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Basic Navigation for Financials 9_2

Welcome to the PeopleSoft Financials 9.2 Basic Navigation module! This module contains
the information and tools needed to learn the basic concepts, terminology and procedures
involved in accessing the PeopleSoft Release 9.2 databases and navigating the pages.

Goal
To have the skills and knowledge to navigate to the PeopleSoft Release 9.2 databases,
navigate the pages and perform the objectives listed below.

Participant Objectives
At the end of this module you will be able to...

1. Logon to PS Desktop via Citrix.

2. Open the PS9.1 Launcher to select a PeopleSoft Database.

3. Navigate PeopleSoft 9.2 menu pagelet and pages.

4. Use page components and elements including, methods to move between pages, buttons
and hyperlinks, view multiple rows of data on a page, open a New

Window, add and delete rows of data on a page and save data.

5. Search for records in PeopleSoft 9.2 using the Search page and Action Types.
6. Properly Sign out of PeopleSoft 9.2 and Log off Citrix.

7. Clear Browser Cache to improve computer response time.

8. Print PeopleSoft 9.2 Pages.

9. Handle Session Time Outs.

Page 1



Training Guide
Basic Navigation for Financials 9_2

Logon Procedures

Logon to PeopleSoft 9.2 via Citrix

Procedure

In this topic you will learn how to:

* Log on to Citrix Web (LSU Health Sciences Logon);

* Access PS Desktop via Citrix;

» Open the PS9.1 Launcher to access PeopleSoft;

« Select a PeopleSoft Application, Database and Domain; and
« Access the PeopleSoft 9.2 Home page.

. 4 Y o -
P L BB m rRD e o

Step Action

1. Double-click the LSU Health Sciences Center - Logon button.

Page 2




Training Guide
Basic Navigation for Financials 9_2

Log on

Click here for Help if you are encountering
problems with this website

CITRIX [rox

Step Action

2. Enter the desired information into the User name: field. Enter "Your LSUHSC
User Name".
NOTE: The User name field is not case sensitive.

3. Enter the desired information into the Password: field. Enter "Your LSUHSC
Password".
NOTE: The Password field is case sensitive and must be entered the way the user
created it.

4. Click the Log On link.

| Log On |
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PS Desktop Test PSDesktop

H100% v

Step Action

5. Click the PS Desktop button.
PS Desktop
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PS Desktop - Citrix Receiver

o -5

; rID: wdooll
tmain: LSUMC-MASTER

b A c
ﬁﬁmputer APP229

Step Action

6. Double-click the PS9.1 Launcher button.

il

D]
2 |
Launcher

7. From the LSUHSC PeopleSoft 9.1 Launcher, you will need to select the following:
PeopleSoft System: Financials

Database:

» PS9.2 Financials Production (PS9FSPRD) to enter data;

» PS9.2 Financials Reports (PS9FSRPT) to view data and run reports or queries;
» PS9.2 Financials Sandbox (PS9FSSND) to practice using the system.

NOTE: Anything entered into the Sandbox Database will not transfer to another
database.

Application: PeopleSoft

8. NOTE: In this exercise the PS 9.2 Financials Training (PS9FSTRN) database
will be used for training purposes only. Users will access the PS 9.2 Financials
Production (PS9FSPRD) database when entering information into the system.
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Step Action

9. Click the Start button.

10. A Warning Message displays when accessing any database other than Production to
remind users any information entered into the database will be lost and not transfer
over to Production.

Click the Yes button.
Yes
11. This completes Logon to PeopleSoft via Citrix and the PS9.1 Launcher.

End of Procedure.
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Navigating the PeopleSoft 9.1 Home Page and Applications

PeopleSoft 9.2 and the Internet Browser
Procedure
In this topic you will learn how to:

* Expand the PeopleSoft 9.2 Workspace and
* Use the Internet browser buttons while in PeopleSoft 9.2 pages.

ﬂ; The navigational structure of PeopleSoft 9.2 consists of menus, components (or
groups of pages) and pages. You will use Menu Pagelets and Breadcrumbs to
navigate. Using these elements, you will be able to enter new data, change, delete
and modify existing data, depending on your security access. The new terminology is
in keeping with web pages on the internet. PeopleSoft 9.2 is a web-based application.
Users who have done any browsing of web pages on the internet may find that the
new PeopleSoft Internet Architecture is a simple, intuitive way of working with the
database.

Zir - B - ) o= v Page~ Safety~ Tooks+ @ {0 - A

Favorites ~ Main Menu ~

PSO9FSSND Home Worklist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 Menu | Search 2 | Advanced Search
PSIFSWEBDEV11

Persanalize Content | Layout ? Help
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Step Action

1. You can press the [F11] function key on your keyboard to expand your workspace.
This will hide the browser (the Back and Forward Buttons, the Address bar, and the
Command Bar).

Press [F11].

2. Point to the top of the page view any of the hidden browser features. This is
optional.

3. View the Back and Forward Buttons, the Address Bar and the Command Bar.
NOTE: The Back and Forward buttons on the browser should NEVER be used in
PeopleSoft.

4. Internet Browser Buttons:

Refresh Button:

The Refresh button reloads PeopleSoft in its default state (i.e. returns you to

the Home list of menus).

Stop Button:

The Stop button will not cancel the loading of PeopleSoft pages.

Print Button:

The Print button can be used to print PeopleSoft pages. Pages can also be printed by
selecting File, Print on the browser menu bar.

5. Press the [F11] function key on your computer keyboard to restore your workspace
to the original view.

Press [F11].
6. This completes The PeopleSoft 9.2 Home Page and Internet Browser.

End of Procedure.
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Navigating Basics for PeopleSoft 9.2
Procedure

In this topic you will learn how to:

1. Remove the Top Menu Features Description pagelet.

2. Navigate using the Main Menu and Breadcrumbs.

3. Turn features on and off, such as the Type Ahead feature, using My Personalizations.

4. Arrange menu options in Descending, Process or Alphabetical order using Sort.

5. Utilize the Personalize Content and Search options.

6. Add pages to and delete pages from My Favorites, and navigate using Recently Used options.
7. Personalize your home page using the Layout link.

PS9FSTRN s
PSOFSWEBDEV12 Rca Home | workist

Add to Favorites Sign out
Favorites - Main Menu

Personalize Content | Layout

Help
Top Menu Features Description -]

Cur menu has changed!

The menu is now Iocated across the top of the page
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Done

€ Local intranet | Protected Mode: Off i v ®10% v

Step Action

1. The Top Menu Features Description box will display when you enter the 9.2
database. It outlines basic changes made within the system and will remain on the
page until removed.
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PS9FSTRN:s
PSIFSWEBDEV11  RCB
Favorites = Main Menu

Personalize Content | Layout
Top Menu Features Description =

Cur menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favworites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

)

€L Local intranet | Protected Mode: Off

<

b ®10% ~

Step Action

2. Click the Remove Top Menu Feature Description button.
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PS9FSTRN:s

PSIFSWEBDEV11  RCB

Sign out

Add to Favorites

New Window | Help | Customize Page |

Top Menu Features Description

Removal Confirmation

? Are you sure you wish to remove this pagelet from your home page?
You can add it |ater by going to the ‘Personalize Home Page Content page

No - Do Not Remave

Done € Local intranet | Protected Mode: Off fh v HI0% v

Step

Action

Click the Yes - Remove button.

Yes - Remove
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PS Desktop - Citrix Receiver == =R
Favorites ~ Main Menu ~
PSOFSSND Home ‘Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Menu ~ Search 2 | Advanced Search
PSIFSWEBDEVH
Personalize Content | Layout ? Help
< >

Step

Action

The Top Features Menu Description box has been removed from the Home page.

PS Desktop - Citrix Receiver =)
Favorites ~ Main Menu ~
PS9FSSND Home ‘Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Menu ~ Search 2» | Advanced Search
PSIFSWEBDEVT!
Personalize Content | Layout “? Help
< >
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Step Action
5. Navigating in 9.2
The menu navigation for 9.2 has changed to drop-down navigation menus. The
drop-down navigation is a more intuitive way of accessing information in the
database. Users will click the Main Menu option to open a series of cascading
menus.
Click the Main Menu button.
Main Menu
PS Desktop - Citrix Receiver =1 EoR =)
Favorites ~ Main Menu =
PSOFSSNL Search Menu: Home Worklist Add to Favorites Sign out
iiﬁ:i’.i::é:‘:‘f” 2] N 3 | Advanced Search
(=] Accounts Payable 13 Personalize Content | Layout 7 Help
(3 Allocations L4
3 Background Processes 4
31 Banking ¢
(3 Commitment Cantrol L4
B  Cost Accounting 4
(3 Customer Contracts L4
(3 Enterprise Components '
(3 General Ledger 4
£ inventory 4
8 items L4
03 LsuUProcesses L4
B PeopleTools '
(2 Procurement Contracts L4
B  Purchasing 4
(3 Reporting Tools 4
3 SetUp FinancialsiSupply Chain L4
3 suppliers 4
03 worklist ]
|j My Personalizations
< >
Step Action
6. The drop-down menus contain folders that provide access to submenus and cascade

to the side, or direct links to pages. Whenever you see a menu item with a yellow
folder next to it, clicking on a menu item name next to the folder will open another
cascading menu list.

NOTE: Clicking on the folder to the left of a menu item name will open the
standard navigation page that displays folder options in a graphical format. This
will be demonstrated later in this section.

Click the Purchasing menu item name.

Purchasing *
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PS Desktop - Citrix Receiver [E=2(E=RExT)

Favorites ~ Main Menu ~
PSOFSSNL Search Menu: Home Worklist Add to Favorites Sign out
manes ® » | Advanced Search
£3  Accounts Payable » Personalize Content | Layout ? Help
3 Allocations 4
(3  Background Processes 4
(3 Banking '
0 commitment Control 4
B  CostAccounting 4
3 Customer Confracts 4
0 Enterprise Components r
3 General Ledger 4
£ Inventory 4
0 items 4
3 LSU Processes 4
(3  PeopleTools '
& Procurement Contracts ¢
3 Purchasing
£ Reporting Tools 3 Analyze Procurement 4
3 setUp FinancialsiSupg & GPOContacts '
21 suppliers 5] F‘ur:r!ase Orders '
3 Receipts 4
K workiist 3 Requestfor Quotes 4
|j My Personalizations 1 Requisitions N
3 Retun To Vendor / Supplier 4
3 VendorRebates 4
< >

Step

Action

Another cascading menu displays.

Click the Requisitions menu item name.

Requisitions r
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PS Desktop - Citrix Receiver E=n B =)
Favorites ~ Main Menu ~
PSOFSSNE Search Menu: Home Worklist | Addto Favorites Sign out
FSCM 9.2 PSTools 8. @ 3 | Advanced Search
PSIFSWEBDEVT -
3 Accounts Payable 3 Personalize Content| Layout ? Help
3 Allocations 4
3  Background Processes 4
O Banking r
8 commitment Control 4
3 CostAccountin 4
N [3 Reconcile Requisitions 3
3 Customer Contracts ¢ £ Report .
eports
8 Ent c t ’
& Nerprse Lomponents R 3 Review Requisition Information 4
General Ledger |j Add/Update Requisitions
. »
8 imventory |j Approval Workflow
3
B tems |j Approve Amounts
81 LSUProcesses ' [El  Approve CharfFields
3  PeopleTools 4 B Budget Check
3 Procurement Contracts 4 [l  Entry Event Request
£3  Purchasing El  LoadReaquisitions
N 3 Analyze Procurement
3 Reporting Tools o PO Contact [El Purge Load Requests
ontracts
3 SetUp Financials/Supg |j Requesters Workbench
(3 Purchase Orders
3  Ssuppliers £ Receipts |j Stage For Loading
a v Update Direct Shi It
Workiist i 3 Requestfor Quotes d paate bire ipments
|j My Personalizations 9 Requistions
3 Return To Vendor / Supplier L3
(3 Vendor Rebates '
< >
Step Action
8. Whenever you see the icon that looks like a sheet of paper, clicking on the menu

item name next to it will open a search or transaction page. The search or transaction
page is where you would start your process. In this example it would be the search
or transaction page for the Add/Update Requisitions process.

Click the Add/Update Requisitions menu.

Add/Update Requisitions
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PS Desktop - Citrix Receiver

[E=8E=8 )

|Favomesv Main Menu= > Purchasing ~ > Requisitions = > Add/Update Requisitions
PSOFSSND Home Worklist Addto Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisitions « | Search % | Advanced Search
PSIFSWEBDEV11
New Window | Help | .5,
Requisitions

Find an Existing Value Keyword Search Add a New Value

Business Unit: L. SUSH|@,
Requisition ID: |NEXT

Find an Existing Value | Keyword Search | Add a Mew Value

Step Action

9. Breadcrumbs

As you navigate, your navigation path appears across the top of the page. The

navigation path is referred to as breadcrumbs and let you know where you are in the
system.
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PS Desktop - Citrix Receiver

Favorites~  Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
PSOFSSND

FSCM 3.2 PSTools 8 53 Requisitions « | Search

PSIFSWEBDEV11

Requisitions

Find an Existing Value Keyword Search Add a New Value

Business Unit:|LSUSH | @
Requisition ID: |NEXT

Find an Existing Value | Keyword Search | Add a New Value

[E=8E=8 )

Home
3 | Advanced Search

Worklist Addto Favorites Sign out

New Window | Help | .5,

Step

Action

10.

Click on any breadcrumb option to view

Click the Requisitions button.

Requisitions

additional navigational choices.

11.

to which you choose to navigate.

The Requisitions drop-down menu displays. Simply click on the menu item option
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PS Desktop - Citrix Receiver

o ==
Favorites~  Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
| =
PSOFSTRN Home Worklist Add to Favorites Sign out
FSCM 3.2 PSTools 8 53 Requisitions « | Search % Advanced Search
PSIFSWEBDEV12
Mew Window | Help | =
Requisitions

Use the following search to look for an existing Requisition
Find an Existing Value Keyword Search Add a New Value

Search Criteria

Business Unit: JLsusH x |3,
Requisition 1D:

Requisition Name:

Requisition Status: |- |
Origin: @,
Requester: @,
Requester Name: @,

Hold From Further Processing O

[Jcase sensitive

Search Clear |Basic Search [&f Save Search Criteria

Find an Existing Value | Keyword Search | Add a Mew Value

Step Action

12. The Type Ahead Feature

The Type Ahead feature provides a list of suggestions to help narrow your search as
you enter information into various prompt or lookup fields. If the Type Ahead

feature is turned on, as you enter data into a field, related options will display
automatically.

NOTE: The Type Ahead feature is defaulted to off when accessing the system.
Users will have to turn the Type Ahead feature on if they wish to use it.

Enter the desired information into the Business Unit field. Enter "L".
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PSSFSWERD RCB
Favorites > Purdlasmg > Requgrtlons > Add/Update Requisitions

Requisitions

Use the following search to look for an existing Requisition

Find an Existing Value Add a New Value

Training Guide
Basic Navigation for Financials 9_2

Workist | Addto Favorites |  Signout

INew Window | Helo | B

Limit the number of results to (up to 300). |300

Business Unit: = -
Requisition ID: [SAES AN 6. sinc=s Unit Description
. | - LAKMC Lallie Kemp Medical Center
Requisition Name: begins Wit~y jeue Leonard J. Chabert Medical Ctr
Requisition Status: = M LSUNA LSUNQ Ausillary
Origin: begins with ~ |LSUNO LSUHSC New Orleans
Requester: begins with = LSUSE LSU Shreveport Employee BU
LSUSH LSUHSC Shreveport
Requester Name: begins with ~ |
Hold From Further Processing ]
[Ccase Sensitive
Search | Clear |Elaswc Search [BF Save Search Criteria

Find an Existing Value \ Add 3 New Value

ol i

] O

Done

€ Local intranet | Protected Mode: Off i v H10% v

Step

Action

13.

A list of options displays.

default it into the field.

If the option you need displays in the list, simply click on it and the system will

Page 19



Training Guide
Basic Navigation for Financials 9_2

PS Desktop - Citrix Receiver == =R
Favorites~  Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
PSOFSTRN Home Worklist Addto Favorites Sign out
FSCM 3.2 PSTools 853 Requisitions « | Search % | Advanced Search
PSIFSWEBDEV12

Mew Window | Help |
Requisitions
Use the following search to look for an existing Requisition
Find an Existing Value Keyword Search Add a New Value

Search Criteria

Business Unit: LSUSH @
Requisition 1D:

Requisition Name:

Requisition Status: |- |
Origin:
Requester: @,
Requester Name: @,

Hold From Further Processing O

3

[Jcase sensitive

Search Clear |Basic Search [&f Save Search Criteria

Find an Existing Value | Keyword Search | Add a Mew Value

Step Action

14. Turning the Type Ahead Feature On and/or Off

Users can turn the Type Ahead feature on and/or off using the My Personalization
option.

Click the Main Menu button.

Main Menu
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PS Desktop - Citrix Receiver E=n B =)
Favorites = Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
PSOFSTRI Search Menu: Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools € | ) % | Advanced Search
PSOFSWEBDEV1Z N
C1 Accounts Payable y New Window | Help | &
- 5] 4
Requisitions Allocations
55 Background Processes 4
Use the followint 3 panking »
8 commitment Contral 4
Find an Existin
@ CcostAccounting 4
Search Crit. &1 Customer Contracts 4
5] Enterprise Components 4
Business Unit: [  General Ledger ' Q,
Requisition ID: (3 Inventory '
Requisition Nan (3 jtems 4
Requisition Stal T3 | SU Processes 4 .v
Origin: B3 PeopleTools ' B
Requester: 8 Procurement Contracts 4 2,
RequesterNam (3 puyrchasing 4 Q
Hold From Furth (3 Reporting Tools 4
[case Sensiti 03 set Up Finandials/Supply Chain 4
& suppliers ’
[ Y »
S Worklist
ﬂ My Personalizations
Find an Existing Value | Keyword Search | Add a Mew Value

Step Action

15. Click the My Personalizations menu.

My Personalizations
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PS Desktop - Citrix Receiver

Dooley, Wanda G
Standard setftings are in effect.
You must login again to see the changes

Personalize User Option by Category

Restore Defaults

Favorites~ | Main Menu~ > My Personalizations
PSOFSTRN Home Worklist
FSCM 9.2 PSTools 8.53 Requisitions « | Search 3 | Advanced Search
PSIFSWEBDEV1Z
New Window | Help | Personalize Page | 5
Personalizations

Step Action

16. Click the Personalize Navigation Personalizations link.

Personalize Mavigation Personalizations
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PS Desktop - Citrix Receiver

o ==
Favorites~ | Main Menu~ > My Personalizations
PSOFSTRN Home Worklist Addto Favorites Sign out
FSCM 3.2 PSTools 8 53 Requisitions « | Search
PSIFSWEBDEV12

% | Advanced Search

New Window | Help | Personalize Page | 5
Option Category: Mavigation Personalizations

Personalizations

Find First 4 1-2 of 2 &/ Last

Personalization Option Default Value Override Value

Tab over Lookup Button No I Explain
—

Autocomplete No | II Explain

Restore Category Defaults

oK Cancel

Step Action

17. Click the button to the right of the Autocomplete Override Value field.

v
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PS Desktop - Citrix Receiver == =R
Favorites~ | Main Menu~ > My Personalizations
. =
PSOFSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8 53 Requisitions « | Search % Advanced Search
PSIFSWEBDEV12

New Window | Help | Personalize Page | 5

Option Category: Mavigation Personalizations

Personalizations Find First 4 1-2 of2 2/ Last
Personalization Option Default Value Override Value

Tab over Lookup Button Mo | Explain
Autocomplete No Explain

Restore Category Defaults

oK Cancel

Step Action

18. In this example, the Type Ahead feature is already turned on, so you will turn it off.
Click the No list item.

NOTE: The system defaults the Type Ahead feature to off, so users must turn it on
if they wish to use it. If you wish to turn the Type Ahead feature on, click the Yes
option from the Autocomplete Override Value drop-down list.

Mo

Page 24




Training Guide
Basic Navigation for Financials 9_2

PS Desktop - Citrix Receiver

o ==
Favorites~ | Main Menu~ > My Personalizations
PSOFSTRN Home Worklist Addto Favorites Sign out
FSCM 3.2 PSTools 8 53 Requisitions « | Search
PSIFSWEBDEV12

% | Advanced Search

New Window | Help | Personalize Page | 5
Option Category: Mavigation Personalizations

Personalizations

Find First 4 1-2 of 2 &/ Last
Personalization Option Default Value Override Value

Tab over Lookup Button Mo I Explain

Autocomplete Mo [ | :::sin

Restore Category Defaults

Cancel

Step Action

19. Click the OK button.
OK
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PS Desktop - Citrix Receiver

Favorites~ | Main Menu~ > My Personalizations
PSOFSTRN

FSCM 9.2 PSTools 8.53 Requisitions ~ | Search

PSOFSWEBDEV1Z

Save Confirm

v Your Persenalizations have been saved.

Return

o ==
Waorklist Addto Favorites Sign out

% | Advanced Search

New Window | Help | Personalize Page | 5

Step Action

20. Click the Home link.
Home
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PS Desktop - Citrix Receiver == =R
Favorites ~
PSO9FSTRN Home ‘Worklist Add to Favorites Sign out
::;mg:xl;zﬂ Menu ~ Search 2 | Advanced Search
Personalize Content | Layout (Z) Help
< >
Step Action
21. Accessing the Standard Navigation Page in 9.2

Users can access the Standard Navigation page instead of using the cascading menu
option. The Standard Navigation page displays the folders and links seen in the
cascading menu on one page. However, users must first click on the menu item
folder (i.e. Purchasing folder) to display the Standard Navigation page.

Click the Main Menu button.

Main Menu
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PS Desktop - Citrix Receiver
Favorites ~ Main Menu ~
PSOFESTRM Search Menu:

FSCM 5.2 PSTools 8. | ®
PSIFSWEBDEV12 -

Accounts Payable L4
Allocations 4
Background Processes L4
Banking L4
Commitment Control 4
CostAccounting 4
Customer Contracts ¢
Enterprise Components L4
General Ledger L4
Inventory L4
ltems 4
LSU Processes 4
PeopleTools L4
Procurement Conlracts 4
Purchasing L4
Reporting Tools 4
Set Up Financials/Supply Chain L4
Suppliers L4
Worklist 4

LEEDDHEEDDEEDDDEEDDE

My Personalizations

> | Advanced Search

Home

Worklist Add to Favorites

Personalize Content | Layout

[E=8E=8 )

Sign out

\3) Help

Step

Action

22.

Click the Purchasing folder menu.
=
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P5 Desktop - Citrix Receiver == B =)

Favorites~ | Main Menu~ > Purchasing =

PSOFSTRN Home Worklist Addto Favorites Sign out

FSCM 9.2 PSTools 8.53 Al ~|search % | Advanced Search
PSOFSWEBDEV12

Purchasing

=1 Purchasing
@3

Wanage requisitions, purchase orders, receipts, GPO contracts, and related data.
| Requisitions Request for Quotes Vendor Rebates
reate, maintain, reconcile or review requisitions Create requests for quotes (RFQs), enter supplier Vendor Rebates

responses, or award RFQs.

[ Rebate Agresment

[E] Add/Update RFQs [=] Rebate Dispatch
=] Manage Supplisr Quote Group E Rebate Accrual
= Dispatch Quotes 3 More.
11 More. 6 More.
ﬁ Purchase Orders ﬁ Receipts ﬁ Return To Vendor | Supplier
/Add, maintain, and dispatch purchase orders. Enter and Ioad receiving data, generate accruals, review Create Return To Vendor (Supplier) (RTVs); dispatch,
] Add/Update Express POS and report on racsipts. reconcile or review RTVs
[ Add/Update POs 5 Add/Update Receipts [ Add/Update RTV
= Buyer's Workbench = Load Receppls ] Dispatch RTVs
18 Wore. [ Process Recsipts. [ Reconcile RTVs
15 More... S More..
ﬁ Analyze Procurement ﬁ GPO Contracts
Accumulate summarized data and analyze purchasing and Enter contract information for group purchasing
supplier data. organizations (GPO).
= Update Procurement Info [ Reports
=] Update Spend History = Name
=] Update Procurement Statistics. = GPO Manufacturer
3 More. 2 Wore.

Step

Action

23.

The Standard Navigation Page displays from which a page can be selected to view.

Click the Add/Update Requisitions link.

=] AddiUpdate Reguisitions

24,

The Requisitions page displays.
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PS Desktop - Citrix Receiver

Favorites= | Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions

PSOFSTRN
FSCM 9.2 PSTools 8.53

Requisitions « | Search
PSOFSWEBDEV1Z

3 | Advanced Search
Requisitions

Eind an Existing Value Keyword Search Add a New Value

Business Unit:|LSUSH @,
Requisition ID: |NEXT

Add

Find an Existing Value | Keyword Search | Add a New Value

[E=8E=8 )

Add to Favorites Sign out

Mew Window | Help | =

Step Action

25. Using Sortin 9.2

Click the Main Menu button.
Main Menu

26.

user navigates away from the page.

Menu item folders are organized by default in alphabetical order in 9.2, rather than
in process order, as are all cascading menus. Users can click the Sort Menu to
reorder the folders. However, menu items will revert to alphabetical order when the
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PS Desktop - Citrix Receiver (=N E=R =
Favorites = IMain Menu~ > Purchasing = > Requisitions ~ > Add/Update Requisitions
PSOFSTRI Search Menu: Home Worklist Addto Favorites Sign out
FSCM 9.2 PSTools £ ® 3 | Advanced Search

PSSFSWEBDEV12 EI

8 Accounts Payable Mew Window | Help |

Requisiti B3 Alocations O3 Batch Processes '

cauisitions 31 Background Processes & control Groups ’
B Banking 8 Payments 4
Eindan&xistin &9 commitment Control B Reports ’

&1 CostAccounting [3  Review Accounts Payable Info 14

Business Unit:] !  Customer Contracis 8 Veuchers 01 addUpdate

Requisition 1D: | 33 Enterprise Components 4 Bl Approve [E close voucher
C1 General Ledger » & yaintain El complete Register Voucher
3 Inventory v El  Delete voucher

Add @ tems 4 D Quick Invoice Entry

(3 Lsu Processes 4 D Regular Entry
3 PeopleTools 4 Alpgargs:lcal D Summary Invoice Entry

Findan Existing’ C3  Procurement Contracts 4 E unPostvoucher
3 Purchasing 4 El Update Open item
& Reporting Tools » [E  vouchersearch
5] Set Up Financials/Supply Chain 4
8 suppliers ’
O workist 4
D My Personalizations

Step Action

27. Click the Menu sorted in ascending order. Click to sort in descending order
button.

Y
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PS Desktop - Citrix Receiver =l e
Favorites = Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
PSOFSTRI Search Menu: Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools £ 3 | Advanced Search
PSIFSWEBDEV12 .
8 workiist 4 Mew Window | Help | =
I =] 4
Requisitions Suppliers
55 Set Up FinancialsiSupply Chain 4
3 Reporting Tools »
EindanBdstin 3 pyrcnasing »
3 Procurement Contracts 4
Business Unit| & PeopleTools '
Requisition 1D: || B LsuProcesses »
0 items »
& inventory 4
Add 3 General Ledger 4
55 Enterprise Components 4
£ customer Contracts 4 B closevoucher
Findan Existing’ £3  Cost Accounting 4 ~ B complete Register Voucher
3 commitment Control 4 5 Delete voucher
& Banking » 5 quickinvoice Entry
B Background Processes ' I RegutarEntry
£ allocations » Descending El summary Invoice Entry
3 Accounts Payable = Bl unPastvoucher
Bl myPersonaiizations ouchers Waintain B update open tem
3 Review Accounts Paya Bl VoucherSearch
C1 Repons Approve
S payments 8 addupdate "
'
@ control Groups 4
3 Batch Processes 4

Click the Menu sorted in descending order. Click to sort menu in process order
button.

®
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PS Desktop - Citrix Receiver =R ER =
Favorites = Main Menu~ > Purchasing = > Requisitions ~ > Add/Update Requisitions
PSOFSTRI Search Menu: Home Worklist Add to Favorites Sign out
M e )] El > | Advanced Search
£ LSU Processes » Mew Window | Help | =
Requisitions 3 Accounts Payable B vouchars
8 Anocations 03 AddUpdate
£ BackgroundProcesses — CoMrol GrouEs B waintain B RegquiarEnty
EindanExistin (3 Banking 8 Payments B sgorove [ vouchersearch
8 commitment Control —! BatchProcesses B ouickinvoice Entry
y ab »
Business Unit] = CostAccounting j zzwe,\tﬁ.ccauntsF'aya.,\e\nfo ) 5] summary Invoice Entry
Requisition 1D: | 8  customer Contracts ports \j Complete Register Voucher
3 Enterprise Components 4 B closevoucher
3  General Ledger » ﬂ Delete Voucher
Add B3 inventory » [El  update Open tem
4 ftems » ﬂ UnPost Voucher
0O PeopleTools 4
Findan Existing’ £3  Procurement Contracts 4
& Purchasing 4
O Reporting Tools 4
8 setUp Financials/Supply Chain 4
8 suppliers »
8 workist 4
ﬂ My Personalizations
Step Action
29. Click the Menu sorted in process order. Click to revert back to original button.
—
.
-
30. The menu is returned to its default view in alphabetical order.
31. Users who would prefer to use a static entry menu rather than the cascading menus

can add it to their Home page.

NOTE: If you add the static entry menu to your Home page, it will not display
once you navigate away from the page. However, it will always display on your
Home page even if you sign out of the system.

Click the Content link to add the static entry menu to your Home page.

Content
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t - Internet Explorer

G’@ - @ ttps: /psefirca.suhsc.edufpsafstrm/EMPLOYEE /ERP  iab=t O 7| & | (2 Employee-facng registry con...

Fie Edt Vew Favortes Toos Help

S - B - ) o - Pager Safety - Toos- @- 8 o 4

Personalized Home Page

Personalize Content: My Page

Tab Name|My Page |

Welcome Message| |

Choose Pagelets: Simply check the items that you want to appear on your homepage.
Rememberto click "Save” when done.

Arrange Pagelets: Goto Personalize Layout

People Soft Applications
Wenu

Wenu - Classic

O
m}
O Top Menu Features
O
O

Description
My Reports

Main Menu

Retur to Home

Step Action

32. Users can select either than the Menu or Menu - Classic option. You can click the

link to preview how each will display.

Click the Menu - Classic link.
Menu - Classic
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PS9FSTRN:s

PSSFSWEBDEV11  RCB

Add to Favorites

Mew Window | Help |

Person{g Pagelet Preview - Windaws Inte... = | = e}
Welcomo o

Search:
Choose Pag | @

your homepage.

> My Favorites

Arrange Pal [ LSU Processes

[ Accounts Payable

[ Allocations
PeopleSoft. [» Background Processes
(- Banking

[- Cash Management

[> Commitment Control

[ Cost Accounting

[» Customer Contracts

> General Ledger

> Inventory

[ llems

> PeopleTools

[- Procurement Coniracts
[» Purchasing

> Reporting Tools

[ Set Up FinancialsiSupply Chain
[- Vendors

[- Worklist

= My Per m

m

Save

[=] Notify |

el= A N D LD

Step Action

33. A pop-up window opens displaying the selected menu option.

Click the Close button.

—sTI—
|—————
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r

E
(€15 : & employee faong regstry con... % ||

Fie Edt Vew Favortes Toos Help

Ti v B - v Poser Seyr Tosse @- A &

Personalized Home Page

Personalize Content: My Page

Tab Name|My Page |

Welcome Message| |

Choose Pagelets: Simply check the items that you want to appear on your homepage.
Rememberto click "Save” when done.

Arrange Pagelets: Goto Personalize Layout

People Soft Applications
Wenu
Menu - Classic

Top Menu Features
Description

My Reports

Main Menu

S

Notify

Step Action

34. Click the Menu - Classic option to select it for use.

[=]

35. Click the Save button.

Save
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PS Desktop - Citrix Receiver

/& Employee-facing registry content - Internet Explorer

G—Ej w [@ htps: jpssfsrch Jsuhsc.edufpsp/fstm/EMPLOYEE /ERP h/7iab=1 O F]| G |[ 42

/2 Employee-fading registry con... %

Fie FEdit View Favorites Tools Help

£+ B - =) ™ v Page~ Safetyr Toos - @+ (N o &

Menu - Classic

Search:

®

> My Favorites

> LSU Processes

> Accounts Payable

[ Allocations

> Background Processes

> Banking

[ Commitment Control

> Cost Accounting

[» Customer Contracts

> Enterprise Components

> General Ledger

> Inventary

[ ltems

> PeopleTools

[» Procurement Contracts

= Purchasing

FiRequisifions

I> Reconcile Requisitions
[> Review Requisition Information

I Reports
= EAIECTErS WOIKnE
= Approve Amounts
= Approve ChariFields
= Stage For Loading
= Load Requisitions
= Update Direct Shipments
= Budget Check
= Entry Event Request
= Purge Load Requests
~ Approval Workflow

[» Request for Quotes

[+ Vendor Rebates

[+

3.4

Step

Action

36.

same as in 9.2.

The static entry menu is added to the Home page. Navigating using this menu is the

Click the Add/Update Requisitions link.
- Add/Update Reguisitions

37.

The static entry menu will not display on any other pages in the system but the
Home page. Users will have to navigate using breadcrumbs from search or
transaction pages, or click the Home link and return to their Home page to navigate.
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PS Desktop - Citrix Receiver =l 2=
G—Ej = |’_,@ https: //psSfsrch. suhsc.edu/psp//fstrn/EMPLOYEE/ERP fc/REQUI ,Ojlgl +#| (2 add/Update Requisitions x |_| A
Fle Edit View Favoritss Tools Help
Zy - B - = o v Page - Safetyr Tooks - @@ (N o J
Favorites~ | Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions

PSOFSTRI Search Menu: Home Worklist Add to Favarites Sign out
FSCM 9.2 PSTools € | ) # | Advanced Search
PSIFSWEBDEV11 -

3 Accounts Payable » Mew Window | Help | 2
Requisitions & Alocations '
=] Background Processes L4
3 Banking 4
EindanExistin 3 commitment Control 4
3 costAccounting r
Business Unit:| =1  Customer Contracts r
Requisition ID:]| &3 Enterprise Components 4
£3  General Ledger 4
3 Inventory 4
Add 8 items *
3 LsUProcesses 4
& PeopleTools 4
Find an Existing 3 Procurement Contracts 4
3 Purchasing 4
3 Reporting Toals *
5] Set Up Financials/Supply Chain 4
3 suppliers L4
3 workist 4
D My Personalizations

Step

Action

38.

Using Search in 9.2

Another feature found in version 9.2 is the Search Menu option. The Search Menu
can be used to locate specific pages within the system.

Enter the name of the topic in the Search Menu field to view available options.

Enter the desired information into the Search Menu field. Enter "requisitions".
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PS9FSTRNss

PSY9FSWEBDEV11  RCB
Favorites = Main Menu
Search Menu:

requlsmons\ ®

Worklist Add to Favorites

Personalize

Help

Requisitions

Rzopen Requisitions
Re

T TS0 Processes

3 PeopleTools

3 Procurement Contracts
3 Purchasing

3 Reporting Tools

3 Set Up Financials/Supply Chain
3 Vendors

3 Worklist

D My Personalizations

r v v v wwwrrrrrrrvrvrvvvow b

Done € Local intranet | Protected Mode: Off v H10% v

Step Action

39. Regardless of whether the Type Ahead feature is turned on or off, a list of options
will display. Simply click on the option from the list you wish to view.

Click the Add/Update Requisitions link.
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PS Desktop - Citrix Receiver

o ==

/& Add|Update Requisitions - Internet Explorer M=
(L | @ https: /psesrch. suhsc.edufpsp/fstrnjErpLovEE fErpjcrequl O 7] B || 44| 3 Addjupdate Requisitions x I 5g el

Fie Edit vView Favorites Tools Help
£ - - [) im0 v Page~ Safety - Toolks - W@ (N o J
Favorites~ | Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
PSO9FSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisitions ~ | Search
PSIFSWEBDEV11

# | Advanced Search

Mew Window | Help | &
Requisitions

FEind an Existing Value Keyword Search Add a New Value

Business Unit: L. SUSH @,
Requisition 1D: NEXT

Add

Find an Existing Value | Keyword Search \ Add a New Value

Step

Action

40.

The system will bring you directly to the page.

If the option you are looking for did not display in the drop-down list, additional
options can be found using the Start your search feature.

Click the Main Menu button.

Main Menu =
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PS Desktop - Citrix Receiver (== =]
Faworites~  Main Menu~ > Purchasing = > Requisitions = > Add/Update Requisitions
PSOFSTRI Search Menu: Home Worklist Addto Favorites Sign out
FSCM 9.2 PSTools € | o) % | Advanced Search
PSIFSWEBDEV11 .
3 Accounts Payable r New Window | Help |
Requisitions 03 mllocations 4
8] Background Processes 4
3  Banking 4
Eindan&xistin 09 commitment Control 4
@ costAccounting 4
Business Unit:] !  Customer Contracis 4
Requisition 1D: | 3 Enterprise Components 4
3 General Ledger ’
& inventory 4
Add 8 items 4
B LsuProcesses 4
(3 PeopleTools 4
Findan Existing’ £3  Procurement Contracts 4
3 Purchasing 4
& Reporting Tools 4
O set Up Financials/Supply Chain 4
@ suppliers 4
8 workist 4
D My Personalizations

Step Action

41. Enter the desired information into the Search Menu field. Enter "requisitions".

PS9FSTRN s
PSOFSWEBDEV12  RcB | Addio Favorites | Sinout
Favorites . Main Menu > Purdlasmg b3 Requgrtlons > Add/Update Requisitions
fea chiM P Mew Window | Help |
requisitions| i |
Requisiti -
»
v
:
»
»
Business U »
Requisition| ... Requisitions "
»
Add 4
O »
»
Find an Exic "
3 PeopleTools 4
3 Procurement Contracts 4
3 Purchasing 3
3 Reporting Took 3
3 Set Up Financials/Supply Chain 4
3 Vendors 4
3 Workdist >
D My Personalizations
< m ] +
Done € Local intranet | Protected Mode: Off 4 -~ Bioo% -
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Step

Action

42.

Click the Start your search button.

)

PS9FSTRNes

PS9FSWEBDEV12 RCB

Search
Enter search keywords separated by a space. Use quotes for any phrases. For example: Cities
Countries 'United States’
@ New Search () Search Within Results

Find

‘requis\lmns

Customize Settings Search Tips

Mext ==

1 Close Requisitions
Close qualified requisitions and produce the Requisition Reconciliation report
lose

Home:Pur I3

2 Print Requisition
Run the Reguisition Print report (PORQO010) to list details of requisitions.
Home=Purchasing-Requisitions>Reports=Print Requisition

3 Requisitions
View requisition information in five stages.

Requisition Infor

HomezPur 5

4  Reopen Requisitions
Reverse changes made by the last run of the Requisition Reconciliation process

Home=Pur g i pe

5  Workbench
Update requisition information; view status of requisitions in the process flow.
Home>Purchasing=Requistions=Review Requisition Information=Workbench

6 | Adoupdate Requisitions

Add or modify requisition header, line, schedule, and distribution information.
ddilpdats

Home=Pur I
7 Accounting Entries

View requisition accounting entries in a Commitment Conirol ledger activity log
Requisition Infor Accounting Entries

HomesPur I

8  Change History
View requisition change track header, line, and schedule history.
Home=Purchasing-Requistions>Review Requisition Information=Change History

9  Reaquisition Template

Lizti Aafinar an taranlata ranuizifinns for rdarar itam.

Sign out

New Window | Help | Customize Page |

m

€ Local intranet | Protected Mode: OFf 5 v H100% ~

Step

Action

43.

wish to access.

Click the Add/Update Requisitions link.
AddlUpdate Requisitions

Available options will display on the Search page.

Click the link for the page you
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PS Desktop - Citrix Receiver == =R
Favorites~  Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
PSOFSTRN Home Worklist Addto Favorites Sign out
FSCM 9.2 PSTools 8 53 Requisitions | Search 3 | Advanced Search
PSIFSWEBDEV11

Mew Window | Help | =

Eind an Existing Value Keyword Search Add a New Value

Business Unit:|LSUSH @,
Requisition ID: |NEXT

Add

Find an Existing Value | Keyword Search | Add a New Value

Step Action

44, The Requisitions page displays.

PS Desktop - Citrix Receiver ol e ==
Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions
PSOFSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Requisitions ~ | Search » | Advanced Search

PS9FSWEBDEV11
| New Window | Help | Personalize Page | a

Maintain Requisitions

Requisition
Business Unit LSUSH Status  Pending
Requisition ID NEXT Budget Status Mot Chi'd
Requisition Name: Copy From [ Hold From Further Processing
Header (2
“Requester WDOOL1 @ Dooley, Wandz &
*Requisition Date 05/19/2016 Requesterinfo
Origin [ONL 2 onLine Enty
*Currency Code |USD S Dallar
Accounting Date 05/19/2016 [5
Requisition Defaults Add Comments Amount Summary (2
Reguisition Activities
Total Amount 0.00 USD
Add ltems From (2
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find | view Al | 2 |

Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Merchandise

Line tem Description Quantity “Uom Category Price Arcsmt Status
1B a, 0§ 00000 @ @, 0 0.00 Pending ¢

View Printable Version View Approvals *Goto | .More

< >
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Step

Action

45.

Using Favorites in 9.2

Several new features have been added to Favorites:

1. A Recently Used section.

2. Adding a specific page to Favorites rather than being directed to a search page.

Click the Favorites button.

Favorites

PS Desktop - Citrix Receiver

Favorites =

F Recently Used
il =

J Req and PO Budgetary Activity

Add/Update Requisitions

E  Document Status
[l Activity summary
|5l Req and PO Budgetary Activity

My Favorites
& addto Favorites
J Edit Favorites

Requisition Defaults
Requisition Activities
Add ltems From (2

Purchasing Kit
Item Search

1s ~ | 8earch

Add Comments

Catalog
Requester ltems

Main Menu~ > Purchasing = > Requisitions ~ > Add/Update Requisitions

Home
% | Advanced Search

Status  Pending
Budget Status Not Chk'd

Amount Summary (7

Total Amount

o le s

Worklist Add to Favorites Sign out

| New Window | Help | Personalize Page | £ ~

=

[E]  AcMm Dashboard Copy From [ Hold From Further Processing
Header 7
“Requester \WDOOL1 2 Dooley, Wanda G
*Requisition Date 05/19/2016 [5 RequesterInfo
Origin ONL 2 On-Line Entry
*Currency CodEIUSD— US Dollar
Accounting Date 05/19/2016 [&]

0.00 USD

Line (2 Personalize | Find | View All Iﬁ‘ | &
Details Ship To/Due Date Status Supplier Information Iltem Information Aftributes Contract Sourcing Controls
- . k Merchandise
Line item Description Quantity UOM  Category Price e Status
1|y @, @ & 00000 @, @, [ 0.00 Pending ¢
View Printable Version View Approvals *Go to |_More v
< >

Step Action

46. Recently Used

When you access a page, it is automatically added to the Recently Used list in the
Favorites Menu. To access a page from the Recently Used menu, simply click on the
page name. The system will automatically redirect you to the selected page.

The Recently Used list is limited to the five most recently accessed pages. The
system will not update the Recently Used list if the user closes the browser before
signing out, or the user's session times out.

NOTE: Users should never close their browser without first signing out of
PeopleSoft.
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PS Desktop - Citrix Receiver o= ]
Favorites - Main Menu~ > Purchasing = > Requisitions = > Add/Update Requisitions

Home Worklist Addto Favorites Sign out

F Recently Used 1S« | Search 3 | Advanced Search
P E  AddUpdate Requisitions
El  Reqand PO Budgetary Activity | New Window | Help | Personalize Page | B n
ﬂ Document Status
\j Activity Summary
5l Reqand PO Budgetary Activity
My Favorites
& addtoFavorites Status - Pending -
> Budget Status Not Chicd
t_a/ Edit Favorites .
]  ACMDashboard Capy From [ Hold From Further Processing
“Requester WDOOL1 @, Dooley, Wanda G
+*Requisition Date 05/19/2016 [ Requester Info
Origin |ONL o‘ On-Line Entry
*Currency Code |USD US Dollar
Accounting Date 05/19/2016
Requisition Defaults Add Comments Amount Summary (2
Requisition Activities Total Amount 000 USD
Add ltems From (2
Purchasing Kit Catalog
Item Search Requester ltems

Line (2 Personalize | Find | view All | 2 | B
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls B

i Merchandise
Line item Description Quantity UOM  Category Price At Status

= @, i 00000 @, @, 0 0.00 Pending ¢
View Printable Version View Approvals *Goto |...More... [ v
< >

Step

Action

47.

My Favorites

Users can now save a specific page to Favorites in 9.2. A user can add a page by
clicking the Add to Favorites option in My Favorites or by clicking the Add to
Favorites link located on the top right of the page. In this example, we will utilize
the Add to Favorites in My Favorites.
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[E=B S

PS Desktop - Citrix Receiver
Favorites - Main Menu~ > Purchasing = > Requisitions = > Add/Update Requisitions
Home Worklist Addto Favorites Sign out

F Recently Used 1S« | Search 3 | Advanced Search
P E  AddUpdate Requisitions
El  Reqand PO Budgetary Activity | New Window | Help | Personalize Page | B n
D Document Status
D Activity Summary
5l Reqand PO Budgetary Activity
Status Pending
Budget Status Not Chicd
& Edit Favorites . =
]  ACMDashboard Capy From [ Hold From Further Processing
Header 1%
“Requester WDOOL1 @, Dooley, Wanda G
+*Requisition Date 05/19/2016 [ Requester Info
Origin ONL @, On-Line Entry
*Currency Code |USD US Dollar
Accounting Date 05/19/2016
Requisition Defaults Add Comments Amount Summary (2
Requisition Activities
Total Amount 0.00 USD
Add ltems From (2
Purchasing Kit Catalog
Item Search Requester ltems
Line (2 Personalize | Find | view All | 2 | B

Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
Merchandise

Line Item Description Quantity uom Category Price [ Status
1R @ i £ 00000 @ @ 0 0.00 Pending ¢

View Printable Version View Approvals *Goto|..More...

< >

Step Action

48. Click the Add to Favorites menu.
Efl Add to Favorites
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[xl
Add to Favorites

Please Enter a Unique Description for this Favorite

A e
ok ]

Step Action

49, Enter a unique name in the Description field for the page you wish to add.

Enter the desired information into the Description field. Enter "Req# 0038198".
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[

Add to Favorites

Please Enter a Unique Description for this Favorite

Req # 0063389 %
o]

Step Action

50. Click the OK button.

Lok |
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x|

The favorite has been saved.

Step Action

51. A message displays stating you favorite has been saved.
Click the OK button.

52. Click the Favorites button.

53. Req # 0063399 displays in the My Favorites menu.
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PS Desktop - Citrix Receiver

Favorites ~
F  Receniiy Used "
8
Add/Update Requisitions

El Reqand PO Budgetary Activty
ﬂ Document Status
\j Activity Summary
5l Reqand PO Budgetary Activity
My Favorites
=

Add ta Favarites

ACM Dashboard

E  Req# 0063399 a
*Requisition Date [05119/2016
Origin [ONL @

Currency Code USD
Accounting Date |05/19/2016

Requisition Defaults
Requisition Activities

Is = | Search

[E=8E=8 )

Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions

Home Worklist Addto Favorites Sign out

% | Advanced Search

| New Window | Help | Personalize Page | 5
A

X
g

[CJHold From Further Processing

Status Approved
Budget Status Mot Chi’d

Dooley, Wanda G
Requester Info
On-Line Entry
US Dollar

2dd Comments Amount Summary (7

Total Amount 19188 USD
Document Status
Add ltems From (2 Select Lines To Display (2
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line @ To @, Retrieve
Line (% Personalize | Find | View All | [E1 | =
Details Ship To/Due Date Status Supplier Information ltem Information Aftributes Contract Sourcing Controls
F Merchandise
Line ltem Description Quantity UM Category Price o, Status
1B @, [3RNGBINDER 5 2 B 120000 EA |@, [ooo00 @, [ 1598000 191.88 Approved [
v
e T —— PPN T
< >

Step Action

54. Editing Favorites

& EditFavorites

Users can edit their Favorites and delete any entries no longer needed.

Click the Edit Favorites menu.
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PS Desktop - Citrix Receiver

o ==
Favomesv Main Menu =
. =
PSOFSTRN Home Worklist Sign out
FSCM 9.2 PSTools 8.53 Requisitions « | Search % | Advanced Search
PSOFSWEBDEV11

New Window | Help | Personalize Page | 5
Edit Favorites

Click the Save button after editing or deleting favorites.

Favorites Personalize | Find | & | First' ' 10f 1'% Last
*Favorite Sequence number

Req # 0063399 0 =

[5] Save | |[=] Notify

Step

Action

55.

In this example, the previously saved Req # 0063399 option will be deleted.

Click the Delete row 1 button.
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Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the transaction is saved.

Step Action

56. A warning message displays asking you to confirm the delete.

Click the OK button.
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PS Desktop - Citrix Receiver

[E=8H=R )
Favorites = Main Menu ~
PSOFSTRN

Home ‘Worklist Sign out
FSCM 9.2 PSTools 8.53 Requisitions « | Search 3 | Advanced Search
PSOFSWEBDEV11

New Window | Help | Personalize Page | 5
Edit Favorites

Click the Save button after editing or deleting favorites.

There are no favorites.

[5] Save ||[=] Notify

Step Action
57.

Click the Save button to complete the process.
[5] Save
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PS Desktop - Citrix Receiver
Favorites ~
PS9FSTRN

FSCM 9.2 PSTools 8.53
PSIFSWEBDEV11

Main Menu ~

Home

Menu ~ | Search * | Advanced Search

Menu - Classic
Search:

®
> My Favorites
[» LSU Processes
> Accounts Payable
[ Allocations
I Background Processes
I Banking
> Commitment Control
> Cost Accounting
> Customer Contracts
> Enterprise Components
I» General Ledger
> Inventory
[ ltems
> PeopleTools
[» Procurement Contracts
> Purchasing
I» Reporting Tools
> Set Up Financials/Supply Chain
> Suppliers
[ Warklist
~ My Personalizations

[E=8H=R )

‘Worklist Add to Favorites Sign out

Personalize Content (2) Help

Step Action

58. Personalizing Your Home Page

the page can be changed.

In this example, you will complete the following steps:
1. Select a 2-column layout for the page.

2. Add the My Reports pagelet to your Home page.

side of the page.

Users can now personalize their Home page using the Layout link. The page layout
can be changed, pagelets can be added to the page, and the placement of a pagelet on

3. Change the placement of the My Reports pagelet from the left side to the right
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PS Desktop - Citrix Receiver

Favorites ~ Main Menu ~

PSOFSTRN
FSCM 9.2 PSTools 8.53
PSIFSWEBDEV11

Menu - Classic
Search:

®
> My Favorites
[» LSU Processes
> Accounts Payable
[ Allocations
I Background Processes
I Banking
> Commitment Control
> Cost Accounting
> Customer Contracts
> Enterprise Components
I» General Ledger
> Inventory
[ ltems
> PeopleTools
[» Procurement Contracts
> Purchasing
I» Reporting Tools
> Set Up Financials/Supply Chain
> Suppliers
[ Warklist
~ My Personalizations

[E=8H=R )

Home ‘Worklist Add to Favorites Sign out
Menu ~ | Search * | Advanced Search

Personalize Content | Layout ® Help

Q
o
4

Step

Action

59.

| Layout

Click the Layout link.
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Personalized Home Page

Personalize Layout: My Page

Tab Name My Page

Basic Layout| ® 2 columns QO3 columns

Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”
to remove the selected pagelet from your portal home page. Remember to click "Save” when done.
Add Pagelets: Goto  Personalize Content
# = Required - fixed postion pagelet
+ = Required - moveable pagelet

Left Column: Right Column:
Menu - Classic —No Pagelets Selected—

=
a m
=

Delete Pagelet

Return to Home

Step

Action

60.

Click the 2 columns option for the page layout.

® 2 columns
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Personalized Home Page

Personalize Layout: My Page

Tab Name My Page

Basic Layout: ® 2 columns QO3 columns

Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”
to remove the selected pagelet from your portal home page. Remember to click "Save™ when done.

Add Pagelets: Goto | Personalize Content

# = Required - fixed postion pagelet
+ = Required - moveable pagelet

Left Column: Right Column:
Menu - Classic —No Pagelets Selected—

=
a m
=

Delete Pagelet

Return to Home

Step Action

61. Click the Personalize Content link to add a pagelet.

| Personalize Caontent
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Personalized Home Page
New Window | Help |

Personalize Content: My Page

Tab Name‘My Page ‘

Message ‘

Simply check the items that you want to appear on your homepage.

Choose Pagelets:
Remember to click "Save” when done

Arrange Pagelets: Gote  Personalize Layout

Menu - Classic

Top Menu Features
Description

My Reports

Main Menu

Retumn to Home

Step Action

62. Click the My Reports option.
]
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Personalized Home Page
New Window | Help |

Personalize Content: My Page

Tab Name ‘My Page

Message ‘ ‘

Simply check the items that you want to appear on your homepage.

Choose Pagelets:
Remember to click "Save” when done

Arrange Pagelets: Gote  Personalize Layout

é
|

Menu
Menu - Classic

Top Menu Features
Description

My Reports

OormOo0Od

Main Menu

Retumn to Home

=] Motify

Step Action

63. Click the Save button to add the pagelet.

[ sae
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PS9FSTRNss

PSIFSWEBDEV11  RCB

Worklist Add to Favorites Sign out

Favorites = Main Menu
Personalize Content | Layout Help

My Reports 2

BORGOI0 General
2012-00-26-12.36.2

F5 BP General

2012-09-26-12.20.1

ES BR General
2012.00-36-12.18.1

EORG010 General
4012-08-36-12.16.1

Renor Manaier

Done € Local intranet | Protected Mode: Off i v H10% v

Step Action

64. The My Reports pagelet displays on the Home page. The system will default the
pagelet to the left side of the page unless specified on the Personalize Layout page.

You will now change the placement of the pagelet to the right side of the page.

Click the Layout link.
Layout
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Personalized Home Page

Personalize Layout: My Page

Tab Name My Page

Basic Layout: ® 2 columns QO 3 columns

Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”
to remove the selected pagelet from your portal home page. Remember to click "Save” when done.
Add Pagelets: Goto  Personalize Content
# = Required - fixed postion pagelet
+ = Required - moveable pagelet

Left Column: Right Column:
My Reports —No Pagelets Selected—

=
a m
=

Delete Pagelet

Return to Home

Step Action

65. Click the My Reports list item.

My Reports
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Personalized Home Page

Personalize Layout: My Page

Tab Name My Page

Basic Layout: ® 2 columns QO3 columns

Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”
to remove the selected pagelet from your portal home page. Remember to click "Save” when done.
Add Pagelets: Goto  Personalize Content
# = Required - fixed postion pagelet
+ = Required - moveable pagelet

Left Column: Right Column:
—No Pagelets Selected—

o]
a m
=

Delete Pagelet

Return to Home

Step Action

66. Click the Move Right button.
®
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Personalized Home Page

Personalize Layout: My Page

Tab Name My Page

Basic Layout: ® 2 columns QO 3 columns

Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”
to remove the selected pagelet from your portal home page. Remember to click "Save” when done.
Add Pagelets: Goto  Personalize Content
# = Required - fixed postion pagelet
+ = Required - moveable pagelet
Left Column: Right Column
—No Pagelets Selected—

o]
a m
=

Delete Pagelet

Return to Home

Step Action

67. Click the Save button.
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PS9FSTRN:s
PSIFSWEBDEV11  RCB
Favorites = Main Menu

Personalize Content | Layout Help

BORGO10 General
2012.00-26-12.36.3
FS BP General
012-09-28-12.20.1
ES BR General
2012.00-38-12.13.1
EORG010 General
012.00-26-12.16.1

Renor Manager

s

Done € Local intranet | Protected Mode: Off Ao W10% v

Step Action

68. The My Reports pagelet has moved to the right side of the Home page.

PS9FSTRNes
PS9FSWEBDEV11 RCB
Favorites = Main Menu

Personalize Content | Layout

My Reports

PORQO10 General
2012-09-38-12.36.3

ES BR General
2012.00-38-12.20.1

ES BP General
012.00-26-12.18.1

BORGO10 General
012-00-26-12.16.1

Report Manager

Dene € Local intranet | Protected Mode: OFf 3 v H100% ~
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Step

Action

69.

Remove a Pagelet from the Home Page

Click the Remove My Reports button.

3]

PS9FSTRNess

PSIFSWEBDEV11 RcB

My Reports

Worklist Add to Favorites

New Window | Help | Customize Page | &=

Removal Confirmation

?

Are you sure you wish to remove this pagelet from your home page?
You can add it later by geing to the "Personalize Home Page Content page.

No - Do Not Remave

Done

€ Local intranet | Protected Mode: Off fa v W10% <

Step

Action

70.

Click the Yes - Remove button.

Yes - Remove ‘

71.

The My Reports pagelet has been removed from the Home page.

72.

End of Procedure.

This completes Navigating Basics for PeopleSoft 9.2.
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Navigating Page Buttons and Hyperlinks in 9.2

Procedure

In this topic you will learn how to:

* Use the buttons and links on a page.

* View the data in the various Action Types.

* Move between the pages of a Component.

* Move between rows of data on a page by using Scroll Areas.
* Add and Delete rows of data.

* Save data.

» Sign out of PeopleSoft 9.2.

* Log off of Citrix.

NOTE: The Vendor pages are used in this example to demonstrate the buttons and hyperlinks
contained in the PeopleSoft 9.2 pages. These features can be applied to any PeopleSoft page (if
they display on the page).

PS Desktop - Citrix Receiver =R |
Favorites ~ Main Menu =~
PS9FSTRN Home ‘Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Menu ~ Search 2 | Advanced Search
PSIFSWEBDEVH
Personalize Content | Layout (Z) Help
< >

Step Action
1. Click the Main Menu button.
Main Menu
2. Click the Suppliers menu.
Suppliers 4
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Step Action

3. Click the Supplier Information menu.
Supplier Information k

4. Click the Add/Update menu.
AddiUpdate »

PS Desktop - Citrix Receiver ol -m =]
Favorites ~ Main Menu ~
PSO9FSTRM Search Menu: Home Worklist Add to Favorites Sign out
o e s ® 3> | Advanced Search
PSIFSWEBDEV11 N
£1  Accounts Payable v Personalize Content| Layout (Z) Help
3 Allocations 4
(3  Background Processes 4
(3 Banking »
&0 commitment Control 4
B  Cost Accounting 4
3 Customer Contracts 4
3 Enterprise Components 4
3 General Ledger 4
£ Inventory 4
0 items 4
3 LSUProcesses 4
[ PeopleTools r
3 Procurement Contracts 4
B Purchasing 4
1 Reporing Tools b [E] Define Supplier User
3 setUp Financials/Supply Chain 4 [5]  Review Suppliers
3 suppliers Bl supplies
B workist 3 1099/Global Withhaolding 4 d Supplier Name History
[E]  myPersonalizations California EDD 4 [E]  supplier Name History Inquiry
(3  Central Contractor Registry 4 d Supplier User
8 Supplier Information
[  AddUpdate
8 Approve 4
0 mMaintain r
< >

Step Action

5. Click the Supplier menu.
|j Supplier
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PS Desktop - Citrix Receiver
Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN Home Worklist

FSCM 9.2 PSTools 8.53 Suppliers | Search % | Advanced Search
PSSFSWEBDEV11

Supplier Information
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Keyword Search Add a New Value

Search Criteria

Setin: | a,
Supplier 1D: begins with.

Persistence: = |
ID Number: begins wnh.
Short Supplier Name: |begins with. Gy,

DurCusmmarNumber:
Name 1: @

Default Location:

Classification: [= |

Oinclude History [JCorrect History []Case Sensitive

&

Search Clear |BasicSearch [gf Save Search Criteria

Find an Existing Value | Keyword Search | Add a New Value

B8 E=8 =)

Add to Favorites Sign out

New Window | Help | 2

Step

Action

Enter the desired information into the SetlD field. Enter "SHARE".

Enter the desired information into the Name 1 field. Enter "OFFICE%".

Click the Include History option.
[linclude History
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PS Desktop - Citrix Receiver

Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN

FSCM 3.2 PSTools 8.53 Suppliers | Search

PSSFSWEBDEV11

Supplier Information
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Keyword Search Add a New Value

Search Criteria

SetiD: SHARE a,
Supplier 1D:

Persistence: = |
ID Humber:

Short Supplier Name: Gy,
Durcusmmaruumber: @

Name 1: OFFICE% @

Default Location:

Classification: [= |

[Finclude History [JCorrect History []Case Sensitive

Search Clear | BasicSearch [gf Save Search Criteria

Find an Existing Value | Keyword Search | Add a New Value

B8 E=8 =)

Home Worklist Add to Favorites Sign out

% | Advanced Search

New Window | Help | 2

Step

Action

Click the Search button.

Search
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PS Desktop - Citrix Receiver

[E=8E=8 )

Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier

PSOFSTRN i Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 853 Suppliers - | Search 3 | Advanced Search [l Last Search Results
PSSFSWEBDEV11

Persistence: |= > 4}

ID Number: begins wnh. o
Short Supplier Name: |begins with.

Our Customer Number:|begins with .

Name 1: begins with . OFFICE%
Default Location: begins wnh.
Classification: [= |

Include History []Correct History

Search Clear

Search Results
View All

SetiD

Supplier ID

Ocase sensitive

Basic Search [gf Save Search Criteria

ID Number Short Supplier Name Our Customer Humber Name 1

First (4

1-38 of 38 (p) Last

Default Location Classification Persistence

0000003380 720845773 OFFICE AUTOMAT  (blank) OFFICE AUTOMATION INC 0000000001 Supplier Regular
SHARE 0000024289 510452924 OFFICE CON-001  (blank) OFFICE CONCEPTS LLC 0000000001 Supplier Regular
SHARE 0000002440 592663954 OFFICE DEPOT (blank; OFFICE DEPOT 14 Supplier Regular
SHARE 0000023636 720905647 OFFICEDIRE-001  (blank) QOFFICE DIRECT INC 0000000001 Supplier Regular
SHARE 0000014940 364005876 OFFICE DIR-001 (blank] OFFICE DIRECT INC 001 Supplier Regular
SHARE 0000009350 721120163 OFFICE FUR-002  (blank OFFICE FURNITURE OUTLET, INC. 001 Supplier Regular
SHARE 0000036633 721345701 OFFICE FUR-004  (blank] OFFICE FURNITURE SOLUTIONS INC 0o Supplier Regular
SHARE 0000004772 760512208 OFFICE FURNITU  (blank OFFICE FURNITURE USA 0000000001 Supplier Regular
SHARE 0000013313 392029382 OFFICE FUR-003  (blank] OFFICE FURNITURE.COM 0000000001 Supplier Regular
SHARE 0000022805 (blank) OFFICE MAC-002  (blank] OFFICE MACHINE RENTAL 0000000001 Supplier Regular
SHARE 00000022895 720562961 OFFICE MACHINE  (blank) OFFICE MACHINE SERVICE CO INC 0000000003 Supplier Regular
SHARE 0000035594 640679888 OFFICE MAN-001 (blank] OFFICE MANAGEMENT SYSTEMS INC 00 Supplier Regular
SHARE 0000027679 720817339 OFFICE MAR-001  (blank OFFICE MART 0000000001 Supplier Regular
SHARE 0000001159 341573735 OFFICE MAX (blank] OFFICE MAX 0000000001 Supplier Regular
SHARE 0000035450 (blank) CHAPTER 13-008  (blank] OFFICE OF CHAPTER 13 STANDING TRUSTEE 001 Supplier One Time
SHARE 0000026708 434393832 OFFICE-001 (blank;] OFFICE OF CHAPTER 13 TRUSTEE 001 Supplier Permanent
SHARE 0000034481 (blank) OFFICE OF-004 (blank] OFFICE OF CHILD SUPPORT SERVICES 01 Supplier Regular
SHARE 0000008895 (blank) OFFICE OF-002 (blank; OFFICE OF COMPUTING SERVICES 0000000001 Supplier Regular v
SHARE 0000007237 721403316 OFFICE OF RISK (blank’ OFFICE OF RISK MANAGEMENT 0000000001 Supplier Reaular

Step Action
10. Click the 0000002440 (Office Depot) link.
0000002440

11.

To view or enter data in a PeopleSoft application, you first access a component.
Components consist of several pages within the same window. These pages are
related and in some applications need to be completed in succession.

The Vendor component shown here has five additional pages. As you finish one
page, select the next page you wish to open in the component.
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PS Desktop - Citrix Receiver E=n B =)

Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN Home Worklist Add to Favorites Sign out

FSCM 9.2 PSTools 853 Suppliers « | Search 3 | Advanced Search [l Last Search Results
PSSFSWEBDEV11

| New Window | Help | Personalize Page | 5
Summary Identifying Information Address Contacts Location Custom
SetlD SHARE
Supplier ID 0000002440

Supplier Short Name OFFICE DEP OFFICE DEPOT
Supplier Name OFFICE DEPOT

Order OFFICE DEPOT RemitTo OFFICE DEPOT
7979 FLORIDA BLVD PO BOX 88040
BATON ROUGE, LA 70805 CHICAGO, IL 606280-1040
Status Approved Last Modified By BRUSLE
Persistence Regular Last modified date 08/13/2015 9:27AM
Classification Outside Party Created By
HCM Class Created Date/time 01/01/1901 12:00AM
Open for Ordering Yes Last Activity Date 04/19/2016

Withholding No

[5) Save | [&h ReturntoSearch ||1] PreviousinList | 4| Mextinlist ||[=] Moty | |Ei Add ||2| UpdateiDisplay || 1 Include History B3 Comect History

Summary | Identifying Information | Address | Contacts | Location | Custom

Step Action

12. You can move between the pages of a component by choosing one of the following
methods:

1. Click the folder tabs at the top of the page;
2. Click the page links at the bottom of the page.

NOTE: The active page will be depicted by a dark blue folder tab and the page
link will no longer be underlined (i.e. Summary). Also, a gray button depicts that
it is selected (i.e. Include History).

1. Using Folder Tabs to move between the pages.

Click the Identifying Information tab.

Identifying Information
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PS Desktop - Citrix Receiver =l 2=
Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 853 Suppliers - | Search 3 | Advanced Search [l Last Search Results
PSSFSWEBDEV11
| New Window | Help | Personalize Page | F5 N
Summary Identifying Information Address Contacts Location Custom

SetlD SHARE *Supplier Name bFFICE DEPOT x

SupplierID 0000002440 Additional Name

“Supplier Short Hame OFFICE DEP OFFICE DEPOT Owitanolding
Open For Ordering

“Classification [Outside Party Check for Duplicate
HCM Class | “Supplier Audit [Defaul ]
‘Fers\sten:e|ﬁeng\ar ] Supplier Audit
*Supplier Slalus|4pprnved
Expand All Collapse All
Aftachments (0)
Supplier Relationships
[ corporate Supplier [Jinterunit Supplier
Corporate SetlD |[SHARE InterUnit Supplier ID 0‘
Corporate Supplier | OFFICE DEPOT Supplier Hierarchy
Create Bill-To Customer
O create Bill To Customer
Supplier Rating
Supplier Logo
Additional ID Numbers
Duplicate Invoice Settings
Government Classifications
Standard Industry Codes
Additional Reporting Elements v
< [ >

Step Action

13. Expand Section Buttons

Expand Section buttons allow you to view additional fields and information on a
page.

Click the Expand section button.
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PS Desktop - Citrix Receiver = 2=
Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 853 Suppliers « | Search 3 | Advanced Search [l Last Search Results
PSSFSWEBDEV11
Yrirddr Ofar
Yrirvrde  QOPoor ~
® None
Supplier Logo
Add Image
Delete Image
Additional ID Numbers
Customer SetlD SHARE @ Customer ID @, Our Customer Number
ID Numbers Personalize | Find | view Al | 22 | First ‘& 1 of 1 % Last 180 and SEPA Information
Type SetiD ID Number DUNS Number
TIN @ 592663954 =1

Duplicate Invoice Settings
Government Classifications
Standard Industry Codes
Additional Reporting Elements

Comments
Expand All Collapse All
[5) Save | [ah Returnto Search

1| Previous in List

4| MextinList ||/[=] Mofify % Add | | Update/Display Include History lj/’ Correct Histc

v

Summary | Identifying Information | Address | Contacts | Location | Custom

Step

Action

14.

Collapse Section Button

Click the Collapse section button.

Page 73




Training Guide
Basic Navigation for Financials 9_2

PS Desktop - Citrix Receiver = 2=
Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 853 Suppliers « | Search 3 | Advanced Search [l Last Search Results
PSSFSWEBDEV11
[¥TUPEN FUI UIaerny
’Classmcatmn|omswde Party Check for Duplicate ~
HCM Class [ *Supplier Audit [Default__ %]
‘Pers\slen:elﬁegu\ar [ supplier Audit
*Supplier Status |Appraved
Expand All Collapse All
Aftachments (0)
Supplier Relationships
[ corporate Supplier Cinterunit Supplier
Corporate SetlD |SHARE InterUnit Supplier ID
Corporate Supplier ID |00 0 OFFICE DEPOT Supplier Hierarchy
Create Bill-To Customer
[create Bill To Customer
Supplier Rating
Supplier Logo
Additional ID Numbers
Duplicate Invoice Settings
Government Classifications
Standard Industry Codes
Additional Reporting Elements
Comments
Expand All Collapse All
(5] save | [oF ReturntoSearch |1=] PreviousinList | |45 NextinList ||[=] Motify 5+ Add || 7] UpdateDisplay | = Inciude Hisiory  |EJ* Correct Histc
v
Summary | Identifying Information | Address | Contacts | Location | Custom
>

Step Action

15. 2. Using Page Links to move between the pages.
Page links display below the row of buttons at the bottom of the page.

Click the Address link.
| Address
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PS Desktop - Citrix Receiver

Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN

FSCM 3.2 PSTools 8.53 Suppliers « | Search

PSSFSWEBDEV11
Summary Identifying Information Address Contacts Location Custom

SetlD SHARE Supplier Address Search

Supplier ID 0000002440 Short Supplier N\ame OFFICE DEPOT
Supplier Address

AddressID 1

Description General-1 BATON ROUGE

Details

Effective Date 02/21/2011

Effective Status [Active T~

Country |USA @, United States
Address 1: | 7979 FLORIDA BLVD
Address 2:
Address 3:

City: [BATON ROUGE

Parish: [EAST BATON ROUGE

Zip Code: | 70805

state: LA 9 Louisiana

Email ID
Payment/Withholding Alt Names

Phaone Information

“Type Location

FAX

Prefix

Telephone

888/813-7272

Home

Worklist
2 | Advanced Search [l Last Search Results

B8 H=R =)

Add to Favorites

Supplier OFFICE DEPOT

Personalize | Find | View All \ I\:‘

Find | View All

Find | View All

First ‘4’ 4 of 34 "}

[+ =]

==

Extension

Last

First 4/ 1 of 1 %/ Last

First (4 1 of 1/ Lg

E3]

Sign out

| New Window | Help | Personalize Page | F5 N

v

Step

Action

16.

Find Link

particular item.

Click the Find link.
Find

The Find link allows you to search all rows within a scroll area in order to find a

17.

Enter the desired information into the Search String field. Enter "GENERAL-3" to
access the row of data in the Description field.
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PS Desktop - Citrix Receiver
Isuhsc.edu needs some information ate ~ > Supplier

Enter search string
Cancel
[GENERALF

% | Advanced Search

B8 E=8 =)

Home Worklist Add to Favorites Sign out
(@l Last Search Results

| New Window | Help | Personalize Page | F5 N

Im
SetiD SHARE Supplier Address Search
Supplier ID 0000002440 Short Supplier Name OFFICE DEPOT Supplier OFFICE DEPOT
Supplier Address Find | View All First'+' 4 of 34 '}/ Last
AddressID 1 [# =]
Description General-1 BATON ROUGE
Details Find | View Al First' ' 1 of 1'%/ Last
| [=
Effective Date 02/21/2011 Effective Status |Active . FE
Country |USA @, United States
Address 1: | 7979 FLORIDA BLVD
Address 2:
Address 3:
City: |[BATON ROUGE
Parish: |EAST BATON ROUGE Zip Code: 70805
state: |LA . Louisiana
Email ID
Payment/Withholding Alt Names
Phone Information Personalize | Find | view A1l | 2 | E First &/ 1 0f 1 &/ Lg
“Type Location Prefix Telephone Extension
FAX . 888/813-7272 (]
v
< >

Step

Action

18.

Click the OK button.

19.

The system automatically takes you to the specified item.
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PS Desktop - Citrix Receiver = 2=
Favorites~ |~ Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN Home Worklist Add to Favorites Sign out

FSCM 9.2 PSTools 853 Suppliers « | Search 2 | Advanced Search [l Last Search Results
PSSFSWEBDEV11

| New Window | Help | Persenalize Page | B N

Summary Identifying Information Address Contacts Location Custom
SetiD SHARE Supplier Address Search
Supplier ID 0000002440 Short Supplier N\ame OFFICE DEPOT Supplier OFFICE DEPOT
Supplier Address Find | View All First'?' 50f 34 '}’ Last
AddressID 5 H =
Description General-3
Details Find | View Al First'4' 1 of 1}/ Last
| [=
Effective Date 01/01/1901 Effective Status |Active . F[E

Country [USA @, United States
Address 1: 5851 VETERANS WEML BLVD

Address 2:
Address 3:
City: METAIRIE
Parish: JEFFERSON Zip Code: 70003-0000
state: |LA . Louisiana
Email ID

Payment/Withholding Alt Names

Phone Information Personalize | Find | view All | 2 | E First &/ 1 0of 1 &/ Lg
“Type Location Prefix Telephone Extension
=
v
< >

Step Action

20. Scroll Areas

Click the View All link to view all records on one page.
Wiew All

21. While in View All, you will use the vertical scroll bar on the right side of the
window to scroll through all of the rows of data.

Click the View 1 link to return to the original view.

[prEoomooeay =

Miew 1

22. While in View 1, you will use the scroll area to scroll through all of the rows of data.

Click the Last link to view the last row of data.
Last

23. Click the First link to view the first row of data.

First
24. Click the Show next row button to view the next row of data.
I
25. Click the Show previous row button to view the previous row of data.
1
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PS Desktop - Citrix Receiver =l 2=
Favorites~ |~ Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN Home Worklist Add to Favorites Sign out

FSCM 9.2 PSTools 853 Suppliers « | Search 2 | Advanced Search [l Last Search Results
PSSFSWEBDEV11

| New Window | Help | Persenalize Page | F& N
Summary Identifying Information Address Contacts Location Custom

SetlD SHARE Supplier Address Search

Supplier ID 0000002440 Short Supplier N\ame OFFICE DEPOT Supplier OFFICE DEPOT
Supplier Address Find | View 1 First ' 1-34 of 34 '}/ Last
AddressID 1 [H =
Description General-1 BATON ROUGE
Details Find | View Al First'4' 1 of 1 '}/ Last
Effective Date|02/21/2011 Effective Status[Acve [~ ==

Country [USA @, United States
Address 1: | 7979 FLORIDA BLVD
Address 2:

Address 3:
City: [BATON ROUGE

Parish: |EAST BATON ROUGE Zip Code: 70805
state: |LA 9 Louisiana
Email ID

Payment/Withholding Alt Names

Phone Information Personalize | Find | view Al | 2 | E First &/ 1 0f1 &/ Lg
“Type Location Prefix Telephone Extension
FAX 888/813-7272 [#
v
< >

Step Action

26. Add a Row of Data
Scroll Areas may contain an Add a new row button and Delete row button.

Click the Add a new row at row 1 button to add a new row of data. On some

PeopleSoft pages, a prompt box will display for you to specify the number of rows
to be added.

NOTE: You may opt to click in a field and press Alt+7 keys on your computer
keyboard to add a row.

[+]
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PS Desktop - Citrix Receiver = 2=
Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
. . =
PSOFSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 853 Suppliers « | Search 3 | Advanced Search [l Last Search Results
PSSFSWEBDEV11
Setl) SHARE Supplier Address Search
~
Supplier ID 0000002440 Short Supplier Name OFFICE DEPOT Supplier OFFICE DEPOT
Supplier Address Find | View 1 First ‘4" 1-35 0f 35 * Last
AddressID 1 [+ (=]
Description General-1 BATON ROUGE
Details Find | View Al First &/ 1 of 1 &/ Last
| [=
Effective Date 02/21/2011 Effective Status |Active . =
Country [USA @, United States
Address 1: 7979 FLORIDA BLVD
Address 2:
Address 3:
City: [BATON ROUGE
Parish: [EAST BATON ROUGE Zip Code: | 70805
state: A @ Louisiana
Email ID
Payment/Withholding Alt Names
Phone Information Personalize | Find | View All | | E First (4 1 of 1 & Lz
“Type Location Prefix Telephone Extension
FAX 288/813-7272 [
AddressID 36 [#H =
v
Description
< >
i
£
Date Boxes

Enter a date by one of the following methods:
1. To view the calendar and select the date, click the Calendar icon next to the Due
Date field. Once you have selected the month and year (if necessary), click on the

day you wish to select.

2. Enter the date (mm/dd/yy) — PeopleSoft requires that 6 digits be entered, but the
user does not have to type the slashes (e.g. 010113). The slashes will populate once
the user presses the Refresh button or moves to another page (this includes actually
navigating to another page or clicking the search button on another field on the same
page, since searching on a field actually brings you to another page).
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PS Desktop - Citrix Receiver

Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier

PSOFSTRN

FSCM 3.2 PSTools 8.53 Suppliers | Search

PSSFSWEBDEV11
Setll SHARE

Supplier ID 0000002440
Supplier Address

AddressID 1

Supplier Address Search

Short Supplier N\ame OFFICE DEPOT

Description General-1 BATON ROUGE

Details

Effective Date 02/21/2011

Effective Status |Active .

Country US4 @,
Address 1: 7979 FLORI
Address 2:

Address 3:
City: |[BATON ROU

Calendar

February . 2011 .

8 M TWT F 8

1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28

B8 E=8 )

Worklist Add to Favorites Sign out
3 | Advanced Search [l Last Search Results

Supplier OFFICE DEPOT

~
Find | View 1 First ‘4" 1-35 0f 35 * Last
[+][=]
Find | View Al First ‘&' 1 of 1 &/ Last

[ =]

Parish: |EAST BATO de: 70805
state: LA 3,
Email ID (4] CurrentDate [¥
Payment/Withholding Alt Names
Phane Information Personalize | Find | viewAll |0 B First 4 1071 2 Lz
“Type Location Prefix Extension
FAX [
AddressID 36 [+ =]
v
Description
“ >

28.

Click the desired
28

date.

29.

Enter Data into

Highway".

a Field

Click in the Address 1 field.

Enter the desired information into the Address 1 field. Enter "5429 Airline

30.

Address 1 field.

Press the Backspace button on your computer keyboard to delete the data in the

31.

Enter the desired information into the Address 1 field. Enter "PO BOX 126".
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PS Desktop - Citrix Receiver

Favorites ~
PSOFSTRN
FSCM 3.2 PSTools 8.53 Supplier:
PSSFSWEBDEV11

Summary Identifying Information Address

SetlD SHARE
Supplier ID 0000002440
Supplier Address

AddressID 37
Description

Details

Effective Date 05/19/2016

Country |USA @, United States

Address 1: PO BOX 126]
Address 2:
Address 3:
City:
Parish:
State: Q
Email ID
Payment/Withholding Alt Names
Phaone Information
“Type Location

Business Phane

S w | Search

Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier

% | Advanced Search

Location Custom

Supplier Address Search
Short Supplier N\ame OFFICE DEPOT

Effective Status [Active T~

Zip Code:

Personalize | Find | View All \ I\:‘

Prefix Telephone

B8 E=R =)

Worklist Add to Favorites Sign out

(@l Last Search Results

| New Window | Help | Personalize Page | B N

Supplier OFFICE DEPOT

Find | View All First 4 20f36 ' Last
[ [=]
Find | View Al First 4/ 1 0of1 &/ Last

==

First 4/ 1 of 1 %/ Lg

Extension
E3]

v

Step

Action

32.

=]

Delete a Row of Data

Click the Delete row 1 button to delete a row of data.

NOTE: You may opt to click in a field and press Alt+8 keys on your computer
keyboard to delete a row.
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Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the transaction is saved.

Step Action

33. Click the OK button.
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PS Desktop - Citrix Receiver == =R
Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
| . =
PSOFSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 853 Suppliers - | Search 2 | Advanced Search [l Last Search Results
PSSFSWEBDEV11
SetlD SHARE Supplier Address Search
~
Supplier ID 0000002440 Short Supplier Name OFFICE DEPOT Supplier OFFICE DEPOT
Supplier Address Find | View All First'® 20f36 *' Last
AddressID 37 [+ =]
Description
Details Find | View Al First &/ 1 of 1 &/ Last
| [=
Effective Date 05/19/2016 Effective Status [Active T~ FE
Country |USA @ United States
Address 1:
Address 2:
Address 3:
City:
Parish: Zip Code:
State: a
Email ID

Payment/Withholding Alt Names

Phone Information

Personalize | Find | view All |2 B First 4 1071 2 L2

“Type Location Prefix Telephone Extension

Business Phone

[5] Save | [SM Returnto Search | |15] Previousin List | 5] MextinList ||=] Notify

Summary | Identifying Information | Address | Contacts | Location | Custom

3]

=% Add 7| Update/Display

>

v

Step Action

34. Save Data
After making any changes to a page, you must click the Save button in order for the
system to commit your changes to the database. Pages in a component are treated as
a single entity when you try to save data. If you have not completed all required
fields (i.e. the fields that contain a nested asterisk), the system prompts you to enter
additional data.
When you save, the Saving Indicator will flash in the upper right corner of the page.
You will know that your data is saved when the Saving Indicator stops flashing and
no error or warning messages are received. The word "Saved" replaces "Saving" in
the upper right corner of the page.
Click the Save button to save the data.

[5] Save
35. Pagebar (top right corner of the page).

Just below the Universal Navigation Header sits the pagebar comprised of a series of
links and buttons. The availability of these options is controlled by the application
developer. All options may not be available for each component.

Page 83



Training Guide
Basic Navigation for Financials 9_2

Step

Action

36.

New Window

You can use the New Window link to open a new browser (child) window. The new
window shows the current component page as well as the navigation to your current
position. From this window you can view or enter data. You can open as many child
windows as needed using the New Window link. Each child window is opened from
the previous child window.

37.

New Window Feature (continued)
The end-user should note the following when using the New Window feature:

* Save any changes made in the current window prior to opening a new window. If
the session times out (or expires) while you are working in a new window, you may
lose any unsaved changes. See the "Session Time Out" topic for more information.

* If a session expires while using the New Window feature, do not use the Sign in to
PeopleSoft link on the expired page as this will invalidate the entire session in all
open windows. Instead, close the expired window using the "X" (Close Window
button) in the upper right corner of the browser or select File, Close on the browser
menu bar.

38.

New Window Feature (continued)

+ Do not use your browser's Page, New Window feature. Doing so copies the current
HTML from the parent window, instead of opening a new PeopleSoft-maintained
window session.

« It is not necessary to close open windows (including the original window) in any
particular order. However, the end-user must remember to "sign out" of the original
window only prior to closing the window. If you sign out of any window other than
the original window, all of the windows will close. To close all windows, except the
final window, click the "X" on your browser bar or select: File, Close from your
browser menu bar. Signing out of PeopleSoft 9.2 will be covered later in this topic.
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PS Desktop - Citrix Receiver = [E<=]
Favorites~ | Main Menu~ > Suppliers ~ > Supplier Information ~ > Add/Update ~ > Supplier
PSOFSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 853 Suppliers « | Search 3 | Advanced Search [0 Last Search Results
PSSFSWEBDEV11
| New Window | Help | Personalize Page | B N
Summary Identifying Information Address Contacts Location Custom
SetlD SHARE Supplier Address Search
Supplier ID 0000002440 Short Supplier N\ame OFFICE DEPOT Supplier OFFICE DEPOT
Supplier Address Find | View All First'%' 2 of 36 '}’ Last
AddressID 37 ®HE=
Description
Details Find | View Al First'4' 1 of 1}/ Last
| [=
Effective Date 05/19/2016 Effective Status | Al . =HE
Country |USA @, United States
Address 1:
Address 2:
Address 3:
City:
Parish: Zip Code:
State: Q
Email ID
Payment/Withholding Alt Names
Phone Information Personalize | Find | view A1l | 2 | E First &/ 1 0of 1 &/ Lg
“Type Location Prefix Telephone Extension
Business Phane . #
v
< >

Step

Action

39.

Click the New Window link.
| New Window
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PS Desktop - Citrix Receiver

@:j w [ & htips: jpssferch Jsuhsc edufpsp/fetrm/EMPLOVEE fERP/cMAINT O F]| G || ##| | suppler

=
3 i P = ] .
/5 Supplier - Internet Explorer o]

(o=

= [l AN

Fie Edit View Favorites Tools Help

Xp - B) - ) d=h v Page - Safety- Tooks- @~ BN - &
Favorites ~ Main Menu~ > Suppliers = > Supplier Information ~ > Add/Update = > Supplier

Summary ldentifying Information Address Contacts Location Custom

SetlD SHARE Supplier Address Search

Supplier ID 0000002440 Short Supplier N\ame OFFICE DEPOT
Supplier Address
AddressID 37
Description

Details

Effective Date |05/19/2016 |5 Effective Status |Active .

Country USA @ United States
Address 1:
Address 2:
Address 3:
City:

Parish: Zip Code:
State: a,
Email ID
<

PS9FSTRN Home ‘Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Suppliers ~ | Search 2 | Advanced Search |l Last Search Results
PSSFSWEBDEV

| New Window | Help | Personalize Page | ~

Supplier OFFICE DEPOT

Find | view All First' 4" 2.0f36 "2 Las
[+ [=]
Find | View All First'4/ 1 of1 &/ Last
=
v

Step Action

40. The new browser window displays.

Click the Close button to close the new window.

NOTE: You may opt to click File, Close on the browser menu bar.

41. The Help link opens the online PeopleBooks help for the specific transaction page

that is displayed.

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

NOTE: This is not used by most end-users.

Click the Customize Page link.
Personalize Page
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Step Action
43. Use this page to:
* Select the initial page in the component to be displayed.
* Save the state of the expanded and collapsed sections.
* Save the state of the View All settings on the page for grids and scroll areas .
* Customize the page field tabbing order.
* Copy and share the settings that you have saved for the customized page.
Click the Cancel button.
Cancel
A sl T folie =
PSOFSTRN Home Worklist Add to Favorites Sign oul 1
:ﬁ:sﬁ;:;t‘:l‘sl,ﬁ Suppliers 3 | Advanced Search [l Last Search Results
| New Window | Help | Personalize Page
Summary ldentifying Information Address Contacts Location Custom
SetlD SHARE
Supplier ID 0000002440 ort Supplier N\ame OFFICE DEPOT Supplier OFFICE DEPOT
Supplier Address Find | View All First ' 20736 * Last
Address D 27 HE
Description
Details Find | View All First & 1 0f 1'% Last
Effective Date 05/19/2016 |[& Effective Status | Active . HE
Country USA @, United States |
Address 1: i
Address 2:
Address 3:
City:
Parish: Zip Code:
State: @
Email ID
Payment/Withholding Alt Names
Phone Information Personalize | Find | View Al | 2 | E First '’ 1 of 1 ‘%' Last
Business Phone | [=]
< > -
< . 3
Step Action
44, You use the http icon to copy the current page URL to the clipboard so that it is
available for pasting in emails or other applications. The copied URL includes page,
action, and search key information to display in the context of the portal, if you are
using the portal. If you did not pass through the portal, then the system displays the
page only without the portal frames.
NOTE: This is not used by most end-users.
45, Next in List Button

Click the Next in list button to view the next record in the list of your search results.
Iu Mextin List
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Step Action
46. Previous in List
Click the Previous in list button to view the previous record in the list of your
search results.
|T.J Previous in List
47. Click the Notify button.
NOTE: This is not used by most end-users.
=] Notiy |
48. Click the Cancel button.
I Cancel
49, Refresh Button
A Refresh button may or may not display with the other buttons at the bottom of the
page. Clicking the Refresh button populates fields with additional characters (e.qg. if
you enter a date without the slashes, when you click the Refresh button, the slashes
will populate).
PS Desktop - Citrix Receiver - - - - =
PS9FSTRN Home Worklist Add to Favorites Sign oul =
:i;::s:,vﬂg;:g:l‘sl,ﬁ Suppliers = | Search 2 | Advanced Search (ol Last Search Results
Supp
Short Supplier N\ame OFFICE DEPOT Supplier OFFICE DEPOT
Find | View All First ‘4 1 of34 '} Last
# =
ROUGE
Find | View Al First ‘4 10f1 % Last
Effective Status 2=
1 States
LVD
UGE Zip Code: [70805
Personalize | Find | View il | &0 | [ First ‘4’ 10f1 % Last
388/813-7272 [+]| =]
ousinList |45 NextinList | =] Notify [E: Add || 7] UpdateDisplay | = Include History  [3* Comect History
itacts | Location | Custom
& 2
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Step Action

50. Action Types

Update/Display is the default setting of PeopleSoft 9.2. The Action Type can also
be selected from the Search page.

u There are four Action Types available in PeopleSoft 9.1:

1. Update/Display is the default setting of PeopleSoft 9.1 and accesses existing
records to view and/or add information. It allows you to view current and any future
rows of data, but not history.

2. The Add a New Value hyperlink inserts a new record into the database. Click the
hyperlink to select this action when available.

3. Include History accesses existing records to view and/or add information. It
allows you to view current, any future and history rows of data. Place a checkmark in
the checkbox in front of Include History to select this action.

4. Correct History accesses existing records to view, add and/or modify
information. Place a checkmark in the checkbox in front of Correct History to select
this action.

The end-user’s level of access (his/her Logon ID) will determine which action(s) is
available to the end-user.
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PS Desktop - Citrix Receiver

PSOFSTRN
FSCM 9.2 PSTools 8.53
PSSFSWEBDEV11

SetlD SHARE

Suppliers | Search

Supplier D 0000002440
Supplier Address

AddressID 1
Description |General-1 BATON ROUGE
Details

Effective Date [02/21/2011 |[]

Country USA @, United States

Address 1: 7979 FLORIDA BLVD
Address 2:
Address 3:
City: BATON ROUGE
Parish: [EAST BATON ROUGE
state: A . Louisiana
Email ID

Payment/Withholding Alt Names

Phane Information
“Type Location

FAX

Short Supplier Name OFFICE DEPOT

Effective Status |Active .

Zip Code: | 70805

Prefix

[5] Save I;_OJ‘ Return to Search I'.J Previous in List | |+= MextinList | =] Mofify

Summary | Identifying Information | Address | Contacts | Location | Custom
<

Home Worklist
2 | Advanced Search [l Last Search Results

Supplier OFFICE DEFOT

Find | View All

F[E

Find | View All

[#[=]

Personalize | Find | View All \@ II:‘
Telephone

888/813-7272

L+ Add

Add to Favorites

Extension

[E=8 H=8 =)

Sign oul ol

First'4 1 of 34 '} Last

First 4" 1011 % Last

m

First' 10f 1% La

[+

2| Update/Display

> -

<

.

] »

Step Action

51. Return to Search Page Button

|2 Return to Search

Click the Return to Search button to return to the search results page and select
another record from your existing search or begin a new search.

52.
End of Procedure.

This completes Navigating Page Buttons and Hyperlinks in 9.2.
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Sign Out of PeopleSoft and Log Off of Citrix Web

Procedure

Training Guide

Basic Navigation for Financials 9_2

In this topic you will learn how to Sign Out of PeopleSoft and Log Off of Citrix Web.

PS Desktop - Citrix Receiver

Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Add/Update Requisitions

PSOFSTRN
FSCM 9.2 PSTools 8.53
PSOFSWEBDEV11

Requisitions

Use the following search to look for an existing Requisition.

Find an Existing Value Keyword Search Add a New Value

Search Criteria

Requisitions ~

Business Unit: JLsusH x|@,
Requisition ID:
Requisition Name:
Requisition Status: = |
Origin: @,
Reguester: @,
Reguester Name: @,
Hold From Further Processing O
[Jcase sensitive

Search Clear | BasicSearch |57 Save Search Criteria

Find an Existing Value | Keyword Search | Add a New Value

% | Advanced Search

Add to Favorites Sign out

(=S EOR =5

New Window | Help | &

Step

Action

Sign Out of the PeopleSoft Database

You must click the Sign out link to sign out of the database. The end-user

must always sign out of the PeopleSoft database before closing the browser. If the
browser is closed prior to signing out (i.e. click the "X" in the upper right hand
corner of the browser or click File, Close on the browser menu bar) the connection
to the application remains open and the end-user may be locked out of the system.

NOTE: If you are locked out of the system, contact the PeopleSoft Help Desk at 1-
800-303-3290 (Long Distance) or 504-568-HELP (4357) (Local calls) or
helpdesk@Isuhsc.edu for assistance.

Click the Sign out link.
Sign out
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PS Desktop - Citrix Receiver E=n B =)

LSU

PeopleSoft FSCM - PSQFSTRN 11

Weve detected that your browser version is not
supported by this website You can continue to try and
use it, however, many of the newer features depend

- N ‘Warning! Any information viewed during this
on certified minimum releases of various browsers.

PeopleSoft session will be saved to your

Forbestresults, use one of the following browsers: browsers Internet cache on the computer you

Blnternet Explorer (Version 8 0 and above) are using and may be viewed by others who may
Mozilla Firefox (Version 17.0 and above) also use this computer. We recommend
. against using public or shared computers to
7 4 -

PM (\ ersion 24.0 and abov a) access PeopleSoft. To protect the security of

this information, delete your Internet cache prior
User Ip [woooL1 to closing the browser windows at the end of
your session
Password

Ex

Step

Action

Close the Browser

Click the Close button (or the "X" in the top right corner of the window on the
PeopleSoft 9 Sign-in title bar)

NOTE: You may opt to click File, Close on the browser menu bar.

[ X

Log Off of Citrix

The user should logoff of Citrix when not working in PeopleSoft as this will prevent
using available resources shared by the entire LSUHSC system.

NEVER exit Citrix by clicking the "X" (i.e. located on the Citrix ICA Client title
bar) as it may lock you out of the system and will not disconnect the Citrix session.
In the event that you are not locked out and are able to logon to another Citrix
session with the previous session still connected, you will be using more than one
user license. This is monitored by Server Support since using more than one user
license could prevent another user from being able to logon to Citrix. Users

MUST ALWAYS logoff Citrix by clicking the Citrix Start button (i.e. top Start
button).
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PS Desktop - Citrix Receiver ==

=

-
ecyde

R Bin  LEAVE FORMS

PS Desktop Server

UserID: wdooll
Domain: LSUMC-MASTER

Computer: APP234

Step Action

4, Users may click the Minimize button on the Citrix ICA Client title bar, to minimize
the Citrix Desktop, if needed, but not the "X" to close the window.

NOTE: When exiting the Citrix Desktop, the user is actually logging off of a
second Desktop (rather than a window) and, therefore, must logoff via the Start
button, as with the Windows Desktop.

NOTE: If you are locked out of the system, contact the PeopleSoft Help Desk at 1-
800-303-3290 (Long Distance) or 504-568-HELP (4357) (Local calls) or
helpdesk@Isuhsc.edu for assistance.
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PS Desktop - Citrix Receiver =B =)

UserID: wdooll
Domain: LSUMC-MASTER

Computer: APP234

R ECEEE co

Step Action

5. Click the Start button.

ﬂsmrt|

6. Click the Log off button.

Log off rl

7. This page will display after clicking the logoff button.

NOTE: DO NOT click the Force log off or Cancel buttons. The page will close on
its own.
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[ [ | e
°@|® hitps://citriweb.lsuhsc.edu/Citrix/XenApp/site/defaultaspx. 0~ @ © H@cm)(en,qpp.gppmmms x‘ | o e 23

File Edit View Favorites Tools Help

i3 @ Citrix- Logon &) FINANCIALS ) First Tech &) Google &34 LSU Health Remote Acces.. S]LSUHSC i v [ = [ @ v Page~ Safetyv Took~ @~

e Logged on as: waoor Seggs Lngat}ffv Health O

Desktops Applications

PS Desktop Test PSDesktop

A [Re A

Action

Click the Log Off link.

NOTE: If the system has already logged you out due to inactivity, simply click the
Close (red X) button.

Log Off =
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Citrix XenApp - Logged Off - Wi Expk

@ nttps://citrbaweb.lsuhsc.edu/Citrix/XenApp/auth/laggedout aspx > 04| x Bing P~
i Favorites \5;,, Suggested Sites v @) Web Slice Gallery +
‘@CitrixXEnApp—LoggEdOff I - - [ pmh v Pagev Safety~ Tooks~ (@~

Return ta Log On

Done €& Local intranet | Protected Mode: Off fa v W10% ~

VoiE uw e 0 O E =

m

Step Action

9. Click the Close button.
— S

10. This completes Sign Out of PeopleSoft 9.2 and Log Off of Citrix Web.
End of Procedure.
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Appendix

Clear Browser Cache

Procedure

In this topic you will learn how to clear your Browser Cache (i.e. delete your temporary Internet
cookies and files).

Each time a PeopleSoft Database is accessed, it is put into the user's Cache. The user should clear
his/her Cache:

» When problems arise (e.g. computer slowdowns, inability to load pages, inability to refresh the
page when error messages are received, etc.);

* According to usage (once a month for light usage, once a week for medium usage, or every
other day for heavy usage).

You can clear the Cache as often as you wish.

NOTE: Clearing Cache in PS 9.2 can be done at anytime while navigating through
PeopleSoft. However, it is not recommended that you clear the Cache while entering a
transaction, as this may result in the user having to start the document over. Once the Cache
has been cleared, it may take a couple of seconds longer to load pages initially. However, once
you have loaded a page, any subsequent loads of that page should be faster. This will be
experienced mainly when adding new transactions.

Step Action

1. From any PeopleSoft 9.2 page:

Click the Tools menu on the browser bar.

Tools -
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PS Desktop - Citrix Receiver ===
/& Add|Update Requisitions - Internet Explorer o]
@—Ej = [& htps: jpssfsrch suhsc.edujpspfstm/EmpLOYEE [ErpicRequr O x| G || 42| (& addjupdate Requisitions x 5 o i5y

Fie FEdit View Favorites Tools Help

i B - 0 v pase - soery<| Tovk @ B 4 &

Fay @ Fix connection problems...

> Requisitions = > Add/Update Requisitions
o 1 Reapen last browsing session e

# | Advanced Search

Worklist Add to Favorites

P Sign out
FSC|
P59

["] Pop-up Blacker } ftions - | Search
View downloads Ctrl+]

[2] Manage add-ons Mew Window | Help | £

Rel Compatihility View settings
Full screen F11
Toolbars »

§|  Ewlrerbars " hdd a New Value

<l F12 Developer Tools

m

gu|  SussestedSites

Re{  OneNots Linked Notes
Send to OneMote

Internet options
Add

Find an Existing Value | Keyword Search \ Add a New Value

Step

Action

Click the Internet Options menu.

Internet options

or Press [O].

NOTE: Verify the Delete browsing history on exit box is checked.

Click the Delete... button.

Delete. .. |

or Press [Alt+1].
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PS Desktop - Citrix Receiver E=nE=E =5

= = ——m— ol x|
fockicbrovsmamsion ——— A
= *#| (2 addjupdate Requisitons x A ok 3T
[¥ Preserve Favorites website data

Keep cookies and temporary Internet files that enable your faverite
websites to retain preferences and display faster.

e | Ll

¥ Temporary Internet files and website files d/Update Requisitions
Copies of webpages, images, and media that are saved for faster Home Worklist Add to Favorites Sign out

viewing.
» | Advanced Search
P [¥ cookies and website data
Files or databases stored on your computer by websites to save .
preferences or improve website performance. Mew Window | Help | 2
¥ History
[ List of websites you have visited.

m

™ Download History
List of files you have downloaded.

I Form data
Saved information that you have typed into forms.

I Passwords
Saved passwords that are automaticaly filed in when you signin
to 3 website you've previously visited.

r : ActiveX Filtering and Track
Alist of websites excuded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details

about your visit, and exceptions to Do Not Track requests.

1
Mot et oty ot

Step Action

4, Verify that the following options have been checked (selected):
* Preserve Favorites website data

* Temporary Internet files

« Cookies

* History

Click the Delete button.

Delete |

5. Click the OK button.

OK |

or Press [Alt+F].

6. This completes Clear Browser Cache.
End of Procedure.
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Session Time Out

Procedure
In this topic you will learn how to access PeopleSoft 9.2 when a Session Times Out.

NOTE: For increased security on the site, when you are logged on to PeopleSoft 9.2 and the
system detects that there has been no activity for 2 hours your connection will expire.

ﬂ PS Desktop - Citrix ICA Client

3 PeopleSoft 8 session expired - Microsoft Internet Explorer

Fle Edt View Favortes Todls Help ‘-
GBack - & - (@D 2] @A | Qoearch [EFavortes 0 | 5 op =4 5

Address [&] heps: fpsodh EMPLOYEEERP/?emd=expi

f5.Jsuhsc, edufpspif

= 6o |unks >

DEVELOPMENT
STST

Your PeopleSoft connection has expired.

For increased security on this site, connections are expired after 120 minutes of inactivity.
Your PeopleSoft session has expired. Close all browser windows before logging in again. I this is your only active PeopleSoft session,
click the Sign In link to sign in again.

Sign into PeanleGof

Copyright ® 2003 PopleSoft, Inc.

All fights raserved. Copyrights to portions of
this software may be owned by others
PeapleSoft Proprietany and Confidential
PeopleSoft and the PeopleSoft logo are
tegistered trademarks of FeopleSoft, Ino

€] Done [ ][5 [ mtemet
ilstart J & 151 @ 7|||£]Peoplesoft 8 session e... o

& )7, 11:30 M

Step Action

1. Click the Sign in to PeopleSoft link.
Sian in to PeopleSott |

2. Enter your User ID (must be entered in ALL CAPS).

NOTE: This should be the same User name that you enter when you log on to
your computer or access e-mail.

To practice, please Enter the following sample User ID:"AVANDE".

3. Enter your Password (must be entered the way the user created it).

NOTE: This is the same Password that you enter when you log on to your
computer or access e-mail.

Enter the desired information into the Password field. Enter "***#***>*"
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/3 Peaplesoft 8 Sign-in - Microsoft Internet Explarer

Fle Edk Wew Favorkes Tools Help

Spak = - @ [H) A | Dsearch (iFavortes B3| G- S =1 H

Adebess [{] hetps: [psBdevFs.Jsuhsc cdufpspfststf7cmd—lognilsnguagsCa-ENG

DEVELOPMENT
ESTST

User ID: [A¥ANDE

Select a Language:

£ |Peoplesoft 8 Si

Enolish Espariol
Password: [~ EAEER Sepant
Dansk Deutsch
Erangais ltaliano
Frangais du Canada B 358
To setirace flags, click here Polski Portugués
hlederands Svenska
it Fethi
Copyight & 2003 PeapleSof, Inc.
Al ights reserved. Copyrights to portions of
this softnare may be owned by others.
PsopleSaft Propristary and Confidantial
PaopleSoft and the PeopleSott lago are
registered trademanks of FaopleSoft, Inc. i
& & @

Action

Click the Sign In button.
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PS9FSTRNss
PSY9FSWEBDEV11  RCB
Favorites = Main Menu

Personalize Content | Layout Help

€ Local intranet | Protected Mode: Off i v H10% <

Step

Action

The following is an alternate method to access PeopleSoft 9.2 when your session
expires. This method does not require the end-user to sign in:

Close the Internet browser by choosing one of the following methods:
* Select File, Close on the Internet browser menu bar;
* Click the “X* in the upper right corner of the Internet browser.

NOTE: Do not click the “X” on the PS Desktop - Citrix ICA Client title bar.

Once the browser is closed, restart the PS9.2 Launcher. The PeopleSoft 9.2 Home
page will display.

This completes Session Time Out.
End of Procedure.
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Print PeopleSoft 9.2 Pages

Procedure

In this topic you will learn how to Print PeopleSoft 9.2 Pages.

Step Action

1. Click the button to the right of the Printer icon.

d -
2. Click the Page Setup... menu to change paper size, margins, etc.
¢ Page setup...
PS Desktop - Citrix Receiver == 5
/€ Employee-facing registry content - Internet Explorer I [w]
@S % [@ tps: fpsSfsrcb.susc. edufpspfstm/EMPLOYEE/ERP/h/?tab=1 pj@ “#| (& Employee facng registry con... % |_| I 5g o
O |
% v | [ PaperOptions | [ Mamgins fnches) |

Pags Size T
|| Ro: 075
PS¢ -
Fscmo. | (* Porrat € Landscape Too: o
PSIFSW )
™ Pint Backgreund Colors and Images | | goygom e
¥ Enable Shrinko-Fit - — Personalize Content | Layout (Z) Help

Home Workdist Add to Favorites Sign out
dvanced Search

[~ Headers and Footer

Header. Footer:

[Trie =] Jure |
[-Emy- =1/ |-Emy- =l
[Page # of total pages | [pate in short fomat |

Change fort

Coes

Step Action

3. Make needed changes.

Click the OK button.
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PS Desktop - Citrix Receiver

/& Employee-facing registry content - Internet Explorer

B8 E-R )
(L | & hitps: /s cb.lsuhsc.edu/psp/ftum/EMPLOYEE /R hjztab=t O =] G |[42| | &3 Employee-facing registry con... % A ok T

Fle Edit View Favorites Tools Help

£ - B - = fm v Page - Safetyr Tooks - (@ (N o J

Favorites ~ | Main Menu =

PS9FSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Menu ~ Search 2 | Advanced Search
PSIFSWEBDEV12

Personalize Content | Layout @He\p

Step Action

Click the button to the right of the Printer icon.

-
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PS Desktop - Citrix Receiver
/& Employee-facing registry content - Internet Explorer
(6. = | htios: jps3irch Jsuhsc.edufpsp/fsn/EvpLovee fre b=t O 1| B || 42| | & Employee-facng registry con... % 5 9 6o
Fle Edt View Favortes Tools Help
£+ B - =) #h|- Page~ Safety v Tools - @+ B o &
=0 Print... ctri+p
R Home | Worklist | AddtoFavorites | Sign out
Menu - | Search 3 | Advanced Search
Personalize Content | Layout @He\p

| Page setup...

Step Action

= Print...

Click the Print... menu.

Cirl+P

or Press [P].
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i

m

PS Desktop - Citrix Receiver

" Pagss: 1 " | Gollate I I
Ertter either a single page number or a single _1lﬂ _2@ _3@

page range. For example, 5-1

Print carcel | i |

=5 (E=R
=1
:
= *#| (2 Employeefadng regitry con... % 5 5g el
= General | Opions |
- Select Printer
#=EPSON WF-2530 Series (from PST510120) in session 9
(HP LaserJet M1530 MFP Series PCL 6 (from PST510120) in session
#HP LaserJet Professional M1530 MFP Series Fax (from PST510120) in session ¢ Home Worklist Add to Favorites Sign out
LI _I _'I 3 | Advanced Search
Status: Ready I~ Prirttofile Preferences Personalize Content | Layout () Help
Location:
Comment:  Auto Created Client Printer PST510120 Find Prnter...
~Page Range
“ Al Number of copies: [T =
. Seletion " Curent Page.

Step

Action

Select the appropriate printer and click the Print button.

For training purposes only, click the Cancel button.
Cancel

or Press [Alt+P].

This completes Print PeopleSoft 9.2 Pages.
End of Procedure.
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