Catalog
— Community Directory
Search

b Gt GuTmY select display option: (@) show All Classes () Show Enrolled Classes Only

[ Records and Enrollment

> Gurrieulum Management 8 class Roster 88 Gradebook 5 Grade Roster [ Learning Mansgzment
[» 5et Up SACR

[ WWiarklist My Teaching Schedule > Summer 2004 > College of Lake County

[> Reporting Tools

&> PeoplaTools tlass Class Title Enrolled | Days & Times Room Class Dates
— Chanoe by Password fﬁ L£I5115- PG Operating Systems 17 TBA TBA December £, )5
— My Personalizations %ss (Lecture/Lab] Decermnber /, )i
— My Bystemn Profile X
_ My Dictiona fe 131200 Introduction to 14 TeA TeA Decermnber /, )\~
M HEtonary ooz Computers (Lecture) Decernber 7, )i,
(107231

Asyou can seg, in the screen above, Self Service a so enables you to go directly to specific PeopleSoft
pages, such as Faculty Center (on the right of the screen above).

On the Faculty Center page, you can View Advisees and get alist of al classes being taught by term.
Y ou can also click on the tabs across the top and access:

Class Search

Browse Catalog
Faculty Search
Learning Management

<@ Using Self Service * September 2008 >
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7. PRINTING

Once you have found needed information in PeopleSoft 9.0, you can easily print out the results. We will
search for a specific class roster and print it out.

Printing Option #1 — File > Print

1. Click on Curriculum Management in the Menu pagelet.

| Home
Search P
|:| ) @ Curriculum Management
[ My Favarites X
[ Gelf Servce Define Course Cataloy and Schedule of Classes manage sttendance and grading.
[ Campus Community ﬁ Course Catalog K] Schedule of Classes ﬁ Roll Curriculum Data Forward
[ Btudent Admissions airtain course catalog information. hiairtain schedulz of classes Copy schedule and workload from
=l Course Catalog information. term to term, and updste scheduls
i 3 i =] Prirt Course Cataloy [l Class Search with catalog changes.
I> CDurSB Catalog = Course Equivalencies =l Schedule Mew Course =l Course Rall
I» Schedule of Classes 5l Maintain Schedule of Classes
I> Roll Curriculumn Data i hice
Forward Enrolliment Requirements Combined Sections lamic Dates
; Dyna 2
b Enrallment Requirements ﬁ Mairtain course reguisites. ﬁ Creste combined section IDs and ﬁ Waintain Dynamic Dates.
E gomblneg StECIIDnS =] Enroliment Reguisite Summary idertify classes o be combined. = Class Section Dynamic Detes
ynamic Lales =] Enrolimert Renuirement Summary =] Combined Sections Table
b 'I:ni,glrli‘.t::“r;i Event =] Enroliment Advisement Report = dertity Cormbined Sections
I» Class Roster ﬁ Facility and Event Information ﬁi Class Roster ﬁ Grading
[+ Grading Maintain Facility and Event Wigwy and print clazs rosters. Maintsin grace processing.
[ InstructorAdvisor Information. B Clazs Roster Bl create Grade Rosters
Information =] Search for & Facilty =] Prirt Cla=z Roster =l Grade Roster
[+ Learning Managerment =l Class Facility Usade = Grade Post
Systems & More..
[ Student Financials . .
[ SetUp SACR ﬁ Instructor/Advisor Information ﬁ earning Management Systems
[ Worklist Mairtain instructor and advisor
; infarmation. Enable the sharing of instructional
E E:Egg?ng;l—swls = Instructor Schedule content and data.
e =] Instructor Term arkinad =1 LMS Batch Exdract Process
_ J—V—M Porsonalizations = Instructorisdvisor Tahle
i tersonalizalons =] CLC Instructor Contract
— Wiy Systerm Profile
— My Dictionary

2. Click on Class Roster (to view or to print).

Find an Existing Value
Academic Institution: | begins with M|CLCCC N ')
Term: beains with v |[1081
Subject Area: begins with M[&OS @Q
Catalog Hbr; hegins with M|112
Class Nbr: = M |
Class Section: begins with M|
Session: = M M
Course ID: begins with M|
Course Offering Hbr: | = M |
@ Search | Clear | Basic Search Save Search Criteria

3. Fill inthe Search fields as seen above.
4. Click the Sear ch button or press Enter.
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Printing Option #1 — File > Print (continued)
The class roster will display.

Class Roster

ADS 112.001 Automated Office Technologies
Ledure (5433) Class Detall

Spring 2008 | Regular Acedemic Session | Colleye of Lake Counly | Academ

~ Maeting Information

§ - N (Last Date to Withdraw | Lnat Date 1o Withdraw | Lastt Day to Compiete
i = . " © | with Refund & Mo Grade  |with Grade s b b
TuTh 8 30AM T21T - Crayslakn 01222008

004740 10 4541 Camous " |Lauren LoFress BEAEAO0E Lectwelab | 0312008 02072006 QH0AZ000 09M42008

*Enrollment Status:; | Enfolled =)

Enroliment Capacity: 24 Enrolled: 24

Envolled Students

o Name

300 Administrative Office Systems

10312385 Adams Helen BaTRAs-G682 | Grage NS IEE DR SYETE
2/0482240  Bauista Maritza | Graded |, @ "'“"“"' ASSISUNG -MeACA e chmn 100 Medical As
a\swd:ln Transfier Degre: -
30449550  Boose,Dushanna M Graded |, Co" iode in Scionee Freshman  Withdeswn W 03042008 Associate Transfer Degree
40400782 | Goldberg AnneMane 8477262428 |Graced| ST C‘“""’S“'“'“ General Freshman 200 General Studies
ﬁngusn 28 2 Sacond )
5 (484511 Goldmann.Jana Gra0sa Language -Engish 36 3 Frashman 300 E"mﬁ:;; R
Second Lang Bugin
Hualth Infoermation Tuchnalogy
60271203 HilebranaksmisenA (04702657037 |Grased [l TSRS T Freshman 300 Health Informason Technclogy
70491312 Horton.Sandra O 047030-0892 | Graded Hursing - Regl ol = 300 Mursing
Administrative Ofce Systems -
/0457646 KoganMamew Lee 8471520-7325  |Graced |General OMcaidminisiatie | Freshman 300 Adrministrative Cffice Systems
Assistant Cen

Administrative Office: Svstme -

5. Sdlect File from the main menu in Microsoft Internet Explorer.

FoaWasy
A

@ File Edit “iew Favortes  Toolz  Hell

Mew Tab Chrl+T
MHew Window Chel+M
Open... Chl+0
Edit with Microzoft Office Word

Saye [Sfrl+s
Save s

Cloze Tab Chel+4

Page Setup...
@ Frirt... Chl+F

Frint Prewviews. .

6. Select Print.
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Printing Option #1 — File > Print (continued)

The Print window displays.

General | Options |
Select Printer
Bk \__ ‘.'.‘_ 5 .‘L- |
'&! - (&= =1
Add Printer  Adobe PDF DELLS110  DELLSt10ch... HP Laserdet
Color ]
] I | ]
Statuz:  Ready [ Priat ta file
Location:
Comment Find Printer...
Fage Range
@2l Mumber of copies:
Selectian Current Page
Enter either & single page number or a single
page range. For example, 5-12

7. Click the Print button to send the roster to the printer.

Note: Any printed output from PeopleSoft pages will be displayed as a .pdf file in the reports manager.
It isno longer necessary to go to a‘ Reports Drive’ to get output.

Printing Option #2 — Printer Friendly Version

1. Whilethe classroster is displayed, scroll to the bottom of the roster.
2. Click on Printer Friendly Version.

-
Enrolled S5tudents Customize |
Grade ~ anargr-
Photo | ID Mame — Units | Academic | Program and Plan Lewel
Program
. Career Degree ar Certificate -
1 E:Q 0505150 Bell,Patricia Ann Graded| 3.00) CARER Administrative Assistant Sophomare
Career Degree ar Certificate -
2 EQ 0007304 Bone,Alva J Graded| 3,00 CARER Administrative Assistant Sophomare
Career Degree ar Certificate -
3 E:Q 0450617 Brito, Trucia B Graded| 3.00) CARER Business Sophomaore
Managernent/Supervizio
. Career Dagree or Certificate -
4 E:Q 0516233 Evans,lula Marie |Graded| 3.00) CARER Adrninistrative fesistant Cark Freshman o
. Aszociate Transfer Degree -
W . ) ]
5 E:Q 0502232 Hernandez,Deis Graded| 3.00 TRANS Associate in Arts Sophomare
Madura,Cheryl Career Degree ar Certificate -
[ E:Q 0525739 Sue Graded| 3.00) CARER Administrative Assictant Cart Freshrnan
@ PRINTER FRIEMDLY %ERSION LI@

The printer friendly version of the roster appears on the screen.
3. Click CTRL+P.
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Printing Option #2 — Printer Friendly Version (continued)

The print window appears.

Generdl | Optionz|
Select Printer
Y 32 2 JRC I
> 2 B KR RB L
Add Printer  Adobe PDF DELLS110  DELLS110cn... HP Laserdet
Calor bl
< | >
Status:  Ready [ Frint to file
Location:
(G Find Printer...
Fage Range
[OF1] Mumber of copies |1 b
() Pages: [ Callate
Enter either a single page number or a single
page range. For example, 5-12

4. Click Print to print the roster.

Printing Option #3 — Right Click (for information that fits completely on a screen)
1. Right click anywhere on the roster page.

A dialogue box appears.

Back.

Select Al

Create Shartecut
Add to Favarites. .,
View Source

Encoding 3

) | Er—

Refresh

Append to existing POF 5

2. Select Print.
The print window appears.

3. Click Print to print the roster.
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Printing Option #4 — Right Click (for information that is larger than a screen)
1. Right click anywhere on the roster page.

The dialogue box appears
2. Sdlect Print Preview.

Class Roster

Back
A0S 112-001 Automated Office Technologies By

Leclure (5433) Class Detail [§k Bookmark this page
IM this page to Friend
[ Email this page to Friend

Spring 2008 | Regular Academic Session | College of Lake County | Academic

* Meeting Information

Course ID |Days & Times Room Instructor Meeting Dates Topic Mid Term Date r

TuTh 9:30AM - | T217 - Grayslake 01/22/2008 - LecturelLab 03(19/2008

te to Withdraw

ade

Lauren LoPresti

Campus 05/15/2008 Select All
Pastz
“Enrollment Status: | Enfolled [v] = i
View Source
Enroliment Capacity: 24 Enrolled: 24
Encoding *

Enrolled Students First (] 124 of 24 LX!

Administrative Office Systems -
facd Administrative Assistant Cert

I 1 I I I lusadicn) Lodical I I = 1

Export to Mirosoft Excel

3 Onthe Print Preview window, select Only the selected frame and Shrink to Fit.
4 Click Print.

4 Print Preview
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Printing Option #4 — Right Click (continued)

The print window appears.

General | Options |

Select Printer

Add Printer

L]

g b % 1@ ~|
= L= g‘ a = =1
Adobe PDF DELLS110  DELLS110cn... HP Laserdet
Calor ]

fil} | l:

Location:
Comment:

Fage Range
@Al

Selection

() Pages:

Status:  Ready [ Frint to file

Mumber of copies:
Current Page

Enter either a single page number or a single
page range. For example, 5-12

5 Click Print to print roster.

<
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8. USING FAVORITES

Adding Favorites

Once you start working in PeopleSoft 9.0, you will be able to set up Favorites. Thisis different from
previous versions of PeopleSoft which relied on the Favorites tool inside the Microsoft Internet Explorer
browser to manage Favorites. Now your Favorites will not be deleted after every PeopleSoft system
update.

1. Navigate to the page you want to add as a Favorite. In this case, let’s suppose it’s the Community
Directory Search page.
(1)

\}J Mew window | Helgl Custornize Page | E‘r

Community Directory Search

*Directory Type:

*Search By: Name:

Full Marme(Last,First) -

SEARCH Aduanced Search

2. Onthe Menu Pagelet, click My Favoritesthen Add to Favorites.

= hily Favorites
<§—+ Add to Favorites
— Edit Favorites

[ Self Service

[» Campus Community

[> Records and Enrollment
[ Curriculum Management
[ Set Up SACR

[> Reporting Tools

[> PeopleTools

— Change My Password

— My Personalizations

— My Systerm Profile

— iy Dictionany
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Adding Favorites (continued)

The following window appears. The Description field contains the default name of the favorite. You can
edit the description as needed. In this case, we will keep Community Directory Search as the Favorite
name.

Add to Favorites

Flease Enter a Uinigue Description for this Favaorite

‘Description: |bummunih; Directary Search

@) (0] | Cancel

3. Click the OK button.

The Page is added to the My Favorites menu item.

4. Click on My Favoritesin the Menu pagelet (to update the changes).
Y ou will now see Community Directory Search as your Favorite.

Search:

@ I = Ny Favorites

— Community Directory
Search

— Add to Favorites
— Edit Favorites
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Sequencing and Editing Favorites

Y ou can order your list of favorites in whatever sequence works best for you. The default is al phabetical
order by menu page name. And the default sequence number is zero.

To change the order, using Sequence Numbers, do the following:
1. Seect Edit Favoritesunder My Favoritesin the Menu pagel et.
The Edit Favorites page appears.

Search: Mew Window | Help | Customize Page

| @
= iy Favorites Edit Favorites

— Change bty Password
— Community Directory

Click the Save button after editing or deleting favorites,
Search o
@ — Edit Favarites ( Customize | Find | 2 First £ 1-2 of 2 [+ Last

[» Self Service Seguence number
[ Campus Community T — -
I> Records and Enraliment ~ommunity Directary Search | a %I
Eg;ﬁ?g&ga”agemem [Change My Password | 1 _Deete |
[ Reporting Toals I

[ PeapleToals

— Change by Password
— My Personalizations
— My Systermn Profile

— My Dictionary

@ Bl save | [=] notity

2. Enter adifferent sequence number for each of the menus to be rearranged in your list of favorites.

Note: Keep in mind that afavorite with a sequence number of one (1) will appear first in the list, then
two (2), and so on.

3. Click Save to save the new sequence.
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Sequencing and Editing Favorites (continued)

To change the order, using menu titles, do the following:
1. Select Edit Favorites under My Favoritesin the Menu pagelet.
The Edit Favorites page appears.

= iy Favorites Edit Favorites
— Change My Password

- .T i y_' . e . .
Community Directo Click the Save hutton after editing or deleting favorites.

@ Search
of 2 E Last
[> Self Senvice li
[> Campus Community -
[» Records and Enrollme @ Community Directory Search 1] Delete |
[ Curricul I |
Urricuium Managemen ||Change My Password | ] Delete

[ Set Up SACR

[> Reparting Tools

[ PeopleToals

— Change iy Password
— My Personalizations
— hity Systern Profile

— My Dictionary

I

@ Bl save | [=] Motify

Mews Window | Help | Customize Page

2. Highlight the menu name listed in the Favorites column that you want to change.
3. Typeinthe new menutitle you want to giveit.
4. Click Saveto set the new menu name.
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Deleting Favorites

Let’'s delete the Course Catalog Favorite.

1. Select Edit Favorites under My Favorites in the Menu pagelet.
The Edit Favorites window displays.

Edit Favorites

Click the Save hutton after editing ar deleting favorites.

Cuztomize | Find | i First Kl 1of 1 [+ Laszt
Seguence number

course Catalog | 0 Delete_|

2. Click the Delete button next to Course Catalog.
The follow warning message will display.

Microsoft Internet Explorer x|

@ Delete currentfselected rows From this page? The delete will occur when the transaction is saved.

G | concel |

3. Click OK.
The Course Catalog Favorite page is deleted from the list.
4. Click Save for your changes to take effect.

< Using Favorites * September 2008 >
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9. USING 19th 41st HOUR

Users of PeopleSoft 8 can access Advisement for 19th 41st Hour in PeopleSoft 9.0 in the Worklist folder.

However, you can set up your footprint pages as Favorites, to reach them directly from the Home page.
Unlike PeopleSoft 8, your Favorites are internalized in PeopleSoft 9.0. That means, you won't lose your

Favoritesin the future when the system is updated.

To access 19th 41st Hour do the following:

1. Click on Worklist.

Search:

)]

[+ My Favarites
[ Self Service
[> Campus Community
[ Student Admissions
[ Records and Enroliment
[> Curriculum Management
[> Student Financials
[> Academic Advisement

[- Set Lp SACR
(0 || o

[ Repaoring Toals
[- PeopleTools
— Change My Password
— My Personalizations
— My Systerm Profile
— My Dictionary

-l

Home Add to Fz 5 Sign out

Worklist Main Menu displays.

2. Click on Navigator.

Search:

I (<
[ Wy Favorites

[» Self Service

[ Campus Community

[ Student Admissions

I Records and Enrallment

[= Curriculum Management

[> Student Financials

I Academic Advisement

[+ Set Up SACR

@ - avigator
[ Reporting Toals

[ PeoplaToals

— Chanoe by Password
— hty Personalizations
— by Systern Profile

— by Dictionary

Home

Maintain worklist settings and monitor worklist.

Navigator

<@ Using 19th 41st Hour « September 2008
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USING 19th 41st HOUR (continued)

Advisement for 19th 41st Hour displays.
3. Click CLC Advisement 19th 41st Hour.

Home Add to Sign out

Advigerment for 18th 415t Hour

H 4.2 CLC Advisernent 19th 415t Huu@

CLC Advisement 19th 4l st Hour

CLC Advisement 19th 41st Hour footprints display.

4. Choose the one you want from the list on the left (A) OR from the icons on the right (B).

Home Al 10 Favy 3 Sicin out

.
D
© N

View Phones WView Electronic Addresses

Advisement for 19th 415t Hour

@
£ view Comments

£ Class Roster

5 Find Student Id

£ Remaove Service Indicator
5 Set Operator Defaults

£ Wiew Acad Restriction Load

< £ View Arademic Standing

@
£ view Electronic Addresses

Find Student ID

C

Find Student |d

i

WView Addresses

Information Tools for Advisement

v v

“iew Transcript Wiew Test Scores

& %

Wiew Student Groups Wiew Program/Flan
[proficiencies, etc.]

£ view Addresses

g

Wiew Academic Standing

%

Yiew Student Schedule

£ View Phones
£ Wiew PrograrmiPlan
£ Wiew Student Groups
% Wiew Student Schedule
£ Wiew Test Scores

\ £ Wiew Transcript

&

Wiew Acad Restr:

Add Advisor Comment{Add Prog Change Comment/Remove ADY Service Indicator

) % &

Add Comments  View Comments Hemove Service Indicator

Steps to Remove
- Select the 19th or 41st Hour Hold
- Press the Release Button
- Confirm by responding OK

General Use

>

<@ Using 19th 41st Hour « September 2008
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10. USING HELP

Within the PeopleSoft 9.0 application, you can find documentation to help you. To see an example of a
Help link, you will need to navigate to a search page.

1. Fromthe Menu pagelet, click on Curriculum Management , Course Catalog, and Course
Catalog.

The Course Catalog search window displays.

Horme

Mew Window | Help | ns,

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

Academic Institution: = + CLCCC Q
Subject Area: = v Q

Catalog Nbr: begins with ||
Campus: hegins with w | Q,
Course ID: begins with |
Description: hegins with » |

CJmnclude History  [] Case Sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing value | Add a Mew Walue

2. Click onthe Help link in the upper right corner of the window, for context sensitive help. In other
words, help with afield in thiswindow.

The PeopleSoft help window will display.

3. Click the Show Reference Pane button in the upper right corner of the window.
()

3
LoracLe  Enterprise PeopleTools 8.49 PeopleBook: Using PeopleSoft [ Show Reference Pane | | Show Graphics|
Applications
Home = PeopleBooks = Enterprise PeopleTools §.49 PeopleBook Using PeopleSoft Applications = Using Keys and Search Pages Eirst [ 4 ofz (] Last

Using Keys and Search Pages °

This chapter provides an overview of keys and search pages and discusses how to use search pages to retrieve data.

Understanding Keys e

Afield or a combination of fields uniguely identifies every table in your PeopleSoft database. For example, the employee 1D field uniguely identifies your
employee records. As another example, when employees enroll in training classes, the combination of employee 1D, course code, and course start
date uniguely identifies enrollment requests.

The fields that uniquely identify your data are called keys or key fields. To display a page, you enter the keys to search for on the search page, so that
the system can retrieve the correct row of data. For example, to retrieve the personal data page for Jim Smith, you must specify the key data in the
search record for that ermployee

A search record is the list of defined search keys that help you locate data. The search keys are the fields that you are prompted for on a search page.
If you run Search by exactly specifying the key fields, the system will always return only one {or no) result. Most transaction pages or components
have search records associated with them. If you select other pages that have 2 commaon search record, such as pages within a companent or an
associated link, you are not prompted to enter search criteria again. You are prompted for new search keys only when you select a new page outside
of the component with a different search record.
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USING HEL P (continued)

The Reference pane displays. Thisis atable of contents, which can be used to look up specific help
topics.

wsnacie  Enterprise PeopleTools 8.49 PeopleBook: Using PeopleSoft Fide Reference Pane] | Bhow Graphics ] [Print]

Applications
Home = PeopleBooks = Enferprise PeopleTools 8 49 PeopleBook Using PeopleSoft Applic ations = Using Keys and Sear ch Pages First [ sora @ Last
Contents | Index | Search | Using Keys and Search Pages
:mcnronuzel E:Eanumll Collagsemll

This chapter prowdes an overview of keys and search pages and discusses how 1o use search pages to
Keep TOC synchronized with document retrieve data

ilEmerpnse PeopleTools 8.49 PeopleBoc
i e
2] Using PeapleSoft Applications Preface Understandmg Keys =

@ L& Warking With Browser-Based Applicatio A field or a combination of fields uniquely identifies every table in your PeopleSoft database For

3 Setting User Preferences example, the employee ID field uniguely identifies your employee records. As another example, when
Elsetting User Preferences employees enroll in training classes, the combination of employee ID, course code, and course star

QPersunallmng YYour Homepage date uniquely identifies enroliment requests

Q Personalizing Pagelets The fields that uniquely identify your data are called keys or key fields. To display a page, you enter the
@Cusmmmng Pages keys to search for on the search page, so that the gyst_em can retneve the comect row of data. For
Q example, to retneve the personal data page for Jim Smith, you must specify the key data in the search
Changing Your Password record for that employee
& Sefting User Personalizations
(3] Using K d Search P A search record is the list of defined search keys that help you locate data. The search keys are the
. 5ing keys and Search Fages fields that you are prompted for on a search page. i you run Search by exactly specifying the key fields,
4] Working With Pages the system will abways returm only one (or no) result. Most transaction pages or components have
=+ Warking With Processes and Reports search records associated with them. Iif you select other pages that have a common search record,
(31 Using Workdlow such as pages within a component or an associated link, you are not prompted to enter search criteria
T again. You are prompled for new search keys only when you select a new page outside of the
21 Using PeopleSoft Navigator component with a different search record
< > B

4. Click on Setting User Preferences.

The Setting User Preferences folder expands. Y ou could continue drilling down in the table of contents
until you find atopic of interest or use Index.

5. Click onthe Index tab at the top of the window.
5

| Contents | Index | Search |

Enter the keyvword to search for:

|

accessibility features
access keys
printing list of
using
accounts, guest access to favarites
Adobe Acrobat
viewing reports in Report Manager
Advanced Look Up page
advanced search pages
analytic grids
customized layouts
dragging and dropping data
editing grid data
hierarchical dimension data
navigating
pivoting data cubes and dimensions
slicing data
understanding
working with
apply huttan
hasic search pages "

An aphabetical index of keywords (or topics) appears. Y ou can scroll through the list or simply type a
keyword into the Search prompt. The window will automatically scroll down to the area of interest.
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USING HEL P (continued)

Note: PeopleBooks Help may not take you to the exact reference because of the CL C customization of
PeopleSoft 9.0.

You'll receive the message “No content available” and then be returned to a more general high-level help
page instead.

Using Help ¢ September 2008
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11. PERSONALIZATIONS

Using My Personalizations

PeopleSoft 9.0 provides a section where you can create Personalization preferences. The My
Personalizations link can be found near the bottom of the Menu pagelet.

1. Click on My Personalizationsin the Menu pagel et.

Menu = X

Search:

| |®

[+ My Favarites
[ Self Service
[> Campus Community
[> Records and Enrallment
[ Curticulum Management
[ Setlip SACE
[> Warklist
[> Reporting Tools
[ PeopleTools
— Change Wy Passwaord
@ — My Personalizations
— My Systerm Profile
— Ny Dictionary

There are four areas that you can personalize:

General Options

Regional Settings

System & Application Messages
Navigation Personalizations

Personalizations

Standard settings are in effect.

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

Description Eersomllize Option

General Options @ Personalize Option |

Regional Settings Personalize Option |

System & Application Messages Personalize Option |

MNavigation Personalizations Personalize Option |
| Restore Defaults |

2. Click on General Options Personalize Option button.

<@ Personalizations * September 2008 P>
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Using My Personalizations (continued)

The following screen will appear.

Ciption Category:  General Cptions

Personalizations Finc First 4] 1-6 of & [+ Last
Personalization Option Default Value Override Value
Accessibility Features Accessibility features off | "l Explain
Excel 97 grid download Mo |NU E 3 a ; Explain
Time page held in cache 900 | Explain
Multi Language Entry Mo | Vl Explain
Spell Check Dictionary IIse session language | "l Explain

| Restore Category Defaults

oK Cancel

3. Click thedown arrow to the right of “No” in the Excel 97 grid download row.
4. Select Yes.

Option Category: General Options

Personalizations Find  First U 1.5 15 (¥ Last
Personalization Option Default Value Override Value
Accessibility Features Accessihility features off | "l Euplain
Excel 97 grid download Mo Explain
Tirme page held in cache 300 | Explain
Multi Languane Entry Mo | Vl Explain
Spell Check Dictionary Use session language | "l Explain

Restore Category Defaults |
G) Ok | Cancel |

We have now turned on, or activated, the download function in PeopleSoft.
5. Click OK to save this setting.

The following window will appear.

Save Confirm

b Your Personalizations have been saved.

Feturn |

6. Click Return.

Y ou will return to the Personalizations main window.
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Using My Personalizations (continued)

The table below provides information regarding the various column headings in the My
Personalizations area.

Column Heading

Description

Option Category

Shows the description of the category of personalizations. This helps you to make
sure that you have the correct category open.

Personalization
Option

This column lists all of the personalization options available for you to modify.
The text that appearsin thelist isabrief description of the option. For more
information on the option, click the Explain link.

Default Value

Refersto theinitial settings that your administrator has specified for the option. If
you do not modify the default value, the option assumes the value provided by the
system administrator.

Override Value

Enter any custom value you want to assign to the personalization option. To
“override” adefault setting meansto “usein place of ” the default setting.

Explain

Click thislink to view more information on what the personalization option
provides. See the following section for more information on the Explanation page.

Restore Category
Defaults

Returns all modified options to the default values. This button applies only to the
current category, asin the category you have open.

OK/Cancel

After you have made any modifications, click OK so that the system records your
changes. If you do not want your changes recorded click Cancdl. If you have not
made any changes and just viewed the options, you can use either button to return
to the Personalizations page.

To learn more about the options for personalization, you should read the Explain link, in each
row, adjacent to each of the Personalization Options.

Ciption Category: General Qptions

Personalizations

Personalization Option Default Value Override Value

Accessibility Features Accessibility features off | Esplain
Excel 97 grid download Mo Mo | Explain
Time page held in cache 900 Explain
Multi Language Entry Mo ¥ | Explain
Spell Check Dictionary Lse session language | Esplain

Find Firzt El 1-5 of 5 El Last

| Restore Category Defaults

OK Cancel
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