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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

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.

PeopleSoft.

Bearch:

%’ b Self Service

Mavigate to vour self service information and activities.

5 Faculty Conter = Class Search/Browse Catalog @"65 Advisement
Use the Faculty center to manage all your cless, student and Use search criteria to find a class or browse the course
advises related activities catalog.

Wigwy acvizes information
= view Advisses' Information
= bews/Drap-In Advisees

— Faculty Center

— Class Search/Browse
Catalog

[ Campus Community

[- Student Admissions

[ Records and Enrollment

[ SetUp SACR

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.

= Mty Favorites
— Add to Favaorites

— Edit Favorites
[» Self Semnice
[ Campus Comimunity
[+ Student Admissions
[ Records and Enrallment
[ Set Llp SACR
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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.

PeopleSoft.

Home

Search:

Michai

( faculty center Wa(l\risemem class search

New Drop-In Advisees

2l
[ Self Service
[ Campus Cammunity
[ Student Admissions

b Ereamns s Bl ~ FERPA Message for Instructor/Advisor

[ Set Up SACR Educational records are kept by University offices to facilitate the educational developrent of
students, Faculty and staff members may also keep informal records relating to their functional
rezponsibilities with individual students,

A federal law, the Family Educational Rights And Privacy Act of 1974 (also known as FERPA, and
the Buckley Amendment) as amended, affords students certain rights concerning their student
educational records, Students have the right to have some control over the disclosure of
infarmation from the records, Educational institutions have the responsibility to prevent improper
dizclozure of personally identifiable information from the records,

WHEN IN DOUBT, err on the side of caution and do not releaze student educational infarmation,
Contact the Office of the Registrar for guidance,

Click Search to identify advisee. Then

search I select information from Student

Details dropdown & click go.

I**Student Details## ;I qo I

Faculty Center Adwvizement Class Search

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.

Add to Favorites

Flease Enter a Uinigque Description far this Favarite

‘Description: |NEWIDer-In Adviseas

(0]4 | Cancel
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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.

PeopleSoft. T

Search: /
iy Fawritea,/ Edit Favorites
— MewiDroptin Advisees
Click the Save hutton after editing ar deleting favorites.
[ Self Service ree
[ Campus Cormmunity Customize | Find | = First 1% 1 of 1 L2 Last

[ Student Admissions i Seguence number
[ Records and Enrollment

I Set Up SACR HewiDrop-In Advisees | i Delete |

El save | [=] ratity |
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3. Searching for a function or page.

Searching:

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

\

Search:

[+ My Favorites

[ Self Sermvice

[ Campus Community

[ Student Admissions

[ Recards and Enrallment
[ Set Up SACR

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.

Search

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

¥ New Search ' Search Within Results

||Class search ﬂl Customize Settings Search Tips
Hide Summaries
Search Results

1 Class Search/Browse Catalog

Llse search criteria to find a class or browse the course catalog.
Home=Zelf Service=Clazs Search/Brovwsze Catalog

| Powered by Ve@ﬂ
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4. Exporting Grid Data to Excel

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

Microsoft Excel.

Exporting a grid:

Click on the Excel iconf&H 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

Search:

®) Faculty Center

I> My Favorites Class Roster T wisw FERP& Staterent
~ Self Setvice

[+ Advizement

1576 - ECON 201B - Intro to Microeconomics

— Class SearchiBrowse H class Roster Information

Catalog
[ Campus Community Course ECON ZO01B Institution Sonoma State University
[> Student Admissions Title Intro to Microeconarmics Term Fall zooe
[ Records and Enraliment Class Number 1576 Session Regular Academic Sessiaon
[> Set Up BACR Class Section Q02 Career Undergraduate

Component Lecture

Day Tuez Thurs Instructor
Tine 2:00AM  F:50AM
Location Salazar Hall

Enrollment Status I Enrolled - I change |

Total Students 1] Enroll Capacity 62

A
Enrolled Students Customize | Find | B First [ 158 of 58 (7 Last

1D Mame Grade |Units Pngraman Lewel
ol e g:ec!g:.lgsri‘laﬂii:tzd-ministration SELLITE
el e lElrl*jed-E-'l’.lgsri‘?ﬂdr;sl‘:t:*a\n:l-l'ninistraﬂ:icm e
_S_I Ceaded [t HZS:;E;ZSE:?B&J.-"Econornics (Minar) Sl
&l CLELEE] | BRI lElrl*jed-E-'l’.lgsri‘?ﬂdr;sl‘:t:*a\n:l-l'ninistraﬂ:icm RSt
s Graded| 4.00 Sl el el Junior

Pre-Business Administration
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Downloading into Excel:

cap below.

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

e Edit “iew

Eps:llcmsd3?3.1::3Istate.eduIHEONTETIpst—

Insert  Format

Tools  Data

2017067273 ips.xls - M

nisianCirill

Go To  Faworites

Help

)Back - > Iﬂ @ :_:j | /f:\;' Search I"2:".1‘:.5’F.Eﬂ-.-’u:nrites ﬁ}l

»

Links ] Customize Links £ HRSA

Hrezz I@ httpz: A/ cmzdewd calztate edu/HSOMTST ApeftAd-200 FOEY 27 34 pa.wls

A1 - & D
A, B C D E F
1D Name Grade | Units Program and Flan Level
Lndergraduate - Fre-Business
Graded 4{Administration Sophomaore
i Lndergraduate - Pre-Business
Graded 4|Aadministration Juniar
| Undergraduate - Mathematics

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.

N2
Search:
2]

- My Favarites
— Add to Favorites
— Edit Favorites
[ Self Service
[ Campus Community
[ Student Admissions

Faculty Center

Class Roster

1576 - ECON 201B -

T view FERPA Staternent

Intro to Microeconomics

E Class Roster Information

Saving:

pe.xls from crsdev 3. calstate. edu

[ Records and Enrollment Course ECOM Z01B Institution Sonora State University
I> Set Up SACR Title Intro to Micreeconormics Term Fall zooe
Class Number 157& Session Regular Academic Session
Class Section 002 PSS bladloiasadasiss
Component  Lecture File Download L I ] i |
Day Tues Thurs G
Time S:004AM  9:50AM
Location Salazar Hall

e |

Enrollment Status | Errolled = - :
E stimated time left:

Save i IETE Desktop

BN

2lx|
A=

My Documents
:J My Computer
My Metwark Places

EHCM 2 9 Upgrade Full Project F
B MACMP ExT ORG lzsuss.xlx
Igj Odrive.=ls

anicel I

CWS Sharp FPrinter Driver @] OpenARTS az of MOV 2.l ar
Microzoft FrontFage Express E Peoplezoft 8.0 FRD I
by Briefcase @ Projects as of 07122005.x1z S
Phils photos B PS Process 3Tier |dentification | —
Phatos B ps s
;J 3 tier_twccess distrxls @J P5_Process_3Tier_|ldentification |4
5] art changes. sl EPSUSEROPTNDEFM ¥z
bus_exp_reimburze. xls @j SA-REL D40 bundle 7 timeling £ [hormore
COMP Tracking spreadsheet E._Ij SA-REL 040 bundle 7 timeline 8
_] Decedent D ata.xlz @ securty_request_template. xls hivian
j Expert_Entry_80_89.xls b Shortcut ko CHS on ssuS
homore
_] Ghost2 xls @ Shortcut to Personal_Leave
| | [¥] fhman
File name: Im d | Save I or
Save as lype: IMicrosoft Excel Waorksheet ;I Cancel /I or
e
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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

Pe OpleSOf .
Menu &

Eearche: flsin Menu =
®| 2
<~ SetUp SACR
My Favorites — - - .
Salf Service Define installation options, security, and product-related et up table
Campus Community E User Defaults
Student Admissions Defing uzer defaults.

Records and Enrollment
Curriculum Management

F
— Lser 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.

PeopleSoft.

Search:
b My Favarites User Defaults 1 User Defaults 2 Jser Defaults 3 | UserDefaults 4 | Entoliment Override Defaults
[+ Self Semice
[ Campus Cormmunity User ID: ce_._. Name: | ___ Ll L
[ Btudent Admissions
[ Recards and Enrallment
I Curriculum Management Academic Institution: FocuP & Sanama State University
[= SetlUp BACR
— |.:.,. Defaults Career Group SetiD: SOCHMP & Sonarma State University

Facility Group SetlD: ’mo\ Sonoma State University
Academic Career: ’— Q

Academic Group: ’— Q

Subject Area: Q

Academic Program: ’— Q

Academic Plan: Q
Academic Sub-Plan: Q

& save | [=] Motify |

User Defaults 1| User Defaults 2 | User Defaults 3 | User Defaults 4 | Enrolirment Override Defaults | Communication Speed Keys | Ug
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