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General Functionality in PeopleSoft version 8.9
This document briefly describes some of the new general functionality highlights within PeopleSoft version 8.9 
and how to use them.

1. Reorganized Menu Structure

2. Server Based Favorites

   Favorites (or bookmarks) can now be set within PeopleSoft, so no matter where you log in, you’ll 
always have them available.  Set them for all pages you use regularly.

Menu Structure:
   The menu structure within PeopleSoft has been reorganized for better usability. Folder contents 
are now visible without having to drill down and functionality has been regrouped within the new 
menu structure.
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Adding a Favorite:

   Click on "Add to Favorites" at the top left of the screen to bookmark pages and return to them
without searching or having to navigate through the menus or folders.    

Naming the Favorite:

   The "description" defaults to the PeopleSoft name.  You may change the name of the favorite to 
whatever will help you locate the page more quickly in the future.  Click the OK button when done.

Your favorite will then appear under the My Favorite Menu link.
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Editing a favorite:

You may also edit existing favorites if you choose by clicking on the Edit Favorite link. You may 
change the name of your favorites and the sequence in which they appear under the My Favorites 
Menu link. You may also delete them.
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3. Searching for a function or page.

Searching:

When you are not sure of the navigation to a page, enter a word or page description into the search 
box and hit "Enter" or click the double arrow.

Search Results:

 A list of all pages associated with the word you entered into the search engine is returned.  Click on 
the one you want.
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4. Exporting Grid Data to Excel

Anywhere in the system that you see the following icon , you may export the table you are viewing to 
Microsoft Excel.

Exporting a grid:

Click on the Excel icon  and your file should export to Microsoft Excel.
If not, it is possible you have a pop-up blocker associated with your web browser. In Windows 
Explorer, you will need to hold down the Cntrl key whilst clicking on the Excel icon to allow the file to 
be exported. Be sure to hold your finger down on the Cntrl key until the file has finished downloading 
or you have finished saving it. Alternatively, you can change your popup blocker settings to allow the 
page to be displayed. Instructions on how to do this are different for every browser so please refer to  
the help menu within your browser or this document posted on the CMS website: 
http://www.sonoma.edu/cms/documentation/Preventing_Popups.doc
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Downloading into Excel:

   Once you download your file, if you use Windows internet Explorer, it will look similar to the screen 
cap below. 

PeopleSoft automatically puts the data into the Browser based Excel format (see screen cap below). 
You cannot format it in this type of output. If you need to format the file then save as a Microsoft 
Excel Worksheet.
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4. Setting User Defaults

You can set the default term and other items specific to your user login. 

Define your User Defaults by navigating to Set up SACR and clicking on User Defaults

To set the TERM box to the current term, use the magnifying glass to find the code for the current term. 
For example, Fall 2006 = 2067. Be sure to click on save at the bottom after selecting a term.


