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Accessing and Viewing PeopleSoft Web-Based Training - Human
Resources

Procedure

Web-Based Training (WBT) is currently available for PeopleSoft 9.0. The following tutorial will
instruct you on how to access the PeopleSoft 9.0 Human Resources WBT webpage and select
and view different training manuals and topics contained in each manual.

After viewing this tutorial, you will be able to:

1. Access the PeopleSoft 9.0 Human Resources WBT webpage.

2. Select a specific topic of a training manual to be viewed.

3. View the topic in the different modes: SEE IT! (read only), TRY IT! (interactive).

Step | Action

1. The PeopleSoft Web-Based Training webpage may be accessed via two methods:

1. Click the link provided to you by email; or

2. Click the Human Resources/Student Administration Web-based training link
from the PeopleSoft Training Home Page.
http://www.lsuhsc.edu/ps/support/training.aspx

Note: Once you have accessed the PeopleSoft 9.0 Human Resources WBT
webpage, the directions for viewing the manuals and topics are the same no matter
what method you have selected to access the webpage.
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Human Resources regular monthly schedule or by request on an as- =

needed hasis. Modules are divided up into three

Student Administration sections: Financial, Human Resources, and

Staff Student  Administration.  Please contact the
training team for scheduling, additional training
PeopleSoft Homepage needs or questions. You may also you the online
registration process located on this page to see
LSUHSC Homepage available class dates at each site

PeopleSoft Training Online Course Registration Tool

Register for up ing cl Il
See what classes are available in your areall

P Click Here to Begin

Evaluate your PeopleSoft Training Experience!!!
Links to Course Descriptions, Manuals, Web-Based Training

The following is a list of training courses and manuals available from the PeopleSoft training team. To access
a copy of the training manual, click an the title of the course. You must have Adobe Reader installed on your
computer in arder to retrieve online manuals. Ifyou are in need of a course which is not listed or if you have any
questions, please contact the training team

+ Financials 8.8
o Manuals
o Web-based Training

+ Human Resources 9.0
o Manuals
o Web-based Training

» Student Administration 9.0
o Manuals
o Web-based Training

r [ [ [S3iocalintranet
dstart| | |0 trbax - Mizroscft Dutlack. | ] accessing and vizwing P... |[&7 Peaplesoft Training - .. =l -5

Step | Action

2. Click the PeopleSoft 9.0 Human Resources Web-Based Training Link to view the
PS 9.0 Upgrade Web-based training.
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wish to view at a later time
You may choose how you wish to wiew a particular topic

SEE IT! Mode - you can see how-to demonstrations for a PeopleSoft task.

TRY IT! Mode - you may practice a task in a simulated environment where you will be guided through each
step.

“*IMPORTANT. If vou are accessing PeopleSoft web-based training from the LSUHSC - Shreveport campus,
you must access it in PS Desktop. Also, if you are unable to access the web-based training from your
complter desktop, you must access itin PS Desktop ™™

Please review Accessing and Viewing PeopleSoft Weh-Based Training before you begin. Once you are
familiar with the basics - how to choose a topic, how to wiew a topic, etc. - you are ready!

Click on the link(s) below to access the available web-based training for a specific PeopleSoft module

Basic Navigation (All Sites):

PeopleSoft 9.0 - Basic Navigation - Human Resources/Student Administration:

The participant will learn basic nawigation techniques in PeopleSoft 30 and the differences between
PeopleZoft 8.0 and 9.0. This guide is for all PeopleSoft Users.

Log-en te PeopleSoft9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
Introduction to 9.0 Home Page SEEIT! TRYIT! (duration approximately 3 minutes)
How to Navigate in 9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
9.0 Page Options and buttons  SEEIT! TRYIT! (duration approximately 16 minutes)
Clear Browser Cache SEEIT! TRYIT! ({duration approximately 4minutes)
Print PeopleSoft 9.0 Pages SEEIT! TRYIT! (duration approximately 3 minutes)
Session Time Out SEEIT! TRYIT! (duration approximately 4 minutes)

Finish! Click the complete button to notify the training team via e-
mail you have completed this module.

(Please select your Business Unit)

Click Here | L§UHSC - New Orleans (LSUNO)

Click Here | LJUHSC - Shreveport (LSUSH, Includes - EACMC, HPLMC)

Click Here CSD (Includes - EKLMC, LAKMC, LJCMC, MCLNQ, UMCLA, WOMMC, and WSTMC)
N~— =

Mew modules and topics will be added on a regular basis. Please contact the Training Team if you have any
questions or comments about LSIUHSC PeopleSoft Web-Based training.

- ]
[&] Done [ [ [ | [$3cocalintranet
dstart| | |0 trbax - Mizroscft Dutlack. | ] accessing and vizwing P... |[Z7 Peaplesoft support - . @] | «|0]

Step Action

3. When you click the PeopleSoft 9.0 Web-based Training link, you will access the
main page, where all the PeopleSoft 9.0 Web Based training course are located.

Select site where you currently use the PeopleSoft system to access the Web-based
training modules that relate to that site.

Note: It is recommend that you complete the Basic Navigation course before
continuing to the other modules.
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“IMPORTANT.: If you are accessing PeopleSoft web-based training from the LSUHSC - Shreveport campus,
you must access it in PS Desktop. Also, if you are unable to access the web-based training from your
computer desktop, you must access itin PS Deskiop ™™

Please review Accessing and Viewing PeopleSoft Weh-Based Training before you begin. Once you are
familiar with the basics - how to choose a topic, how to view a topic, etc. - you are ready!

Click on the link(s) below to access the available web-based training for a specific PeopleSoft module

Basic Navigation (All Sites):

PeopleSoft 9.0 - Basic Navigation - Human Resources/Student Administration:

The participant will leamn basic nawigation techniques in PeopleSoft 30 and the differences between
PeopleSoft 8.0 and 9.0. This guide is for all PeopleSoft Users

Log-oh to PeopleSoft9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
Intreduction to 9.0 Home Page SEEIT! TRYIT! (duration approximately 3 minutes)
How to Navigate in 9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
9.0 Page Options and buttons  SEEIT! TRYIT! (duration approximately 16 minutes)
Clear Browser Cache SEEIT! TRYIT! (duration approximately 4minutes)
Print PeopleSoft 9.0 Pages SEEIT! TRYIT! (duration approximately 3 minutes)
Session Time Out SEEIT! TRYIT! (duration approximately 4 minutes)

Finish! Click the complete button to notify the training team via e-
mail you have completed this module.

Wed Based Training Topics:
(Please select your Business Unit)

Click Here | LSUHSC - New Orleans (LSUNO)
Click Here | LSUHSC - Shreveport (LSUSH, Includes - EACMC, HPLMC)
Click Here | HCSD (Includes - EKLMC, LAKMC, LJCMC, MCLNO, UMCLA, WOMMC, and WSTMC)

Mew modules and topics will be added on a regular basis. Please contact the Training Team if you have any
questions or comments about LSUHSC PeopleSoft Web-Based training

« Training Homepage
s PeopleSoft Homepage

r [ [ [S3iocalintranet
i/ start J |©] Inbox - Microsaft Qutook. | 8] pccessing and Viewing . . "W J = J =

Step | Action

4. Below the course name is a list of all the topics that corresponds with that module.

For example, the PeopleSoft 9.0 - Basic Navigation - Human Resources - Web-
based Course has seven topics:

1. Log-on to PeopleSoft 9.0.

2. Introduction to PeopleSoft 9.0 Home Page.

3. How to Navigate PeopleSoft 9.0.

4. 9.0 Page Options and Buttons.

5. Clear Browser Cache.

6. Print PeopleSoft 9.0 Pages.

7. Session Time Out.

Each topic can be accessed and viewed on line by clicking the topic link, as shown in
the steps that follow.

Page 4




(Y1} Health Sciences Center Training Guide
Accessing and Viewing WBT

/j PeopleSoft Support - Microsoft Internet Explorer =& x|
File Edt Miew Favorkes Toos  Help | R
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“IMPORTANT.: If you are accessing PeopleSoft web-based training from the LSUHSC - Shreveport campus,
you must access it in PS Desktop. Also, if you are unable to access the web-based training from your
computer desktop, you must access itin PS Deskiop ™™

Please review Accessing and Viewing PeopleSoft Weh-Based Training before you begin. Once you are
familiar with the basics - how to choose a topic, how to view a topic, etc. - you are ready!

Click on the link(s) below to access the available web-based training for a specific PeopleSoft module

Basic Navigation (All Sites):

PeopleSoft 9.0 - Basic Navigation - Human Resources/Student Administration:

The participant will leamn basic nawigation techniques in PeopleSoft 30 and the differences between
PeopleSoft 8.0 and 9.0. This guide is for all PeopleSoft Users

Log-oh to PeopleSoft9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
Intreduction to 9.0 Home Page SEEIT! TRYIT! (duration approximately 3 minutes)
How to Navigate in 9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
9.0 Page Options and buttons  SEEIT! TRYIT! (duration approximately 16 minutes)
Clear Browser Cache SEEIT! TRYIT! (duration approximately 4minutes)
Print PeopleSoft 9.0 Pages SEEIT! TRYIT! (duration approximately 3 minutes)

Session Time Out SEEIT! TRYIT! (duration approximately 4 minutes)
~ o Finish! Click the complete button to notify the training team via e-
mail you have completed this module.

Wed Based Training Topics:
(Please select your Business Unit)

Click Here | LSUHSC - New Orleans (LSUNO)
Click Here | LSUHSC - Shreveport (LSUSH, Includes - EACMC, HPLMC)
Click Here | HCSD (Includes - EKLMC, LAKMC, LJCMC, MCLNO, UMCLA, WOMMC, and WSTMC)

Mew modules and topics will be added on a regular basis. Please contact the Training Team if you have any
questions or comments about LSUHSC PeopleSoft Web-Based training

« Training Homepage
s PeopleSoft Homepage

Disclaimer @ C i v z
@ - T
dstart| | |0 trbax - Mizroscft Dutlack. | ] accessing and vizwing P... |[Z7Peoplesoft support - . @] | «|0]

Step | Action

5. The topics may be viewed in the following playback modes:

1. The SEE IT! mode

This mode enables you to learn about the selected topic by watching a demonstration
of a task being performed in a simulated environment. All the required activities, such
as moving the mouse and entering data, are completed automatically.

and/or
2. The TRY IT! mode
This mode allows you perform the selected task in a simulated environment. You are

provided instructions to complete a task, and you perform the actual steps.

Note: The approximate amount of time that it will take to view the topic in both the
SEE IT and TRY IT! modes appear with each topic.
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“IMPORTANT.: If you are accessing PeopleSoft web-based training from the LSUHSC - Shreveport campus,
you must access it in PS Desktop. Also, if you are unable to access the web-based training from your
computer desktop, you must access itin PS Deskiop ™™

Please review Accessing and Viewing PeopleSoft Weh-Based Training before you begin. Once you are
familiar with the basics - how to choose a topic, how to view a topic, etc. - you are ready!

Click on the link(s) below to access the available web-based training for a specific PeopleSoft module

Basic Navigation (All Sites):

PeopleSoft 9.0 - Basic Navigation - Human Resources/Student Administration:

The participant will leamn basic nawigation techniques in PeopleSoft 30 and the differences between
PeopleSoft 8.0 and 9.0. This guide is for all PeopleSoft Users

Log-oh to PeopleSoft9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
Intreduction to 9.0 Home Page SEEIT! TRYIT! (duration approximately 3 minutes)
How to Navigate in 9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
9.0 Page Options and buttons  SEEIT! TRYIT! (duration approximately 16 minutes)
Clear Browser Cache SEEIT! TRYIT! (duration approximately 4minutes)
Print PeopleSoft 9.0 Pages SEEIT! TRYIT! (duration approximately 3 minutes)
Session Time Out SEEIT! TRYIT! (duration approximately 4 minutes)

Finish! Click the complete button to notify the training team via e-
mail you have completed this module.

Wed Based Training Topics:
(Please select your Business Unit)

Click Here | LSUHSC - New Orleans (LSUNO)
Click Here | LSUHSC - Shreveport (LSUSH, Includes - EACMC, HPLMC)
Click Here | HCSD (Includes - EKLMC, LAKMC, LJCMC, MCLNO, UMCLA, WOMMC, and WSTMC)

Mew modules and topics will be added on a regular basis. Please contact the Training Team if you have any
questions or comments about LSUHSC PeopleSoft Web-Based training

« Training Homepage
s PeopleSoft Homepage

r [ [ [S3iocalintranet
i/ start J |©] Inbox - Microsaft Qutook. | 8] pccessing and Viewing . . "W J = J =

Step | Action

6. SEE IT! Mode
Click the SEE IT! mode for the Navigating the Home Page topic.

Note: If you receive the Security Alert warning message to advise that you are about
to view pages over a secure connection:

1. Click the checkbox in front of ""In the future do not show this warning'" field;
and

2. Click the OK button.

Note: Follow the instructions in the white bubble in the steps that follow.
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FA PS Desktop - MetaFrame Presentation Server Client [SpeedScreen On]

QO HMEAGPLwe® == d- -l

PSOHEPRP s.s0r

PSOHRWEBDEV12 RcB

Search:

®

[- Wiorkforce Administration
[+ Benefits

[> Compensation

[> Payroll for Morth America
[ Payrall Interface

[ workiorce Development
[> Organizational Development
[ Enterprise Learning

[ Workforce Monitating

[ SetUp HRME

[- Reporing Tools

[ PeopleTools

[- LEUHSC Processes

How to Navigate in 9.0

Let get started

Inthis topic you will learn how to use the main menu to navigate to & panel.

Maote: Mavigation guides will provided in your instructor lead trsining
sessions. Guides are also available from the PeopleSoft Support website

~

Actions |24

Fause

Step | Action

7. In SEE IT! mode the topic will open to the introduction and you will watch a

demonstration of the steps required to complete the particular tasks being performed in
a simulated environment.

As you progress you may be prompted to press [Enter] on your keyboard or to click
the Continue link to continue the demonstration.

You may press the Enter key to move faster through the tutorial frames.

You may exit the demonstration at any time by pressing [Esc] on your keyboard.
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FA PS Desktop - MetaFrame Presentation Server Client [SpeedScreen On]

QO HMEAGPLwe® == d- -l

PSOHEPRP 54507

PSOHRWEBDEV12 RcB

Search:

®

[- Wiorkforce Administration

[+ Benefits

[> Compensation

[> Payroll for Morth America

[ Payrall Interface

[ workiorce Development

[> Organizational Development
[ Enterprise Learning

[ Workforce Monitating

- Set Up HRMS How to Navigate in 9.0
[- Reporing Tools
[> PeopleToals In this topic you will learn how to use the main menu to navigate to a panel.

[- LEUHSC Processes

Maote: Mavigation guides will provided in your instructor lead trsining
sessions. Guides are also available from the PeopleSoft Support website

Let get started

Fause

Step | Action

8. Although, you will not be able to perform the tasks of the demonstration while in SEE
IT! mode, you will be able to control the playback of the demonstration by clicking on
the links that appear in the bubble.
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FA PS Desktop - MetaFrame Presentation Server Client [SpeedScreen On]

QO HMEAGPLwe® == d- -l

PSOHEPRP 54507

PSOHRWEBDEV12 RcB

Home

Search:

®

[- Wiorkforce Administration

[+ Benefits

[> Compensation

[> Payroll for Morth America

[ Payrall Interface

[ workiorce Development

[> Organizational Development
[ Enterprise Learning

[ Workforce Monitating

- Set Up HRMS How to Navigate in 9.0
[- Reporing Tools
[> PeopleToals In this topic you will learn how to use the main menu to navigate to a panel.

[- LEUHSC Processes

Maote: Mavigation guides will provided in your instructor lead trsining
sessions. Guides are also available from the PeopleSoft Support website

Let get started

Fause

Step | Action

9. Click the Pause link at any time to pause the demonstration.
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FA PS Desktop - MetaFrame Presentation Server Client [SpeedScreen On]
- O HERNLw® 2w JE
PS9HEPRP c.ss07

PSSHRWEBDEV12 RCB

Search:

| ®

[> Warkfarce Administration

I Compensation
[> Payrall for Morth Ametd

[ Payroll Interface
[» Organizational Dew

[> Wiorkiorce Monitori
[> Set Up HRMS

[ Reporting Tools

I: PeopleTools

[ LELIHSC Processe

[= Wtarkforce Developr ™

I Enterprise Learning

)

Great!

Mow, we will navigate to the panel that displays an employees
personal information use the navigation below.

Example Navigation:
Workforce Administration:Personal Information=Modify a Person

Click the Workforce Administration link,

Home

Step Action

10. | Click the Resume link to continue the playback.
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FA PS Desktop - MetaFrame Presentation Server Client [SpeedScreen On]

QO HMEAGPLwe® == d- -l

PSOHEPRP 54507

PSOHRWEBDEV12 RcB

Search:

®

[- Wiorkforce Administration
[+ Benefits

[> Compensation

[> Payroll for Morth America
[ Payrall Interface

[ workiorce Development
[> Organizational Development
[ Enterprise Learning

[ Workforce Monitating

[ SetUp HRME

[- Reporing Tools

[ PeopleTools

[- LEUHSC Processes

Actions

How to Navigate in 9.0

Inthis topic you will learn how to use the main menu to navigate to & panel.

Maote: Mavigation guides will provided in your instructor lead trsining

sessions. Guides are also available from the PeopleSoft Support website

Let get started

Fause

[X)

~

Step | Action

11. | You can stop the play at any time by clicking the **X"* (the Close On Demand button)

in the upper right-hand corner of the bubble or pressing the Esc key on your computer
keyboard.

You will return to the PeopleSoft 9.0 Human Resources WBT page.
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“IMPORTANT.: If you are accessing PeopleSoft web-based training from the LSUHSC - Shreveport campus,
you must access it in PS Desktop. Also, if you are unable to access the web-based training from your
computer desktop, you must access itin PS Deskiop ™™

Please review Accessing and Viewing PeopleSoft Weh-Based Training before you begin. Once you are
familiar with the basics - how to choose a topic, how to view a topic, etc. - you are ready!

Click on the link(s) below to access the available web-based training for a specific PeopleSoft module

Basic Navigation (All Sites):

PeopleSoft 9.0 - Basic Navigation - Human Resources/Student Administration:

The participant will leamn basic nawigation techniques in PeopleSoft 30 and the differences between
PeopleSoft 8.0 and 9.0. This guide is for all PeopleSoft Users

Log-oh to PeopleSoft9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
Intreduction to 9.0 Home Page SEEIT! TRYIT! (duration approximately 3 minutes)
How to Navigate in 9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
9.0 Page Options and buttons  SEEIT! TRYIT! (duration approximately 16 minutes)
Clear Browser Cache SEEIT! TRYIT! (duration approximately 4minutes)
Print PeopleSoft 9.0 Pages SEEIT! TRYIT! (duration approximately 3 minutes)
Session Time Out SEEIT! TRYIT! (duration approximately 4 minutes)

Finish! Click the complete button to notify the training team via e-
mail you have completed this module.

Wed Based Training Topics:
(Please select your Business Unit)

Click Here | LSUHSC - New Orleans (LSUNO)
Click Here | LSUHSC - Shreveport (LSUSH, Includes - EACMC, HPLMC)
Click Here | HCSD (Includes - EKLMC, LAKMC, LJCMC, MCLNO, UMCLA, WOMMC, and WSTMC)

Mew modules and topics will be added on a regular basis. Please contact the Training Team if you have any
questions or comments about LSUHSC PeopleSoft Web-Based training

« Training Homepage
s PeopleSoft Homepage

B [ »
=

&

[ [ [S3iocalintranet

i start J | 5] Trbox - Microsaft Qutlook. | 8] pccessing and Viewing F. . | &1 PeapleSoft Support - ... J (@] J

Step

Action

12.

TRY IT! Mode

Click the TRY IT! mode for the Navigating the Home Page topic.
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F PS Desktop - MetaFrame Presentation Server Client [SpeedScreen On]

QO HREAGLwe Lo Ji

PS9HECPD

PSS9HRWEBDEV12 RcB

= Personal Information

[ Biographical

I» Organizational
Relationships

I» Personal Relationships

[> Citizenship

[> Disahility

[> OEE Warkforce Survey
CAN

I» Diversity Compliance
KNLD

[+ -9 Farms
— Manage Hires
— Modify & Person

— Person Organizational
Summary
— Search for People
— Badue
— Security Clearance
— Badgel/Clearance
Access Summany
— Expiration Motification
— Expiration Inuiry
[> Job Information
[> Labor Administration
[> Absence and Yacation
[> Tenure FP3
[ Collective Processes
[> Template-Based Hire
[ Workforce Reports
[ Benefits
[- Compensation
> Payroll for Morth America
> Payroll Interface
(- Wiorkforce Development
[ Organizational Development
[ Enterprise Learning
[ orkiorce Monitoring
[> Campus Community
[> Student Recruiting
[- Student Admissions
[ Recards and Enrollment

j[ Biographical Details _Contact Information | Regional |

Lindale Thamas Person ID: 0082174
Find | Wiew Al First 44 o8 1 LF Las

“Effective Date:  [070101985 |5 =l

*Format Type: English :I'

Display Name: Lindale Thamas Edit Mame

Biographic Information

Date of Birth: |1 053001
Birth Country: &

Birth Location: Shreve|
Biographical History

9.0 Page Options and buttons

In this topic you will learn the options availakle within ata Protection [

& panel o page to navigate and view data

Press [Enter] to start.

*Effective Date:

*Gender:

*Highest Education Level: | G-Bachelor's Level Degree j

"Marital Status: |married = asof: [ozorimaess [

Language Code: IEW“SH hd
Alternate ID: I

I Full-Time Student

~ National ID Slomize :
| | |*Country  :NationalID Tyne National ID Primarv D
[usa @ [social security numper =] [438906200 72 =

B save | S\ Return to Search | ] Previous in List | +] Next in List | [=] Netity |

B Add | | UpdateDisplay | 4] Include Histary

Previous tabl (=% Mext tak | 4 Refresh |

[l Curriculurn Manacerment

| Biographical Details | Contact Information | Regional

[EF Correct History

Step Action

13. | In TRY IT! mode the topic will open to the introduction and you will learn how to

task.

Start.

You may press the Enter key to move faster through the tutorial frames.

complete the particular task by practicing it in a simulated environment. To help you
learn, you are provided with step-by-step instructions and guidance throughout the

You will be prompted to press [Enter] on your keyboard or to click the Start link to
begin the demonstration.

You may exit the demonstration at any time by pressing [Esc] on your keyboard.
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PeopleSoft.
FSTST 2

Search:

| |®

> Purchasing
> Set Up FinancialsiSupply Chain
4o

~ =
[ Travel | Expand Section Button
[ Gener:
> Com| when you click on the Expand Section {arrow) button for a level in the menu
- Accour] pagelet to expand it, the next level is displayed and highlighted (linear view).
> Peoplg
[* Report] Expanding and callapsing these folders is one way of getting around your
[ Billing | PeopleSoft application.
[ Custol
P Custorl click the vendors link.
[ Grants
> Projec " £
% Propo Note: The vendor pages are used in this example to demonstrate the
buttons and hyperlinks contained in the PeopleSoft 8.8 pages. These

E;’;p;; features can be applied to any PeopleSoft page (if they display an the page).
J

[ Asset M%n‘a‘—gmﬂem

> Inventary

[ ltems

> Demand Flanning

[+ Inventary Policy Planning
> Supply Planning

[ Products

[ Promotians

> Order Management

[ Pricing Configuration
[» Custamer Returns

> Cost Accounting

[ eFracurement

[ Serices Procurement
- Sourcing

> Engineering

> Manufacturing Definitions
[ Production Control

> Configuration Modeler
> Product Configurations
> Quality

> Prograrm Management

Step | Action

14. You will need to follow the instructions in the bubble.

complete the action in the highlighted area™.

If you do not follow the instructions, you will receive a message stating **Please
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DEVELOPMENT

Search:

b Purchasing

> Accounts Payable
= Wendors
= Yendor Information

Wendor
— Review Yendors

P
[ Approve

[+ 1089/Global Withhaolding

[ California EDD
[ LSU Process
> Trawel and Expenseas
> General Ledger
[> Commitment Contral
[> Accounts Receivahle
[ PeapleTools
> Reporting Tools
> Billing
[» Customers
[> Customer Contracts
[ Grants
[ Project Costing
> Proposal Management
> Employee Self-Service
> Manager Self-Service
[ Asset Management
I> Inventary
[ lterns
I Demand Planning
[ Inventory Policy Flanning
> Supply Planning
[ Products
[> Promations
> Order Management
I» Pricing Configuration
[> Customer Returns

> Cost Accounting

=)

> Set Up Financials/Supply Chain

— Define Vendar User e

Foint to the Define Yendor User link.
.

Home

Links and Hyperlinks

when you click on the link {(e.g. vendors, WVendor Information and Add/Update) for a level in the
menu pagelet to expand it, a component will display on the right of the menu pagelet.

The level displayed as a hyperlink is the lowest level. When you click a hyperlink (e.g. Wendar,
Review Vendors, Vendar User and Define Vendor User), a component will display to the right of
the menu pagelet.

There are several hyperlinks listed hera. If you want more information about a folder or link in
the menu pagelet, vou can roll your mouse aver it to view a call out that describes the purpose,

Step

Action

15.

When the step is successfully completed, the topic playback will continue.
I— Cefine Yendar User I
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Worklist Add to Favorites Sign out

Help

> Purchasing
[ Set Up Financials/Supply Chain
[ Accounts Payable

[ Vendars

= Vendor Information

Components

vou dick the hyperlink to open a component {i.e. a group of related
pages that pertain to a specific task. You access components from the
d menu. Components contain folder tabs with each tab containing a

related page).

When opening a component , a Search page is generally displayed first,

> Billing
[ Custol
[ Custorner Contracis

[ Grants

[ Project Costing

> Proposal Management
(> Employee Self-Service

> Manager Self-Senvice

[ Asset Management

(- Inventary

[ ltems

[> Demand Flanning

(> Inventory Policy Planning
[+ Supply Planning

[ Products

[ Promotions

> Order Management

[ Pricing Configuration

[ Customer Returns

[> Cost Accounting o

&) 8 @ mternet

Click the vendor link.

Step | Action

16. | If you do not want to complete the steps yourself, you may press the Enter key on
your keyboard, and the system will automatically complete the current step and move
to the next step.
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PeopleSoft.
FSTST

- Addipdate

it dor

— Rewlew Vendors

— Wendaor User

— Define Yendar User
[ Maintain
[ Approve

[> 1099/Global Withholding
[> California EDD

- LSL Pracess

- Travel and Expenses

> General Ledger

- Commitment Control

[ Accounts Receivable

- PeopleTools

> Reporting Tools

> Billing

- Customers

[ Customer Cantracts

[ Grants

[ Project Costing

- Proposal Managerment

- Emplayes Selt-Semice

- Manager Self-Service

> Asset Management

[ Inwentory

[ lterms

(> Demand Planning

> Inventory Policy Planning

> Supply Planning

[ Praducts

- Pramotions

- Order Management

> Pricing Configuration

- Custormer Retumms

- CostAccounting

> eProcurement

[ Services Procurerment

> Sourcing

> Engineering

> Manufacturing Definitions

[ Production Control

> Configuration Modeler

- Product Configurations

[ Gluality

- Program Management

[: Resnuree Manaoement

Action Types

Action types were referred to as data entry modes in 7.5.
Include History was known as Update/Display All data entry mode in 7.5, This
action type will allow you to view current, any future and history rows of data in a record.

Update/Display is the default setting of PeopleSoft 8.8. This action type will allow you
to view current and any future rows of datain a record, but not history,

The end-user will have another oppartunity to select the action type once in the page.

Click the Include History option.

CUSTOMET NUTBer:| TGS Wil = |

begins with || Q

clude History [ Correct History [ Case Sensitive

Search Clear | Basic Search Save Search Criteria

Find an Existing value | Add a Mew Yalue

New indow | Help | B,

Step

Action

17.

&

Infoblocks

Click the infoblock icon.

In TRY IT! mode, infoblocks may appear in the bubble. When you see an infoblock,
you may click on it to view additional information. Infoblocks may appear as icons or
blue hyperlinks.
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 Addipdate
dor
— Rewlew Vendors
— Wendaor User
— Define Yendor User
[ Maintain
[ Approve
[> 1099/Global Withholding
[> California EDD
- LS Pracess
- Travel and Expenses
> General Ledger
- Commitment Control
[ Accounts Receivable
> PeopleToals
> Reporting Tools
> Billing
[ Customers
[ Customer Cantracts
[ Grants
[ Project Costing
- Proposal Management
- Employes Selt-Semice
> Manager Self-Service
> Asset Management
[ Inwentory
[ lterms
(> Demand Planning
> Inventory Policy Planning
- Supply Planning
[ Products
- Pramotions
> Order Management
1> Pricing Configuration
(- Custormer Retumms
> CostAccounting
> eProcurement
[ Services Procurerment
> Sourcing
> Engineering
> Manufacturing Definitions
[ Production Control
> Configuration Modeler
- Product Configurations
[ Gluality
- Program Management
I Besnires

Action Types

Action types were referred to as data entry modes in 7.5.
Include History was known as Update/Display All data entry mode in 7.5, This
action type will allow you to view current, any future and history rows of data in a record.

Update/Display is the default setting of PeopleSoft 8.8. This action type will allow you
trtiew corrent And any fliknire rawes nf darain a recnrd bt nat kistars

There are four Action Types availzble in PeopleSoft 8.8

1.Update/ Display is the default setting of PeopleSoft 8.8 and accesses existing records to view andfor
add information
It allows you to view current and any future rows of data, but not histary.

2. The Add a New ¥alue hyperlink (referred to as Add data entry mode in 7.5) inserts a new record into the
database. Click the hyperlink to select this action when available.

3.Include History (referred to as Update/ Display all data entry mode in 7.5) accesses existing records to
view and/or add information. It allows you to view current, any future and history rows of data. Place a
chackmark in the checkboz in front of Include History to select this action.

4.Correct History (referred to as Correction data entry mode in
7.5) accesses existing records ta view, add andfor modify information. Place a checkmark in the checkboz in
front of Correct History to select this action.

The end-user’s level of access (hisfher Logon ID) will determine which action(s) is available to the end-user.

Press [Enter] to close this window

Mew Wilndew | Help | &,

Step

Action

18.

Click Enter to close the infoblock.

The infoblock opens to display additional information about the page.

You will be prompted to press [Enter] on your keyboard or to click the close link to
close the infoblock.
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PeopleSoft.
FSTST

- Addipdate
endor
Beiew Yendars
Wendar User
— Define Yendor User
[ Maintain
[ Approve
[> 1099/Global Withholding
[> California EDD

- LSL Pracess
- Travel and Expenses
> General Ledger
- Commitment Control
[ Accounts Receivable
- PeopleTools
> Reporting Tools
> Billing
- Customers
[ Customer Cantracts
[ Grants
[ Project Costing
- Proposal Managerment
- Emplayes Selt-Semice
- Manager Self-Service
> Asset Management
[ Inwentory
[ lterms
(> Demand Planning
> Inventory Policy Planning
> Supply Planning
[ Praducts
- Pramotions
- Order Management
> Pricing Configuration
- Custormer Retumms
- CostAccounting
> eProcurement
[ Services Procurerment
> Sourcing
> Engineering
> Manufacturing Definitions
[ Production Control
> Configuration Modeler
- Product Configurations
[ Gluality
- Program Management

[- Besniree Mananement

Action Types

Action types were referred to as data entry modes in 7.5.
Include History was known as Update/Display All data entry mode in 7.5, This

action type will allow you to view current, any future and history rows of data in a record.

Update/Display is the default setting of PeopleSoft 8.8. This action type will allow you
to view current and any future rows of datain a record, but not history,

The end-user will have another oppartunity to select the action type once in the page.

Click the Include History option.

[OUSTOMET NUBer:] BEgms Wit |

ime 1: begins with || Q

clude History [ Correct History [ Case Sensitive

Search Clear | Basic Search [5] Save Search Criteria

Find an Existing value | Add a Mew Yalue

New indow | Help | B,

Step

Action

19.

Click the Actions link.

Page 19




Training Guide (B} Health Sciences Center
Accessing and Viewing WBT

< AddiUpdate Action Types |
— Vendor ] ® Previous Step
= Action types were referred to as data entry modes in 7.5.
Besiew Yendars o . o ® Rectart Playhack
— Vendor User Include History was known as Update/Display all data entry mode in 7.5, Thi
= BT A LR UGAEEE action type will allow you to view current, any future and history rows of data i

# Infoblocks
# Preferences

> Maintain . a
> Approve Update/Display is the default setting of PeopleSoft 8.8, This action type will a e Help
1 108805 1abal Withholding to view current and any future rows of datain a record, but not history, e GhraTen
[> California EDD
> LSU Pracess The end-user will have another opportunity to select the action type once in th| press [Enter] to close this wincow.
- Travel and Expenses
[ General Ledger Click the Include History option.
- Commitment Control
[ Accounts Receivable é
> PeopleToals
> Reporting Tools (] CUSTOMAET NOMBErT BEgms win
i hme 1: begins with v | Q
- Customers
| Customer Contracts [ Ohhctude History [ correct History [ case Sensitive
[ Grants

> Project Costing Search Clear | Basic Search Save Search Critaria

- Proposal Management
- Employes Selt-Semice
> Manager Self Service Find an Existing value | Add a Mewvalue
> Asset Management

[ Inwentory

[ lterms

(> Demand Planning

> Inventory Policy Planning
- Supply Planning

[ Products

- Pramotions

- Order Management

> Pricing Configuration

[ Custormer Retums

> CostAccounting

> eProcurement

[ Services Procurerment
> Sourcing

> Engineering

> Manufacturing Definitions
[ Production Control

> Configuration Modeler
> Product Configurations
- Gluality

- Program Management
=YY

Step | Action

20. | The Actions window allows you to control the playback.

Next Step - advance to next step

Previous Step - return to previous step

Restart Playback - return to the first step in the topic and restarts the task.
Infoblocks - to view the infoblock for the current bubble.

Preferences - Not used at this time.

Help - Not used at this time.

Close Topic - closes the topic.

You will be prompted to press [Enter] on your keyboard or to click the close link to
close the infoblock.

You will return to the PeopleSoft 9.0 Human Resources WBT page.
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2l PeopleSoft Support - Microsoft Internet Explarer =& x|

File Edt Miew Favorkes Toos  Help | R

Oﬁa(k - Q) - \ﬂ @ o ‘ > ) Search \;'\}’Favur\tes & Tz €] - ﬂ

adiress [ @) hetgfrwnsuhss, sdufpfs.prortjwebtrainingjeb_based_training_i_topics, g B [ »
TEp. =

“IMPORTANT.: If you are accessing PeopleSoft web-based training from the LSUHSC - Shreveport campus,
you must access it in PS Desktop. Also, if you are unable to access the web-based training from your
computer desktop, you must access itin PS Deskiop ™™

Please review Accessing and Viewing PeopleSoft Weh-Based Training before you begin. Once you are
familiar with the basics - how to choose a topic, how to view a topic, etc. - you are ready!

Click on the link(s) below to access the available web-based training for a specific PeopleSoft module

Basic Navigation (All Sites):

PeopleSoft 9.0 - Basic Navigation - Human Resources/Student Administration:

The participant will leamn basic nawigation techniques in PeopleSoft 30 and the differences between
PeopleSoft 8.0 and 9.0. This guide is for all PeopleSoft Users

Log-oh to PeopleSoft9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
Intreduction to 9.0 Home Page SEEIT! TRYIT! (duration approximately 3 minutes)
How to Navigate in 9.0 SEEIT! TRYIT! (duration approximately 9 minutes)
9.0 Page Options and buttons  SEEIT! TRYIT! (duration approximately 16 minutes)
Clear Browser Cache SEEIT! TRYIT! (duration approximately 4minutes)
Print PeopleSoft 9.0 Pages SEEIT! TRYIT! (duration approximately 3 minutes)
Session Time Out SEEIT! TRYIT! (duration approximately 4 minutes)

Finish! Click the complete button to notify the training team via e-
mail you have completed this module.

Wed Based Training Topics:
(Please select your Business Unit)

Click Here | LSUHSC - New Orleans (LSUNO)
Click Here | LSUHSC - Shreveport (LSUSH, Includes - EACMC, HPLMC)
Click Here | HCSD (Includes - EKLMC, LAKMC, LJCMC, MCLNO, UMCLA, WOMMC, and WSTMC)

Mew modules and topics will be added on a regular basis. Please contact the Training Team if you have any
questions or comments about LSUHSC PeopleSoft Web-Based training

« Training Homepage
s PeopleSoft Homepage

r [ [ [S3iocalintranet
m‘ | 5] mbox - Microsef: outleck | ] accessing and vizwing P... |[Z7Peoplesoft support - . @ | —

Step | Action

21. | From here you may:

» Click another PeopleSoft 9.0 - Basic Navigation - Human Resources topic in the
SEE IT! and/or TRY IT! mode;

» Select another PeopleSoft 9.0 training manual (once other manuals have been
added to the webpage);

» Access other PeopleSoft Training webpages by clicking on the links at the bottom
of the PeopleSoft 9.0 Human Resources WBT page;

* Click the Close button to exit the PeopleSoft 9.0 Human Resources WBT page.
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Step | Action

22. | This completes the tutorial for Accessing and Viewing PeopleSoft Web-Based
Training - Human Resources.

Please contact the training team at peoplesoft.training@Isuhsc.edu if you have any
questions about the web-based training for PeopleSoft.
End of Procedure.
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