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Oracle's PeopleSoft Applications User's
Guide Preface

This chapter discusses the content of the Oracle's PeopleSoft Applications User's Guide and PeopleBooks and
the PeopleSoft Online Library.

PeopleSoft Applications User's Guide

This PeopleBook provides an overview of PeopleSoft applications and explains how to:
»  Set user preferences.

» Retrieve data using keys, search pages, and PeopleSoft Search Technology.

»  Use PeopleSoft application pages.

«  Work with grids and scroll areas.

»  Work with processes and reports.

«  UseWorkflow.

» Use PeopleSoft Navigator.

PeopleBooks and the PeopleSoft Online Library

A companion PeopleBook called PeopleBooks and the PeopleSoft Online Library contains general
information, including:

» Understanding the PeopleSoft online library and related documentation.
» How to send PeopleSoft documentation comments and suggestions to Oracle.

» How to access hosted PeopleBooks, downloadable HTML PeopleBooks, and downloadable PDF
PeopleBooks as well as documentation updates.

» Understanding PeopleBook structure.

« Typographical conventions and visual cues used in PeopleBooks.
» 1SO country codes and currency codes.

»  PeopleBooks that are common across multiple applications.

«  Common elements used in PeopleBooks.

» Navigating the PeopleBooks interface and searching the PeopleSoft online library.
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Preface

» Displaying and printing screen shots and graphics in PeopleBooks.

» How to manage the locally installed PeopleSoft online library, including web site folders.

« Understanding documentation integration and how to integrate customized documentation into the library.
« Application abbreviations found in application fields.

Y ou can find PeopleBooks and the PeopleSoft Online Library in the online PeopleBooks Library for your
PeopleTools release.

X Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.



Chapter 1

Working With PeopleSoft Applications

This chapter provides an overview of PeopleSoft browser-based applications and discusses how to:
« Signinto PeopleSoft applications.

» Usedrop-down menus.

» Usemenu pagelets.

« Use navigation pages.

» Usethe portal search field.

» Usethe universal navigation header.
» Usethe pagebar.

«  Process components.

e Usebuttonsand links.

» Usekeyboard shortcuts.

» Useaccessibility features.

Understanding PeopleSoft Browser-Based Applications

Y ou use PeopleSoft applications in a purely internet environment called PeopleSoft Pure Internet
Architecture. PeopleSoft Pure Internet Architecture is a server-centric architecture that requires only that a
web browser be installed on individual user machines.

The PeopleSoft Pure Internet Architecture is your window to PeopleSoft applications as well as other web-
based applications and content. Within your browser, sign in to the PeopleSoft Pure Internet Architecture as
you would when opening awebsite. The PeopleSoft Pure Internet Architecture uses a dynamic drop-down
menu for navigation and a universal navigation header that includes these navigation tools: Home,Worklist,
MultiChannel Console, and Sign out.This navigation header appears at the top of every page while you are
signed in.

Y our PeopleSoft application is delivered with a demonstration database that includes sample data to help you
see how the system works. Y ou can also use the demonstration database to experiment with specific
PeopleSoft applications. The PeopleBooks for the various applications frequently refer to the demonstration
information to clarify concepts and provide a common frame of reference for examples.

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.



Working With PeopleSoft Applications Chapter 1

See Chapter 1, "Working With PeopleSoft Applications,” Understanding the Universal Navigation Header,
page 14.

PeopleSoft Pure Internet Architecture Terminology

PeopleSoft applications are made up of anavigational structure, components (groups of pages), and pages.
Using these e ements, you can enter new data or change, delete, and modify existing datain your application.
Using the PeopleSoft Pure Internet Architecture is similar to browsing web pages; it provides asimple,
intuitive way of working with a database.

Here are some of the basic elements used in PeopleSoft Pure Internet Architecture:

Main Menu This PeopleSoft navigation structure, located at the top of your page,
organizes and provides access to transaction pages from which you can
carry out actions and modify data. The Main Menu contains menu items;,
some lead directly to transaction pages and some lead to submenusin a
hierarchical format.

Menu Pagelet This PeopleSoft navigation structure, located to one side of your page,
organizes and provides access to transaction pages from which you can
carry out actions and modify data. The Menu pagelet contains links, some
leading directly to transaction pages and some leading to other linksin a
hierarchical format.

Content Reference A link in the menu that accesses a transaction page or group of pages. A
content reference is areference to a URL for the transaction page.

Navigation path The collective set of links that appear as you navigate the menu structure;
they indicate the hierarchical path to your current location.

Sometimes called breadcrumbs, they appear in the drop-down menu header
and in the navigation page header.

Keys Thefields, such as EmplID (employee identification), that uniquely identify
onerow of datain atransaction. Keys appears as fields on search pages and
transaction pages. All information on a page is related to akey, which
usually appears at the top of the page and is display-only.

Component The page or group of pages that appear when you perform a search.
Multiple pages in a component must share the same high-level key;

Page Theindividual display and data-entry screens for each part of your
PeopleSoft application. Pages appear in the browser window.

See Chapter 3, "Retrieving Data Using Keys, Search Pages, and PeopleSoft Search Technology," page 53.

Signing In to PeopleSoft Applications

Signing in to a PeopleSoft application is like opening a secured page on awebsite.

2 Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.



Chapter 1 Working With PeopleSoft Applications

Access your default browser window.

1. Enter the URL for your application or select the bookmark for the page where you want to work.
The Sign In page appears.

2. Select the language in which you want your transaction pages to appear.

3. Enter your user ID and password.

Y our user ID and password are case sensitive. For security reasons, passwords always appear as asterisks
in the display as you enter them.

4. Pressthe Tab and Enter keys or click the Sign In buttonto signiin.

The PeopleSoft online system validates your user ID and password. If either the user ID or password is
invalid, the system displays an error message below the Sign In button. Y ou must reenter your user |ID
and password or contact your security administrator for assistance.

After you sign in, the mouse pointer turns into a small hourglass, signifying that the online system isinitiating
your request. Whenever the system accesses data in the database, the hourglass appears on your desktop. If
you entered valid signin information, the system displays the homepage for your PeopleSoft system.

PeopleSoft Pure Internet Architecture structure provides single signon access, which allows you to work in
multiple PeopleSoft applications and databases without having to sign in to each application. If your site has
not implemented single signon, the system prompts you to enter a user 1D and password each time you access
adifferent PeopleSoft application.

For security purposes, your PeopleSoft system logs you out of your application after a period of inactivity
determined by your security administrator. Before your session times out, the system might provide awarning
that your browser session is about to expire. Y ou can continue with your current session by clicking the OK
button in the warning message. If you do not respond within two minutes, the session ends and the expired
connection page opens. To return to your application, click the Sign in to PeopleSoft link. The Sign In page
appears, and you can sign in to the application again.

Important! To ensure data security in environments where multiple users have access to the same
workstation, users should close the browser after logging out of the PeopleSoft system.

Using Drop-Down Menus

Drop-down menus are an intuitive, nonlinear way to navigate PeopleSoft applications and access your
application data. Drop-down menus appear at the top of your browser, above the transaction page or content
area, and contain lists of menu items. The menu items are either links that provide direct accessto a
transaction or detail page, or they are folders that provide access to submenus, which cascade to the side and
contain more menu items. Folders typically organize menu items based on business processes or other
relationships that exist among transactions.

This example shows Main Menu navigation:
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Worklist MultiChannel Console Add to Favorites
Favorites | Main Menu
Search Menu: @ Personalize Content | Layout Help
|j My Organization
[d PeopleTools SDK L4
3 Mobile Dema 4
[ Manzge Assets L4
3 Worklist 4
(3 Application Diagnostics L4
(3 Tree Manager 4
[J Reporting Tools L4
] PeopleTools ;
[E sales Dashboard L1 Security -
] Pagelet Wizard [3 Lifecycle Tools 3 User Prafiles r
S £ Utilties (1 Permissions & Roles
[ Usage Monitoring £ Feeds 3 Password Configuration [5] Permission Lists
B change My Password 5 ":D_I'kﬂD" 3 Directory [5] copy Permission Lists
E my personalizations 5 I;;Wal h £ Security Objects [E] Dpelete Permission Lists
] my System Profil 4 Sea-rch Framewaork £ Query Security B Roks {b
] My Dictionary 3 Search Engine 3 Encryption [E] Copy Roles
(5] My Feeds £ Personalzation 7 SAML Adrinistration Ser. || Delete Roles
3 Process Scheduler [El Authorization Configuratic [5] Execute Role Rules
3 Cube Builder |j Commaon Queries
3 Application Engine |j Mass Change Operator Security
(3 Documents 4
o e el

Drop-down menu navigation showing the Main Menu, folders, and pages

Access the Main Menu.

Note. The Main Menu and all subsequent menus display only menu items that you are authorized to access.

1. Click afolder label to open its submenu.

2. Click alink to open the resource in the content area.

Note. If you click the folder icon instead of the name, the navigation page appears.

See Chapter 1, "Working With PeopleSoft Applications," Using Navigation Pages, page 10.

Scrolling and Sorting

Submenus aways open in the viewable area. If the viewable areais too small to display the full list of items
in a submenu, then scroll indicators (up and down arrows) appear at the top and bottom of the submenu to let
you know that the list contains more menu items. Hover your mouse over the up or down arrow to make the
menu scroll in the direction of the arrow. Click and hold the arrow to double the scrolling speed. Y ou can also
use your mouse wheel to scroll through a menu.

Y ou can sort the drop-down menu a phabetically by clicking the sort icon on the Main Menu window.
Continue clicking to toggle through an ascending, descending, and portal sequence number sort. Asyou click
the sort icon, the icon changes to indicate the direction of the sort.

This example shows a drop-down menu navigation with scroll and menu sort indicators:
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MainvMenu

Search Menu:

-
Administer Frocurement

Control Inventory
Define Business Rules
Maintain Items
Manage Production
Manage Sales Activities
Manzage Treasury
PeopleTools Quality
Plan Production

Schedule Resources
Self Service

Structure Manufacturing
View My Organization
PeopleTools SDK
Mobile Demao

Manage Assets
Warklist

Application Diagnostics
Tree Manager
Reporting Tools
PeopleTools

Bt I It I o A I I I I o I o B U o Y I I I

Process Financial Information

R |

v T v v T v v F T v v ¥ vy vy v wv vy ww wv.wrv w

Sample drop-down menu navigation showing scroll and menu sort indicators

Working With PeopleSoft Applications

Note. While the sort icon appears only on the Main Menu, any sort you initiate at the Main Menu level
applies to all submenus and persists until you change the sort or sign out.

Navigating Breadcrumbs

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.

1. Thefirstitem in the sequenceis aways the Main Menu.

Breadcrumbs refer to the collective sequence of menus and menu items that appear above the content area
when you havigate to transaction pages or navigation pages. In adrop-down navigation, each itemin the
breadcrumb string is a drop-down menu and represents a level in the overall menu hierarchy. Click any item
to navigate directly to the corresponding level in the menu hierarchy and reveal the subordinate menu items.

The application dynamically generates the individual items in the breadcrumb string using the following
criteria:



Working With PeopleSoft Applications Chapter 1

2. Thelast item in the sequenceis:
» The component name when you access a transaction page.
» Thefolder name when you access a navigation page.
« Thevalue of the focus node when you access a SmartNavigation page.

3. Theintermediate items in the sequence are the names of each menu item that you click to access the
resource; menu items appear in the order that you click them.

Breadcrumbs reveal both the navigational path to your current location and the hierarchical or parent-child
relationships that exist among the itemsin the breadcrumb sequence.

Note. Breadcrumbs appear only when you click alink to access a component or when you click afolder icon.

This example shows drop-down menu navigation, breadcrumbs, and a submenu

General | ID || Roles | Workiow | [eleclaliiy '
3 Permissions & Roles »
User D PSUSER (3 Password Configuration ’
. 3 Directory b ocked Qut?
Description: ) )
Logon informat o ey onec . [ ——
AL L LLT 3 Query Security 4
Symbolic D: ' &5 Encryption ,
Password: 3 SAML Administration Setup ¥ | Expired?
Confirm Password: ﬂ Common Queries
Mass Change Operator Security
User ID Alias: G g= Lp :
Edit Email Addresses Instant Messaging Infarmation
General Attributes
Language Code: English b [ Enable Expert Entry
Currency Code: v |

Default Mobile Page: '}

Permission Lists

i Primary: |
&'} Row Security: |

Havigator Homepage:

Process Profile:

L L

Sample drop-down menu navigation showing breadcrumbs and open submenu

Note. When you navigate to a WorkCenter page, the navigation path is relative to the WorkCenter page. The
items in the navigation path remain static while you click pagelet links that open resources inside the
WorkCenter page target content area. Some pagel et links open resources that replace the WorkCenter page
entirely. In this case, the application updates the navigation path according to the drop-down menu navigation
rules.
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Using SmartNavigation

Most drop-down menus are comprised of menu items that are static and compl etely independent of your
application data and any relationships that exist anong your data. Y ou navigate through menu items to access
alink that you click to open a search page. Y ou then enter a search value that the system uses to retrieve data,

which popul ates the transaction page

SmartNavigation extends and enhances drop-down menus by incorporating your data into the menu structure
itself. Menu items are dynamic and appear in the menu hierarchy based on parent-child relationships. When
you use SmartNavigation menus, rather than navigating to your data you navigate the data itself.

SmartNavigation menus and menu items represent hierarchically related entities, such as:
+ Employeesin adepartment.

« Accountsin aregion.

» Studentsin aclass.

Thisis an example of SmartNavigation drop-down menus:;
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ORACLE’

Favorites | Main Menu
- : -
Search Menu:

Fersonalize

ik

PeopleTools Qualiy

My QOrganization

PeopleTools SDK

Mobile Demo

Manage Assets

Employee Self-Service

Manager Self-Service

Customers

Partners

Products

Catalog Management

Promations

Customer Contracts

Order Management

Pricing Configuration

Customer Returns

Items

Cost Accounting

Vendors

Purchasing

Inventory

eProcurement

Services Procurement

Sourcing

Engineering

Manufacturing Definitions
-

Actions L4
Office of the President
Office of the President ((
ALBRIGHT

VINCENT

WALTERS

DUNCAN

ELIAS

Actions

Hurman Resources
Controllers

Retail Servicas
Operations Administration
ASD

BEMMETT

CHERRIER

Se S Se Se De G b [

Sie S Se G Sio o e [/

¥ ¥ W ¥ ¥ ¥ W ¥ ¥ W ¥ ¥ ¥ ¥ w¥ ¥

coooorpoporocccocococoooeoob @

Example of SmartNavigation menu

Each menu item isaunique row of data. The menu items are organized based on parent-child relationships.
The key field values of the row determine the labels of the menu items. The key field structure of the
underlying table determines the position of the menu itemsin the menu hierarchy.

Similar to standard menu items, SmartNavigation menu items expand when you click the label of a parent
menu item. When you click the icon of a child menu item, the transaction or detail page appears.

In addition to your data, SmartNavigation menus also display an Actions folder. The Actions folder contains
links to the details component and related actions components.

Note. Side navigation from the Menu pagel et does not support SmartNavigation menus.
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SmartNavigation Icons

SmartNavigation menu items do not use the standard folder and content reference icons. SmartNavigation
menu itemsicons are graphically stylized representations of entities. A multi-entity icon appears next to menu
items that are parent rows with one or more subordinate menu items that are child rows. A single-entity icon
appears next to menu items that are child rows with no subordinate menu items or child rows.

Using Menu Pagelets

The Menu pagelet navigation is an intuitive way of updating or viewing data in your database. The menu
consists of ahierarchy of links and content references. Expanding and collapsing these links and then
selecting content references that are within them is one of the primary ways of navigating PeopleSoft
applications.

Menu - Classic

Search:

[ My Favarites
[* PeopleTools SDK
[ Mobile Dema
[ Manage Assets
[ Warklist
[ Application Diagnostics
[ Tree Manager
= Reporing Tools
= Query Manager
= Query Viewer
= Schedule Query
[ Connected Cuery
[ PSinVisiaon
[ Bl Publisher
[> Pivot Grid
= Reporing Console
= Report Manager
[ PeopleTools
= Zales Dashboard
= Pagelet Wizard
= LIsage Monitoring
= Change My Password
= Ly Personalizations
= My System Profile
= Iy Dictionary
= My Feeds

Menu pagelet

The Menu pageletcontains alist of the general areas to which you have access in the application. From this
point you can expand any folder to access additional folders or content references that open transaction pages.
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When you click folders in the main menu, the system retrieves only the appropriate hierarchy for the selected
link or folder, instead of refreshing the entire menu. When you click the folder image next to the folder name,
only the specific folder contents are retrieved. When you click the folder link itself, the system retrieves and
displays the entire hierarchy of the root portal registry contents and the folder contents themselves. Asyou
navigate the folders, the levels within the folder hierarchy change color for visua identification.

Using Navigation Pages

PeopleSoft applications include navigation pages are task-driven pages that offer intuitive access to pages
needed to complete your business processes. These navigation pages may incorporate icons to make it even
easier for you to navigate your application.

Y ou access navigation pages by clicking afolder icon in the menu. The two types of navigation pages are:
« Standard navigation pages.

» SmartNavigation pages.

Standard Navigation Pages

Elements embedded in the folder, including content references and other folders, are arranged in a graphical
format on a navigation page that appearsin the content area. For example, clicking the PeopleTools, Utilities
folder in the menu pagelet displays the Utilities navigation page as shown here:

Main Menu = PeopleTools = Security =

User Profiles Edit "User Profiles” Folder

Define user profies.

E" User Profiles Copy User Profiles E Delete User Profiles
Create and maintain information related to a uzer prefile. Clene an exizting user profile. Remove unnesded user profiles.
E" Distributed User Profiles Distributed User Set U E Purge Inactive User Profiles
Create and maintain uzer profiles. Set up the distributed user profile component search Remove User Profiles that have not been used for a

record. while.

PeopleTools Security User Profiles standard navigation page

See Also

PeopleTools 8.52: PeopleTools Portal Technologies, "Working with Navigation Pages," Understanding
Navigation Pages

SmartNavigation Pages

SmartNavigation pages are different than standard navigation pages. SmartNavigation pages organize your
datainto atree-like chart that displays two or three levels at one time, as you see here:
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Favorites | Main Menu » My Organization : Corporate Headguarters » Office of the President » Controllers
- - - - -

Office of the President
Detsils: 10100

« Actions

I

Controllers
Cietails: 10300

« Actions

[ i i i . i i i

)

MCHUGH
Details: 8670

CHEN
Details: 8768

KAHN
Details: 8510

SAGANAKI
Details: 8665

LITTLE
Details: 84132

JAEGAR

Jetails: 8233 Details: 8360 Details: 8431

TANNER
Details: 8§

3UCHANAN ‘ ‘ LONESTAR

SmartNavigation page example

Note. If the focus node does not have a parent or it does not have children, only two levels appear; otherwise,

three levels appear.

Note these points about the organization of the chart:

« Thechart represents hierarchical dataarrayed in levels.

Adjacent levels, joined by connectors, indicate parent-child rel ationships; nodes at the same level are
sibling nodes.

« Each level consists of one or more nodes.

Each node represents a single entity, such as an employee in an organization, and corresponds to one row

of data. Other than the top-level node, each node has one parent and zero, one, or more child nodes.
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Each node, which islinked to a detail component, contains values—usually a detail value and a
descriptive value.

Note. Some nodes also contain arelated Actions drop-down menu. This menu displays links, which you
click to access other transactional datathat isin some way related to the data on the node where the
Actions menu appears.

The descriptive value can appear as either static text or as alink that you use to navigate through the
chart. When you click thislink, the corresponding node moves to the middle level of the chart, which now
displays three levels. The top and bottom levels contain the parent and child nodes, respectively. Click
these links until the chart displays the data you want.

The search key or detail value aways appears as alink that you use to access a component. When you
click aDetails link, the system:

» Accesses the component to which the nodeis linked.

» Passesthe detail value to the component search record.

» Retrievestherow of dataindicated by the search key value.

« Populates the transaction page with the data and displaysit to you.

« Displays node namesin the navigation path at the top of the page to show the hierarchical structure of
the data.

SmartNavigation pages have alimited amount of space. If alevel contains more nodes than can appear
within the alotted space, the SmartNavigation page enables you to reposition the chart by using:

« The navigator button.

The button includes directional arrows that you click to move the chart in the direction of the
corresponding arrow. Click the arrow until any nodes outside of field of vision come into view or
click the center of the button to center the chart horizontally and vertically on the node in the middle
level.

« Thecursor.

Move the cursor inside the chart area. When the cursor changes into a hand, click and drag the chart
until any hidden nodes comeinto view.

The chart, the nodes, and the actions are highly configurable based on security, business processes, and your
data.

Using the Portal Search Field

12

Use the Search field to search for aregistered content reference within the system. Enter the name of the page
you want to find and press the Enter key or click the search button. As you type, you might see suggestions
drop down below the search field. These suggestions help you narrow the search. Autocomplete uses the text
entered and searches for this text from the list of content references available from the portal registry. It
returnsthe list of target content references only (no folders) that the current user is authorized to view. The
target content reference label (defined in Portal registry) is checked for the search text entered by the user.
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This example shows the Search Menu showing an autocompl ete pop-up window:

Favaorites
-

FPersonalize Con

ORACLE

[Mazin

Menu
-

Search Menu:

| ®

|User Pro

Ui

Copy User Profil=

er Profile Map

w o

F

User Profile Synch

| O R

Worklist

Application Diagnostics
Tree Manager
Reporting Tools
PeopleTools

Change My Password
My Personalizations

My System Profile

My Dictionary

My Feeds

O

* v w v w w w v ¥ w w v w wv v v v v w v v A4}

Example of Search Menu showing autocomplete pop-up window

Select from the list or continue to enter the page name and click the search button.

Note. For the system to display autocomplete suggestions and search results, your system administrator must
create a search index in PeopleTools. If you consistently do not get any search results, contact your system
administrator for more information.

Note. The maximum number of automatically suggested entries that appears in the pop-up menu when you
begin typing is controlled in the general portal settings.
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When you click the search button, this action opens the Search page displaying the results. If your search
produces alarge number of results, modify your search criteria, select the Search Within Results option, and
then select Find to narrow your search further. Use the Personalize Settings link to hide or show summaries of
each search result and to control the number of search results that appear on each page.

Note. An administrator must grant you full access to this web library to get the suggestion list:
WEBLIB_PORTAL.PORTAL_SEARCH_PB.FieldFormula.l SCRIPT_Portal Search.

See Also

PeopleTools 8.52: PeopleTools Portal Technologies, "Administering Portals," Managing General Portal
Settings

Using the Universal Navigation Header

This section provides an overview of the universal navigation header and discusses how to:
« Add pagesto the Favorites menu.
 Edit the Favorites menu.

» Usethe Recently Used menu.

Understanding the Universal Navigation Header

The universal navigation header islocated at the top of your PeopleSoft Pure Internet Architecture page and
remains static as you navigate through the pages. The universal navigation header contains these links:

Favorites Click to add the current page to your favorites list for easy accessibility.
Thefavoriteslist is like your own list of bookmarks to components and
transaction pages that you use frequently. After you add a favorite, it
appears in the Favorites menu. Y ou can return to the page by clicking the
Favorites menu and clicking the link for the page that you want to view.

Y ou can store favorites with a specific key, for example, if you consistently
access the ABC department, then you can store a favorite that directly
accesses the ABC department.

Main Menu Click to access all folders, submenus, and content references.

Home Click to return to your homepage.
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Worklist

MultiChannel Console

Performance Trace

Sign out

Working With PeopleSoft Applications

Click to access the Worklist page, which provides summary information
about all items on your persona worklist. This page aso provides links that
enable you to view additional details about the work, perform the indicated
work, and reassign work items.

See Chapter 7, "Using Workflow," Using Worklists to Receive
Notifications, page 162.

If you are defined as an agent in PeopleSoft MultiChannel Framework,
click to access and manage tasks assigned to you. Thisis an optional setting
that your system administrator enables. If you do not have access to this
feature, the system displays a warning message to that effect.

See PeopleTools 8.52 : MultiChannel Framework, " Configuring Peopl eSoft
MCF Agents."

See PeopleTools 8.52 : MultiChannel Framework, "Managing Tasks and
Using Chat in PeopleSoft MultiChannel Framework."

Click to monitor the performance of a business process that you typically
complete. Because thisis an optional setting that your system administrator
enables using PeopleTools Security, it may not appear to all users.

Click to sign out of the application and return to the Sign In page.

Important! For security purposes, you should sign out when you are
finished with your PeopleSoft session rather than smply closing the
browser window. Other users could potentially access your cached
homepage from another portal if you do not sign out properly.

Note. Guest accounts do not have access to Favorites or Add to Favorites. Y ou must have the appropriate
security before you can access favorites.

Adding Pages to the Favorites Menu

To add pages to the Favorites menu:

1. Open the page that you want to designate as afavorite.

2. Click Favoritesin the universal navigation header. Then, click Add to Favorites.

The Add to Favorites modal window appears, with the page name as the default in the Description field.

3. Update the description for the favorite, if necessary.

4. Click OK.

The favorite is saved and appears in the Favorites menu.

5. Click OK to dismissthe dialog box.
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Note. If pages are not registered in the portal registry, you cannot add them to the Favorites menu. See your

portal administrator for assistance.

Editing the Favorites Menu

On the Edit Favorites page you can relabel favorites, delete favorites, or modify the sequence in which they

appear in the Favorites menu.

Access the Edit Favorites page (Favorites, Edit Favorites).

Edit Favorites

Click the Save button after editing or deleting favorites.

El , =
Personalize | Find | B | 8 First I

Change My Password
Fagelet Wizard

Faortal

Structure and Caontent

1-4 of 4 u Last

Sequence number

] Delete |
] Delete |

] Delete |
0 Delete |

Add to Favorites page

The Edit Favorites page appears, displaying a grid with the favorites that you selected and their sequence

numbers. If no favorites are currently saved, a message indicates thisin place of the Favorites grid.

To edit favorites:

1. Locate the favorite that you want to modify, and make your

Torelabel afavorite, type a new name in the text box. To delete afavorite, click the Delete button
associated with it. To reorder favorites, type an appropriate number in the Sequence number box.

2. Saveyour changes.

Using the Recently Used Menu

changes.

When you visit acomponent, it is automatically added to the Recently Used list under the Favorites menu.

Thislist islimited to the five most recently visited components.

Note. Therecently used datais stored to the list when you leave the component by either clicking on the

header or going to a different component.

The system does not update the recently used list if:
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» You close the browser without signing out first.

* Your session times out.

Accessing Pages from the Recently Used Menu

To access pages from the Recently Used Menu, click the item name. If the component has a search record, the
search page appears. Enter search criteria to access the page. If the component has no search record, the page
appears without search criteria.

Using the Pagebar

Just below the universal navigation header is the pagebar—a series of links and buttons that appear when you
are on atransaction page. The availability of these options is controlled by the application developer. All
options may not be available for each component.

This example shows a pagebar:
New Window | Help | Personalize Page | &,
Pagebar
New Window Click to open a new browser window.

See Chapter 1, "Working With PeopleSoft Applications,” Opening New
Windows, page 20.

Help Click to open the online PeopleBooks help for the displayed transaction
page.
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Per sonalize Page

hEkEp

Chapter 1

Click to control the initial page display. Opens the Page personalization
page, where you can:

« Select theinitial page in the component to be displayed.
» Savethe state of the expanded and collapsed sections.

« Savethe state of the View All settings on the page for grids and scroll
aress.

» Personalize the page field tabbing order:

« Clear Tabbing Order. Removes the existing tabbing order.
» Restore Default. Restores the default tabbing order.

» Include In Tabbing Order. Click this option and then click atabbed
item to include it in the tabbing order.

» Remove From Order. Click this option and then click atabbed item
to remove it from the tabbing order.

» Move Up In Order. Click this option and then click atabbed item to
move it up in the tabbing order.

» Move Down In Order. Click this option and then click atabbed item
to move it down in the tabbing order.

Y ou can also elect to copy and share the settings that you have saved for the
personalized page.

See Chapter 2, "Setting User Preferences,” Personalizing Pages, page 37.

Copies 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, the system
displays the page only, without the portal frames.

See PeopleTools 8.52: PeopleTools Portal Technologies, "Administering
Portals," Defining Content References.

Processing Components

18

This section discusses how to:

Access pages and components.

Link to related pages.
Open new windows.

Save pages.
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»  Work with dialog boxes.

Accessing Pages and Components

Components typically consist of several related pages within the same window; however, some components
contain only one page. Typically, significant pages, such as those containing required fields, come early in the
page order. Asyou finish with one page, you can select the folder tab of another page to open it. Y ou can
think of this as leafing through several pages of asingle form.

In addition to selecting tabs, you can click the links at the bottom of each page in the component to move to
other pages within the component. Alternatively, you can press the corresponding access keys.

See Chapter 1, "Working With PeopleSoft Applications," Using Access Keys, page 26.

General [n] Roles Workdflow Audit Links User ID Queries
User ID: PTTOOLS
o [] Account Locked Out?
Description: PeopleTools
Logon Information
Symbolic [D: SYSADM »
Password: |--n--n------n--n--n--n---n-- Password Expired'-’
Confirm Password: |--n--n------n--n--n--n---n--
User ID Alias: |
Edit Email Addresses Instant Messaaging Information
General Attributes
Language Code: English v ] Enable Expert Entry
Currency Code: b |
Default Mobile Page: | Q
3
Navigator Homepage: |'C1EF'AGES Q Primary: |QEPAG ES & Q
Process Profile: |QEPAGES Q, Row Security: | QEPAGES Q

Sample component

To access a component:
1. Select the content reference from the menu hierarchy or navigation page that relates to your page.

2. Onthe search page, enter search criteriato identify the row of data that you want to retrieve from the
database.

3. Click Search to perform the search.

If your search returns multiple results, they appear in a grid from which you can select the data you want
to view. If your search returns only one result, the system automatically displays that result on a pagein
the browser.

See Chapter 3, "Retrieving Data Using Keys, Search Pages, and PeopleSoft Search Technology," Entering
and Saving Search Criteria, page 56.
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All pagesin agroup have the same search record, so the prompt in the initial search dialog box is the same
regardless of which page you accessfirst. Y ou will not be prompted to enter new search criteria as you move
from page to page in a component.

Likewise, during a save, pages in acomponent are treated as a single entity. When you click Save, the system
commits the data on the pages to a database. If you have not completed all required fields, the system prompts
you to enter additional data.

Linking to Related Pages

In addition to having links to other pages within a component, some pages have links to related components
or pages. Therelated links appear at the bottom of the transaction area and immediately before the toolbar.
You can click any of these links to move easily to related transactions for the same key field, so you can enter
data without going through the search process again.

When you click a component link, the new transaction contains the same component links, which enable you
to return to the original transaction. The component or page in which you are working appears in black text
and is not underlined. Some applications may identify these related links in another way. For example, you
might see the phrase Go to: along with the related links at the bottom of a page. Y ou might also see a drop-

down list box with the word ...More, which contains additional related transaction links.

Opening New Windows

The New Window link in the pagebar opens a new browser window or child window that displays a search
page for the current component. From this window, you can view or enter new data. Y ou can open as many
child windows as needed by clicking the New Window link. Do not select File, New, Window from the
browser menu. Doing so copiesthe current HTML from the parent window instead of opening a new

Peopl eSoft-maintained window session.

When entering or viewing data in two different languages, use two separate instances of your browser
program and sign in to each PeopleSoft session using the same user 1D and password.

Important! When you open awindow from within an application and then log out from there, the PeopleSoft
system must log out from the application for security reasons. To remain logged into the application, just
close the new window.

See Also

Chapter 3, "Retrieving Data Using Keys, Search Pages, and PeopleSoft Search Technology," Using Search
Pages to Retrieve Data, page 55

Saving Pages
After modifying the data on a page, you must click the Save button to commit your changes to the database.

When you click the Save button, a spinning processing sign spinsin the upper right corner of the page. When
processing is complete, the Saved icon appears.
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If you attempt to leave the page without saving—nby clicking another content reference from the menu

hierarchy or by clicking a different toolbar button, such as Next in List,—a save warning appears. Click OK
to return to the page to save your changes. Click Cancel to exit the page without saving.

Y ou can exit a page in other ways, but the system does hot issue a save warning if you exit in one of these
ways.

« Click the Back button in the browser menu.

In some browsers, you can return to the page with your edits intact by clicking the Forward button.

Note. Y ou should not use the browser Back button.

+ Close the browser session.

Working With Dialog Boxes

When you work with PeopleSoft applications, dialog boxes might appear to provide different types of
messages. Dialog boxes might display an error, awarning, or an informational message.

All dialog boxes share these characteristics:

» They are modal, meaning that they hover on top of a primary page, which is grayed out.
» You can drag and relocate them using the title bar.

» They display informational text.

» They display at least one button.

To dismissadialog box, you must click one of the buttons in the dialog box or click the Close button on the
right side of thetitle bar.

Using Buttons and Links

This section provides an overview of buttons and links and discusses how to:
» Use processing buttons.
« Usetoolbar buttons.

e Use pop-up menus.

Understanding Buttons and Links
PeopleSoft Pure Internet Architecture provides buttons and links to help you navigate and process

transactions. In general, if an action is related to navigating, then it appears as alink. If the action istruly an
action, such as save or process, then it appears as a button. Click a button or link to carry out acommand.
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If abutton appears grayed out, then that action is currently disabled. For example, when working in a
transaction for the first dataset from a search list, you might see the following:

+E] Mextin List

Enabled and disabled buttons

Y our only option in this caseisto click the Next in List button. After you click Next in List, however, the
Previousin List button will become available.

Similarly, links at the bottom of a page often enable you to move to another component page. In the following
example, you can use the ID,Roles, and other links to navigate to other pages. Notice that Workflow is not a
link (it is not underlined) because it is the current page:

‘ General | 1D | Boles | Workflow | Audit | Links | User 1D Gueries

Page links in a component

Tool Tips

Tool tips are pop-up text messages that appear when your mouse pointer hovers over a button or link.
Sometimes called hover text, tool tips display additional information about the action that the button or link
performs. Typically, tool tips display what a button or link will do and may list its keyboard hot key, if
applicable.

Using Processing Buttons

The following buttons process transactions.

Logk Up Click to look up the data input without returning to the main page. Useful if
you want to perform additional searches. Usually found on a page that you
open by clicking a prompt button.

ke Click to accept the data entered on an auxiliary page and return to the main
page.
Cancel Click to clear the page and any data that you may have entered or changed

without saving. When you click Cancel, the system does not warn you to
save changes. Click Cancel if you entered dataincorrectly and want to

begin again.

Using Toolbar Buttons

22

Thetoolbar appears at the bottom of most pages. It can include search list navigation buttons, page havigation
buttons, and page action buttons. It changes depending on the type of page that is active or the settings that
the devel oper has put into place for a particular transaction. Not all buttons shown in the following table
appear on every page. Likewise, some buttons may be unavailable for selection.
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Note. In some cases, you may see different representations of a button, but the action is the same.

L\ Return to Search

+E| Previous in List

+E] Mextin List

hext tab

Previous tab

Update/Dizplay

F Include Higtory

[EF Correct Hiztory

Es Add

Fefresh

5 Related Links

[=] Notify

Click to send the information that you entered on the page to the database.
Generally, you save when you come to the end of a component. The Save
button updates the data for all pages in a component. When activated, the
system displays the saved message in the upper-right corner of the page.

Click to return to the search page.

Displays the data for the previous data row in your search results grid. This
button is unavailable if you did not select the data row from the search
results grid, if the grid had only one row, or if the data that appearsisthe
first row in the grid.

Displays the information for the next data row in your search results grid.
This button is unavailable if you did not select the data row from a search
results grid, if the grid had only one row, or if the data that appearsisthe
last row in the grid.

Displays the next page in the current component. If you arein the last page
of the component, this button is unavailable.

Displays the previous page in the current component. If you are in the first
page of the component, this button is unavailable.

Click to access existing rows of datain the database. If datais effective-
dated, only current and future rows appear.

Click to display all rows of data: current, future, and history.

Click to access existing rows of datain the database and display all
effective-dated rows. This button enables you to update al rows, including
history rows.

Note. This button is available only if you have the proper permission.

Click to add a high-level key row of datato the database for the current
transaction.

Click to force atrip to the server, validating any data that was entered and
processing any deferred PeopleCode changes.

Note. This button iappears only for components that are enabled for
deferred mode processing.

Appears when several pages are related to the current page. Click to access
anew page containing alist of related page links.

Click to open the Send Notification page, where you can specify names,
email addresses, or worklists to which to send notifications.
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% Spell Check Click to activate the spell check feature for all spell check-enabled fields on
the page. Spelling is checked for each field individually. As spelling is
checked for each field, processing continues to the next field, displaying the
spell check page if errors occurred. If no errors occur, then the No
misspellings found message appears.

See Chapter 4, "Using PeopleSoft Application Pages," Using Spell Check,
page 83.

Using Pop-up Menus

Pop-up menu buttons appear next to fields on a page.

= Click to access a new page where you can select from among the menu
items listed.

Appears if the pop-up menu contains more than one item.

=] Click to access the new transaction page directly.
Appears if the pop-up menu contains only one menu item.

Using Keyboard Shortcuts

This section provides an overview of keyboard shortcuts and discusses how to:
e Usehot keys.
» Useaccesskeys.

» Navigate drop-down menus using keyboard shortcuts.

Understanding Keyboard Shortcuts

Working in a browser-based environment can often be mouse intensive. However, PeopleSoft applications
offer keyboard navigation alternatives to using a mouse. These shortcuts are classified into two categories:
hot keys and access keys.

To view aprintable list of these shortcuts while online, press Ctrl+K while on a search or transaction page.

Note. Certain browsers may treat access keys and hot keys differently.

See "Troubleshooting Browser Limitations' on My Oracle Support for specific information about browser
differences.https.//support.oracle.com.
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Hot keys perform immediate actions. When you press one, the designated action occurs. Note that several hot
keys perform different functions, depending on the page that you are on, such as a transaction page or a

search page.

Note. Certain PeopleSoft hot keys do not work as expected on alternate, non-U.S. keyboard layouts. For
example, ALT+ ALT+\, and ALT+/ do not produce the expected results on the AZERTY keyboard. This
occurs because some keys on non-U.S. keyboards produce different key codes than the sasme key on aU.S.
keyboard (also known asa QWERTY keyboard).

Y ou can find a solution to this problem in the PeopleTools 8.52: Global Technology PeopleBook.

See PeopleTools 8.52: Global Technology, "Troubleshooting," PeopleSoft Hot Keys Do Not Function As
Expected on anon-U.S. Keyboard.

ALT+1

ALT+2
ALT+3
ALT+4

ALT+5

ALT+6
ALT+7
ALT+8

ALT+0

ALT+.
ALT+,
ALT+/
ALT+'

ALT+\

Saves apagein atransaction.
Moves to the Search or Add button on a search or ook up page.
Movesto the OK button on a secondary page.

Returns to the search page from the transaction page.
Views the next row in the list when the button is active.
Views the previous row the in list when the button is active.

Accesses the Look Up page.
Opens the calendar prompt.

Opens the pop-up window on a page.
Insertsarow inagrid or scroll area.
Deletesarow inagrid or scroll area.

In Expert Entry mode, activates the Refresh button, which validates the data
entered on the page.

Viewsthe next set of rowsin agrid or scroll area.

Views aprevious set of rowsin agrid or scroll area.

Finds datain agrid or scroll area.

Viewsal rowsof datain agrid, scroll area, or search page resultslist.

Toggles between the Add a New Vaue and Find an Existing Valuefields
on a search page.
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CTRL+J Displays the system information page if configured by an administrator to
appear.
CTRL+K On a search or transaction page, displays alist of keyboard navigation hot

keys and access keys.

CTRL+Y Toggles the Main Menu drop-down menu between expand and collapse.
Toggles the Menu pagel et between minimize and maximize.

CTRL+TAB Moves the focus through the frame set.

ENTER Activates the OK button, where appropriate.
On a search page, activates the Search button.
On alook up page, activates the L ookup button.

ESC Activates the Cancel button, where appropriate.

Using Access Keys

Access keys move the focus of your cursor to a particular button on a page, at which point you can press
Enter to carry out the command. This action is equivalent to clicking the appropriate button.

The following table outlines the shortcuts that you can use instead of clicking the equivalent action button.
After pressing the desired key combination, you must press Enter to carry out the action. For example, to save
apage press Alt+1 followed by Enter. Note that some access keys have multiple actions assigned to them, and
their usage depends on the currently active page.

Y ou can also use access keys for page tabs to help you move between pages in a component. [dentify these

access keys by noting the underlined letter in the page tab name. To access a page, press Alt plus the
underlined letter, and then press Enter.

ALT+9 Accesses page bar elements, such as Help..

ALT+\ Toggles between Update/Display, Include History, and Correct History
action modes on the toolbar on a transaction page.

CTRL+Z Accesses the menu search field if it is enabled.

Menu Pagelet Access Keys

Navigate between menus by pressing Ctrl+Z, which moves the focus of your cursor to the menu pagel et.
From the menu, press Tab (or Shift+Tab for reverse direction) to navigate through the menu.

Navigating Drop-Down Menus Using Keyboard Shortcuts

Thistable lists the key or key combinations used to navigate the drop-down menu structure and describes the
result:
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Key or Key Combination

Result

Ctrl +Y

Expands the Main Menu.

Ctrl +Z

If the search field is configured to appear in the Main

Menu, expands the Main Menu and moves the cursor to a

search field.

Up Arrow

Varies based on context:

In an expanded menu, moves one item upward
through the list of folders and content references.

When moving through the navigation path, collapses
the drop-down menu item.

Down Arrow

Varies based on context:

In an expanded menu, moves one item downward
through the list of folders and content references.

When moving through the navigation path, expands
the drop-down menu item.

Right Arrow

Note. Thisfunctionality applies only to left-to-right
languages.

Varies based on context:

In an expanded menu, opens afolder to the right so
that subfolders or content references appear.

When moving through the navigation path, accesses
the next menu item to theright.

Right Arrow

Note. Thisfunctionality applies only to right-to-left
languages.

Varies based on context:

In an expanded menu, closes the current folder and
sets focus on its parent folder.

When moving through the navigation path, accesses
the next menu item to the right.

Left Arrow

Note. Left-to-right languages only.

Varies based on context:

In an expanded menu, closes the current folder and
sets focus on its parent folder.

When moving through the navigation path, accesses
the next menu item to the left.

Left Arrow

Note. Right-to-left languages only.

Varies based on context:

In an expanded menu, opens afolder to the right so
that subfolders or content references appear.

When moving through the navigation path, accesses
the next menu item to the | eft.
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Key or Key Combination Result
Esc Closes all open menu items. Collapses all expanded
menus.

Important! The drop-down menu is the default navigation type in both standard and Accessible modes.

Enabling Accessibility Features

This section provides an overview of accessibility features and discusses how to enable accessibility features.

Understanding Accessibility Features

PeopleSoft applicationsinclude several accessibility features to help people with disabilities. These features
support the use of assistive technologies, such as screen readers for blind users.

PeopleSoft accessihility features include the following:

« Alternate text for: images, group boxes; buttons; navigation buttons for grids and scroll areas; collapsible
section icons; hide and expand grid tabs; lookup buttons; and scroll left or right buttons.

« Additiona links and anchors that enable screen reader software to bypass navigation content, such as page
tabs.

« Theremoval of icon links within a page, and page links from the bottom of pages to reduce redundancy
when using screen reader software.

» The presentation of the elementsin the body of a page in alinear format (only for blind users operating a
screen reader).

Y our system administrator grants access to the Accessibility Features option in PeopleTools. However, you
can turn this option on or off in My Personalizations.

Note. If the Accessibility Features option does not appear on the Personalizations page, contact your system
administrator to enable it.

Enabling Accessibility Features

Access the Personalizations page (Main Menu, My Personalizations.)
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Personalizations
e User

Standard settings are in effect.

You must login again to 2= the changes.

Perzonalize U=zer Option by Category
Personalize General Options

Personalize Regional Settings

Personalize System & Application Messages
Fersonalize Mavigation Personalizations

Restore Defaults

Personalizations page

1. Click the Personalize Genera Optionslink.
2. Select one of the following options from the Accessibility Features drop-down list box:
» Select Use accessible layout mode to alter the appearance of a page for maximum efficiency.
« Select Use standard layout mode to use the standard page layout.
» Select Accessibility features off to disable accessibility features.
This option is selected by default.

3. Click OK to save your changes.

To verify that your accessibility settings are in place, sign out of the system and sign in again.
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Y ou can define several settings to personalize your homepage and data entry experience.

This chapter discusses how to:

» Personalize your homepage.
» Personalize pages.
» Change your password.

»  Set user personalizations.

Personalizing Your Homepage

For the PeopleSoft Portal and other licensed PeopleSoft portals, you can define and store your own portal
homepages and specify your preferences for their layout and content. The first time that you signinto a
PeopleSoft portal, you see the default homepage for that portal until you define a personal homepage.

This section discusses how to:
« Personalize content

» Personalize layout

See Also

PeopleTools 8.52: PeopleTools Portal Technologies, "Administering Homepages, Dashboard Pages and
Pagelets," Managing Homepages

Pages Used to Personalize Your Homepage

Page Name Definition Name Navigation Usage
Personalize Content PORTAL_HPCOMP Click the Content link on Personalize content by
the homepage. selecting the pagel ets that
you want to appear on your
homepage.
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Page Name

Definition Name

Navigation

Usage

Personalize Layout

PORTAL_HPLAYOUT

Click the Layout link on the
homepage.

Personalize and organize
the layout of the pagelets on
your homepage.

Personalizing Content

Access the Personalize Content page (on your Homepage, click the Personalize Content link).

Welcome Message:

Choose Pagelets:

Arrange Pagelets:

Personalize Content

Simply check the items that you want to appear on your homepage.
Remember to click "Zave” when done.

Zoto Personalize Layout

Display Cookies
GE Portal Links
QE COMMAINCOOKIE

GQE Counter
QE Redirect Test
Signin

Test Global Variables

Who Am |

Lser-based Cache

Fole-hased Cache

OO0O00O0OoO00o0OoOooOOo s

Application-based Cache

People Soft Applications
XML Puhblisher
Permission Lists

]

[1e]

nu

Menu - Classic
Top Menu Features

Description
Iy Reports

Main Menu

OO0Oo0oOoOoond

Miscellaneous

Bart Schedule
Calculator
Calendar

Currency Converter

OOo0O0O0Omn

Dictionary

Example of a Personalize Content page

1. (Optiona). Enter a welcome message.

This message appears in the header of your homepage when you sign in to the portal.

32

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.




Chapter 2 Setting User Preferences

2. Select the check boxes associated with the pagel ets that you want to appear on your personalized
homepage.

The portal administrator presets the available selection of pagelets. Y ou can preview each pagelet by
clicking the pagel et name, which opens a pagelet preview in asmaller window. If a pagelet is not
available to you, you will receive amessage in the pagelet. Any linksin the pagelet are disabled.

Note. The Unified Navigation pagelet is delivered in PeopleTools as a homepage pagelet. On the
Personalize Content page, it is listed under PeopleSoft Applications. However, adding the Unified
Navigation pagelet to any homepage and using it in this manner is not supported. The only supported use
of the Unified Navigation pagelet is on a PeopleSoft Applications Portal system in the delivered Unified
Navigation WorkCenter.

3. Click the Save button.

Note. Y ou can click Personalize Layout from here to immediately begin laying out how the pagelets will
appear on your homepage.

Personalizing Layout
Use either of these two methods to personalize your homepage layout:

» Drag and drop pagelets.
» Configure the Personalize Layout page.

Dragging and Dropping Pagelets

Y ou can rearrange pagel ets on your homepage by dragging and dropping them between columns, as you see
in this example:
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34

Favorites | Main Menu
w - -

Personalize Content | Layout

‘{Ialculatur (=]

2lels]|-] ¢
4ls|e|x]

Calendar '%’ O

Example of dragging the Calendar pagelet to change the homepage layout

Access your homepage.

Note. Y our homepage must be configured to display pagelets.

1. Moveyour cursor to the pagelet header.

The cursor changes shape to indicate that you can drag the pagel et.
2. Click the pagelet header.

The system automatically minimizes the pagelet when you click the mouse button.
3. Dragthe pagelet to anew location.

When your pagelet header isin the new space, the background of the browser window changes color. This
color change represents the new location. If you are changing columns, at |east 50 percent of the width of
the header must be in the new column before the system identifies the new location.

Note. If your mouse has a scrollable wheel, you can scroll the wheel while you press the mouse button to
facilitate the movement of pagelets below the visible area of the browser window.

4. Release the mouse button.

The pagel et maximizes automatically in the new location unless you manually minimized the pagelet.
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Note. Y ou cannot move pagel ets that the portal administrator configures as required-fixed. Y ou a so cannot
move pageletsif you do not have the appropriate permissions to personalize the page.

See PeopleTools 8.52: PeopleTools Portal Technologies, "Administering Homepages, Dashboard Pages and
Pagelets," Managing Homepages.

Configuring the Personalize Layout Page

Access the Personalize Layout page (from Home, click the Personalize Layout link).

Personalize Layout

Basic Layout: 0 2 columns ) 3 columns

Add Pagelets:

* = Required - moveable pagelet

Who Am |
Calendar
Menu

My Reports

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.

Goto Personalize Content

# = Hequired - fixed position pagelet

Left Column: Right Column:

Signin —Mo Pagelets Selected--
Main Menu

aw

[

Delete Pagelet

Example of a Personalize Layout page

Basic L ayout

Select to display the pageletsin either two or three columns on the
homepage.

A two-column layout results in one narrow column on the left side of your
homepage and one wider column to theright. A three-column layout results
in three narrow columns of equal width. If you place awide pagelet ina
narrow column, the column stretches to accommodate the wider pagelet.

Note. The system moves required pagelets (indicated by an asterisk [*])
from the third to the second column when you switch from a three-column
to atwo-column layout.
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Columns The pagelets selected on the Content page are listed in the column sections.

If the basic layout is two columns, the pagelets are divided into left and
right columns. If the basic layout is three columns, the pagel ets are divided
into left, center, and right columns.

Note. A number sign (#) indicates arequired fixed position pagelet. An
asterisk (*) indicates a required moveable pagelet.

For example, #Signon indicates that the Signon pagel et cannot be moved to
adifferent location on the homepage.

Y ou cannot assign required fixed pagelets to the right column in athree-
column layout.

Use to position the pagel ets. Highlight the desired pagelet and then click the

q m arrows to move the selected pagel et above a pagelet, below a pagelet, to the

next column on the right, or to the next column on the left.

[

Delete Pagel et Highlight the desired pagelet and then click this button to delete the pagel et

from your homepage.

Return to Home Click to view your new choices.

From the homepage, you can choose to minimize a pagelet or remove it
atogether. Use the minimize and remove buttons in the pagel et header to
do so. When you minimize a pagel et, the system replaces the minimize
button with the restore button. Click the restore button to fully open the
pagelet again. Clicking the remove button opens the Removal Confirmation
page for that pagelet. Select Y es-Remove or No-Do Not Remove.

To arrange the layout:

1

2
3.
4

Select a basic layout option.

. Select the pagelet name.

Click the directional arrow buttons to position the pagelets.

. Click the Save button.

Personalizing Pagelets

36

Y ou can personalize many of the pagelets on your homepage to show only the information that you want to
see. Each pagelet that allows personalization has different personalization options that are based on the type
of information that appears in the pagelet. For example, on the Company News pagelet, you can use
personalization options to show specific news categories from the list of those that are available or limit the
pagelet to a specific number of articles. In the Tasks pagelet, you can choose to see all tasks, only personal
tasks, only worklist tasks, and so on. These changes will appear only in your pagelet.
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Note. Not all pagelets allow personalization. Y our system administrator can disable the pagelet
personalization feature.

I Access the Pagel et Personalization page by clicking the Personalize button
on the pagelet title bar of a pagelet that supports personalization.

This example shows a Personalization page:

Personalize Company News

Select from the available option{s) o personalize the display of this pagelet.

*Number of Articles to Display: 3

*show Human Resources News: | o

*Show Information Technology Ne: | Mo
*Show Events: | Mo

Lef L e

Resgetto Defaults |

Save | Return to Hame

Example of a Personalization page

See Also
PeopleTools 8.52: PeopleTools Portal Technologies, "Using Pagelet Wizard to Create and Manage Pagelets’

PeopleSoft Applications Portal Solutions 9 PeopleBook: Applications Portal Pagelets

Personalizing Pages

This section provides an overview of page personalization and discusses how to:
« Control initial page display.

« Change the tabbing order.

» Copy, share, and delete page personalization settings.

Understanding Page Personalization
The page personalization feature helps you tailor your transactions to specific business processes and to your

personal data entry style. The Personalize Page option in the pagebar located just below the navigation header
is available for most PeopleSoft pages.
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Note. Page personalizations may be superseded if the order of the grids in the underlying page definitionis
changed in Application Designer.

This example shows the pagebar:

New Window | Help | Personalize Page | &,

Pagebar

Select the Personalize Page link to open the Page Personalization page for the current page.
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(0K | Cancel | CopySettings

Page Customization

[ Put this page in front (the current tab) when | come into this component.

Save tabbing order customized below.

To define new tabbing order, =elect Clear Tabking QOrder, then click tems to include in dezired =equence.
Thiz new Tab crder =etting may be overridden by the people code command SetCurzorpos().

To rearrange tabbing erder, 2elect Remeve from order, Mowve up in erder, or Move down in erder, then click
appropriate items to rearrangs.

| Clear Tabhing Order || Restore Default |

C Include In Tabbing Order & Remove From Order ) Move Up In Order ) Move Down In Order

r@ [Jew Window E{' Customize Fage u fttp

OSSN D [ Roles || Worldow | Audit | Links | UserlD @ueries |

User ID: QEDMO -
~Account Locked Out?

Description: QE User

Symbolic ID:
; £ =

Password_ —Tiiiiiiiiiiiiiiiiiiiiiiiiiiii Password Exl]raj?

Conﬁn‘n PaSSWO[d: —Tiiiiiiiiiiiiiiiiiiiiiiiiiiii

User ID Alias: —‘f
b1 =T L
=Edit Email Addresses nstant Messaging Information

Language Code: ~[English £

nguage 1 1ghisn Enable Expert Entry
Currency Code: |
e}

Default Mobile Page: 5 o)

Permission Lists

Navigator Homepage: l‘QEF‘ AGES =0 Primary: HQEF AGES EEgY L2
Process Profile: l1=:=EF' AGES 4—3'@. Row Security: iTQEF‘ AGES 4_4Q

1Fﬁ Eaves| iF.Q Retunn o Seanch | Qf‘E'q- Ad | EF L-;J:]aii-:u-!pnﬂ',--i

Generalﬁgﬁ?clesﬁ—:' '-:rl‘fl-3'-.-'-.-'?—%'-.L|dit?ﬁ.inl'sﬂ.'s&r 1D Queries

(0K | Cancel | Copy Sefiings

Page Personalization page

Note. Y our system administrator can disable the page personalization feature. Disabling this feature may be
necessary if your company is concerned about database growth.

Controlling Initial Page Display
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The Page Personalization page includes four settings that enable you to control how the current page initially
looks when you open it:
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Put thispagein front (the
current tab) when | comeinto
this component.

Savethe state of the
expanded/collapsed sections
on this page.

Save the state of the View All
settings on this page.

Save tabbing order
per sonalized below.

Chapter 2

Defines the current page astheinitial default page for the component. Only
one page within a component can be set as the front page. Search pages and
secondary pages cannot be identified as front pages.

This option appears only if the current component for the page contains
more than one page based on your security profile. This option is deselected
by default.

Enables you to personalize the initial appearance of collapsible sections on
the current page. Before selecting Personalize Page and then selecting this
option, ensure that the collapsible sections on the page display exactly as
desired. This option takes a snapshot of the current state of the collapsible
sections on the page.

Y ou can also preserve the initial appearance of nested collapsible sections
whether or not the parent collapsible section is expanded.

This option is deselected by default. When it is disabled, the application
determines the initial appearance of all collapsible sections unlessyou
defined this option previously.

This option only appearsif the current page contains page elements that you
can expand or collapse.

Enables you to personalize theinitial View All appearance of scroll areas
and grids. This option takes a snapshot of the current View All status of the
grids and scroll areas on the page.

This option is deselected by default. When it is disabled, the application
determines the initial View All display unless you defined this option
previously.

This option only appearsif the current page contains agrid or scroll area
with aView All setting.

Saves the tabbing order that you designate on the current page. Y ou can
modify the existing field tabbing order as well as remove page elements
from the tabbing order so that the cursor skips those fields as you tab
through the page.

Changing the Tabbing Order

40

The tabbing order is the order in which you move from page element to page element when you press the Tab
key. Y ou can change and save the default tabbing order of a page from the Page Personalization page, which
displays an image of the current page with tabbing order numbersin the upper-left corner of each page
element that you can change. (Page el ements with smaller numbers precede page elements with larger
numbersin the tabbing order.) Y ou can maodify collapsible section buttons and page elements within
collapsed sections as long as the collapsed section is expanded when you sel ect the Personalize Page option.

Note. Tab order numbering may not begin with 1 and may appear to have gaps for page elements that are not

currently visible.
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Clear Tabbing Order Click this button to define a new tabbing order. Clicking this button clears
the current tabbing order and replaces the numbers for each relevant
element (any element that you can tab to) with an X. The X indicates that
no tab sequence number is applied for that field. Y ou can then assign a new
tabbing order to the page elements using the Include In Tabbing Order,
Remove From Order,Move Up In Order, and Move Down In Orderbuttons.

Restor e Default Removes al tabbing order personalizations defined for the page and
restores the original tabbing order.

The options Include In Tabbing Order,Remove From Order,Move Up In Order, and Move Down In Order
enable you to control the tabbing order. Click the appropriate radio button and then click the page element
you want to change.

To change the tabbing order:
1. Select the Clear Tabbing Order button to remove all tabbing order settings for the page.

The system replaces each tabbing order number with an X, indicating that the page element is no longer
included in the tabbing order.

2. Select the Include In Tabbing Order radio button.
3. Select the page elements in the tabbing order you want.
The system numbers each field that you select sequentially, beginning with 1.

4, (Optiona) If necessary, select the Move Up In Order or Move Down In Order radio buttons and click the
page elements as needed to adjust the tab order you just set.

These options either promote or demote a page element one step in the tabbing order sequence. The
system automatically adjusts all other page element tabbing order numbers accordingly.

To remove specific fields from the current tabbing order:
1. Select the Remove From Order radio button.
2. Click each page element that you want to remove from the tabbing order.

The tabbing order number for each element that you click is replaced with an X. At runtime, the system
skips this page element as you tab through the page.

To save the new tabbing order:
1. Make sure the Save tabbing order personalized below option is selected.
2. Click the OK button.

The original page appears with your new tabbing order and other personalizations applied.
Tabbing Order Exclusions

Tabbing order personalization applies only to elements within the page, such as edit boxes, grids, drop-down
list boxes, push buttons, and so on. Y ou cannot personalize the tabbing order for these elements:
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» Headericons.

« Browser elements.

» Page and related page links.

 HTML areas.

+ Charts.

»  Grid columns that you hid using the grid personalization feature.
If you unhide a column after you set the tabbing order personalization, you must personalize the page
again to include that field in the tabbing order.

Collapsible Sections

Y ou must expand all collapsible sections on a page before clicking the Personalize Page link for page
elements in those sections to be available for tab ordering.

Y ou can personalize the tabbing order of any allowed page elements within a collapsible area. However, if
you then collapse this section, the system skips the page elements contained in the collapsed area. Collapsing
an area effectively removes any of its page elements from the tabbing order.

Grids and Scroll Areas

Page elements within agrid are treated as a group at runtime, even if they are not numbered consecutively.
For example, if a page has four fields, two of which arein a grid, then the tabbing sequence will keep the grid
fields together regardless of the tabbing order that you specify. If fields A and B are outside the grid, fields C
and D areinside the grid, and you set the tabbing order to be A, C, B, and D, then the system will
automatically revert toan A, C, D, and then B tabbing order to keep the items within the grid (C and D)
together.

Note. If you select View All from the navigation bar when multiple levels of scroll areas exist, then the page
tabbing order may not behave as you would expect after tabbing through the page for the first time.

Grid and scroll area navigation bar elements such as First,Previous,View All, and so on areincluded in
tabbing order personalization.

Copying, Sharing, and Deleting Page Personalization Settings

42

Access the Page Personalization page by clicking the Personalize Page link on the page you want to
personalize. The page personalization toolbar at the top and bottom of the Page Personalization page enables
you to save, cancel, copy, share, and delete your page personalization settings. The share and delete options
appear only after you have personalized and saved the page.

[8]4 | Cancel | Copy Seffings  Share Settings  Delete Settings

Page personalization toolbar
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Copy Settings Opens the Copy Settings secondary page, where you can copy the public
profiles from other users. A lookup button enables you to search all
available public profiles for that page.

Selecting the OK button on the Copy Settings page copies the settings and
returns you to the Page Personalization page.

Note. Y ou may need to adjust the tab order numbering if page elements
based on your security profile are different from the public profile you are

copying.

Shar e Settings Opens the Share Settings secondary page, where you can publicly share the
page personalization settings you created. Y ou can make your profile
Public or Private. The default setting is Private. If you make the
personalization settings of one page in a component public, then all
personalization settings for all pages in that component will be public.

The Namefield is only required if you choose to make your personalization
settings public, in which case you must have a unique profile name. The
profile name you enter is the same for al pages and shared grid
personalizations across all components. If you modify the profile name, it
will be modified for all pages and grid personalization settings across al
components. After you save the first profile name, the Namefield is
prepopul ated when you open the Share Settings page for other pages or
grids.

The Name field can be a string up to 30 characters long, for example,
OSC_16AR. The system automatically converts aphabetical charactersto
uppercase.

Delete Settings Opens the Delete Settings secondary page, where you can delete all page
personalization settings for the page or component. Click the Delete button
to delete the settings for the current page only. Select the Delete Settings for
All Pages within Component check box and click Delete to remove all
personalized settings for the entire component.

Note. If you make changesto any of these pages, you must also click the Save button on the Page
Personalization page for your changes to take effect.

Changing Your Password

This section discusses how to:

« Change your password.

»  Set up forgotten password help.
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Pages Used to Change Your Password

Page Name Definition Name Navigation Usage
Change Password CHANGE_PASSWORD Change My Password . Change your current
password.
Change Password USER_CHANGE_PSWD My System Profile, Change | Change your current
password password.
Change or set up forgotten | USER_PSWDHINT Click the My System Set up password help to
password help Profilelink in the main enable the system to email

menu to open the Genera you a new password if you
Profile Information page. forget your original

Click the Change or set up | password.

forgotten password help
link under the Password
heading.

Changing Your Password

Use 1 to 32 characters to create your password. Y our administrator may implement additional password
reguirements.

Access the Change Password page (from Home, select Change My Password).
1. Enter your current password in the Current Password edit box.
2. Enter your new password in the New Password edit box.
Remember that passwords are case sensitive.
3. Enter your new password again in the Confirm Password edit box.
4. Click OK.

Setting Up Forgotten Password Help

44

If your system administrator has set up forgotten password help in PeopleT ools Security, you can select a
predefined question to answer for security purposes. The system then sends a new password to your email
address automatically. .

Access the Genera Profile Information page (from Home, select My System Profile).

1. Select Change or set up forgotten password help.

2. Select aquestion from the drop-down list box or password hint set by your system administrator.
3. Enter the appropriate response to your question.
4

. Click OK to saveyour entry.
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Setting User Personalizations

This section provides an overview of user personalizations and discusses how to:

» Define your user personalizations.

»  Set up your system profile.

» Addwordsto your personal dictionary.

Understanding User Personalizations

Pages Used to Set User Personalizations
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PeopleSoft applications enables you to personalize your application based on your daily needs, style of work,
language preference, preference for the mouse or the keyboard, and so on. Users of PeopleSoft applications
include casual users and power users. Casual users work with PeopleSoft applications only occasionally
because these applications are not an integral part of their daily job. For example, casua users might use the
PeopleSoft self-service applications only occasionally to maintain their employee information, to enroll in
benefits, and so on. Power users, on the other hand, use the PeopleSoft system as a part of their daily job.
They do agreat deal of data entry, moving quickly from one transaction page to the next, entering data as
they go. A power user might be an accounts payable clerk, a human resources benefits manager, a purchasing
manager, or an order entry clerk.

Personalization Explanation

Page Name Definition Name Navigation Usage
Personalizations PSUSERPRSNLCAT Select My Personalizations | Personalize your application
from the main menu. environment using the
personalization options
available from this page.
Option Category PSUSERSEL FPRSNL Click the Personalize Modify the personalization
Option button on the options for the
Personalizations page. personalization category
you select.
PSUSEROPTNEXPLN

Click the Explain link on
the Option Category page.

Displays details for the
selected option.

General Profile Information

USER_SELF_SERVICE

Select My System Profile
from the main menu.

Change your password, set
language preferences, edit
your email address, identify
an alternate user, and
modify workflow attributes.

Spell Check Personal
Dictionary

SCPERSONALDICTLANG

Select My Dictionary from
the main menu.

Add words or acronyms to
your personal dictionary.
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Defining Your User Personalizations

The Personalizations page provides links that access the option categories for which you can personalize your
system. Access the Personalizations page.

Personalizations
QE User

Standard settings are in effect.

Changez to Perzonalization =ettingz require you to log off and log back on in order to take effect.

Personalize User Option by Category
Personalize General Options

Fersonalize Regional Seftinas

Fersonalize System & Application Messages
Personalize Mavigation Personalizations

Restore Defaults

Personalizations page

Personalize General Options Click to access options for user accessibility features, the length of time the
system holds a page in cache, multi-language settings, and the spell check
dictionary. If you require support for assistive technologies, such as screen
readers, you can change the accessibility options. For multi-language entry
on pages where multiple language entry is available, you can enter datain
the language that you specify in the Data L anguage drop-down list box.

Y ou can also reset your foreign language dictionary to use a different
language for your spell check dictionary.

See Chapter 4, "Using PeopleSoft Application Pages," Using Spell Check,
page 83.

Per sonalize Regional Settings Click to personalize your date, time, and number formats. Select settings for
afternoon and morning designators (AM/PM or am/pm), date format
(MMDDYY, DDMMYY, or YYMMDD), alocal time zone, and so on.

Per sonalize System & Click to access and personalize the display of various system messages.

Application M essages When you are familiar with your application, you can disable these
messages. Optionsinclude a Save Warning and a Save Confirmation
message.
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Per sonalize Navigation Select to access personalizations that enable you to tab over certain unused

Per sonalizations fields on apage. If you frequently use the tab key to navigate, you can skip
page el ements that you know you will not need to access. For example,
suppose you always prefer to type the date into a date field and then press
tab to move quickly to the next field rather than opening the calendar
prompt, selecting the date, and then closing the prompt. If you select Tab
over Caendar Button, when you navigate with the tab key your cursor
focus will never rest on a calendar button.

Note. Y ou must sign out and sign in again before the changes to your Personalization settings take effect.

Personalize Options

Access the Option Category page for the desired personalization category (from Home, select My
Personalizations and then click the Personalize Navigation Personalizations link).

Option Category: Navigation Personalizations
Personalizations Find First [ 1-13 of 13 2] Last

Personalization Option Default Value Override Value

Crop down Menu Sort Order Mone | V| Explain
Automatic Menu Collapse M | V| Explain
Mouse over popup event Yes | V| Explain
Tab over Calendar Button Mo | V| Explain
Tab over Grid Tabs Mo | v| Explain
Tab over Header lcons Mo | V| Explain
Tab over Lookup Button M | V| Explain
Tah over Mavigation Bar I | V| Explain
Tah over Browser Elements M | V| Explain
Tab over Page Links Mo | v| Explain
Tab over Related Page Links Mo | V| Explain
Tab over Toolkar Mo | V| Explain
Autacomplete Yes | V| Explain

Restore Category Defaults

Option Category page

Each personalization page lists the personalization option, the default value for that option, and an Override
Value drop-down list box from which you can select a new value to replace the default. Click the Explain link
at the end of each row for an explanation of the corresponding option.
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Personalization Explanations

The Personalization Explanation page provides details about a particular setting. Y ou can select the override
value on this page or restore the option to its default value.

Personalization Explanation

Mouse over popup event

Default Value Yes
W Restore Option to Default

Owverride Value

Explanation
Mouse over popups are enabled for some fields and will display a popup page with

related information on it when you hover the mouse pointer over those fields.

Image:

OK | Cancel |

Personalization Explanation page

Setting Up Your System Profile
Access the General Profile Information page (from Home, select My System Profile).
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General Profile Information

QE User

Password

Change passward

Change or set up forgotten password help

Personalizations

My preferred language for PIA web pages is: English

My preferred language for reports and email is: Enalish L
Currency Code: Q
Default Mobile Page: | Q

Alternate User

If vou will be temporarily unavailable, you can select an alternate user to receive your routings.

Alternate User ID: | Q

From Date: | ] (example: 12/31/2000)
To Date: | =) (example: 12/31/2000)

Workflow Attributes

Email User Worklist User

Miscellaneous User Links

= N
Email Customize | Find | (24 | 2 First B0 1 of 4 0 [ ast

Primary Email . . |
Jy—— Email Type Email Address

|Elu5iness v| | =]

Instant Messaging Information Customize | Find | 20| B First BN 4 o5 ¢ B (aat

Protocol KM PP Domain |(UserlD Paszsword Wkey

XMPP Q| Q | | [=]

General Profile Information page
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Password

Per sonalizations

Alternate User

Workflow Attributes

Miscellaneous User Links
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Chapter 2

Click one of the following links, which are self-service options related to
passwords.

« Change password.
» Change or set up forgotten password help.

See Chapter 2, "Setting User Preferences,” Changing Y our Password,
page 44.

Thisregion lists your current language preference for web pages and your
preferred language for reports and email. Y ou can change the language
setting for your reports and email on this page.

Y ou can also select the currency code for the currency symbol that will
appear on pages when you enter currency values.

Note. The decimal placement is a property of the currency code; two
decimal placesis standard.

Sel ect the mobile homepage that should appear after you signonto a
mobile device.

PeopleSoft Mobile Agent is a deprecated product. These features exist for
backward compatibility only.

Note. For more personalizations options, open the My Personalizations
page.

If you are going to be on vacation or some other type of temporary leave,
you can add the user 1D of a colleague who is looking after your tasks in
your absence. Select the dternate user ID and enter the dates during which
you want the alternate ID to be active. After that time has passed, your tasks
are automatically routed back to you.

Note. When applying an aternate user ID in your workflow settings, note
that the system only sends workflow routings to the immediate alternate
user ID. The system does not send routings down multiple levels of
aternate user IDs. For example, assume user A specifies user B asthe
aternate user ID while user A is out of the office. Also assume that user B
is out of the office at some time during user A's absence, and user B
specifies user C as an aternate user ID. In this case, the system does not
send workflow routings originally intended for user A to user C.

Select one or more check boxes. The available options are determined by
the workflow setup at your site. These settings affect how you receive ad
hoc workflow routings through your workflow system. An email user
receives notifications through email, while aworklist user receives
notifications through worklists.

Follow thislink to view other security links. These links are controlled by
the security configuration of your system. Contact your system
administrator for more information.
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Email

Instant M essaging
Information

Setting User Preferences

Use the Email grid to edit your current email address or enter additional
email types, such as home or Blackberry. Y ou can enter one address of each
Email Type.

Use the Instant Messaging Information grid to edit your current instant
messaging information. Y ou can initiate an outbound chat with a customer
using instant messaging networks such as AOL Instant Messenger,

IBM/L otus Sametime, or Y ahoo! Messenger. This functionality enables an
external user to participate in a business transaction through instant
messaging.

Peopl eSoft MultiChannel Framework enables instant messaging through
public networks (AOL Instant Messenger, GTALK and Y ahoo!
Messenger), enterprise Lotus Sametime Connect networks, or XMPP
instant messaging servers.

See PeopleTools 8.52 : MultiChannel Framework, "Configuring Instant
Messaging in PeopleSoft MultiChannel Framework," Configuring Instant
Messaging Server Details.

Adding Words to Your Personal Dictionary

Select My Dictionary from the main menu to access the Spell Check Personal Dictionary page.

Spell Check
Language

Spell Check Personal Dictionary

Spell Check Word

=
Customize | Find | View All | IElI i First K 1-3 0f 3 o Last

1| US and UK

v| |PeaneTnnI5

2 | Spanish

v| |PeaneTnnI5

3 | Session

v| PeopleSoft

Spell Check Personal Dictionary page

Asyou use spell check, you might need to add certain words or acronyms to your personal dictionary so that
spell check does not continually attempt to correct them. Y ou can add these words directly from the Spell
Check page or you can add several at once by using the Spell Check Personal Dictionary page. This page
enables you to add, update, and delete words, as well as add words by language. The words that you enter in
your personal dictionary are attached to your user ID, so your personal dictionary is available to you no

matter where you accessiit.

Note. The maximum number of wordsin the personal dictionary is 2882.
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Spell Check Language Select the language dictionary to which you want to add the word. To enter
the same word in multiple languages, make an entry for each language.

Select Session to add aword for your current session only. After saving this
word, the Spell Check Language field refreshes to the current spell check
language.

Note. Y ou must provide alanguage code for aword, and the language code
must match the spell check language code specified in My Personalizations
for the word to pass the spell check. For example, if you specify French as
the spell check language code in My Personalizations, then the language
code that you select for the word that you enter on the My Dictionary page
must be French.

See Chapter 2, "Setting User Preferences,” Defining Y our User
Personalizations, page 46.

Spell Check Word Enter the word or abbreviation that you want added to your personal
dictionary. Entries must be 40 characters or less.

The words that you add to your personal dictionary are case sensitive. The case determines how spell check
validates correct spelling. The system applies the following case-sensitive rules:

If the added word is all lowercase, such as worklist, then the following rules are valid:

« Exact match, al lowercase (worklist).

» All uppercase (WORKLIST).

« Initial capitals (Worklist), regardless of the position of the word in the sentence.
Mixed case (WorkList) isincorrect.

« If the added word is all uppercase, such as CRM, then only an exact match is valid. Lowercase and mixed
case are not valid.

« |If theadded word isininitia capitals, such as California, then only an exact match (California) and all
uppercase (CALIFORNIA) are valid.

« |If the added word contains an embedded capital letter, such as PeopleSoft, then only an exact match is
valid.

If caseis not relevant to the validity of the word, then enter the word into your dictionary in all lowercase.
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Retrieving Data Using Keys, Search
Pages, and PeopleSoft Search
Technology

This chapter provides overviews of keys, search pages and discusses how to use search pages and free-text to
retrieve data.

Understanding Keys

A field or acombination of fields uniquely identifies every table in your PeopleSoft database. For example,
the employee ID field uniquely identifies your employee records. As another example, when employees
enroll in training classes, the combination of employee ID, course code, and course start date uniquely
identifies enrollment requests.

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

A search record isthe list of defined search keys that help you locate data. Search keys are the fields that you
are prompted for on a search page. If you search and exactly specify the key fields, the system will always
return only one (or no) result. Most transaction pages or components have search records associated with
them. If you select other pages that have a common search record, such as pages within a component or an
associated link, you are not prompted to enter search criteriaagain. Y ou are prompted for new search keys
only when you select a component that is based on a different search record.

Understanding Search Pages

When you select a content reference, the system often displays a search page. Search pages enable you to
find and select the values that you want to work with on the transaction pages.

Y ou can perform two types of searches on search pages:

» Basic searches

» Advanced searches
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Basic Searches

A basic search enables you to search by just onefield at atime, and then only using the "begins with"
operator. To designate the search field, if more than oneis available, select the desired field from the Search
by drop-down list box and then click the Search button to display the results of your search. Y ou can narrow
your search by first entering part of avalue or description in the begins with text box. For instance, if you
want to find all values beginning with the letters PS, you would enter PSin the begins with text box and then
click Search or pressthe Enter key.

Thisisthe Permission Lists - Basic Search page:

Permission Lists

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

Add a Mew Value

Lirnit the number of results to (up to 300); |200
Search h}r; Fermission List » |begins with

Search  |Advanced Search

Permission Lists - Basic Search page

See Chapter 3, "Retrieving Data Using Keys, Search Pages, and PeopleSoft Search Technology,” Entering
and Saving Search Criteria, page 56.

Advanced Searches

With advanced searches, you can further narrow your search, both by searching on multiple fields
simultaneously and by using a variety of search operators.

In some cases, search pages may display the Include History and Correct History options. In addition, search
pages contain the Case Sensitive check box to enable you to perform case-sensitive searches.

Thisisthe Permission Lists - Advanced Search page:
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Permission Lists

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

Add a Mew Value

Lirnit the number of results to (up to 300); |200
Permission List:| begins with |»
Description: heqins with

[l case Sensitive

Search Clear |Basic Search [@F Save Search Criteria

Permission Lists - Advanced Search page

Notice that both the basic and advanced search pages include the Limit the number of resultsto field. This
field enables you to control the number of items returned in the search results, which lowers processing time
in case your search could yield large numbers of items.

Search Page Buttons

The following search-related buttons appear on search pages of al types.

Soarch Click to process the search. Y ou can select search by criteriaand enter
charactersin the begins with edit box to limit your search. Y ou can also
press Alt+1 to process the search.

Clear This button appears only for advanced searches. Click to clear entered text
from all fields on a page (without saving) so that you can enter new criteria.
If the search key is binary, such as Y es or No, the search field might appear
as acheck box. In that case, clicking the Clear button deselects the check
box.

Using Search Pages to Retrieve Data

This section discusses how to:

« Enter and save search criteria.
« Usewildcard characters to find information.
¢ Retrieve historical data.

«  Use autocomplete to narrow a search.
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» Accessthe results of your most recent component searches.
See Also

Chapter 4, "Using PeopleSoft Application Pages," Using Effective Dates, page 74

Entering and Saving Search Criteria

56

This section discusses how to:

« Enter search criteria

Limit the number of rows to return.

e Use operators.

« Save search criteria.

Entering Search Criteria

When specifying search criteria, you can enter afull or partial value for any key field. Based on what you
enter, the system queries the search record, presents alist of possible matches or, if only one match exists,
displays the page that you requested. Often, however, you do not have all of the information that you need.
For example, you may want to find all administrator user profiles. If you enter the word Administrator in the
Description field and the search criterion for that field is set to contains, then the system narrows the search
by displaying all profiles that contain Administrator in the description. With this information, you might be
able to determine which user profiles you want based on the results in the Search Results grid. Click any link
in the row of the profile to access that profile in the Search Results grid.
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User Profiles

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

Add a Mew Value
I

Limitthe number of results to (up to 300): | 300

User ID: begins with [+ ||
Description: | contains w |.i.|:lministrat-:|r

search Clear |Basic Search [@F Save Search Criteria

Search Results

Wiew All First ﬂ 1-10 of 10 ﬂ Last
User D Description

E CEADMIN CE Administrator role
CATADMIM Catalog Administrator

EQPP PORTALADM Common Poral Administrator
PTCDBADMIMN Dashboard Administrator
CQEMDADM Maobile Directory Administrator
QCADMIM Order Capture Administratar
PIADMIM PeopleZSoft Administrator
PTPORTAL Portal Administrator
GQEADMIM CE Administrator

PTSECADM Security Administrator

Advanced Search page showing a search where Description contains Administrator

When browsing through alarge number of search results, use the browser scroll bar to view all listings on the
current page. If not al results appear at one time, you can click the Show Next Rows button (the right arrow)
in the grid header to view the next set of rows, and you can click the Show Previous Rows button (the | eft
arrow) to see previous sets of rows. You can also click the First and Last links to display the first and last sets
of rows of search results. In addition, you might be able to click aView All or View n button to view all
records at one time or to view a designated number of records. (The application developer configures the
vaueof n.)

When you select a value and access a page, notice that the key fields from the row that you selected on the
search page appear as the display-only fields in the upper section of the page, usually just below the page tab.

Limiting the Number of Rows to Return

Access the Permission Lists search page (PeopleToals, Security, Permissions & Roles, Permission Lists).
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Permission Lists

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

Add a Mew Value

Limitthe number of results to (up to 200): |300

Search l::'_.,l: Fermission List « |begins with

search | Advanced Search

Permission Lists - Basic Search page

When you perform a search, you have some control over the number of items that the search retrieves.
Although the maximum value and the default value are set by an administrator, you can enter alower valuein
the Limit the number of resultsto field on the search page to further narrow your search results. If the search
retrieves more than the maximum number of listings, the Search Results grid displays only the number of
results requested in the Limit the number of resultsto setting. When the search criteria would otherwise yield
agreater number of results than the limit, the actual total number of results appears in a message above the
search results. Y ou should narrow your search in another way if you cannot retrieve the data that you need on
your first attempt.

Note. The default maximum value is set on the PeopleTools Options page.

See PeopleTools 8.52: System and Server Administration, "Using PeopleTools Utilities," PeopleTools
Options.

Using Operators

When performing an advanced search, you can use a variety of operatorsto narrow your searches. For
example, you can hunt for customers by a particular first letter, by values that are less than or greater than a
specified amount, and so on. Y ou can use the following operators:

Operator Field Use
begins with Character fields.

contains Character fields.

= All field types.

not= All field types.

< All field types.
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Operator Field Use
<= All field types.
> All field types.
>= All field types.
between All field types.
in All field types.

Note. If you usethein operator to search for multiple items, separated by commas, and you enter a space
after the comma, the search automatically strips out that space. (For example, if you search for 1000, 1001,
the search assumes that you are searching for 1000,1001. If you actually do want to search for a character
string that contains a space, include that string within double quotes, like this; 1000," 1001".

Y ou can use an operator for more than one field to make your search even more specific. For example, you
could narrow your search for courses with the word orientation in the name by selecting the "=" operator for
the Internal/External field and selecting Internal from the drop-down list box, as shown in the previous
example. This search will find only courses that meet both criteria: internal courses that include the word
orientation.

Saving Search Criteria

If you are conducting an advanced search, you can click the Save Search Criteria link to name and save the
specifics of your search. If you have saved one or more searches, you can use the Use Saved Search drop-
down list box to select a saved search. After you save a search, you can use that saved search in other search
pages that use the same search record. Y ou can remove any saved searches by clicking the Delete Saved
Search link.
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Permission Lists

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

Add a Mew Value

Limitthe number of results to (up to 300} |200
Use Saved Search: | FTools v

Permission List:| begins with s
Description; contains w (|[PeopleTools
[]case Sensitive

T
|

Search Clear |Basic Search [@F Save Search Criteria Delete Saved Search

Search Results

Wiew All First 4] 1-4cf4 [¥] Last
Permission Lizt Description

CPPTOO00 PeopleTaoaols

PTPT1200 PeopleTools

PTDOC PeopleTools Documentation
PTPT1500 PeopleTools Weh Server access

Advanced Search page showing the PTools saved search

Chapter 3

Note. The applications stores saved searches by user ID.

Using Wildcard Characters to Find Information

PeopleSoft applications support three wildcard characters to help you search for datain character fields. You

can use these wildcard characters to find the exact information that you need.

Note. Wildcard characters only work with the begins with and contains operators.

Note. Certain applications support wildcard characters that are specific only to that application. See your

application-specific PeopleBooks for details.

The supported standard wildcard characters are:

Wildcard Search Action
% (percent symbol) Match one or more characters.
_ (underscore) Match any single character.
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Wildcard Search Action

\ (backslash) Escape character; do not treat the next character asa
wildcard.

For example, if you enter Q%admin asthe User ID, then the system returns alist of user IDs that begin with
Q and contain ‘admin’ as you can see in this example:

User Profiles

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

Add a Mew Value

Limit the number of results to (up to 300} |300
User D begins with

Description: | begins with |» [|Q%admin

Search Clear |Basic Search [@F Save Search Criteria

Search Results

Wiew All First 4] 1-2ef2 [] Last
User D Description

083 Admir QAS administrative user
QEADMIM |QE Administrator

Example of using wildcard characters on a search page

Retrieving Historical Data

The presence of action mode fields on the search page indicate that the component uses PeopleSoft effective
date logic.
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Professional Details

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

Add a Mew Value

Instructor: | pegins with [+

Last Name: | pegins with [w

First Name: | pzginz with el

DIncIucIeHistDr{.' DCDrrEEtHiEtDr‘j‘ [case sensitive

Search Clear |Basic Search Save Search Criteria

Search page showing the Include History and Correct History options

If you have the appropriate permissions for see and modify history records, then these two options can appear
on a search page:

Include History Select to retrieve history records when the system processes the search.
Correct History Select to retrieve and be able to correct history records when the system
processes the search.

Detailed information about PeopleSoft effective date logic is available in the next topic in this PeopleBook.

See Chapter 4, "Using PeopleSoft Application Pages," Using Page Action Options and Effective Dates, page
75.

Using Autocomplete to Narrow a Search

62

Autocomplete provides alist of suggestions that match the data you enter in edit fields. Autocomplete lists
can appear for two types of fields:

« Edit fields on search pages.
+  Prompt fields.

Edit Fields on Search Pages

When a search record field is autocomplete-enabled, as you type aletter into the field, and then pause, the
autocompl ete list appears and shows you values that match the letters you have entered to this point. The
system returns the maximum number of allowed values, but it shows you a subset in the autocompl ete
window. An administrator sets the list limit, the list limit default is 50.

Thisis an example of an autocomplete list on the User Profiles - Basic Search page:
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User Profiles

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

SIGEUS DN E | Add a New Value

Lirnit the number of results to (up to 300); |200

Search by: beains with|Bene|

User ID Description
Benefits 44

BenefitsaaMLD

Benefits&dmin
BenefitsAdminCAnN
BenefitsAdminMagr
BenefitsadminlIK
BenefitsAdminllS4

Search  |Advanced Search

Find an Existing Value | Add a Mew Value

Example autocomplete drop-down list showing user profiles that begin with the letters "Bene"

Prompt Fields

All prompt fields are autocomplete capable. When you enter data in a prompt field, the autocomplete results
can vary slightly because you can configure the list to display up to five additional columnsto assist in
choosing the correct value.

Thisis an example of an autocomplete list for the Role Name field:

Customize | Find | View Al| B | B First K1 44074 DY (st
RolcMeme |Deseripon | Dmamic | |ViewDefiniion | | _
[EOPP_GUEST @, commaon Portal Guest Route Control  View Definition =]
[PAPP_GUEST @, GuestUser Access Route Control ~ View Definition =
|PeaneSnﬂ Guest @, PeopleSoft Guest Foute Contral  Wiew Definition [=]
= @, Route Control  View Definition =]
Role Hame Description PCode Rule Query Rule Directory Rule
BAM Administrator BAM Administrator M I I
BCOE Admin BOE adminrole M I I
BOE Viewing BOE viewing rale M M M

Example Role Name field autocomplete list showing role names that begin with the letter "B"
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See Also

PeopleTools 8.52: PeopleTools Portal Technologies, "Administering Portals," Managing General Settings for
Portals

PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Using Page Controls," Using Edit
Boxes and Long Edit Boxes

Accessing the Results of Your Most Recent Component Searches

64

Y ou can configure PeopleSoft applications so that the results of your most recent search transactions are
temporarily stored in the portal menu structure; these results are known as persistent or most recent search
results.

Note these points about the accessibility and availability of persistent search results:

« The most recent transaction search results for the currently active component appear in the navigation
path next to the component name; thisis visually indicated by the search icon.

« Thenavigation path header retains your most recent transaction search results until another search is
performed.

« Themost recent search for each of the five (5) most recently viewed components appears in the Favorites,
Recent Search Results menu. The results are stored by menu item name, for example, User Profiles.

« Only one search persists for any particular component: the most recently performed search.

» Search results are retained only until your PeopleSoft session expires or until you sign out or close the
browser.

This table shows the persistent search icon that can appear in the navigation path.

& Click to access the results of the most recent search that was performed in
the currently active component.

Accessing Search Results from the Navigation Path

To access the most recent search results for your current transaction page (component), click the persistent
search icon in the navigation path. When you click the icon, the recent search results pop-up page appears,
displaying agrid that contains the results of your last search. Y ou can click the page header and drag the
search results page to change its position within the browser window; however, the search results page retains
focus until you:

* Select anitem.

To select another value from your recent search results, click any active link in the first column of the
results grid.

Note. Only the valuesin the first column are active links to the transaction page. All other column values
are text, not links.

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.



Chapter 3 Retrieving Data Using Keys, Search Pages, and PeopleSoft Search Technology

« Perform another search.

To perform another search that uses different criteria than the persistent search, click the Search Again
link; this action returns you to the component search page.

» Dismissthe search results page.

To dismiss the search results page, click the Close button in the upper left corner of the page header or
pressthe Esc key.

In this example, you see the recent search results for the Tree Manager component. Notice the recent search
icon in the navigation path:

Recent Search Results

Tree Manager Search Again

1-20 of 20

Tree Hame Setld | Set Control Value Effective Date|Tree Branch
QE ACCOUNTS QEDM2Z (blank) 1800-01-01  |(blank)
QE ACE 848 EMPL QEDMA1 (hlank) 1800-01-01 |(blank)
QE ACE AFTREE QEDM1 (blank) 1900-01-01  |(blank)
QE ACE DGC BU QEDMA (blank) 1800-01-01  |(blank)
QE ACE DGC DEPT |\QEDM1|(blank) 1900-01-01  |(blank}
QE ACE DGC DTRG1 QEDMA|(blank) 1900-01-01  |(blank}
QE ACE DGC EMPDZ QEDMI|(blank) 1900-01-01  |(blank})
QE ACE DGC EMPD2 QEDMA (hlank) 1800-01-01 |(blank)
QE ACE DGC EMPD4 QEDM1 (blank) 1900-01-01  |(blank)
QE ACE DGE PEDID QEDMA|(blank) 1800-01-01  |(blank)
QE ACE DGC PROD (QEDM1|(blank) 1900-01-01  |(blank}
QE ACE PRODUCT |QEDMA|(blank} 1900-01-01  |(blank}
QE ACE PROD TREE QEDM?|(blank) 1900-01-01  |(blank})
QE CUBT PRODUCTS QEEL (hlank) 2009-02-27 |(blank)
QE CUBT REGION (blank) (blank) 2009-03-01  |[(blank)
QE DEPT DYMAMIC | QEDMA1 (hlank) 1899-01-01  |(blank)
QE DEFT SEC QEDMZ (blank) 2001-01-01  |(blank)
QE JOBCODES (blank} (blank} 1999-01-01  |(blank}
QE PERS DATA QEDMA (blank) 1997-05-05 |(blank)
QE PROJECTS (blank) QEBLM 2000-04-25 |(blank)

Example of Recent Search Results page as accessed from the navigation path for the Tree Manager
component

Accessing Search Results From the Recent Search Results Menu

To access the Recent Search Results menu, from the home page select Favorites and then click the Recent
Search Results folder. Y our search results cascade to the side. This example shows the Recent Search Results
folder and three recent component searches:
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Fa*.rgrr'rtes. rv1ain1[v1enu

I
Recently Used

Web Profile Configuration
Query Manager

Tree Manager

Structure and Content
User Profiles

(0 ) )

Recent Search Results

=

(@ Web Profile Configuration
My Favorites [Z Tree Manzger
B Add to Favorites [ User Profiles
.ﬁj Edit Favorites

Example of Recent Search Results menu showing the most recent search for three components

Click an item to retrieve the search results. When you select an item from the results, the application takes
you to the component, retrieves the data, and updates the navigation path.

Using PeopleSoft Search Technology to Retrieve Data

This section provides an overview and discusses how to:

» Usethe Keyword Search page.
» Usethe Application Search Bar.

«  Work with search Results

Understanding PeopleSoft Search Technology

The options discussed in this section apply only to organizations that have implemented the Peopl eSoft
Search Framework and enabled these options for their end users. As such, you may or may not see these
options available in your PeopleSoft application.

The PeopleSoft Search technology provides away for you to retrieve data using a more flexible, free-text
approach to finding the data you need to view or update. The technology runs on the Oracle Secure Enterprise
Search Engine, and enables you to search for data similar to how you search for information using atypical
internet search engine, such as Google. While you can still navigate to components and use the Find and
Existing Value search page to retrieve your data, using the PeopleSoft Search technology |ets you access the
same component without knowing the exact navigation.
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Using the Keyword Search Page

If enabled for your PeopleSoft application, you can use the Keyword search page to perform afree-text search
as an alternative to using the traditional Find an Existing Vaue search page when accessing a component.

Job Data

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

Find an Existing Value Keyword Search

Hote: Keyword Search will return data updated less than 1 hour ago (08152011 1:57:19FM)

+ Search Criteria

Keywords ||:Ierk

Search | Advanced Search

Keyword Search page

To use the Keyword Search page, add any keywords upon which you want to run your search, and click
Search.

To display additional prompts for predefined search criteria, click Advanced Search. Thisissimilar to
selecting search criteriaon the Find an Existing V alue search page.

Using the Application Search Bar

If enabled for your PeopleSoft application, the Application Search Bar appears in the portal header.

Application Search Bar

The Application Search Bar enables you to search across specific groups of search categories. Search
categories organize similar application information into groups to help you narrow your searches. For
example, to search information about jobs, you select the Job Data search category, and to search information
about employees, select the Employee search category. Y ou can also select the All category, which runs a
search against al the categories to which you have access.

The Application Search Bar is comprised of these controls.
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Sear ch category drop-down
list

Free-text search edit box

Start your search button @
Advanced Search

Last Search Results

Click this control to display the search categories to which you have access.
The contents of the drop-down list can change, depending on where you are
in the application. For example, you might see different itemsin the drop-
down list while on a portal homepage than you do while in a WorkCenter.

Y our system administrators can configure this so that only items relevant to
your current application context will display.

Thisiswhere you enter your free-text key words so that you can find the
data you need.

Click this button to initiate your search.

Click to display predefined lists of criteria prompting you to narrow your
search. Thisis similar to adding search criteriafor the Find an Existing
Vaue search page.

Click to display the results of the last search you ran. Thisis convenient
especially if you've specified detailed criteria that would be time consuming
to re-select.

Working with Search Results

68

The following example illustrates atypical set of search results generated by PeopleSoft Search.

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.



Chapter 3

Retrieving Data Using Keys, Search Pages, and PeopleSoft Search Technology

=

Keywords: |clerk

Search  |Advanced Search

Search Results

Filter by

Business Unit
TQABU (405)
MC1BU (345)
JCB01 (278)
BN1BU (213)
TQVBU (211)
More...

Department
Human Resources (389)

ST - Payroll Department (260)

ST - Manufacturing Department (199)
FSATEST DEPARTMENT (196)
More...

Operations Administration{CAN) (312)

Note: Keyword Search will return results last updated over 1 day ago (07/25/2011 11:54:50AM)

Note: Keyword Search will return rezults last updated over 1 day ago (07/25/2011 11:54:50AM)

View as: 1 [ »

Job Data: Cynthia Hennessy | KCLC12 | 0 | 230005 | Clerk-Accounting

Business Unit: CANO1 | Department: Finance and Administration | Job Title: Clerk-Accounting | Location: Regina Office | Full Part Time: Part-Time
w Related Actions

Job Data: Peter Ponder | KALDO7 | 0] 290090 | Clerk-Shipping

Business Unit: AUS01 | Department: Shipping | Job Title: Clerk-Shipping | Location: NSW Head Office - Sydney | Full’ Part Time: Part-Time
w Related Actions

Job Data: Peter Homestead | KALD11 0| 290090 | Clerk-Shipping

Business Unit: AUS01 | Department: Shipping | Job Title: Clerk-Shipping | Location: NSW Head Office - Sydney | Full Part Time: Part-Time
+ Related Actions

Job Data: Peter Jones | KALDO1 | 0] 290090 | Clerk-Shipping

Business Unit: AUS01 | Department: Shipping | Job Title: Clerk-Shipping | Location: NSW Head Office - Sydney | Full Part Time: Part-Time
w Related Actions

Search Results

Filter by

Title

Summary

Related Actions

Working with Filters

The areato the left of the search results, displays various filters and
categories that you can use to drill into the results and reduce the result set.

Thetitle, which isthe clickable link (URL), enables you to identify the
search result and navigate to the associated component. When you click this
link, the system displays the page you use to view or modify the underlying
data for the search result.

Displays a genera overview of the target data to help you determine if this
is the data you need.

If the component for this data has related actions associated with it, and you
have access to those related actions, the system displays those actions here.
To navigate to arelated action, click the link in the Related Action drop-
down list.

A filter (also called afacet) is a search attribute (field) that provides an alternate representation of the list of
values for agiven attribute. Filters are attributes used to filter and narrow down a set of search results. In
many cases, the filter for search results will be hierarchical, meaning that as you drill into the results you
navigate through various levels of results. For example, you can narrow searches by applying filters such as
Country, State, Province, City, and so on, with each filter reducing the result set.
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Filter by

Location
MY (59)
CA(53)
OR (7}
TH (B)
A7 (B)
More...

Filter

For agiven filter, the system displays the values of that filter in a descending order determined by the number
of each value. Five values display by default, but to see the remaining values, click More. By clicking avalue,
the system displays only the number of search results for that value. For example, if you clicked TX in the
example above, only the six results for Texas would be displayed.

Asyou drill into a set of facets, your path is expressed in the form of afiltering navigation path.

Search Results

United States[X] + NY[X] + New York[X] | Clear all filters

Filtering breadcrumbs

Y ou can deselect the check box for afilter to remove its effect on the search results, or to reverse the direction
of your filtering and expand the resuilts.

Click Clear all filtersto remove all applied filters, returning the search results to the state prior to filtering.

Viewing Search Results With Grid Format and List Format

Use the View As control to toggle between the grid format and the list format for viewing search results.

View ag- Enables you to switch the view of the search results between list format and
grid format. The icon representing the current view is greyed out.

The following example displays the grid format:
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Note: Keyword Search will return results last updated over 1 day ago (07/25/2011 11.54:.50AM)

View as: =

View All First [4] 1-100 of 192 [»] Last
EmpiD oy Mame Fstiame Lasthame e e Name Name
HOWS001 0 Melanbacher Mary Jane Mary Jane Melanbacher (blank) (blank) (blank)
MUET218 |0 MecGuinness, Randy Randy McGuinness (blank) (blank}) (blank})
HOWS007? |0 Collins, Genie Genie Collins (blank) (blank) (blank)
HOWS002 0 Rainnie Jennifer Jennifer Rainnie {blank) (blank) (blank)
HOWS005 |0 McDougall Perry FPerry McDougall (blank) (blank) (blank)
HOWS003 0 Donaldson, Terry Anne Terry Anne Donaldson (blank) (blank) (blank)
HOWSO006 [0 Lavoie Michael Michael Lavoie (blank) (blank) (blank)

Search results: grid view

To navigate to the PIA page loading the desired data, click the key column with the link.

The Related Actions link does not appear for search resultsin the grid format.

Note. The default search result display format for Keyword Search is the grid format.

The following example displays the list format:

Viewas: — B 1 r

Job Data: Mary Jane Melanbacher | HOWS001 101 M011 | ST- HR Clerk

Bu=ine=zs Unit: MC1BU | Department: ST - Manufacturing Department | Job Title: 5T- HR Clerk | Location: ST - Test California | Full’ Part Time: Full-
Time
+ Related Actions

Job Data: Randy McGuinness | MUET219 [0 M011 | 5T- HR Clerk

Bu=ineszs Unit: MC1BU | Department: ST - Manufacturing Department | Job Title: 5T- HR Clerk | Location: California Operations | Full’ Part Time:
Ful-Time
+ Related Actions

Job Data: Genie Collins | HOWS007 101 M011 | ST- HR Clerk

Bu=ine=zs Unit: MC1BU | Department: ST - Manufacturing Department | Job Title: 5T- HR Clerk | Location: ST - Test California | Full’ Part Time: Full-
Time
+ Related Actions

Job Data: Jennifer Rainnie | HOWS002 [ 0] M011 | ST- HR Clerk

Bu=ine=z=z Unit: MC1BU | Department: 5T - Manufacturing Department | Job Title: 5T- HR Clerk | Location: 5T - Tezt California | Full Part Time: Full-
Time
+ Related Actions

Job Data: Perry McDougall | HOWS005 | 0] 011 | ST- HRE Clerk

Busineszs Unit: MC1BU | Department: 3T - Manufacturing Department | Job Title: 5T- HR Clerk | Location: 5T - Test California | Full Part Time:
Part-Time
 Related Actions

Search results: list view

To navigate to the PIA page loading the desired data, click the Title line of the search resuilt.

The Related Actions link appears only for search resultsin the list format.
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Note. The default search result display format for Application Search isthe list format.

72 Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.



Chapter 4

Using PeopleSoft Application Pages

This chapter provides an overview of pages and discusses how to:
» Useéeffective dates.

»  Work with page elements.

« Usedata-entry fields.

» Usespell check.

*  Work with HTML trees.

«  Work with rich text editor fields.

«  Work with field-level prompts and validation.
» Accessrelated content.

» Use WorkCenter pages.

»  Working with mouse over pop-up pages.

» Access embedded help.

Understanding Pages

Pages are the primary graphical interface by which you access the data in your PeopleSoft application. In
many cases, these pages are representations of rows of datain the database tables. Y ou use pages to view,
enter, and update data stored in application tables. Each page also includes buttons or links to help you
navigate through the system. As you change or add information to the database, you need to be familiar with
effective-dating logic and the various page action options as you work with historic, current, and future data.
PeopleSoft applications use many different types of elements to organize information on pages and to enable
you to enter data, including data-entry, functional, and data processing elements.

PeopleSoft applications limit server trips and perform partial page refreshes. With a partial page refresh, the
browser refreshes the entire page only when you navigate to a new page. Much of the communication with
the server happens in the background, unnoticed by you. Y ou continue to work uninterrupted during the
process and notice only the spinning processing icon that lets you know that the system is processing
information.

Partial page refresh supports these actions:

» Changing arelated field.

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved. 73



Using PeopleSoft Application Pages Chapter 4

Enabling and disabling fields.

« Hiding and unhiding fields.

» Expanding and collapsing group boxes.

» Using scroll areaand grid navigation links, such as Next, Previous, and so on.
« Inserting and deleting rows in scroll areas and grids.

» Saving apage.

Many PeopleSoft components run in deferred processing mode to reduce interaction with the server, thereby
providing better performance. Therefore, when you use some pages in the browser you can enter data while

interacting minimally with the server. If deferred processing mode is specified for a component, then a page
within that component or afield on a page within the component also performs processing in deferred mode.
Interactive mode is the opposite of deferred mode processing; it is necessary for pages that perform complex
calculations, in situations where many fields are interrelated, and several other scenarios.

Note. The terms page,application page, and transaction page are synonymous and used interchangeably
throughout this book.

Using Effective Dates

This section provides an overview of effective dates and discusses how to use page action options and
effective dates.

Understanding Effective Dates

74

PeopleSoft's effective-dating logic enables you to maintain an accurate history of information in the database.
Effective dating allows you to store historical data, see changesin your data over time, and enter future data.
For example, you may want to track several eventsin the career of Tom Sawyer: when he was hired,
transferred, and promoted. By inserting rows of data based on his employee ID, and significant dates, you can
build ajob history.

When you enter new information that is related to existing data (in this case about an employee), such asa
transfer or pay rate change, you do not want to lose or overwrite the data already stored in the database. To
retain history, add a data row identified by the date when the information goes into effect: the effective date.
Y ou can use the information to look at what has happened up to now and plan for the future. The PeopleSoft
system categorizes effective-dated rows into the following basic types:

Current The data row with the date closest to—but not greater than—the system
date. Only one row can be the current row.

History Datarows that have effective dates earlier than the current data row.

Future Data rows that have effective dates |ater than the system date.
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Using Page Action Options and Effective Dates

The types of actions that you can perform on rows of data depend on the data row type. When you retrieve,
modify, or insert rowsin atable, the Update/Display, Include History, and Correct History actions apply
specific rules based on the effective date.

Note. Not all tables are effective-dated. The Include History and Correct History options only appear on
pages that access effective-dated tables.

Action Rule

Update/Display Retrieves only current and future rows. Y ou can change future rows but not current
rows. Y ou can also add a new current row.

Include History Retrieves al rows. You can modify only future rows. Y ou can also add a new
current row.
Correct History Retrieves al rows and allows you to modify any row and insert new rows regardless

of the effective date or sequence number.

Note. Thisoption is available only to users with the proper permission.

To see how these actions work together, take alook at four possible events, listed by effective date, in the
career of employee Tom Sawyer. Assume that today is February 1, 2009:

Effective Date History Current Future

Hired: January 1, 1994 X — -

Transferred: January 1, X — -
2000

Promoted: August 1, - X -
2005

Expected termination: - - X
December 31, 2009

The action type that you select dictates whether you can access certain fields and what you can do with each
type of row. Thistable lists this information by action mode;
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Action Mode View Change Insert New Rows

Update/Display Current, Future Future only Effective date greater
than or equal to current
row.

Include History History, Current, Future Future only Effective date greater

than or equal to current
row.

Correct History

History, Current, Future

All existing rows

No effective date
restrictions.

The page action buttons appear in the toolbar in the lower-right corner of any relevant pages. A shaded button
icon indicates current mode for the page. For example, the Department page is currently in Correct History

mode in this example:

SetlD: QEDMA

*Effective Date:

Short Description:

*Description:

Department: 10000
011011985 [3)

Admn Div

Administration Division

Find | Wiew All First n 1 of1 u Last

*Status:

Active Il

[+][=]

Save | J\Returnto Search | [Es Add
=] £

Zlinclude Hiztory

Correct History

Sample page in Correct History mode

Update/Display Mode

When you select Update/Display, you can access only current and future rows; you cannot access history.
Using the example, you can view only the current data, which is effective-dated August 1, 2001, and the
future data, which is effective-dated January 1, 2006 (the employee's promotion and then the employee's

termination).

Y ou can also:

» Insert new rows with an effective date later than the date on the current row—that is, any date after

August 1, 2001.

« Change the future-dated row, effective-dated January 1, 2006, and change any additional rows that you
insert with adate later than today, February 1, 2005 (assumed to be today's date).
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If you insert rows with effective dates between August 1, 2001, and February 1, 2005, you cannot change
them if you return to the page in Update/Display mode.

Include History Mode

Select Include History to view any of Tom Sawyer's job data, from his hire date to the day on which he will
be fired. However, as with Update/Display, you can update only future-dated rows, effective-dated February

2, 2005, and on. Y ou can also insert new rows with an effective date later than the current row—that is, any
date after August 1, 2001.

Correct History Mode

Select Correct History to access all data rows. This mode enables you to view, change, and insert rows of
data, regardiess of the effective date. Y ou can view and edit any of Tom Sawyer's job data, from his hire date
to the day on which he will be fired. Y ou can also insert new rows with any effective date.

Note. As you move between the Update/Display, Include History, and Correct History modes, the system
prompts you to save your changes if necessary.

Working With Page Elements

This section provides an overview of PeopleSoft page element types and discusses how to use data-entry
fields.

Understanding PeopleSoft Page Elements

PeopleSoft applicationsinclude three types of page elements. aesthetic, functional, and data-entry fields.
Although you should be aware of al page element types, you interact mostly with data-entry fields as you
work in your application.

Aesthetic Page Elements

Aesthetic elements help organize or emphasize different fields or information on a page. Y ou do not use these
elements to update data in the database; they are purely visual. This table describes aesthetic elements:

Element Description

Frame Display-only box that groups a set of fields on a page.

Group box Dis_play—only box, with text labels, that groups and identifies related fields, such as
options.

Horizontal rule Display-only horizontal line that separates fields or other elements on a page.
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Element Description
Static image Unchanging graphic, such as your company logo or another visual element.
Static text Display-only alphanumeric field that describes a page, field, or group of fields.

Functional Page Elements

Functional elements are controls, such as buttons and links, that perform a specific function. Aside from the
standard toolbar buttons at the bottom of a page, your transaction page may include buttons and links that are
not associated with agrid or scroll area. For example, a button next to a field may perform a calculation based
on avalue that you entered. Y ou can activate this button by clicking it or by pressing the Enter key while the
element has the focus. Y ou can aso activate links by pressing the Enter key.

Data-Entry Fields

Pages can include several types of data-entry fields, each designed to provide a simple way to enter and
update datain your tables.

Using Data-entry Fields

78

Data-entry fields are always associated with specific database fields. These date-entry fields are commonly
used:

check boxes and radio buttons Select a check box or radio button to enable an option. Typically, you select
one by clicking within it or pressing the space bar when the box is
highlighted. Click it again or press the space bar to disable the option.

Check boxes correspond to fields with only two valid values. Y ou can often
select more than one check box in arelated set. In contrast, arelated set of
radio buttons represents a group of mutually exclusive options; typically,
you can only select one radio button within arelated set.

edit boxes Enter characters or numbers into edit boxes. The character limitis
determined by the length of the database field. Edit boxes for fields with
prompt tables have alookup button to the right. Edit boxes with spell check
enabled have a spell check button to the right.

long edit boxes Enter longer strings of data, such as comments, into long edit boxes. These
boxes store free-form text. If you type more lines than you can see at one
time, use the scroll bar on the right to move through the text. Long edit
boxes with spell check enabled have a spell check button in the upper-right
corner. Long edit boxes that are rich text enabled have multiple formatting
controls at the top of the edit box.

See Chapter 4, "Using PeopleSoft Application Pages," Working With Rich
Text Editor Fields, page 89.
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drop-down list boxes Select avalue from a predefined list. Drop-down list boxes look like a data-
entry field with a prompt button at one end. Click the prompt button to
display alist of valid values from which you can select a single option.

images Insert photos or other images into a PeopleSoft application. The format of
the image that you insert must match the image format defined for that field
by the application developer. Acceptable formats include JPG, BMP, GIF,
and DIB. For example, on the Employee Photo page, you can only insert
JPG images into the employee photo field. If you try to upload an image of
another format, the system displays an error message.

gridsand scroll areas These data-entry fields serve as containers or organizers for multifield data
entry. Grids appear as a spreadsheet within a page. Scroll areas are like
grids except that the fields are arranged in a free-form manner. Both contain
rows of data that may include Add,Multi-Row Insert, or Delete buttons.
Most include a navigation bar or footer with multiple control and
configuration options.

Y ou can think of al of the fieldsin each of these controls as belonging to
onetable in your database. Each time that you add a new row, you are
actually adding anew row of datato the database table, each of which
shares the same high-level key. For example, for employee records, you
may have more than one emergency contact listed for each employee. If
you have two emergency contacts listed for an employee, each of those
contacts has that employee's ID number as akey field. If you insert a new
row, the system automatically copies the shared key data into the new row.

Moving Among Fields

To move among the data-entry fields on a page, press the tab key or click the field once. Pressing tab moves
you onefield at atime in a sequence determined in the page definition. Pressing tab also rests on prompts to
give you the option of viewing the prompt table or calendar. To open a prompt or calendar, you can press
enter or, to get to the next field, presstab again. Press Shift+Tab to move backward rather than forward in the
tabbing order.

Note. Pressing Tab may yield different resultsif you have modified page tabbing behavior on the My
Personalizations page.

Required Fields

In most applications, required fields are marked with an asterisk. Y ou must enter datainto that field to
continue to the next field or to save the page. When the developer has set deferred processing mode for the
page, you may not be informed that afield is required until you attempt to save or leave the page. If you save
the page without entering required data, the field turns red and an error message appears on the page. Click
OK within the error message and then enter the correct datain that field. Required fields are often drop-down
list boxes or are accompanied by a prompt button to help you enter the correct data.
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Using Data-Entry Fields

This section discusses how to:
+ Useedit boxes.

» Uselong edit boxes.

« Usedrop-down list boxes.

*  Work with images.

Using Edit Boxes

80

Move to and highlight an edit box by pressing the tab key or by double-clicking and highlighting the text.
Y ou can type over existing highlighted text. If the text is not highlighted, you are inserting rather than
replacing text.

This example shows an edit box:

Title: |

Edit box

Some edit boxes are associated with database fields that have formatting attributes assigned to them. For
example, most name fields are defined with a name format that requires you to enter datain the following

way:
LastName,FirstName Initial

Thisformat is case sensitive. Also, note that there is no space between the comma after the last name and the
first name. If afield is not case sensitive, the system converts what you type to uppercase before writing it to
the database.

Other types of formatting include:

» Social security, social insurance, or other government 1D numbers.
» Dates.

« ZIP codes or other postal codes.

« International phone numbers.

For these types of formats, you generally type only the characters; the system inserts the appropriate dashes
and slashes for you. For dates, enter the standard six-digit date format, such as mm/dd/yy (include zeroes); the
system automatically changes the display to show afour-digit year.

Note. Number formatting may perform differently for users who have personalized their systems.
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Note. PeopleSoft applications are equipped with a spell check feature that you can use on data entered in edit
boxes.

In interactive mode, if you enter afield value incorrectly, the system highlights the field in which an invalid
value was added, and a warning message appears with an explanation of the problem.

Using Long Edit Boxes
Y ou use long edit boxes to enter anecdotal information such as comments or free form informational text.

Move to and highlight along edit box by pressing the tab key or by double-clicking and highlighting the text.
Y ou can type over existing highlighted text. If the text is not highlighted, you are inserting rather than
replacing text. If you enter data that extends beyond the visible area of the long edit box, a scroll bar appears
for you to navigate through the data.

This example shows along edit box with the Display in Modal Window and Spell Check buttons:

Description; | E@

Long edit box showing Display in Modal Window and Spell Check buttons

Note. PeopleSoft applications are equipped with a spell check feature that you can use on data entered in long
edit boxes.

Note. You can zoom along edit box to a modal window if the Display in Modal Window icon isvisibleto the
right of the long edit box.

Using Drop-Down List Boxes

To select asingle item from the list, click the down arrow to display the list, scroll through the list until your
choiceisvisible, and then click the desired list item. The list closes and the selected value appearsin the list
box. You can aso type the first letter of an item to select it. If there is more than one choice for aletter, type
the letter repeatedly to cycle through the list. In the following example, first click the down arrow, then, if
you want to select Greek, type the letter G twice. Alternatively, pressthe Down Arrow key to select the field
entry that you want. Once your choiceis highlighted, press Enter.

This example shows a drop-down list box:
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Enalish TI

English -
French
‘German
Greek
[talian
Japanese
Korean
Poruduese
SChinese |
Spanish
Sweedish -

Drop-down list box

Working With Images
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You can insert or update images in your PeopleSoft system. For example, the Employee Photo page enables
you to store and maintain photos of your employees in your PeopleSoft database.

This section discusses how to:

e Insert animage.

« Delete an image.

Inserting an Image

Y ou can insert photos into your PeopleSoft database. For example, you may want to store employee photos
for company identification badges, or pictures of products for inventory purposes.

Toinsert an image at runtime:
1. Open the page in which you want to insert the photo.
2. Click the Add button.

A search page appears enabling you to search for the image that you want to insert. Y ou can browse for
the image from your desktop, your hard drive, or the network.

3. Click the Browse button to search for and select the image you want to insert.
4. Click the Upload button.

The upload page closes and your newly inserted image appears on the page.

Deleting an Image
To delete an image at runtime:

1. Open the page from which you want to delete the image.
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2. Click the Delete button.

The system automatically deletes the image on the page without posting a warning message prior to
deletion. However, if you exit the page without saving, the system does not del ete the image from the
database, and the image is present when you reopen the page.

Using Spell Check

PeopleSoft applications are equipped with a spell check feature that you can use for data entered in edit boxes
and long edit boxes. Activate spell check by clicking the spell check icon to the right of those fields where
spell check is available or by clicking the spell check toolbar button.

L Click to activate spell check for the corresponding field. If no spelling
errors are found, you will see the message "No misspellings found." Y ou
can aso activate spell check by pressing Alt+5 when the cursor isin the

field.
@ Spell Check | Click to activate spell check for all fieldsin the component that have been
enabled for spell check, regardless of whether those fields have changed.

The system checks each field and then proceeds to the next spell check field
until al fieldsin the component have been checked. If no errors are found,
the "No misspellings found" message will appear.

In the following example, spell check is available for the Message Text,Description, and Explanation fields:
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Message Catalog

Message Set Number: 4
Description: \Help Processor &

Short Description: HFR

Find | View Al First Kl 2 of 5 I3 Last

Last Update Timestamp: 05/13/2001 3:44PL +[=]

*IMessage Number: |2

*Message Text: |r-.-1aximum number of records found matching specified key(s) — others not inc@

Description: When performing a Lookup, the database returned more rows than L I-“@
can be accommodated in the list ko

Ilse a Partial Keyvalue or Advanced Search ta limit the number of "

B save | S\ Returnto Search | [=] Notify | i) Refresh &% Spell Check | Es Add

Spell check icons and button

The Spell Check button opens the Spell Check page. This page displays the errorsin the text and offers alist
of aternatives, if applicable. Y ou can ignore the occurrence, ignore all occurrences, change the spelling,
change the spelling for al occurrences, or add the word to the current language dictionary.
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SpellC

Field Label;

heck

Description

Spell Check Text: | Ho|p Text object is being from the database.

This message is for your information only_ It is not an error
ara warning.

Change To:
Alternatives;
retrigve
retriever
retrigves
Ign-:urel lgnaore All | Change Chanage All |~|:I|:I|
QR | Cancel |

Spell Check page

Field Label

Spell Check Text

ChangeTo

Alternatives

Ignore

Displaysthefield label text of the field currently being checked.

Displays all of the text in the field being checked, highlighting the first
misspelled word. Thisfield is display-only. Thisfield informationis
particularly important when multiple fields are being checked
simultaneously by using the toolbar action or mandatory spell check.

Initially displaysthe first highlighted value in the Alternatives list. You can
select anew value from the Alternatives list or enter a new word in the
Change To field. The maximum length is based on the maximum field
length, which is 40 characters. If you enter anew value, the system spell
checks the entry when you click the Change or Change All buttons to verify
the correct spelling.

If the system does not find any alternative spellings, the Change To field is
blank and the Change and Change All buttons are disabled.

Lists other possible spellings. The options listed match the case of the
misspelled word.

Click to leave the current spelling as is and locate the next misspelled word.
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IgnoreAll Click to leave the current spelling asisfor all text in the field that exactly
matches the original text. This action is case-sensitive; only exact matches
areignored.

Change Click to correct the error to the value that appearsin the Change To field.

Users can either select one of the proposed alternatives or type in their own
value. The system then focuses on the next misspelled word.

Change All Click to correct all occurrences of the error with the value in the Change To
field. Y ou can either select one of the proposed alternatives or type in your
own value. The system then focuses on the next misspelled word. Like
Ignore All, this action is case-sensitive; only exact matches are changed.

Add Click to add the highlighted misspelled word (asis) to your persona
dictionary. The system then focuses on the next misspelled word. Additions
to the dictionary must be 40 characters or less.

See Chapter 2, "Setting User Preferences," Adding Words to Y our Personal
Dictionary, page 51.

Mandatory Spell Check

Certain pages, such as those that require an email response, have a mandatory spell check requirement. When
you save these pages, the system automatically runs spell check on spell check enabled fields. A field is
eligible for automatic spell check if you have changed its contents and you have not already run spell check
for that field. If a page has more than one spell check field, spell check runsin succession. If no errors are
found, the system saves the data without issuing a message.

Using Foreign Language Dictionaries

86

Spell check supports numerous languages. The default spell check dictionary is based on your current sign-in
language. For example, if you select French as your sign-in language when you sign in to your PeopleSoft
application, your spell check dictionary is aso in French. Y ou can change your language dictionary on the
My Personalizations page.

To change language dictionaries:

1. Select My Personalizations from the navigation menu.

2. Click the Personalize Option button for the General Options personalization category.

3. Enter the language dictionary that you want in the Override Value edit box for Spell Check Dictionary.
4. Click OK.

Y ou can only use one dictionary per sign-in session. To change language dictionaries again, make the
change in My Personalizations and then sign out of the system before proceeding. To return to having
your default spell check dictionary selected automatically based on your current sign-in language, remove
your override value or set it to Use Session Language.

Note. Hyphenation for Hungarian is not currently supported.
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Working With Trees

PeopleSoft application pages use terminology derived from the concept of afamily tree. The nodes that report
to the root node are called its children, and the root node is their parent. Nodes that have the same parent are

called siblings.
These terms refer to the relationship between nodes and are not permanent attributes of the nodes themselves.

A single node can be a parent, child, and sibling at the same time. In the following example, Operations
Administration is a child of Office of the President and a sibling of Human Resources, Controllers, and Retail

Services.
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Tree Manager

SetlD: CIEDMA Last Audit:  Valid Tree

Effective Date: 05/05/1997  Status: Active

Tree Name: GE_PERS_DATA Fersonal Data Tree
Save As Close Tree Definition Display Options Print Format

00001 ~10100 ~>10900

Collapse All | Expand Al i First Page 1907132 B LastPage

= 00001 - Corpaorate Headqguarters
- [3200] - ALBRIGHT
S [3300] - VINCENT
S [3400] - WALTERS
B [3500] - DUNCAN
B [3600] - ELIAS
[=% 10100 - Office of the President
B [3001]- ASD
B [8501] - BENNETT
' [3661] - CHERRIER
10200 - Human Resources
10300 - Controllers
10400 - Retail Services
""" > {0S00-OperationsAdministration > s+ hHe A B f B X X
S 18102] - SULLIVAN
S [3409] - WESTLUND

11000 - Information Systems & Technlay

11100 - ltem Processing

20100 - Office ofthe President (COM)
[=] Motify

Sample HTML tree

Click the yellow folders with + (plus) signs to expand another level. The leaves represent the lowest level of
the tree and are not expandable. Click the links next to the nodes to see representations of the data. Clicking a
link either opens a new page or displays data for that link to the right of the HTML tree.
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Navigating Within an HTML Tree

Navigate the tree by using the navigational bar (the horizontal bar at the top of the tree) and the navigation
path, as shown in the previous example. Y ou can perform the following actions on the selected tree by using
the links and images on the navigation bar.

Collapse All Click to close al of the visible nodes except for the root node. The root
node is always expanded.

Expand All Click to expand all of the nodes of the tree so that the entire tree or branch
hierarchy isvisible.

Clicking thislink expands all parent and child relationships, but the system
still presents the tree hierarchy one page at atime. Use the next and
previous page arrows to move forward and backward through the tree.

Find Click to access the Find Value page, where you can search for nodes and
detail values.

Asyou navigate atree, navigation paths appear above the navigation bar. They show you a basic map of your
route through the tree; you can a so use them to jump to a previoudly visited node. These navigation paths
represent nodes in the current branch (A type nodes) and the parent branch of the opened branch (B type
nodes). In the example, node 00001 is the parent branch of C10100, and C10100 is the parent node of
C10900.

The maximum number of navigation paths displayed is seven. When you exceed that number, the system
removes the earlier ancestor nodes.

See Also
PeopleTools 8.52: PeopleSoft Tree Manager, "Using PeopleSoft Tree Manager"

PeopleTools 8.52: PeopleSoft Tree Manager, "Using PeopleSoft Tree Manager,” Navigating PeopleSoft Tree
Manager

Working With Rich Text Editor Fields

This section provides an overview of therich text editor and discusses how to:
» Use the toolbar

« Enter, format, and modify text.

» Insert and modify images.

» Usespell check.
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Understanding the Rich Text Editor
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The rich text editor extends the capability of along edit box. It allows for the rich formatting of text content,
including common structural treatments such aslists, formatting treatments such as bold and italic text, and
drag-and-drop inclusion and image sizing. Y ou use the rich text editor toolbar to apply additional formatting
elements. The toolbar is extensible by means of a custom settings configuration file that application

devel opers can create and implement.

See PeopleTools 8.52: PeopleSoft Application Designer Devel oper's Guide, "Creating Page Definitions,"
Setting Page Field Properties for Controls.

Note. All rich text-enabled fields support multi-language entry.

Therich text editor provides an easy to use interface which should be familiar to users who work with
common text editors such as Microsoft Word or Oracle Open Office. It consists of these three distinct
elements:

« Toolbar
» Editing area
«  Pop-up menu

The Messages scroll area contains an example of the rich text editor control showing the toolbar, editing area,
and pop-up menu elements:

Rich text editor elements

Toolbar

Thetoolbar, which isthe area at the top of the editor, contains many different buttons that extend and activate
avariety of editor functions. The toolbar is highly personalizable and can vary from field to field. The toolbar
iscollapsible. Click the triangle located next to the toolbar to toggle between visible and collapsed.

Editing Area

The editing areais directly below the toolbar. Y ou enter text in this area.

Pop-up Menu

A pop-up menu is a contextual menu that appears when you right-click the mouse inside an editing area. The
functions on the menu change based on what element, such as atable or an image, is under the cursor when
you click the mouse.
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Using the Toolbar

Thetoolbar isthe areain rich text editor where you can activate most of the editor features. Each button in the
toolbar access a different function. Available functions are both simple, such as basic text formatting, and
advanced, such as creating links and tables.

To use the buttons in the toolbar, place your cursor over the button. The button highlights and hover text with
information about the function of the button appears. Click the button to execute its function. The graphics on
the toolbar buttons are standard across many text editors, and you will probably find that you know how to
use them intuitively. In addition to the toolbar buttons, toolbar drop-down list boxes are also available; they
are white areas with an arrow on the side. Y ou activate drop-down list boxes by clicking the white area or the
arrow. After you click amenu, it expands so that you can select from the available options. To select an
option, move your cursor to it and click it.

Entering, Formatting, and Modifying Text

Writing in the rich text editor is similar to writing in desktop word processor text editors such as Microsoft
Word or Open Office with one important difference. Y ou use desktop word processors primarily to create
printed content, limited by physical pages. Y ou use the rich text editor to create text that you publish on
PeopleSoft application pages and read using web browsers.

To enter text, move your cursor to the editing area and enter the data using your keyboard. Y ou can also paste
text into the area.

To format text, click the button before you begin entering text or highlight text and click the button for the
format that you want.

Inserting and Modifying Images

To insert an image into the text, click the Image button. The maximum image size is database dependent.
Some database platforms support large image sizes while others limit the size to 32000 bytes. Consult your
database documentation for more information. Use the Image Properties dialog box to upload an image file or
insert aURL link.

To modify images after you have inserted them, right-click the image and then click Image Properties.

Image Properties - Upload Tab

Access the Image Properties dialog box (click the Image button).
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Image Properties X
| Image Info | Link | Uplead | Advanced
Maote: The maximum file size allowed to upload is: 28000 bytes
| Send it to the Server |
| |[ Browse...
QK | | Cancel

Image Properties: Upload tab

When you click the Image button, the Image Properties dialog box appears with the Upload tab activated.
Y ou must upload an image before you can change its properties.
Click the Browse button to locate the file that you want to insert into the text.

Click the Send it to the Server button to send the image to the database.

Image Properties - Image Info Tab

Access the Image Info tab.
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Image Properties X
Image Info | Link | Upload | Advanced |

LURL
Ves/QEDMO.cache/PTRTDB_IPG_GIYDADJAGYZDSM

Altemative Text
Oracle logo

] F=re
Width [135 & Preview

et 1 ORACLE’

Border 1
HSpace |2

Space g

Align Top "

QK | | Cancel

Image Properties: Image Info tab

Use the Image Info tab to set the alternative text, width, height, border, hspace, vspace, and to align
properties, which in turn set the HTML <img> tag attributes: alt, width, height, border, hspace, vspace, and
align, respectively.

URL Thisfield is automatically populated when you send the image to the
server. Thisisthe URL ID for the image.

Image Properties - Link Tab

Accessthe Link tab.
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Image Properties X
| Image Info | Link | Upload | Advanced |

URL
http://my.oracle.com/images/myoracle.gif
Target

Mew Window (_blank) w

QK | | Cancel

Image Properties: Link tab

Use the Link tab to automatically link an image to another resource. Y ou must set the Image Info tab URL
value first, and then copy it to the Link tab URL field. The editor then encloses the <img> tag in an <anchor>
tag. For example, if you specify http://my.oracle.convimages/myoracle.gif asthe URL, the result is:

<a href="http://my.oracle.conlinmges/ myoracle.gif"><inmg alt="" src="http: >
/1 my.oracl e.conlinmages/ nmyoracle.gif" /></a>

The Target drop-down list specifies where or how the image link will appear. Selecting a target option of New
Window, Topmost Window,Same Window, or Parent Window results in the editor setting the target attribute to
" blank"," top"," self" or"_parent", respectively. For example:

<a target= " _top" href="http://my.oracle.conlinages/ myoracle.qgif">.

Image Properties - Advanced Tab

Access the Advanced tab.
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Image Properties X
| Image Info | Link | Upload | Advanced

Id Language Direction
PT_RTE_IMG_DE_LOCHHHZ00506291007035850RACLE.JPG A

Long Description URL

Styleshest Classes Advisory Title

Style

WIDTH: 167p; HEIGHT: 47

editor lang.common.id

QK | | Cancel

Image Properties: Advanced tab

Use the Advanced tab to set the ID, language direction, language code, long description URL, stylesheet
classes, advisory title, and style fields, which in turn set the HTML img tag attributes: id, dir, lang, longdescr,
class, title and style, respectively.

Complete user documentation for the rich text editor is available from CKEditor.

See CK Editor 3.x User's Guide, http://docs.cksource.com/CK Editor_3.x/Users Guide.

Using Spell Check

Y ou can click the Spell Check button that is outside of the rich text editor field to perform spell check on the
field content. Clicking this button invokes the current PeopleTools spell check functionality. The HTML tags
are stripped and only the text is considered for spell check.

While in Spell Check mode, images that you uploaded do not appear, but you will see a place holder image
that contains an x in the upper left corner.

Working With Field-level Prompts and Validation

This section provides an overview of field-level prompts and validation and discusses how to:
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» Uselookup prompts.

» Usecadendar prompts.

Understanding Field-level Prompts and Validation

Some edit box fields are linked to database prompt tables, which store values for information shared across
your organization, such as department 1Ds, country codes, and state codes. These tables are called prompt or
lookup tablesbecause you prompt the system to look up and present alist of valid field values that residein
the prompt table. Prompt fields are defined so that the system compares the values that you enter to values
that are in a prompt table to ensure that your values are valid.

Many fields validate against prompt tables. For example, currency codes and country codes are each stored in
their own tables: the CURRENCY_CD_TBL and COUNTRY _TBL tables. Fields prompting against these
kinds of prompt tables appear on the page as edit boxes with alookup button to the right.

') Click to open the Look Up page for the current field.

5 Click to open asmall calendar that displays the current month.

Note. Alternatively, you can press Alt+5 while in a prompt or calendar field to open the lookup page or the
calendar, respectively.

Using Lookup Prompts
Y ou can perform afull or apartia search.

To perform afull search, click the Look Up button. The Look Up page opens as a stationary modal page on
top of the primary page. The primary page is grayed out and inaccessible while the prompt page is active.
When the Look Up page opens, the Search Resultsgrid displays all valid values for that field up to the
maximum row count. Click the field title in the Search Results grid to change the field values sort direction.
To narrow the search results, you can enter partial data.and click the Look Up button. Click the Advanced
Look Uplink to narrow the search, both by searching based on more than one field at atime and by using a
variety of search operators. When the field value that you need appears in the Search Results grid, click the
value link to populate the prompt field on the primary page with the selection.

Note. Y our system administrator might exclude extremely large tables from automatically prompting for
performance reasons.

Thisis an example of aLook Up page:
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x|
.8

Look Up Navigator Homepage

Search by: Permission List hegins with

Look LUp Cancel | Advanced Lookup

Search Results

Wiewy 100 First 4] 12350235 )| Last

Permigssion List Permission List Description

AEAETOO0 Ervirontments Management

ALLPAGES All pages and wehlihs

ALLPORTL Fortal Ohjects

APPSREYE Can start application sener

EQAW 000 Approval Framewark Permizsion

ECBFA000 All BAM Framewoark Components

EQCFI000 AAF Adminstrator. (core setup)

EQCFY001 AAF Functional User

EQCFA002 AAF Display RunTime

EQCo8000 FS Common Components

EQDoon Desktop Integration Fages w

Example of a Look Up page

Note. Application devel opers can use Application Designer to disable the partial search feature on lookup
pages.

Look Up Page Properties

All Look Up pages share certain characteristics. All Look Up pages are modal and appear over the primary
page, which is grayed out. When working with these pages, you can:

» Resizethe page.

» Closethe page from the title bar close icon.

Note.

The New Window, Personalize Page, and Copy URL links do not appear on the modal prompt |ookup page.

Do not use the browser Back button when accessing prompt windows in AJAX mode. Use application links
and buttons to navigate PeopleSoft applications. Clicking the browser Back button in some browsers can
cause the spinning processing message to appear. To stop it, press the Back button again or click the browser
Stop button and close the lookup prompt window.
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See Also

Chapter 3, "Retrieving Data Using Keys, Search Pages, and PeopleSoft Search Technology," Using Search

Pages to Retrieve Data, page 55

PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Creating Record Definitions,"
Setting Record Field Use Properties

Using Calendar Prompts

When entering information in a date field, you can select the calendar prompt button to the right of the field
to help you choose a date. Y ou can also enter the current day's date by entering today in the date field. Press
Tab to exit the field; the current date appears. This feature can also use languages specific to alocale.

This example shows the calendar window that appears when you click the calendar prompt button:

July v || 2009 ~
s M T W T F &
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

(4] Current Date [k

Calendar prompt window

To change the calendar month, select the drop-down list box arrow for the month. To change the year, select
the drop-down list box arrow for the year. Click the correct day of the month to select the day. Press Esc to
cancel and close the calendar.

Accessing Related Content and Actions

98

In addition to the primary data on transaction pages, some pages include access to contextually relevant
information called related content. Related content can be analytics, other PeopleSoft components, external
web sites, discussions, wiki pages, UPK topics, and avariety of other content that you find helpful in
performing your tasks. Y ou can work with the related content just as you would any other PeopleSoft page.
Related content is configured and secured by an administrator.

PeopleSoft applications divide related content services into two major categories—related content and related
actions—based on where the content appears when the user accesses the service.
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» Related content only appears in one of two Related Content frames, which appear at the bottom or to the
right of the primary transaction page.

» Reated actions appear outside of the Related Content frames. Target locations include moda windows, in
new browser windows, or in the existing browser window replacing the current transaction page.

Contextual Menus

Related content can appear at the component, page, and field levels. Y ou access the content at all levels
similarly: through links that appear in contextual menus.

Y ou work with these types of contextual menus in PeopleSoft applications:

« Related Content menu, which appears at the top of a page.

Home | Workist | MultiChannel Console |  Addio Favorites |

'~| Related Content | New Window | Help | Personalize Page |

htkp

Display in Related Content frame

Tell me about the Process Monitor
Showve me how to find the process details?
Shaow me how to find the report details

Showe me how to monitor processes

Sample Related Content menu

» Field-level pop-up menus, which appear when you right-click ared related content glyph associated with
afield.

Setll:  QEDMA Department: 00001 Y

Actions
I ... (RIS
[+][=]
*Effective Date: 06/15/1995 [ *Status: | ~HVE
Short Description: |=2rP Hdg
*Description: |C|:|r|:u:|rate Headquarters

Sample field-level pop-up menu
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» Actions drop-down menus, which appear when you click an Actions drop-down list on the nodes and
leaves that appear on SmartNavigation pages.

Chapter 4

Corporate Headquarters
Distails: 00001

« Actions

Office of the President
Distails: 10100

« Actions

Human Resources Controllers Retail Services Operations Administration ASD BENMNETT CHERRIER
Distails: 10200 Distails: 10200 Distails: 10400 Distails: 10500 Distails: 8001 Distails: 8501 Details: 8661

 Actions  Actions  Actions  Actions

= Email department manager

Example SmartNavigation page showing an Actions drop-down contextual menu

Menus provide access to related content services. Three types of menus exist:

« The Related Content menu, which appears in the page bar at the top of the transaction page.

Home MuttiChannel Console

ORACLE’ | |

Favc»vr'rtes Mainvrv'lenu > PeoplsTc»oLs ¥ Euau:yr'rt:..r ¥ Permlssic»gs& Roles > Permission Lists

Worklist

El Related Content

New Window | Help | F

General PeopleTools Process Sign-on Times

Display in Related content frame

Permission List:  PTPT1000

WebCenter Discussions

Description: |PEUF'|ESUﬁ User WebCenter Documents
Permission List General
Mavigator Homepage: |N AVIGATOR a,

["] can Start Application Server?

Example: Related Content menu showing two services
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» Related actions menus, which can appear:

« AsActionsfoldersin drop-down SmartNavigation menus,

Operations Administration

View Operations Administration

Actons

Infd-hation Systerms & T¢ El Department

Item Processing E Email department manager
SULLTVAN

WESTLUND

me me D T [ @e

Related actions in a sample drop-down SmartNavigation menu

« AsActionslinks on chart nodes of SmartNavigation pages

Office of the President (...
Details: 20100

Actions

Emzail department manager

Operations Administration...
Cietzils: 20500

- Actions

Computer Services (BC) Item Processing (BC) JOMES VAILLANCOURT
Dietails: 21000 Dietails: 21100 DCictails: 2120 Cictails: 84238
- Actions  Actions

Related actions on a sample SmartNavigation page
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» AsReéated Actionslinksin the search results of a Keyword search.

Chapter 4

Search Results
Filter by Note: Keyword Search will return data updated 4 days ago (2011-06-03-16.25.23.000000)
200 of 313 resultz are displayed.
Location View as- H
United States (184)
France (50} FRAQS - FRANCE 6 Bike and Equip - SHARE
Canada (23) Last Updated Date:2008-07-24-00.00.00.000000
Germany (7) FRANCE 5 - FRANCE 5 Bike and Equip - Customer since: 1800-01-01
India (7} w Related Actions
More. .. N -
' Select Conversations to Review [|:|n|t Custom - SHARE
Status Contact Information unit Custom - Customer since: 1900-01-01
Active (310) Google
Template (3) ﬁ
Messages 00
: 2008-01-01
Support Team Corporate Tree Messages
Enterprise Support Team (&0) VT TTeSmrTXpress=rARE
FrenchSupport Team (43) Last pdated Date:2009-07-24-00.00.00.000000
International Support Team (41) We Ship - We Ship Express - Customer since: 1975-04-08
Super Support Team (32) w Related Actions
Test Team (30) 1000 - Alliance Group - SHARE
Mare. .. =t lndated Date 2000-07-27-00 00 00 000000
Alliance - Aliance Group - Customer since: 1900-01-01
w Related Actions

Related actions on a sample Keyword Search Results page

Page field contextual menus, which appear when the user right-clicks the red page-field glyph.

General PeopleTools Process Sign-on Times Component Interfaces

Permission List:  PTET1000

Description: PeopleSoft User | o
Permission List General related Discussions | D
Navigator Homepage: |Nm,r|g,q-|-DR Related Links

["Ican start Application Server? Related Information

["| Allow Password to be Emailed? Related Messages

@ Never Time-out

) Specific Time-out (minutes)

Example: Page field contextual menu showing related content services in the Actions and Related

Information menus
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Using Related Content Frames

Copyright

Related content appears in one of two frames: the bottom or the right Related Content frame.

Bottom Frame
Note these points about the bottom Related Content frame:
« The frame extends across the width of the transaction page.

» Thevisble areaincreases and decreases when you drag the handle on the upper edge of the frameina
vertical direction.

» Theframe appears and disappears when you click the Expand/Collapse button on the | eft side of the
frame header.

» Theframe reloads when you click the Refresh button in the frame header .

« The frame loads the current active service in a new window when you click the Zoom icon.
» The frame closes when you click the Close button.

»  Open the active service in another window by clicking the zoom button in the frame header.
Note these points about the services that appear in the bottom frame:

« Only one service can be active and have focus at atime.

« Multiple services appear as tabs across the top of the frame.

» You click thetab to bring the service into focus.

Thisis a sample transaction page showing related content in the bottom Related Content frame:
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104

=| Related Content | New Window | Help | Personalize Page | B

SetiD: QEDM1 ™ Department 10500 ™

gind | View Al First Kl 4 or 1 B Last

[+ [=]

m

*Effective Date:  |01/01/1960 [3] *Status:  Active -

Short Description: |BUS Svcs

*Description: Business Senvices

4 | 1 b

= Related Cote Gl

IBﬂRT -
=1

Quick Planner

Srhadulaz and Farse

Transaction page showing the bottom Related Content frame

Right Frame

Note these points about the right Related Content frame:

» The frame extends down the length of the transaction page.

» Thevisible areaincreases and decreases when you drag the left edge of the frame in a horizontal
direction.

« Theframe appears and disappears when you click the Maximize and Minimize buttons on the left border
of the frame.

» Theframe dividesthe visible area equally among all open pagel ets.

« The bottom of the frame displays a More menu, which you use to access minimized pagel ets.
Note these points about the services that appear in the right Related Content frame:

« Each service exists as a self-contained pagel et inside the Related Content frame.

» Any number of services can open be active and in the expanded state simultaneously.

« All maximized service pagel ets divide the available space equally and always share the same vertical and
horizontal dimensions. As users maximize and minimize other service pagelets in the frame, any service
pagelets that remain open resize automatically so that the space appears equally divided.
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» Each pagelet header can contain:
« A Zoom button that you click to display the service in a new window.
» A Refresh button that you click to reload the service.

« A Maximize/Minimize button that you click to toggle the service between the expanded and
collapsed states.

Note. The state of each pagelet persists based on the state from your last session.

» Scroll bars appear on the right and bottom of a service pagelet if it istoo small to fully display the content.

Thisis a sample transaction page showing related content in the right Related Content frame:

| Related Content | New Window | Help | Personalize Page | B

. Related Content
Spell Check Personal Dictionary
_ Configure Node ]}
Personalize | Find | View All | E | - First n 10f1 u Last Google Search I =
’7 R Spell Check Word g
Language

1 USandUK  ~ [PeopleSoft ) =]

-

Google

m

Google Search | I'm Feeling Lucky ‘

B Save | [=] Motify

< | T b 4 1 | +

Transaction page showing the right Related Content frame with two services

Using WorkCenter Pages

PeopleSoft WorkCenter pages provide you with streamlined access to commonly performed tasks.
WorkCenter pages are intuitive and can be designed and targeted based on the various needs of multiple
business roles. For instance, executives demand intuitive applications with analytics and summaries at the
organization level for applications such as Compensation. Human resources clerks, focused on applications
such as Payroll, Time & Labor, and Benefits, require consolidated navigation collections for the business
process pages and components needed to complete their work and to ensure that all the information goes
properly to other systems. WorkCenter pages are robust and flexible enough to accommodate these and other
types of demands from the different users and roles within your organization.

WorkCenter pages address your need for a more streamlined user interface—one that will reduce time-
consuming and complex navigations and increase productivity by providing a central place from which to do
day-to-day work.
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Working with WorkCenter Pages
WorkCenter pages divide the browser window into two areas.
» Pagelet area

» Target content area

Pagelet Area

The pagelet area, which is always accessible for WorkCenter pages, aggregates related transactions as
navigation collection pagelets, query pagelets, component-based pagel ets, and analytics pagel ets and makes
them constantly available for instant access. Y our pagelet area might be divided into groups indicated by tabs
at the top of the pagelet area.

Under the tabs are the pagel ets. Pagelets can be based on queries, navigation collections, or components.
Pagelets can include folders, links, and even charts. If you click a navigation collection folder, the folder
opens and only the contents of that folder are visible in the pagelet. If you click alink, the transaction is
started either in the target area, .

Administrator's WorkCenter i
Security
Portal Admin Links =

E" Manage Dashboard Pages
Manage dazhboard pages in the current
portal.

E" Manage Related Content Service

Aszsign Related Content Services to an
Application page or Manage Related
Content Services azsigned to an
Application page.

E" Manage WorkCenter Pages
Manage WorkCenter Pages in the current
Portal.

I

More -

Pagelet area showing two groups and a pagelet

This table describes the icons that can appear in the pagel et area header or in pagelets. The pagelets and
pagelet area are highly configurable; not all icons appear for all users.
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Click to close the pagelet area.

‘Close
Note. You can click and drag the pane border to resize the areawhile
keeping the task pane visible.
[=ICollapse Pagelet Click to hide the pagelet body so that only the header isvisible.
[OExpand Pagelet Click to show the pagelet body so that the entire pagelet isvisible.
[ZIHelp Click to show the help information associated with the pagel et.
fiftHome Click to clear the target content area and return to the WorkCenter page.
More « More Click to access a collapsed pagelet and return it to the pagelet area.
. Open Click to open the pagelet area.

Note. You can click and drag the pane border to resize the areawhile
keeping the task pane visible.

[©IPagelet Area Drop Down  Click to see the actions that apply to this pagelet area. Optionsinclude

Menu reloading, personalizing, and configuring the WorkCenter page or pagel et
area.

[#|Per sonalize Click to set user preferences for a pagelet.

Refresh Click to manually refresh the itemsin the pagelet or pagelet area.

Target Content Area

When you click alink or button in the pagelet area, it launches in the target content area and is ready for you
to start the task. This areais the primary areafor performing any transaction.

Y ou complete your task in this area just as you would in a standard PeopleSoft page.

Note. Developers and administrators can design tasks to launch in a new browser window, a modal pop-up
page, or to take you out of the WorkCenter page and to a standard PeopleSoft application page.

Example: WorkCenter Page

In this example, you see an Administrator's WorkCenter page with the Portal Admininistrator Links pagelet
in the pagelet area. When you click the Manage Dashboard Pages link, the Dashboard component opensin
the target content area and displays the Manage Dashboard Pages page.
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ORACLE

Favorites i Main Menu > PeopleTools > Portal > WorkCenter > Sample WorkCenter Page > Manage Dashboard Pages

| MuttiChannel Console | Add to Favorites \ Sign out

Home | Workist

Portal Admin WorkCenter i Mew Window | Help | Personalize Page | B
- e Manage Dashboard Pages
Portal Administrator Links -]

Diashhoard pages inthe current portal are shown below.

= Manage Dashboard Pages

= Manage Related Content Service ™
Dashboard Pages Personalize | Find | L2 | # First B 12 o2 B Last
= Manage WorkCenter Pages Dashboard Page Pagelets Properties Delete
1 RemoteUnifiedDashboard Pagelets | Properies | Delete |
2 Sales Dashboard Pagelets | Properies | Delete |

Create new dashhoard page

Example WorkCenter page

Personalizing Your Pagelet Area

108

Y ou can set preferences to personalize your WorkCenter page experience. Changes are visible when you click
the Save button.

Access the Personalize page (click the Personalize button in the pagelet area header).

Note. Y our page title reflects the label that your WorkCenter administrator enters. The page name always
begins with Personalize.
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User Personalization [ 5¢]

Help
Personalize Administrator's WorkCenter

Select from the availakle option(s} to personalize the display of each pagelet group in the

Administrator's WaorkCenter.

*PageletGrDupFF’ortal

g

Pagelets

Pagelet Label
Fortal Admin Links

WaorkCenter Demo Pagelet

view Al 1B Firet Bl 120r2 B Lot

Selected | Initially Minimized |Dizplay Order
[l 1
[ 2

Fesetto Defaults

Save Cancel

Personalize page

Pagelet Group
Pagelet L abel

Selected

Initially Minimized

Display Order

Reset to Defaults

Select the tab (group) for which you want to set your preferences.
Displays the names of the pagelets in the group.

Select to make the pagelet visible in this pagelet group. Deselect the check
box to hide the pagelet.

Deselecting this check box does not remove the pagelet from the group.
The check box isdisabled if the administrator requires that the pagel et

appear.

Select to collapse the pagel et so that only the pagelet header is visible when
you access the WorkCenter page.

Enter a number between 0 and 999 to specifically determine the position of
the pageletsin the group. Thisfield is empty by default and pagel ets appear
in the order configured by the administrator. Pagelets for which you leave
the Display Order field blank precede pagelets for which the field contains
avaue.

Click to set dl fields to their original settings as specified by the
administrator who configured the WorkCenter page.
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Working With Mouse Over Pop-up Pages

PeopleSoft applications provide mouse over pop-up pages, which display additional, read-only, context-
sensitive information that would otherwise clutter the main page. Pop-up pages are small pages that appear or
pop up when you move your cursor over a pop-up-enabled edit field or link. Fields that have associated pop-
up pages are indicated by a dashed underline.

Pop-up pages hover over the main page as long as you leave your mouse over the activating control. When
you maove your mouse, the pop-up window disappears.

Thisis an example of an Employee Information pop-up page:

| ET—

*Effective C
25000
Employee
Marketing
Last Hame
G17-283-5604
First Hame
DeHaven James
*Departmel
309 Route 20
Social Sec
- LIER URL Chester, A 01011-9899
o

Sample pop-up page

Accessing Embedded Help

110

Some scroll areas, grids, and group boxes display a question mark icon, which indicates that the page element
has an embedded help message that is stored in the message catalog. Click the icon to make the help message
appear in a pop-up page. The availability of embedded help is controlled by the application developer. Not all
scroll areas, grids, and group boxes are configured for embedded help.

See PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Using Scroll Areas, Scroll Bars,
and Grids," Configuring Embedded Help for Scroll Areas and Grids.

Y ou can see the embedded help icon in the scroll area and group box headers on this page.
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User ID: PSADMIN
Description: FPeopleSoft Administrator
B i 2] =S 4] 0
Execute on Q
Server:
Test Rule(s) Refresh FeopleSoft Administrs G, PeopleSoft Admin Privileges Route Control  View Definition =
E te Rule(s)
Hepuicaliieit) PeopleSoftUser |G PeopleSoft User Route Contral  View Definition =l

Process Monitor

Senvice Manitor

Embedded help icon in the group box and scroll area headers

Embedded help differs from the Help link in the navigation bar. If your system is configured for online help,
clicking the Help link in the navigation bar causes a browser window to open and access page-specific
PeopleBooks Online documentation. Clicking the embedded help icon causes a pop-up page to appear and
display information that it retrieves from the Message Catalog. This information is generally more granular
and specific to the functionality of the scroll area, grid, or group box that contains the embedded help icon.
Embedded help pop-up pages can also contain active links that you click to access PeopleBooks or any
internal or external URL. When you have finished reading the information on the pop-up page, click the
Close button on the pop-up page to dismissit.

Note. Only one embedded help pop-up page can be open at atime. Clicking the help icon associated with
another control will close any open pop-up page before opening a new one.
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Working With Grids and Scroll Areas

This chapter provides an overview of grids and scroll areas and discusses how to:
« Navigate through data.

« View datain scroll areas.

» View datain original layout grids.

« View datain scrollable layout grids.

» Personadlizegrids.

+ Use€effective-dated grids and scroll areas.

« Usemultiple grids and scroll areas on a page.

»  Work with analytic grids.

Understanding Grids and Scroll Areas

Scroll areas and grids serve as containers or organizers for multi-field data entry. Y ou can think of al of the
fieldsin each of these controls as belonging to one table in your database. In scroll areas, the fields appear on
the page in afree form manner. In grids, fields appear as columns similar to those on a spreadsheet. Most
scroll areas appear with even and odd rows in different colors. This enables you to visually distinguish rows
at aglance. Additionally, when you select arow with the mouse, the row changes color to distinguish a
selected row from other rows.

Three types of grid layouts appear in PeopleSoft applications:
e Original grids.

« Scrollable grids.

» Analytic grids.

Original Grids

Original grids are the standard grid layout in releases prior to PeopleTools 8.50. With original grids, you can
see havigation headers and footers; insert, multi-row insert, and delete buttons; and grid separator tabs. If the
Personalize link is enabled by the devel oper, you can search for data within the grid, sort grid data; and
rearrange, freeze, and hide columns to personalize your grids.

See Chapter 5, "Working With Grids and Scroll Areas," Viewing Datain Original Layout Grids, page 120.
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Scrollable Grids

Unlike original grids, scrollable grids take advantage of AJAX technology, which enables you to change the
grid structure and content directly on the grid. Y ou can make changes to scrollable grids directly from the
transaction page without using the Personalize link. Additionally, scrollable grids can be configured to scroll
data within the grid control so as to keep frozen columns or column headers from scrolling out of view and
scrollable grids enable you to navigate from cell to cell vertically and horizontally.

See Chapter 5, "Working With Grids and Scroll Areas," Viewing Datain Scrollable Layout Grids, page 124.

Analytic Grids

Analytic grids look and function differently than original and scrollable grids. Analytic grids specifically
retrieve datafrom the analytic server and display it in agrid format on a PeopleSoft Pure Internet
Architecture page. The analytic grid is the centerpiece for the Analytic Calculation Engine user interface,
enabling end users to view, edit, and drag and drop data from an analytic model cube collection.

See PeopleTools 8.52: Analytic Calculation Engine, "Working with Analytic Grids."

Navigating Through Data

Scroll areas and grids contain similar navigation structures . Y ou can use navigation buttons, links, and grid
scroll bars to navigate through data. Buttons and links appear in the navigation header, within the row itself,
or to theright of the tabsin atabbed grid, as appropriate. Certain options, such as embedded horizontal and
vertical scroll bars, the Personalize link, and the zoom and download to spreadsheet icons, appear only on
grids.

This section discusses how to:

» Usenavigation buttons and links.
+ Addrows.

« Deleterows.

» Select rows.

« Find data

Using Navigation Buttons and Links

114

Y ou can view datain grids and scroll area by using navigation buttons and links. The following table
describes the buttons and links that might appear in agrid or scroll area.

A Click to insert one new row after the current row.
Click to insert multiple rows. Specify the number of rows (1 to 99).
[=] Delete | Click to delete the current row of data.
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D]

e
Per sonalize
i

View All

Find

First

Last

Working With Grids and Scroll Areas

(Show Next Row) Click to display the next row or set of rows of data.

Note. The Show Next Row and Show Previous Row buttons are disabled if
you are viewing all rows of data.

(Show Previous Row) Click to display the previous row or set of rows of
data.

(Show All Columns) In atabbed grid only, click to expand grid columnsto
the right so that tabs are no longer needed.

(Show Tabs) In atabbed grid only, click to return the expanded grid to its
tabbed state.

Click to access the personalization page for that grid, which enables you to
sort by column and reorder, hide, and freeze columns.

(Download) Click to display a new browser window, showing the contents
of the grid in a spreadsheet-like format.

(Zoom) Click to display the grid in a modal window.

Click to display the maximum number of rows available to be viewed at
once on a page. When this feature is enabled, the link morphsto read View
X S0 that you can return to the original setting. The value of x can change,
and the application developer setsiit.

Click to find arow of data containing a specified search string.

Click to access the first row or set of rows of data.

Note. The First and Last links are not available if you are viewing al rows
at once, in which case you scroll to see your data.

Click to access the last row or set of rows of data.

Keyboard shortcuts are also available for al of the buttons and links described.

See Chapter 1, "Working With PeopleSoft Applications," Using Hot Keys, page 25.

In addition to these links and buttons, rows use a numbering system. For example, if agrid or scroll areawere
set to view only one row at atime, then the navigation header might read 1 of 2 or 1 of 20, depending on how
many entries there were. If the grid or scroll areawere set to view three rows of data at atime, it might read
1-3 of 20. Click the arrows to view the next or previous series of rows. In the Messages scroll area, for
example, the count indicates that it contains 721 total rows of data, displaying just one row at atime. Select
View 100 to see the rowsin groups of 100 at atime.
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Find| View 100 First Kl 1 of721 I Last

. , [=]
Last Update Timestamp: 0R/04/1999 3 244K

*Message Humber: 1

*Severity: Error v

“Message Text: Invalid use of 1. @
Description: The exclamation symbaol {1} can enly be used as a token within PeopleCode @

as part of a not-equal operator (1=).

Either make the operatoer a proper not-equal expression or delete the
extraneous exclamation symhbaol.

Sample scroll area

The example shows View 100 instead of View All because of the personalization (GRDRWS) that limits the

number of rowsthat appear in View All mode. Setting it too high could affect performance; the default
setting is 100.

See PeopleTools 8.52: Security Administration, "Managing PeopleSoft Personalizations,” Understanding
Navigation Personalizations.

Note. Be aware of the differences between the grid and scroll area navigation header, which can appear as a
header and afooter in any grid or scroll area control, and the universal navigation header, which appearsin
the upper-right corner of every page.

Adding Rows

You can click the Add or + button to add an empty row following the current row.

In some cases, you can add several rows at once to your grid or scroll area by clicking the +... (multi-row
insert) button. When you click this button, the system prompts you to specify the number of rows needed.
Y ou can add up to 99 rows at once. This option is not available unless configured by the application
developer.

When agrid or scroll areareferences atable with no datain it, the runtime system presents a dummy row to
allow the user to access the add row button. This row might have default datain some fields, but it has no
instantiation on the database unless the user enters data in this row and clicks the Save button. Deleting the
dummy row resultsin a new dummy row being added to the display.
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Note. If you do not insert anew row, any datathat you enter overwrites the existing data in the current row.
However, the changes that you make do not take effect until you save the page. If you exit the page without
saving, the original data remainsintact. When working with effective-dated tables, you can only make
changes to existing data when in Correction mode.

Deleting Rows

Y ou can also delete rows of datafrom agrid or scroll area. To delete arow of data, click the Delete or —
button associated with the row you want to delete. The system confirms the deletion by asking if you want to
proceed. It aso reminds you that the row will not be deleted from the database until you save the transaction;
however, the row is automatically removed from the grid or scroll area. To retrieve the row, click the Back
button in your browser. Y ou can also retrieve the deleted row by closing the transaction without saving your
changes, however, al changes to the entire component since the last save are lost.

Selecting Rows

For certain grids and scroll areas, you can select a single row or multiple rows in case you need to batch a
number of processes. Single-row selection is available when the system displays a radio button to the left of
each grid row or in the upper-left corner of a scroll area. Select arow by selecting one of the radio buttonsin
front of the row. Multiple-row selection is available when the system displays a check box to the left of each
grid row and in the upper-left corner of a scroll area. Select as many rows as you need by selecting each
check box. This option must be enabled by the application devel oper.

In this example, the Process List grid shows check boxes, which enable you to select multiple rows for

processing.
Process List
[pescripion =~ |ProcesshWame  |ProcessType  |Type  |Format

F COBOL Multi-process Jab 3CBL PEJob (Maone) v| (Maone) v| Distribution
Crystal Wulti-process Job ICRYSTAL PSJab | None) v || (None) v | Distribution
[0  SORMulti-process Job 350R PSJab | MNone) v || Mone) v Distribution
BXREWIN 5SOR PSJab | None) || (None) |w| Distribution
[0  simple AE test program AEMINITEST Application Engine | Web  |»| [TXT v/ Distribution
F All Process Types ALLTYPES PEJob | (Maone) v| | (Maone) v| Distribution
[0  DataDesignerDatabase Audit DDDAUDIT SOR Report |Web  |»||PDF || Distribution

Example of selecting rows

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved. 117



Working With Grids and Scroll Areas Chapter 5

Finding Data

Thefind feature on grids and scroll areas enables you to locate specific data. Thisfeature is particularly
useful if your table contains hundreds of rows. Note that this feature enables you to search the data within a
specific grid or scroll areaonly. It does not search for any data outside the control. The find feature looks for
matches in edit boxes, display-only fields, disabled or shaded fields, dynamic links, and text in long edit
boxes. It does not find column headings, field labels, text values on icons, static links, and hidden fields. The
find feature searches from the left-most visible object of the current row down, based on the text that you
enter in the search prompt.

The Find link represents the find feature in the navigation bar of your grid or scroll area. Clicking this link
displays a dialog box prompting you to enter your search string. The find feature searches through all rows of
datain the buffer and brings the first occurrence in your search string to the top of the row list in the grid. If
you are in ascroll areathat displays only one row of data at atime, the find feature opens that row of data. To
find the next occurrence, click the Find link and enter your search string again.

If your search string does not appear in the currently visible rows, the find feature opens a new display of
rows so that the row containing the search string appears in the grid.

On tabbed grids, the find feature searches all tabs to locate the search string. If your search string does not
appear in the currently active tab, the find feature moves to the tab where the row containing the search string
appearsin the grid and makes active the tab where the string is found.

Each grid or scroll area control, if it is set up to perform afind, has a separate Find link in the navigation
header of that control. If ascroll area has nested grids or scroll areas, the find feature searches only the
current scroll level; it does not search the nested lower-level data.

Note. Y our browser may also have afind feature. Thistool, however, does not search through datain the
entire data buffer for the grid or scroll area. It searchesthe HTML code for what appears on the current open
page only. Thus, it searches field headings, read-only text, and headings in grids, group boxes, and scroll
areas only.

Viewing Data in Scroll Areas

This section provides an overview of datain scroll areas and discusses how to collapse and expand scroll
areas.

Understanding Data in Scroll Areas

118

In ascroll area, each self-contained occurrence represents one row of datain a database. Within a scroll area,
the fields might be randomly arranged rather than arranged like a spreadsheet. These field groupings,
although not necessarily displayed in arow, should still be considered as rows of datain a database.

A scroll arealooks like a group box with navigation buttons and links in the navigation header. Scroll areas
do not contain scroll bars. Instead, you use the buttons and links in the navigation header to scroll through the
data rows.

You click the Insert Row (+) and Delete Row (-) buttons to enter data and remove data from the database
tables.
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See Chapter 5, "Working With Grids and Scroll Areas," Navigating Through Data, page 114.

Here you see the Messages scroll area:

*Message Number:
*Severity:
*Message Text:

Description:

Find | View Al First - 10f2 I Last

Last Update Timestamp: 02122001 7T:12FM
1

|‘r'-:|L| are not autharized to update the definition %1.

You are not authorized to update the specified definition.

Caontact your Security Administrator for access to the specified definition.

[#] [=]

Example scroll area

Collapsing and Expanding Scroll Areas

Some scroll areas are configured so that you can collapse them so that only the header shows. This capability
isindicated by atriangle that appears at the right-most side inside the navigation header. Click the triangle to
toggle between the expanded (visible) and collapsed (hidden) views.

These examples show both the collapsed and expanded states of the Department Details scroll area:

SetlD: QEDMA

*Effective Date:

*Description:

Department: 00001

+ Department Details ind | Vi First [ 1 of2 I Last

.
081511295 | *Status: =

Short Description; |=2rp Hdg

|Cnrpnrate Headoquarters |

Department Details scroll area in the expanded state

SetlD: QEDMA

Department. 00001

¥ Department Details

Department Details scroll area in the collapsed state
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Note. Application devel opers set whether theinitial state of the grid is collapsed or expanded in Application
Designer.

See PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Using Scroll Areas, Scroll Bars,
and Grids," Using Scroll Areas and Scroll Bars.

Viewing Data in Original Layout Grids

Original layout grids offer several functional benefits that scroll areas do not. This section discusses how to:
«  Work with grid tabs.

* Move, freeze, and resize columns.

» Change column sort order.

» Remove user-specific grid settings.

« Download grid data.

« Collapsegrids.

» Display gridsin modal windows.

Working with Grid Tabs

If the number of columnsin agrid precludes you from viewing all of the grid data simultaneously without the
page being cluttered, developers might design the grid so asto group and separate columns with tabs. This
section discusses:

o Gridtabs

« Cdl navigation

Grid Tabs

Grid tabs enable you to view groups of data columns simultaneously with little or no scrolling of the entire
page to the right.

In this example, you see the Define Personalizations grid and the Definition, Format, and Explanation tabs.
Notice the Show All Columns button to the right of the Explanation tab.
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Define Personalizations Customize | Find | View All | 8 First [1] 125 o 46 I Last
Definition Fermat i Explanaticn

*User Option Description *QOption Category Group Option Category %pﬂﬂ %

ACCESS Accessibility Features FS Internet Architecture [E1|| General Options || system | O =]
ACESRDCOLS IMax ColiView All-Analytic Grid PS Internet Architecture [51|| Mavigation Personalizations || system | OO [=]
ACEGRDROWS Max Row/View All-Analytic Grid PS Internet Architecture [5|| Mavigation Personalizations || system Bl O =
ADBTM Tah over Add/Del Buttans (+/-) PS Internet Architecture E] Mavigation Perscnalizations D System E] O E|
ADES Afternoon designatar (PM, prn) PS Internet Architecture [51|| Regional Settings E|| system [ [=]
AUTOGREGCAL | |Auto-recegnize Gregorian dates PS Internet Architecture || Regional Settings || system B O =]
AUTOJOIN Enahle Auto Join Query Preferences D Internally Controlled El Functional D O [=]

Define Personalizations grid showing three tabs

Define Personalizations Personalize | Find | View All | = | i First Bl 1.25 or 51 I

[ Definition | [Format) || Explanation

userOpton [leserbtien |‘OptionCateaory Growp lostoncateory | eerlntin

|ACCESS |Accessihi|ity'Features |F'S Internet Architecture j |Genera| Options j |S'y'stem j r E|
|ACEGRDCOLS | [Max Coliview All-Analytic Grid | PS Internet Architecture = |Mavigation Perscnalizations MIEEE =
[ACEGRDROWS | [Max Rowfview All-4nalytic Grid | PS Internet Architecture | |Mavigation Personalizations x| [system x| T =l
[sDBTH [Tab over Add/Del Buttons (+-) | PS Internet Architecture | |Mavigation Persanalizations =l |system = T =l
|ADES |Aﬂern00n designator (PM, pm) |F'S Internet Architecture j |Regi0na| Settings j |S‘y'stem j v E|
|ANA'V’SORT |Dr0|:| down Menu Sert Order |F'S Internet Archite cture j |Navigati0n Fersonalizations j IS'y'Sth j r =l
[SUTOGREGCAL | [Auto-recognize Gregorian dates | PS Internet Architecture | |Reagicnal Settings =l |system = T =l
|AUTOJOIN |EnahIeAL|t0J0in |QL|ery'Preferences j |Interna|l'y'Cnntr0IIed j |FL|n|:1i0naI j - =l

Define Personalizations grid showing three tabs

To view al columns without tabs:
1. Click the Show All Columns button just below the navigation header of the grid.

Showing all columns can expand the width of the web page so that a browser scroll bar appears at the
bottom of the browser window.

Alternatively, some grids may have an Expand All button to the right of the tabs, which enables you to
expand the grid columns to the right so that no tabs appear.

2. You usethe browser scroll bar to scroll left and right to view the data columns.

Note. When in the expanded view, you cannot freeze columns because the entire grid moves with the
page.

To restore the grid to its original state, click the Show Tabs button.

Cell Navigation

In original grids, you can navigate through cells in these ways:

« Press Tab to move onefield or page element to the right.

Movement continues from row to row and outside the grid.
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» Press Shift + Tab to move one field or page element to the left.

Movement continues from row to row, into the column headers, and outside the grid.

Moving, Freezing, and Resizing Columns
Y ou can only move and freeze columns by using the Personalize link.

Only application devel opers can resize columnsin an original layout grid by accessing the grid propertiesin
Application Designer.

See Chapter 5, "Working With Grids and Scroll Areas," Personaizing Grid Column A ppearance, page 136.

See PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Using Scroll Areas, Scroll Bars,
and Grids," Inserting and Resizing Grid Controls.

Changing Column Sort Order

Y ou can change the sort order of agrid column directly on atransaction page. Sorts persist only aslong as
you are on a page.

Y ou can toggle between ascending and descending order by repeatedly clicking the column header. The last
column header that you click becomes the primary sort for the grid. Grids enable you to have primary,
secondary, and tertiary sorts. Original layout grids have no visual cue to indicate the sort order.

Y ou can aso change the sort order by using the Personalize link. This type of sort persists until you change it
by using the Personalize link again.

See Chapter 5, "Working With Grids and Scroll Areas," Personalizing Grids, page 134.

See Chapter 5, "Working With Grids and Scroll Areas," Removing User-Specific Grid Settings, page 122.

Removing User-Specific Grid Settings

Y ou can remove user-specific settings such as sorts and column changes, which restores the default grid
settings. To remove user-specific grid settings:

1. Click the Personalizelink.

2. On the Personalize Column and Sort Order page, click the Delete Settings link.

Note. If no Delete Settings link is available, click the OK button to restore the default settings.

3. Onthe Delete Settings page, click the Delete button.

4. On the Personalize Column and Sort Order page, click the OK button to restore the default settings.
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Downloading Grid Data

Some grids enable you to download grid datato a Microsoft Excel spreadsheet. The download feature
extracts all active, unhidden rows, regardless of whether the rows are visible on your screen.

To download grid data:
1. Click the Download button in the navigation bar of the grid.
A new browser window opens, showing the data in a spreadsheet-like format.

2. Select File, Save As and save the data as a Microsoft Excel (.xIs) file.

Note. The system downloads all field types (columns) with the exception of images. Hyperlinks and
buttons are downloaded as quoted text of the field labels, even though the labels may contain numeric
values. If any numeric calculations are to be performed based on hyperlink or button labels, you must
convert the text strings to numeric values after downloading.

Note. If you use Microsoft Office 2007, then when performing a download-to-Excel, you might encounter
a Microsoft Office Excel warning message suggesting you verify that the file is not corrupted and that it is
from atrusted source before opening it. Y ou should click theY es button in this situation.

Collapsing Grids

Y ou might also encounter grids that you can collapse or expand. Click the right-pointing triangle in front of
the grid heading to expand a grid that is hidden from view (collapsed).

These examples show both the collapsed and expanded states of the Component Interfaces grid:

F Component Interfaces

The Component Interfaces grid in the collapsed state

r Component Interfaces

The Component Interfaces grid in the collapsed state

+ Component Interfaces Custornize [Find | 88 First [ 1.3 0 3 ] Last
Name Edit

CURRENCY_CD_CI Edit (=]
PROCESSREQUEST Edit (=]
QE_MB_COMP_LvD_C| Edit [=]

The Component Interfaces grid in the expanded state

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved. 123



Working With Grids and Scroll Areas Chapter 5

~ Component Interfaces Personalize | Find | B | #  First Bl 1.7 01 7 I Lt
Name Edit

CURRENCY_CD_CI Edit =]
MOBILE_PREFS_CI Edit [=]
PSTIMEZONE Edit (=]
PT_PRCSNVSDRILL_CI Edit [=]
URL_TABLE Edit =]
USERMAINT_SELF Edit [=]
USER_PROFILE dit (=]

The Component Interfaces grid in the expanded state

Note. Application devel opers set whether theinitial state of the grid is collapsed or expanded in Application
Designer.

See PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Using Scroll Areas, Scroll Bars,
and Grids," Using Scroll Areas and Scroll Bars.

Displaying Grids in Modal Windows

Some grids enable you to zoom the grid to a modal window. When you click the Zoom icon, the grid and its
data appear in amodal window over the main page, which is grayed out.

While in the modal window, you can work with the grid just as you would if the grid were on the primary
page, for example, you can insert and delete rows. Y ou must return to the primary page to save any changes
to your data.

To return to the primary page, click the Return button at the bottom of the grid in the modal window.

Note. Y ou can disable the Display in Moda Window functionality for agrid by changing its propertiesin
Application Designer.

See PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Using Scroll Areas, Scroll Bars,
and Grids," Display Options.

Viewing Data in Scrollable Layout Grids

Scrollable grids offer several functional benefits that original grids and scroll areas do not. This section
discusses how to:

»  Work with grid tabs and scroll bars.

* Move, freeze, and resize columns.
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» Change column sort order.

» Download grid data.

+ Collapsegrids.

» Display gridsin modal windows.

Working with Grid Tabs and Scroll Bars

Developers might design the grid so as to group and separate columns with tabs. Developers might also
include vertical and horizontal scroll barsin the grid control. Both grid tabs and scroll bars enable you to view
all data columns and have some advantages when used together in scrollable grids. This section discusses:

e Gridtabs
e Grid scroll bars

» Cdl navigation

Grid Tabs

Grid tabs enable you to view groups of data columns without scrolling to the right. By clicking the Show All
Columns button just below the grid's navigation header, you can view all columnsin the grid. Showing all
columns, if used in conjunction with grid scroll bars, cause a horizontal grid scroll bar to appear.

To view al columns without tabs:
1. Click the Show All Columns button just below the grid's navigation header

2. When the grid expands, use either the horizontal grid scroll bar, if enabled, or the browser scroll bar to
scroll left and right to view the data columns.

Note. If the expanded grid has many frozen columns, the page might expand so that the horizontal browser
scroll bar appears and must be used to view all columns.

To restore the grid to its original state, click the Show Tabs button.

Grid Scroll Bars

On scrollable grids, developers can configure horizontal and vertical scroll bars to appear within the grid
control, which enables you to scroll through data within the grid. Note these points about grid scroll bars:

» Anadvantage of grid scroll barsisthat frozen columns and column headers are stationary.

« Another advantage is that you can scroll data within the grid without having to use the browser scroll bar,
thus other data on the page staysin view.

« Application developers can configure a scrollable grid to display the horizontal and vertical scroll bars
independently of one another.

« Application developers can configure grid scroll bars and grid tabs to work together or separately.

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved. 125



Working With Grids and Scroll Areas Chapter 5

In this example, you see the Define Personalizations grid showing the Definition, Format, and Explanation
tabs. Notice the horizontal and vertical scroll bars inside the grid control.

Define Personalizations Customize | Find | View all| B0 8 First B0 125 oras [ ast
" Definition || Format || Explanation
*U=zer Option De=cription *Option Category Group
|ACCESS \Accessibility Features | PS Internet Architecture v | | General options &
|ADES |Afternoon desianator (PM, pm] | PS Internet Architecture | | Regional Settings
|AUTOGREGCAL |Auto-recognize Gregorian date | PS Internet Architecture | |Regional Settings
|AUTOMENU |Automatic Menu Collapse | P3 Internet Architecture v| | Mavigation Personalizations
[CALENDAR [Calendar | PS Internet Architecture v | | Regional Settings 1
|CUSTOI‘u1F'GSET |Cust0mize Page Settings | F3 Internet Architecture v| | General Options
|DFRI'u1T |Date Farmat | F3 Internet Architecture v| | Regional Settings
|DTSF’ |Date Separator | P2 Internet Architecture v| | Regional Settings
|DCSF' |Dec:ima| Separator | P2 Internet Architecture v| | Regional Settings
|EKPERT |Defau|t Expert Entry Cn | PS Internet Architecture v| | Mavigation Personalizations

< | >
1

Define Personalizations grid showing grid scroll bars

Note. Be aware that the horizontal and vertical scroll bars for the grid appear at the far right and bottom sides
within the grid control; the horizontal and vertical scroll bars for the browser appear at the far right and
bottom sides of the browser window.

See PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Using Scroll Areas, Scroll Bars,
and Grids," Using Grids.

Grid Scroll Bar Pop-up Menus
If you right-click on the horizontal and vertical grid scroll bars, contextua pop-up menus appear.

In this example, you see a scroll bar contextual pop-up menu:
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i Customize | Find | 5% First | 149 of 49 1| Last
m Format Explanation
*User Option« *Option Category Group Description Option Category User Option Type IE":::I:
|ACCESS |F'S Internet Architecture v| |Accessihi|ity'Features |Genera| Options v| |S‘y'stem v| O E| #)
[s\CEGRDCOLS| || PS Internet Architecture |~ [Max Collview All-Analytic G | Navigation Personalizatio s || System ~| O =
|ACEGRDRO".“."S |F'S Internet Architecture v| |r-.-1ax Row/View All-Analytic © |Navigati0n Personalizatio v| |S‘y'stem v| O E| B
|ADBTN |F'S Internet Architecture v| |TarJ over Add/Del Buttons (- |Navigati0n Personalizatio v| |S‘y'stem v| O E|
|ADES |F'S Internet Architecture v| |Aﬂern00n designator (FM, | |Regi0na| Settings v| |S‘y'stem v| E|
|ANA"«'SORT |F'S Internet Architecture v| |Dr0|3 down Menu Sort Orde |Navigati0n Personalizatio v| |S‘y'stem v| O E|
Il
|AUTOGREGCAL |F'S Internet Architecture v| |AL|t0—recognize Gregorian © |Regi0na| Settings v| |S‘y'stem v| O E| serolrers
T
|AUTOJOIN |OL|ery'F'references v| |EnahIeAut0J0in |Interna|l'y'Contr0IIecI v| |FL|n|:1i0naI v| [} = Bgfmm
|AUTOr-.-1ENU |F'S Internet Architecture v| |AL|t0maticr-.-1enL| Collapse |Navigati0n Personalizatio v| |S‘y'stem v| O E| Page Up
|B.-‘-\DDRESSB.AE |F'S Internet Architecture v| |Sh0whrowseraddress loc |Navigati0n Personalizatio v| |S‘y'stem v| O E| ! Fege Doun
- __________________— — ——— __________[hidy
Scroll Down
Define Personalizations grid showing scroll bar pop-up menu
This table describes the contextual pop-up menu options:
Scroll Here Select to move the scroll slider so that the center of the slider is located
under the cursor.
Left Edge Select to move the horizontal scroll slider to the far |€ft of the grid.
Right Edge Select to move the horizontal scroll slicer to the far right of the grid.
Top Select to move the vertical scroll slider to the top of the grid.
Bottom Select to move the vertical scroll slider to the bottom of the grid.
Page Up Select to move the rows up the length of one visible set of rows.

For example, if 12 rows are showing in agrid, then selecting this option
moves the rows in increments of 12 rows at atime. The bottom row
becomes the top row.

Page Down Select to move the rows down the length of one visible set of rows.

For example, if 12 rows are showing in agrid, then selecting this option
moves the rows in increments of 12 rows at atime. The top row becomes
the bottom row.

Page L eft Select to move the columns to the left the width of one visible set of
columns.
The far right column becomes the left-most column in view.

Page Right Select to move the columns to the right the width of one visible set of
columns.
The far left column becomes the right-most column in view.

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved. 127



Working With Grids and Scroll Areas Chapter 5

Scroll Up Select to move the rows up one row.

Scroll Down Select to move the rows down one row.

Scroll Left Select to move the scroll slider five pixels to the left.
Scroll Right Select to move the scroll slider five pixels to the right.

Cell Navigation

In scrollable grids, you can navigate through cells in these ways:

Press the Shift + Up Arrow keysto move up one cell.
Movement ceases at the top of the column.

Press the Shift + Down Arrow keys to move down one cell.
Movement ceases at the bottom of the column.

Press the Shift + Right Arrow keys to move right one cell.

Movement ceases at the end of the row.

Note. If you do not hold down the Shift key, the cursor moves only within the current field.

Press the Shift + Left Arrow keys to move left one cell.

Movement ceases at the beginning of the row.

Note. If you do not hold down the Shift key, the cursor moves only within the current field.

Press the Tab key to move one field or page element to the right.
Movement continues from row to row and outside the grid.
Press the Shift + Tab keysto move one field or page element to the left.

Movement continues from row to row, into the column headers, and outside the grid.

Note. When using these methods to navigate, the cursor will move to fields within the grid. If grid scroll bars
are present, the cursor will cause the grid to scroll as it moves through rows. If grid tabs are present, the
cursor will not cause the tab to change as it moves through rows.

Important! If the grid navigation header is not present or if the Personalize link is not present in the
navigation header, then cell navigation isidentical to that of the original layout grid.
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Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.



Working With Grids and Scroll Areas

Moving, Freezing, and Resizing Columns

Y ou can change the column order, freeze columns, and resize columnsin a scrollable grid directly within the
grid control. Moved and frozen columns persist until you change them. Resized columns persist until you
leave the page.

Important! If the grid navigation header is not present or if the Personalize link is not present in the
navigation header, you cannot move, freeze, or resize grid columns.

Moving Grid Columns
To move columns:
1. Placethe cursor on the column header |abel.
The cursor image becomes a hand.
2. When the cursor changes shape, click the column label and drag the column to its new location.

Asyou drag the column, a border appears around the column header label, and the label moves with the
cursor.

3. When you have the column in the desired location, release the mouse to drop the column.

In this example, the user is moving the Description column:

First B 425 or 48 I Last

Define Personalizations
" Definition ]| |Format. | |EXplanation

|
Customize | Find | View A1l | (21 8

*User Option Description ’{)ptioln Category Group

|ACCESS |.i‘u:|:essihilitf Features | F3 Internet Architecture v| | General Options W

|CUSTOI-.-1F'GSET |Custnmize Fage Settings | F3 Internet Architecture v| | General Options

|r—.-1ETAKP |Time page held in cache | F3 Internet Architecture v| | General Options

|r-.-1LTLNG ||'-.-1L|Iti Language Entry | F3 Internet Architecture v| | General Options

|SCLANG |8|:|EII Check Dictionary | F3 Internet Architecture v| | General Options B

|.AUTOJOIN |Enah|e Autao Jain | Query Preferences v| | Internally Contralled

|IZEIICTIICJN.i‘\R‘|r |Di5|:|la'y' of records | Query Preferences w | | Internally Controlled

|N.i\r-.-1ESTYLE |DiS|ZI|EI'y' of query names | Query Preferences w | | Internally Contralled

\PAGEHDRCACHE  |Time header held in cache | Portal Personalizations | | Internally Controlled

\SORTBY [Ways to sort | Query Preferences | | Internally Controlled 2
4

Dragging the Option Category Group column

Y ou can aso change the column order by using the Personalize link.
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Note. Drag-and-drop functionality is enabled only if the grid can be personalized. If you do not see the
Personalize link in the grid header, you cannot drag and drop columns.

Freezing Grid Columns

A grid can be divided into left and right panes. If the grid is divided, the |eft pane contains the frozen columns
and right pane contains the other columns. If enabled, a horizontal scroll bar appearsin the right pane if the
columns are wider than the right panel width. If the grid has frozen columns, you can freeze other columns on
the transaction page.

To freeze grid columns:
1. Place the cursor on the column header label.
The cursor image becomes a hand.
2. When the cursor changes shape, click the column label and drag the column to its new location.

Asyou drag the column, a border appears around the column header label, and the label moves with the
cursor.

3. When you have the column in the frozen column area (to the |eft of the leading edge of the horizontal
scroll bar), release the mouse to drop the column.

Y ou can unfreeze columns by dragging them out of the frozen area.

Note. If the grid has only one frozen column, the grid does not allow you to unfreeze that column by dragging
it. You must use the Personalize link. Likewise, if you see no frozen columns, you cannot drag a column to
freeze it; you must use the Personalize link.

If the grid has multiple tabs, you can drag a column into the frozen area on the first tab only.

Note. Drag-and-drop functionality is enabled only if the grid can be personalized. If you do not see the
Personalize link in the grid header, you cannot drag and drop columns.

Resizing Grid Columns

Toresize grid columns on atransaction page.

1. Move the cursor into the column header.

2. When the mouse changes to a hand, click and drag to resize the column.

3. When the column is the size you want, rel ease the mouse.

Note. Y ou cannot resize columns to be smaller than the column header width.

In this example, the user is resizing the Description column:
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Customize | Find | #  First ) 149 of 49 1 Last
rmﬂt Explanation IFP)
"User EECET Pescription *Optign Category Group Option Category User Option Type IE“;:;I:
’m Accessibility Features FS Internet Architecture V| |Genera|0ptiuns V| |S')-'StEITI V| il &
ACEGRDCOL |Max ColiView All-Analytic Grit | PS Internet Architecture v| |Na'\-'igatic|n Personalizatio v| |S'y'stem vl O
[ACEGRDROV| [Max Row/View All-Analytic Gr | PS Ihternet Architecture v | Navigation Personalizatio v | | System vl O —
W Tab over Add/Del Buttons (+/ || PS Ipternet Architecture v| | Mavigation Personalizatio v| | System vl |
W Afternoon designator (PM, pr || PS Ipternet Architecture v| | Regicnal Seftings v| | System vl
’W Drop down Menu Sort Order| || PS Internet Architecture V| |Na'\-'igatian Personalizatio V| |S‘y'stem V| |
AUTOGREGC |Auto-recognize Gregorian da | PS Internet Architecture V| |RegiunaISenings V| |S')-'StEITI V| O
’m Enahle Auto Join Query Preferences v| |Interna|l}'CuntruIIed v| |FL|nc’[innaI vl O
[AUTOMENU | [futomatic Menu Collapse | | PS Ihternet Architecture v | Navigation Personalizatio v | | System v O
[BADDRESSB/ |Show browser address loca | PS Ihternet Architecture v/ || Navigation Personalizatio v | | System R
< | >
I

Resizing the Description column

Removing User-Specific Grid Settings

Y ou can remove user-specific settings, thereby restoring the default grid settings. To remove user-specific
grid settings:

1. Click the Personalize link.

2. On the Personalize Column and Sort Order page, click the Delete Settings link.
3. Onthe Delete Settings page, click the Delete button.

4. On the Personalize Column and Sort Order page, click the OK button.

See Also

Chapter 5, "Working With Grids and Scroll Areas," Personalizing Grids, page 134

Changing Column Sort Order

Y ou can change the sort order of grid columns without |eaving the transaction page. Click a single column
header to toggle between ascending and descending order. Click multiple column headersin the reverse order
that you want to sort them with the last column header that you click becoming the primary sort for the grid.
Grids enable you to have primary, secondary, and tertiary sorts. A dark blue arrow to the right of a column
header indicates a primary sort; alight blue arrow indicates a secondary or tertiary sort. Any sort changes that
you make to agrid remain in place until you change them.

See Chapter 5, "Working With Grids and Scroll Areas," Removing User-Specific Grid Settings, page 122.
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In this example of the Define Personalizations grid, the Description field displays the primary descending
sort, the Option Category Group field displays the secondary descending sort, and the Option Category field

displays no sort:
rDeline Personalizations Customize | Find | View All | IE'l i First n 1-25 of 43 [+ Last
Definition | Format | Explanation :
*U=zer Option Description *Option Category Group
|ACCESS \Accessibility Features | PS Internet Architecture | | General Options *
|.ADES |.Aﬂernnun designataer (FM, pm) | PS Internet Architecture v| | Regional Settings
|.-‘-\UTOGREGCAL |.Autu—recugnize Gregorian date | F3 Internet Architecture v| | Regional Setlings
|.-‘-\UTOru1ENU |.Autnmatic Menu Collapse | F3 Internet Architecture v| | Mavigation Personalizations
|C.-‘-‘«LEND.AR |Ca|endar | FPS Internet Architecture v| | Regional Settings )
|CUSTOI‘-1F'GSET |Custnmize Page Settings | P2 Internet Architecture v| | General Options
|DFR|‘-1T |Date Farmat | P2 Internet Architecture v| | Regional Settings
|DTSF‘ |Date Separator | PS Internet Architecture v| | Regional Settings
|DCSF‘ |Dec:ima| Separator | PS Internet Architecture v| | Regional Settings
|EXPERT |Defau|t Expert Entry Cn | PS Internet Architecture v| | Mavigation Personalizations
< | ¥
.

Grid showing user-specified sort order

Y ou can aso change the sort order by using the Personalize link.
See Also

Chapter 5, "Working With Grids and Scroll Areas," Personalizing Grids, page 134

Downloading Grid Data

Some grids enable you to download grid data to a Microsoft Excel spreadsheet. The download feature
extracts all active, unhidden rows, regardless of whether the rows are visible on your screen.

To download grid data:
1. Click the Download button in the navigation bar of the grid.

A new browser window opens, showing the data in a spreadsheet-like format.
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2. Select File, Save As and save the data as a Microsoft Excel (.xls) file.

Note. The system downloads all field types (columns) with the exception of images. Hyperlinks and
buttons are downloaded as quoted text of the field l1abels, even though the labels may contain numeric
values. If any numeric calculations are to be performed based on hyperlink or button labels, you must
convert the text strings to numeric values after downloading.

Note. If you use Microsoft Office 2007, then when performing a download-to-Excel, you might encounter
aMicrosoft Office Excel warning message suggesting you verify that the file is not corrupted and that it is
from atrusted source before opening it. Y ou should click theY es button in this situation.

Collapsing Grids

Y ou might encounter grids that you can collapse or expand. Click the right-pointing triangle in front of the
grid heading to expand a grid that is hidden from view (collapsed).

These examples show both the collapsed and expanded states of the User Roles grid:

¥

User Roles grid in the collapsed state

v L~
QE Role Q, QE Role Route Control  View Definition =]
FeopleSoft User ') Foute Control — Wiew Definition E|

User Roles grid in the expanded state

Note. Developers set the initial state of the grid in Application Designer.

See PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Using Scroll Areas, Scroll Bars,
and Grids," Display Options.

Displaying Grids in Modal Windows

Some grids enable you to zoom the grid to a modal window. When you click the Zoom icon, the grid and its
data appear in amodal window over the main page, which is grayed out.

While in the modal window, you can work with the grid just as you would if the grid were on the primary
page, for example, you can insert and delete rows. Y ou must return to the primary page to save any changes
to your data.
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To return to the primary page, click the Return button that you find at the bottom of the grid in the modal
window.

Note. Y ou can disable the Display in Modal Window functionality for agrid by changing its propertiesin
Application Designer.

See PeopleTools 8.52: PeopleSoft Application Designer Developer's Guide, "Using Scroll Areas, Scroll Bars,
and Grids," Display Options.

Personalizing Grids

This sections presents an overview of grid personalization and discusses how to:

» Personalize grid column appearance.

» Manipulate grid column sort order

Understanding Grid Personalization

134

For most grids, including some analytic grids, you can use the Personalize link to change the order of the
columns, the sort order, which columns are frozen, and which columns are hidden. Y ou can also share your
grid personalization with other users or copy another user's settings. Y ou control these settings on the
Personalize Column and Sort Order page, which you open by clicking the Personalize link in the navigation
header of the grid. Any personalizations that you make to agrid remain in place until you change them.

Note. The application automatically deletes al user grid personaizationsif changes are made to the grid in
PeopleSoft Application Designer.

Access the Personalize Column and Sort Order page (click the Personalize link on agrid).
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Personalize Column and Sort Order

Tao order columns or add fields to sort arder, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Sort Order

Tah Definition {frozen) (=] (=]

*User Option (frozen) = ® Option Category = |
Description

*Option Category Group

Option Category [ Hidden [] Descending

User Option Type [IFrozen
Tah Format

Field Format

Format Length

Record {Tahle) Mame
Field Mame

Option Default Value
Set Option Default Value
Tah Explanation
Message Set Number
Message Mumber

Image Mame

Personalize Column and Sort Order page

Note. If apage has grid tabs, they remain active so that you can view all sample data.

Use the following toolbar buttons to personalize a grid:

OK Click to save your personalization settings and return to the transaction
page with the changes in effect.

Cancel Click to cancel any personalization settings that you made and return to the
transaction page.

Preview Click to preview any personalization settings that you made.

Copy Settings Opens the Copy Settings secondary page, enabling you to copy the public

profiles from other users. Y ou can use the Lookup button to search all
available public profiles for that grid.

Selecting the OK button on the Copy Settings page copies the settings for
the selected profile and returns you to the Personalize Column and Sort
Order page.
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Shar e Settings

Delete Settings

Hidden

Frozen

Descending

Chapter 5

Availableif you have created and saved grid personalizations. Opens the
Share Settings secondary page, which you can use to enable public sharing
of the grid personalization settings that you created by making your profile
Public. (The default setting is Private.) If you make the personalization
settings of your grid public, all of your personalization settings for all
components will be public.

The Namefield is only required if you make your personalization settings
public. Each user who shares personalization settings must have a unique
profile name. The profile name you enter is the same for all pages and
shared grid personalizations across all components. If you modify a profile
name, it is modified for all pages and grid personalization settings across all
components. After you save the first profile name, the Namefield is
prepopul ated when you open the Share Settings page for other pages or
grids.

The Name field can be any string of up to 30 characters long, for example,
OSC_16AR. The system automatically converts alphabetical charactersto
uppercase.

Availableif you created and saved grid personalizations. Opens the Delete
Settings secondary page, where you can delete al grid personalization
settings for the current grid. Select the Delete button to del ete the settings
for the current grid only and to restore the default grid settings. Select the
Cancel button to retain your settings and return to the grid personalization

page.

Select a column and select this check box to hide the column in question.

Select a column and select this check box to freeze the column in question.
When you freeze a column, the column appearsin al tabs within the grid.

Select arow from the Sort Order list and select this check box to sort the
row in descending order rather than in ascending order, which is the default.

Personalizing Grid Column Appearance

136

When personalizing the grid column appearance, you can:

» Change the column order.
» Hide columns.

e Freeze columns.

Changing the Column Order

To change the column order:
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1. Under Column Order, select the column that you want to move.

To select multiple adjacent columns, press and hold the Shift key as you select additional column names.
To select multiple nonadjacent columns, press and hold the Ctrl key as you select additional column
names.

If the grid contains tabs, the system displays the tab separatorsin the Column Order list. Y ou can move
the tab separator just as you would aregular column, thus altering the number of columns that the system
displays on a particular tab at one time.

2. Click the up or down arrow buttons to move the column up or down in the list.
If you move afrozen column below an unfrozen column, the system disables the frozen setting.
3. Repeat Steps 1 and 2 to move additional columns.

4. Click OK to save your changes and return to the transaction page.

Hiding Columns
To hide columns:
1. Under Column Order, select the column that you want to hide.

To select multiple adjacent columns, press and hold the Shift key as you select additional column names.
To select multiple nonadjacent columns, press and hold the Ctrl key as you select additional column
names.

2. Select the Hidden check box.

Note. When you use the find feature in the grid, the system will not search any columns that you set as
hidden.

3. Click OK to save your changes and return to the transaction page.

Freezing Columns
To freeze columns;

1. Under Column Order, select the column that you want to freeze.

Note. Any columns that the devel oper aready defined as frozen appear with the Frozen check box
selected. Y ou can override this setting by deselecting the check box.

2. Sedlect the Frozen check box.

The system automatically freezes the selected column and all columns aboveit. If you move afrozen
column after an unfrozen column, the system disables the frozen setting.

3. Click OK to save your changes and return to the transaction page.

Frozen columns appear on all the tabs within the grid.
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Manipulating Grid Column Sort Order

Under Sort Order on the Personalize Column and Sort Order page, you can alter the grid column sort order.
Any sort order changes that you save remain in place until you change them again.

To specify a persistent sort order for agrid:

1

Under Column Order, select the column on which you want to sort.

Note that you can sort hidden columns; however, you cannot select the following column types for
sorting:

» Tab separators.

* Images.

« Buttonsor links.

+ HTML areas.

Click theright arrow to display that column under Sort Order.

To select multiple adjacent columns, press and hold the Shift key as you select additional column names.
To select multiple nonadjacent columns, press and hold the Ctrl key as you select additional column
names.

If you have moved more than one column to Sort Order, you can select a column and click the up and
down arrow button to alter the sort hierarchy.

Y ou can sort multiple columns at one time. The system considers the first column in the list the primary
sort, the second the secondary sort, and so on.

To sort columnsin descending order (instead of ascending order, which isthe default), select the
Descending check box for the highlighted column.

The (desc) text appears next to the column name to indicate which columns are sorted in descending sort
order.

Click OK to save your changes and return to the transaction page.

The system saves your sort settings until you change them again or until you click the Restore Defaults
button in the Personalization page.

Y ou can override the sort order of a column in agrid directly in the transaction page without altering the
personalization settings. To do so, click the column heading link (not underlined) for the column that you
want to sort. This action sorts the column in ascending order. Y ou can toggle between ascending and
descending order by repeatedly clicking the column heading link. The last column heading link that you click
becomes the primary sort for the grid. Note that this type of sorting is only temporary. When you exit the
transaction, the system does not save the sort order that you just performed.

138
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Using Effective-Dated Grids and Scroll Areas

Many scroll areas and grids are controlled by an effective date and an effective-dated status. These scrolls can
have two values: active and inactive. The active and inactive values enable you to keep a complete history of
datafor every value that you add. In most cases, you never want to delete avalue; you only make it inactive.
Thus, you can retain a complete history of all your data and table values—whether you changed them two

years ago or want them to go into effect in two months—for trend analysis and other historical reports.

With all thisinformation at your fingertips, you can roll back your system to a particular point from which
you can perform analyses or projections for your company. Y ou can also maintain all data on your employees
asit changes over time.

For example, when going through the employee review process, you should maintain records of past reviews
so that you can refer to them to see how an employee hasimproved over time. Then, as employee review time
arrives again, you simply add a new row of data to the table by clicking the Add button rather than by typing
over the existing row. When you add a new row, the system automatically populates the Effective Date field
with the system date, which is usually today's date. Y ou can keep this date or change it to afuture date if the
information that you are entering does not take effect until later.

Because the system date is at or after the new effective-dated row that you created, the new information
becomes the current row, and the previous row becomes historical information. If you returned to this page
and clicked the Update/Display button, which displays only current and future rows, you would see only the
last data row that you entered. If you also wanted to see older data rows, you would have to click the Include
History button.

To correct incorrect data already in the system, click the Correct History button. (Y ou should take this
approach rather than inserting arow with corrected data.)

See Also

Chapter 4, "Using PeopleSoft Application Pages," Using Effective Dates, page 74

Using Multiple Grids and Scroll Areas on a Page

Some PeopleSoft applications include pages that contain multiple grids and scroll areas. These scroll areas
and grids may be one above the other, side by side, or contained within each other (nested).The fields
controlled by one scroll area or grid are associated with only one database table. Pages with multiple scroll
areas or grids read from and write to multiple tables.

The Competency Assignment page in the following example contains two grids side-by-side. Using this
format, you can transfer data from one grid to the other. In the example, you select a value from the Category
and Type drop-down list boxes to populate the Source Competencies grid. To select the descriptions that you
want to appear on Tom Green's evaluation, select the appropriate check boxes under the Description field in
the Source Competencies grid, and then click the double left arrow button to move those descriptions to the
Assigned Competencies grid.
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[ competency Evaluation ||| Competency Assignment ||| Competency Rating | | Competency Werification ||
Green, Tam Employee EmpliD: xc3031  Linkto Career Planning
Competency Assignment Find | View Al First 1 of 1 Last
Ewvaluation ID/Type: 01
Category
Populate fraom Job —
: Search Ahbility -
Assigned Customize | Find | Wigwe: Al | E Firat 1-10 of Source . Customize | Find | Wiew Al |
Competencies 15 [ Last Competencies B First 1-4cf4  Last
FS General Ledger Skill [T Debates issues unabrasively
PS Accounts Payable Skill [T Informs Superiors
FS Accounts Receivahle Skill @ L i
[T Communication Skills
FPS nvision Reporting Skill
PS Query Skl [T Strong customer service ethic
Crystal Reporing Skill
FPayroll Experience Knowledge
Financial Accounting Skill
General Accounting Skill
Financial Analysis Skill

Side by side grids

After you have assighed competencies to the evaluation, you can evaluate Tom using the Competency Rating
page. The Competency Rating page in the following example contains the Assigned Competencies grid
nested within the Competency Evaluation scroll area:

[ competency Evaluation || [ Competency Assignment | | Competency Rating | | Competency Verification |
Graen Tam Employee EmpliD: G303
Competency Evaluation Find | “igw Al First 1cf 1 Last
Evaluation ID/Type: 01
Assigned Competencies Customize | Find | Wiew 21 | E First [ 515 0f 15 Last
| | Detail | ||
General Accounting 10/ 752002 Bl |4-VEWGDDC| j |2-NOPreference j Ml ll ;l
Financial Analysis 10172002 ] |3-Good | |4-very desiranle x| M 4| =]
Tax Accountant 10M7/2002 [ |a-veryGood x| |2-MNoPreference x| M 4| =]
Financial Planning 101712002 [ |5-Expert | |4very desiranle x| M [+] [=]
Farecasting 101712002 [ |5-Expert | |4very desiranle x| M [+] [=]
Budgeting 101712002 [l |4-veryGood x| |3-Desirable =l M [+] [=]
Auditing 1oM7p002 [l |3Good | |3>Desirable =l M [+] [=]

Nested grid in a scroll area
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The Evaluation |D/Type fields associated with the outer scroll arearefer to the type of evaluation. The fields
associated with the Assigned Competencies inner scroll arearefer to the specific competenciesincluded in the
evaluation.

Another way of looking at nesting is to think of the scroll area and grid as having a parent and child
relationship. The table that stores information about individual competenciesis a child of the table that stores
information about particular evaluations. Child tables share the same key structure as the parent tables, plus
one or more additional keysto uniquely identify individual rows.

Working with Analytic Grids

This section provides an overview of analytic grids and discusses how to:

« Navigate through analytic grid data.

« Edit analytic grid data.

» Download analytic grid data.

« Drag and drop data cubes and dimensions.
+ Pivot data cubes and dimensions.

« Sliceanaytic grid data.

«  Work with hierarchical dimension data.

» Saving personalized analytic grid layouts.

Understanding Analytic Grids

Analytic grids are specific to PeopleSoft Analytic Calculation Engine, which is the PeopleSoft
multidimensional reporting tool. Within PeopleSoft Analytic Calculation Engine, analytic models define the
rulesfor calculating data. Analytic models consist of data cubes and dimensions. Data cubes are categories of
data; you create one for each kind of information in your analytic model; for example, one for sales, one for
rent, and one for salary. Dimensions are a list of one kind of data that can span various contexts; for example,
months or product codes. Y ou organize data cubes and dimensions into cube collections. Single members of

data cubes or dimensions—such as one month—are known as members.

When the analytic grid isin Freeze Column mode, you can load into it data that does not come from the
Analytic Calculation Engine.

PeopleSoft Pure Internet Architecture pages containing analytic grids display data from cube collections. You
can use the analytic grid to edit data, pivot data cubes and dimensions (you move them between the row and
column axis of the grid) to gain adifferent view of data, and view selected slices of data. Within an analytic
grid, you can expand and collapse dimensions with a hierarchical structure; you can also drill down into such
dimensions. Finally, you can modify preferences within an analytic grid and then save a particular layout that
you have created or return to the default grid layout.

See PeopleTools 8.52: Analytic Calculation Engine.
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46T
an: nn RROTTA N

Example of analytic grid components

Navigating Through Analytic Grid Data
Usually, the navigation bar at the top of an analytic grid is much like the one associated with an ordinary grid.

See Chapter 5, "Working With Grids and Scroll Areas," Navigating Through Data, page 114.

However, in an anaytic grid you can also:

» Collapse or expand the slice bar by clicking the arrow to the right of the analytic grid name (the nameis
Analytic Grid by default), which appears in the upper-left corner of the grid.

» Collapse and expand the entire grid if the application developer has activated this feature viathe
Collapsible Data Area check box on the Use tab of the Analytic Grid Properties dialog box. To do so, you
use the arrow to the left of the analytic grid title, which is Analytic Grid by default.

» Collapse or expand dimensional data by clicking the expand node or the expand all icons.

Editing Analytic Grid Data
Editing datain an analytic grid is somewhat different from editing data in a standard grid:

« Somecells are editable, but some cells may be designated as read-only.

142 Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.



Chapter 5 Working With Grids and Scroll Areas

» Cadculated cells are read-only.
« Inhierarchies (trees), only the lowest level is potentially editable.

» Theroot and total cells are not editable.

Downloading Analytic Grid Data

Y ou can download the contents of an analytic grid to a Microsoft Excel spreadsheet, much as you download
datafrom aregular grid.

See Chapter 5, "Working With Grids and Scroll Areas," Viewing Datain Scroll Areas, page 118.

Dragging and Dropping Data Cubes and Dimensions

This table describes the ways in which you can drag and drop data within an analytic grid:

Location Drag-and-Drop Possibilities

Row axis Y ou can drag from here to the column axis or the slice
bar.

Column axis Y ou can drag from here to the row axis or the slice bar.

Slice bar Y ou can drag from here to the row or column axis. Y ou
cannot, however, drag to rearrange objects within the slice
bar.

Dimensions Y ou cannot drag to rearrange objects within dimensions,
whether they are hierarchical or not.

Data cubes Y ou cannot reorder data cubes, either on the column axis
or the row axis.

Note. If an application developer specifies No Drag Drop mode for an analytic grid, you cannot drag or drop
any item in the analytic grid. In addition, if Freeze Column Mode is specified, you cannot move frozen
columns.

Pivoting Data Cubes and Dimensions

Using drag-and-drop functionality, you can easily change the orientation of data cubes and dimensions within
an analytic grid to get a different perspective on your data. For example, if your analytic grid initially displays
the Month dimension across the columns and the Products data cube down the rows, you could pivot the
report to display the Months dimension down the rows and the Products data cube across the columns.

Adjacent to the navigation elementsis an icon that provides help text for novice users to perform drag-and-
drop operations successfully. Clicking the icon toggles the appearance of the help text.
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Preferences | View Al | 2 Firet Bl 43280f28 1 la=t MW
Drag and drop allows you to change the appearance and
organization of information in the Analytic Grid by moving an
element of the analytic grid (a data cube or dimension member)
0 a new location in the grid. If an element can be dragged. your
cursor will change appearance as it hovers over the icon for that
element. Click your mouse button to "grab” the element. Then
use the mouse to drag the element to its new location. The
appearance of the icon as it is being dragged will indicate when
he element is in a valid location for dropping. Release the
mouse button to drop the element in its new location. The
analytic grid will then re-draw itself in the new configuration.

X

©  Product Dimension: | SPORTS EQUIPMENT |+]

® EAST COAST
| 01/04/2004 427011 1982.00 G21894.67

Analytic grid with help text displayed before pivot operation
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Preferences | View Al | First 4] 112o0f12 I Last 7]
#) unit Cost Cube|® Units Sold Cube|®' Product Sales
427011 1882.00 68189467
4270.11 1882.00 68189467
1018.70 430.00 168339.50
2115.63 211.00 445397 .93
1118.19 41.00 455886.99
15.59 1300.00 20270.25
4183.84 1882.00 GE8119.02
417373 1882.00 GEE505.18
382508 1882.00 G26792.07
4701.43 1882.00 7H0772.92
4356.37 1882.00 Ga56T0.32
@ SPORTS EQUIPMENT 4313.25 1882.00 GEET82.50

Analytic grid after pivot operation

To pivot cubes and dimensions within an analytic grid:

1. Move the mouse pointer over the bullet icon representing a dimension or the cube icon representing a data
cube.

The mouse pointer turns into a move cursor (a four-headed arrow) with an associated grabber hand.
2. Dragthebullet or cubeicon from a column heading to arow heading or vice versa.

Asyou drag, the grabber hand will turn into an international no sign (circle with a slash) when you are
over locations where you cannot drop. Y ou will see abullet icon (for dimensions) or cube icon (for data
cubes) when you drag over locations where you can drop the data cube or dimension.

Note. Y ou can drop data cubes and dimensions onto the row axis, the column axis, and the slicer bar.
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Slicing Analytic Grid Data

146

Slicing allows you to view a subset of your data. Y ou can dlice your data by choosing from any list—

representing data cubes or dimensions—that appears on the slice bar by default. In addition, you can add data
cubes or dimensionsto the slice bar and use them to view alternate slices of your data. Y ou can place multiple
data cubes or dimensions on the slice bar. Y ou can also slice your data further (viewing subsets of subsets) by
choosing members from various data cubes and dimensions upon which to slice.

Note. Y ou can add as many data cubes or dimensions to the dlice bar as you want. Three fit per row, so if you
add more than three, the fourth and so on are added to a second row on the slice bar. However, note that you
can place only asingle data cube on the slice bar. When you do so, the analytic grid reflects the data for that
data cube only.

Analytic Grid " Preferences | View All | #  First Bl 430f3 D Last il

©' Month Dimension: [02/01/2004 ﬂ

® EAST COAST ® mipwesT ﬂ
® sporTs eQuiPMENT| @ @ sporTs EquipMenT|® @ sporTs E‘-'I!UIPHEHT
® Unit Cost Cube 4183.84 4183.84 4183.84
T — 1982.00 4015.00 315.00
& product sales 668119.02 1326821.77 510569.10

|

.

Slice showing only February data

To slice your data based on a data cube or dimension that already appears on the slice bar:

1. Usethelist box on the slice bar to display the values for the relevant data cube or dimension.
For example, a Months dimension would contain alist of months.

2. Select the desired value from the list box.

The analytic grid changes to show only data related to that value. For instance, if you select the month of
March, you will see only data for that particular month.

To add adata cube or dimension to the slice bar and use it to slice your data:
1. Drag the desired data cube or dimension to the slice bar.
2. Select amember.

Y ou will now see data related to that member only.

Dimensions that have filter functions applied will behave differently depending on whether they reside on the
column axis, row axis, or slice bar.

See PeopleTools 8.52: Analytic Calculation Engine, "Creating Rules, Formulas, and User Functions," Filter
User Functions.
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Working with Hierarchical Dimension Data

Some dimension data has a hierarchical structure. When thisis the case, you can expand and collapse
dimension data within the analytic grid. In addition, you can drill down into the hierarchy to get a closer look
at aparticular subset of the data.

Preferences | Wiew All |
o Month Dimension: | 01/01/2004 =

& ynit Cost Cube| ™ Units Sold Cube| ™ Product Sales

42701 1982.00 G81894 67

Preferences | View All | zi B 130f3 O Last 7]

o Region Dimenzion: | EAST_COAST ﬂ Q Konth Dimension: | 01/01/2004 ﬂ

| Unit Cost Cube 4270.11

Units Sold Cube 1982.00

Product Sales G81394.67

Collapsed analytic grid

| & |

Analytic Grid = Preferences | View All | # Frst B 430f3 Last H =
© Region Dimenzion: = Q' Month Dimension: =
= ® SPORTS EQUIPMENT
= ® WATER SPORTS

%' SURFBOARDS % WAVE RUNNERS 2 JET SKIS %' BOOGIE BOARDS

CARTTONp 427011 4270.11 1019.70 2115.63 1119.19 15.59

M ey 188200 1832.00 430.00 211.00 41.00 1300.00
[ e o 051894 67 68189467 169339.50 446397.93 4588699 20270.25

Expanded analytic grid

To expand or collapse dimension data:

1. Click the plus sign to the left of the dimension name to expand that dimension, showing all
subdimensions immediately beneath it.

This approach expands the dimension one level at atime. If you click the multiple plus sign to the left of
the single one, then all the dimensions are expanded.

2. Click the plus sign to the left of any subdimensions to expand them.
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3. Click the minus sign to the left of any dimension to collapseiit.

Analytic Grid * Preferences | View Al | £ First K t120f12 DI Last

' Month Dimension: |:|1."|:|1."2|:||:|4

® EAST COAST 457011

1019.70 2115.63 1112.19 15,59
L el bl iE 1982.00 430.00 211.00 41.00 1300.00

Sl 53189467 169339.50 445397 93 45886.99 2027025
& product Sales

Drilling in to see just the water sports information

To drill into and out of dimension data:

1. Click any dimension or subdimension that has elements beneath it in the hierarchy (it is underlined and
has a plus or minus sign to its | eft).

The plus or minus sign changes to a Drill out this node arrow, and you see only the dimension or
subdimension you clicked plus any elements directly beneath it in the hierarchy.

2. Click the Drill out this node arrow to drill back out within the hierarchy.

The dimension now shows the node that you clicked plus one level aboveit.

Saving Personalized Analytic Grid Layouts

Y ou have learned how to personalize the initial layout of the analytic grid by pivoting data cubes and
dimensions, viewing selected slices of your data, and more. In addition, you can save your personalizations
and return to them later. If you have saved a personalized layout, you can also easily return the analytic grid
to itsoriginal settings.

Note. The configuration of the Preferences dialog box changes depending upon whether acubeisin the
column header. If a cubeisin the header, then you have the option to hide nondimensional fields. If not in the
header, then this option is not available.

Preferences Analytic Grid

Unit Cost Cube
Units Sold Cube
Product Sales

Fi [ Hidden

[ ] save Layout
Ok Cancel Delete Settings

Preferences dialog box
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To save a personalized analytic grid layout:
1. Modify the grid layout as desired.
2. Click the Preferences link.

The Preferences dialog box appears.

3. If applicable, select which nondimensional fields to hide by selecting them and clicking the Hidden check
box.

Y ou can hide all nondimensional fields but one. For example, if you have three, you can hide two; if you
have four, you can hide three; and so on.

4. Select the Save Layout check box and click OK.
To restore the default settings of an analytic grid:
1. Click the Preferenceslink.
The Preferences dialog box appears.
2. Click Delete Settings.

Note. Clicking Delete Settings restores the default layout of the analytic grid and also unhides hidden
nondimensional fields.
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Chapter 6

Working With Processes and Reports

This chapter provides an overview of PeopleSoft processes and reports and discusses how to:
» Reguest reports in PeopleSoft applications.
» Check the status of reports.

» View reportsin Report Manager.

Note. The procedures described in this chapter apply to most standard reports but not all of them. Some
PeopleSoft applicationsinclude reports that you run from outside the system using PS/nVision or athird-
party application. The documentation for your PeopleSoft application tells you which third-party application
to use.

Understanding PeopleSoft Processes and Reports

Although much of your interaction with the PeopleSoft system involves working with the online pages of a
PeopleSoft application, you also run offline or batch processes that run in the background while you continue
to use the application or even after you have left the office.

A batch process is a predefined process or program that runs independently of any end-user intervention.
Typical offline processes include payroll, journal posting, complex mathematical calculations, or reports that
you share with colleagues.

Y ou run batch processes in the PeopleSoft system using the PeopleSoft Process Scheduler, which enables
your organization to define processes, submit requests for processes, and set up an agent to scan for and run
submitted processes.

Asan end user, your only concern iswith successfully submitting process requests, monitoring their progress,
and viewing their output in Report Manager. Y ou can safely leave process definitions and configuring the
Process Scheduler Server to the technical staff at your site. This chapter covers the general procedure for
running the standard reports that come with your PeopleSoft applications. If you or someone in your
organization has added custom reports to the system, the procedure should be similar.

Requesting Reports in PeopleSoft Applications

This section discusses how to:

» Select reports.
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»  Specify report parameters.
»  Specify where and when to run reports.

»  Select output formats and set report distribution.

Selecting Reports

To run areport, select it from the appropriate menu in your PeopleSoft application. Many applications have a
report menu that lists available reports.

Run Controls

When you want to run areport, you must tell the system when and where you want it to run. For example,
you might tell the system to run the report on the database server at midnight or on a Windows server every
Sunday afternoon, or make it available immediately in your browser. For most reports, you also must set
parameters that define the content of the report, such as the business unit or time period on which to report.

A run control is a database record that provides values for these settings. Instead of entering the same values
each time that you run areport, you create (and save) arun control with those settings. The next time that you
run the report, you select the run control and the system fillsin the settings.

Run Control IDs

Each run control that you create receives a unique run control ID. These IDs are product-specific. Refer to
your PeopleSoft product documentation for details about the run control 1Ds that you will be using. When you
select areport to run, the system prompts you for arun control ID. If you are in Add mode, enter anew ID for
the run control that you are about to define. If you are in Update/Display mode, enter an existing run control
ID or click the Search button and select from the list of available run control 1Ds.

Note. If you are running a number of reports from the same menu, you must enter only the run control ID for
the first report. When you select a second report from the menu, the application remembers which run control
you are using.

To select areport:

1. Select the required PeopleSoft application menu item, for example, Process Financia Information,
Maintain Ledgers.

2. Select Report and then click the required report name.
When you select areport name, you can choose from these two actions:
e Addanew run control ID.

» Select an existing run control ID.
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Specifying Report Parameters

Y ou can run offline processes from pages in your PeopleSoft application in avariety of ways. Theway in
which you use the processes depends on the application. Access the page from which you want to run your
process. For many reports, you need to enter values for parameters that specify what data the report includes,
such as from and to dates or business units. The parameters page appears after you enter the run control ID.
Thefollowing is an example of the Scheduled Hours report:

Ledger Activity Report
Run Control 1D: GL247 Report Manager Process Monitor Run
Language: English E
Unit: Us001 | Q
Ledger: LOCAL e}
Adjustment Period
Fiscal Year: Currency: usD &}
1 [=] + =
From Period: To Period:
Show Discrepancies Only Show Journal Detail Display Full Numeric Field
Refresh
=
Sequence ChartField Hame Include CF Summarize Detail AllValues Value To Value
Q Q

Example GL Activity page

Note. The pages you use to submit report parametersin your applications may appear differently.

If you selected an existing run control 1D, the valuesin this page reflect the settings from the selected run
control; if you added a new value or if you are using a PeopleSoft Human Capital Management application,
they are the default values.

Y ou can change any of these settings. However, keep in mind that your changes are saved to the run control
when you save or run the report.

To run your report, click Run; the Process Scheduler Request page appears.

Specifying Where and When to Run Reports

Y ou submit a process request from the Process Scheduler Request page. This page displays the options that
you have selected for a particular process request and which processes are available for you to submit. Select
the options that you want to use for running your process and select the check box for each process that you
want to run. Click OK to queue your process request.

See PeopleTools 8.52: PeopleSoft Process Scheduler, " Submitting and Scheduling Process Requests.”
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The options available to you on this page are determined by your security profile. For example, each end user
has a user profile, which islinked to one or more roles. Roles define groups or types of end users, such as
payroll clerks, sales staff, or managers. Each role has one or more permission lists that control what a user can
access. You can run only those processes that are associated with your permission list. For example, if you
are in the human resources department, you probably belong to a human resources role and, therefore, can run
only human resources processes. The number of processes that appear in the list on the Process Scheduler
Request page is directly associated with your security profile.

Select the run options that you want to use to run your process. Depending on your security, you can select
the server and the run date and time variables for your process. In the Process List group box, select the check
box for each process that you want to run.

Process Scheduler Request %]
Help |«
UserID: QEDMO Run Control ID: 2
Server Name: | -] Run Date: |08/17/2011 El
Recurrence: I j Run Time: |7:46:5141 Resetto Current DateiTime |
Time Zone: Q.

Process List

[pescripion ~~ |ProcessWame  |ProcessType  |“Type  |:Format  |Distribution |File Dependency |
™ COBOL Multiprocess Job 3CBL PSJob [Neney =] [(None) =] Distribution
M Crvstal Multi-process Job ICRYSTAL PSJob ftnoney x| [one) =] Distribution
™ SORMulti-process Job 330R PSJob [noney x| [(Mone) =] Distribution
M GXREWIN BSQR PSJob [tnoney x| [(Money =] Distribution
[T Simple AE test program AEMINITEST Application Engine  |web x| [TXT x| Distribution
[T AllProcess Types ALLTYPES PSlob [(Noney x| [(Mene) x| Distribution
[T DataDesigner/Database Audit DDDAUDIT SQR Report [wen x| [PDF =] Distribution
™ ExportUser Tables EXPRTUSR Data Mover [wen x| [T =] Distribution
[T Process Scheduler Server Clean PRCSSRVCLN  Application Engine  |Web  >| |[TxT | Distribution
- Process Scheduler System Purge PRCEYSPURGE Application Engine |".“."eh j |TXT j Distribution
™ irrhive nedarmancs data PAPM ARCHIVE  Annlicatinn Fraine Twieh =l TTvm = mistihtinn [

Process Scheduler Request page

See PeopleTools 8.52: PeopleSoft Process Scheduler, " Submitting and Scheduling Process Requests.”

Selecting Output Formats and Setting Report Distribution

154

Y ou can choose severa kinds of output formats for your process. The following table lists output formats by
process type and output type:

Process Type Output Type Output Format Default
AppEngine FILE PDF, XLS, TXT,HTM TXT
AppEngine WEB PDF, XLS, TXT,HTM TXT
AppEngine WINDOW PDF, XLS, TXT,HTM TXT
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Process Type Output Type Output Format Default
COBOL NONE NONE NONE
COBOL WEB TXT TXT
COBOL WINDOW TXT TXT
Crystal EMAIL DOC, HTM, RPT, RTF, HTM
TXT, XLS, PDF
Crystal FILE DOC, HTM, RPT, RTF, HTM
TXT, XLS, PDF
Crystal PRINTER RPT RPT
Crystal WEB DOC, HTM, RPT, RTF, HTM
TXT, XLS, PDF
Crystal WINDOW DOC, HTM, RPT, RTF, HTM
TXT, XLS, PDF
Cube NONE NONE NONE
nVision EMAIL HTM, XLS XLS
nVision FILE HTM, XLS XLS
nVision PRINTER HTM, XLS XLS
nVision WEB HTM, XLS XLS
nVision WINDOW HTM, XLS XLS
nVision DEFAULT DEFAULT DEFAULT
SQR EMAIL CSV, HP, HTM, LP, PDF
PDF, PS, SPF, OTHER

Copyright © 1988, 2013, Oracle and/or its affiliates. All Rights Reserved.

155



Working With Processes and Reports Chapter 6

156

Process Type Output Type Output Format Default

SOQR FILE CSV, HP, HTM, LP, PDF
PDF, PS, SPF, OTHER

SOR PRINTER HP, LP, PS, WP PS

SQR WEB CSV, HP, HTM, LP, PDF
PDF, PS, SPF, OTHER

SQR WINDOW CSV, HP, HTM, LP, PDF
PDF, PS, SPF, OTHER

WinwWord WEB DOC DOC
WinWord WINDOW DOC DOC
Data Mover FILE TXT TXT
Data Mover WEB TXT TXT
Data Mover WINDOW TXT TXT
OTHER NONE NONE NONE

Note. Y ou must have Adobe Acrobat Reader installed on your workstation to be able to read Acrobat (.pdf)
files.

See PeopleTools 8.52: PeopleSoft Process Scheduler, " Submitting and Scheduling Process Requests,”
Selecting Output Types and Formats.
Report Distribution

The Distribution Detail page enables you to choose the recipients of your process output. To set up
distribution for your process output, click the Distribution icon.

If your process allows output that can be emailed—for example, Crystal can create Adobe Acrobat (.pdf)
files—you can enter an email subject and message and send the output to a group of email addresses.

Y ou can add users or roles to the distribution list by adding arow and entering the pertinent information. Y ou
can also use this page to add someone who would not normally have the proper security to view this output.

Note. If you are entering alist of email addresses, insert a semicolon between each address.
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See PeopleTools 8.52: PeopleSoft Process Scheduler, " Submitting and Scheduling Process Requests," Setting
Report Distribution.

Checking the Status of Reports

When you click OK on the Process Scheduler Request page, the system returns you to your application page.
Use the Process Monitor to view the status of your submitted processes. Process Monitor is atool designed to
track the status of al running, pending, and completed Process Scheduler requests.

Note. Thetime it takes for a process request to complete varies. The complexity of the process and the
current load on the system are examples of the factors that can lengthen the duration of a process request. For
example, alarge, complicated report extracting large volumes of datawill take longer to run than a simpler
report. Keep thisin mind when monitoring the status of your process requests.

Access Process Monitor (click the link to Process Monitor or select PeopleTools, Process Scheduler, Process
Monitor.

Process List Server List

User ID[QEDMO ©Q, Type |SCR Report =] |Last =l 1 [an - Refresh |
Ser'.rerl 'I Name Q Instance | to |
Run Statusl 'I Distribution Status | j I Save On Refresh
Process List Personalize | Find | View Al | E ] i First K 1.2 or 2 B | ast
Select |Instance | Seq. |Process Type Process |,.or  |Run DateTime Run Statys | Distribution |, e
Hame Status
SC0R Report PTSQRTST QEDMO 0817/2011 8:24.20AM PDT Queued MIA Details
= 76 SC0R Report DDDAUDIT QEDMO  08M11/2011 1:3412AM PDT Success Posted Details

Checking process status with Process Monitor

Note. Your user ID appearsin the User ID list box. If the list of processesislong, you can use the navigation
arrows on the screen to scroll through the list.

1. Usethe Server,Type,Run Status,Last, and Instance list boxes to limit the processes that Process Monitor
displays.

2. Click Refresh to update this page with the latest system activity.

If the run statusis Initiated or Processing, the report is still running. If the run status is Success, the
system has finished running the report.

Depending on the status of your report, you can cancel it or put it on hold. If the Run Status of areport is
Completed, you can delete information about the report from Process Monitor. Click Details to display the
options for canceling or holding a request.
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See Also

PeopleTools 8.52: PeopleSoft Process Scheduler, "Using Process Monitor"

Viewing Reports in Report Manager

Report Manager is like your own personal in box of reports and processes to which you have access. It
provides a secured means to view report content, check the status of ajob, and see content detail messages.

Access Report Manager (Main Menu, Reporting Tools, Report Manager.)

List Explorer Administration Archives

View Reports For
Folder:l "| Instance: to: Refresh |

Hame:| Created{}n:| Eﬂ |Last j | 1 |Da].r5 j

Reports Customize | Find | View 100 | E | First [ 4] 1-50 of 101 [} Last

Report Report Description Folder Hame Completion Beport Process
Date/Time 1]} Instance

1 WSGSET - MSGSET him MSGSET - MSGSETHTM  General ggg;:” 148 67
e 0700110
2 DDDAUDIT DESIGNER/DATABASE TEST _ 146 66
EE— 2:03PM
AUDIT
CROSS REFERENCE - 0710110
3 XRFRCFL o b General Y 142 63
4 XREMENU MENU LISTING REPORT  General 3?’;3;:10 141 62
CROSS REFERENCE FIELD 0710110
5 XRFIELDS oROSS General e 140 61
07/01110
6 AEMINITEST SIMPLE AE TEST PROGRAM General oo 143 64

Report Manager - List page

1. Click the report name link to view your report output.
The Report/Log Viewer page appears in another browser window.

2. Click thelink to the report or any associated files that you want to view.
The report appearsin Adobe Acrobat (.pdf) format.

See Also

PeopleTools 8.52: PeopleSoft Process Scheduler, "Using Report Manager™
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Using Workflow

This chapter provides an overview of workflow and discusses how to:
» Send and receive notifications.
«  Work items.

« Usetimeout worklists.

Understanding Workflow

Many of the tasks that you perform throughout the day are part of larger tasks of an entire business process
that involve several steps and severa people working together. For example, when you enter a vendor invoice
into the system, you are also initiating an approval and payment process. someone else reviews and approves
the invoice, and athird person submits payment to the vendor. The term workflow refers to the way in which
work flows through the steps of the larger business process.

To facilitate this type of multiuser process, PeopleSoft automatically triggers workflow routings—
notifications to inform other people of the work awaiting them. So when you enter an invoice, the PeopleSoft
application automatically notifies the appropriate individual that the invoice has been submitted and is
awaiting review.

See Also

PeopleTools 8.52: Workflow Technology, "Understanding PeopleSoft Workflow"

Sending and Receiving Notifications

This section discusses how to:

* Send notifications.

« Useworklists to receive notifications.
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Pages Used for Sending and Receiving Notifications

Sending Notifications

160

Chapter 7

Details from the main
menu.

Page Name Definition Name Navigation Usage
Send Notification PT_WF_NOTIFY Click the Notify buttonin | Enter a personal message
the toolbar at the bottom of | and send an email or
any transaction page. worklist notification to an
individual or group when a
relevant event has occurred.
Worklist WORKLIST Select Worklist, Worklist View and work from an
from the main menu or organized list of the work
select Worklist from the items awaiting your
universal navigation header. | attention.
Worklist Details WORKLIST_DETAILS Select Worklist, Worklist View additional information

about itemsin your
worklist.

The system sends notifications automatically as part of standard workflow routings. Y ou can aso send
notifications from most PeopleSoft components by using the Notify toolbar button. This button picks up any

available notification templates for that component.

In both cases, you can send notifications by way of worklist or by email.

Access the Send Notification page (click the Notify button at the bottom of any page).
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Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.
Click LOQKLUP RECIPIEMT to search for a name. Click DELIVERY OPTIOMS to view or change the method of the send.

Notification Details

Lookup Recipient

To:

Delivery Options
™ RichText

CC:

BCC:

Priority: I - I

Subject: |~:Enter5unject here=

Template; Waorkflow Motification

Fimdr Oimemd TONAN N4 459

L &

Priarity: %6MotificationPriority

Message:

]I

Click OK 1o send this nofification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page.

Send Notification page

To

CC (carbon copy)

BCC (blind carbon copy)

Priority

Subject

Template Text

Enter the user names or email addresses of those who need to take action.
Thisfield can contain one or more email addresses or user names separated
by a semicolon.

Enter the names or email addresses of CC recipients, who are made aware
of this notification publicly.

Enter the names or email addresses of BCC recipients, who are made aware
of this notification privately.

Select apriority level for the natification: low, medium, or high. This
priority is reflected in the notification only if the %NotificationPriority
variable isin the template text.

Enter the topic or abrief description of the naotification. The subject value
may appear by default from atemplate, but you can edit it.

Displays the template text, which is based on a predefined notification
template. The text in thisfield is sent in the language of the recipient.
However, the notification template has to be defined with template text for
each language.
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M essage Enter your own comments. The message text is sent in the language of the
sender.

Rich Text Select this check box to enable rich text.

L ookup Recipient Click to access the Lookup Address page. Enter the first characters of a

recipient's name and click Search to see alist of people who match your
search. To use someone as a recipient, select the check box for the type of
recipient (To, cc, bce) and click Add to Recipient List.

Delivery Options The system populates the check boxes based on the delivery options that are
defined in the recipient's user profile. The Worklist check box is
unavailable for external email addresses.

See Also

PeopleTools 8.52: Workflow Technology, " Administering PeopleSoft Workflow," Setting Notification
Options

Using Worklists to Receive Notifications

162

PeopleSoft offers two types of workflow notifications:
«  Email

«  Worklists

Working with Email Notifications

While many workflow-enabled applications use worklists to assign work, you may receive workflow
notifications through email. When you receive an email notification, the notification typically includes alink
to the PeopleSoft page where you will perform the necessary work. Depending on your business processes,
you may need to notify a colleague or supervisor that you have completed the work.

See Chapter 7, "Using Workflow," Sending and Receiving Notifications, page 159.

Viewing a Worklist

When you use workflow-enabled applications, changes in your day-to-day tasks are reflected in aworklist. A
worklist isan organized list of the work items awaiting your attention. Selecting itemsto work on from a
worklist automatically returns the pages that you need, which enables you to bypass any other navigational
structure and work directly from the worklist.

The Worklist page provides summary information about all itemsin your personal worklist. This page also
provides links that enable you to:

« View additional details about the work.

o Perform the indicated work.
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» Reassign work items.

Using Workflow

Access the Worklist page (click the Worklist link in the universal navigation header).

As with other grids, you can personalize the sorting and columns within the Worklist grid.

Worklist for VP1: Kenneth Schumacher

Detail View

Kenneth
Schumacher

04/13/2010 Worklist Mote

Supplier

Theresa Monroe 041312001 Schedule

Theresa Monroe 01/25/2002
Made

Person

Work List Filters: | =l Feed
Customize | Find | view Al | B | 88 piret Bl 405 0577 O
Date From |Work ltem Worked By Activity Priority Link
Receive Mote I 'I %‘mew‘ Mark Worked | Reassig

SHARE, SCM0000004, . USC08
Dispatched Schedule I 'I ER7002, ., 2001-04-13- Mark Worked | Reassig

09.16.02.000000

Recommendalion pg yyRECS_CHANGE | -] KU0015_US004. 0000000017, 1 MarkWorked | | Reassig

TheresaMonroe  11/03/2003 RoutetoStafing oo o pyreg | ,IW Mark Worked | Reassig

0000000131

Worklist page

Work List Filters

From
Date From

Work Item

Worked By Activity

Priority

Link

Select aworklist to view. Y ou can only view worklists to which you are
assigned. The system maintains the filter you have selected until you sign
out of the PeopleSoft system.

Note. If you complete al of your work itemsin aworklist and mark them
as worked during your current PeopleSoft session, the system displays
Invalid Vaue because the worklist is empty; it contains no more work
items.

Displays who triggered the work item.
Displays when the work item was triggered.

Displays the work items, which are the types of activities that you need to
carry out. Y ou can have multiple entries al with the same work item. For
example, if you approve expense reports, you may have several entries with
Expense Approval in the Work Item column. Each of these entries
represents a different expense report that requires your attention.

Displays the activity that needs to be worked by the worklist item.

Ranks the worklist entry by importance. Priority valuesinclude: 1 for high,
2 for medium, and 3 for low.

Click alink to access the target page—the page where you work the item.
The target page is specific to the type of work that you are doing. For
example, the link for an expense approval item accesses the page where you
can review and approve expense reports.

Note. Y ou cannot sort on this column. In addition, you cannot use the Find
function for this column and you cannot use the Download to Excel
function to download the information in this column.
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Mark Worked Click to remove an item from your worklist without actually accessing the
target page. Y ou should not use this option unlesstheitem isasimple
notification and no additional work is required.

Reassign Click to forward the item to another user and remove it from your list.

Refresh Asitems are added to and removed from your worklist, click this button to
update the page with the most recent changes.

By default, all work items assigned to you are visible from the oldest to the newest. Click any of the column
headings to sort work items according to the datain that column.
Performing Work

To work an item on itstarget page, click the link on the Worklist page for the item that you want to work. The
system transfers you to the page where you can perform the required task. When you have worked the item, it
automatically disappears from your worklist.

If you need to mark an item as worked manually, such as when an entry is a simple notification with no
necessary followup, then select the Mark Worked button. The item disappears from your worklist.
Reassigning a Worklist

Y ou can aso reassign aworklist item to another user. Y our organization can choose to prevent particular
types of items from being reassigned.

Access the Worklist. (Click Worklist in the universal navigation header.)
1. Click the Reassign button.
The Reassign page appears.
2. Enter the user 1D of the person to whom you are reassigning the item.
Click the Search button if you need help finding the appropriate user ID.
3. (Optional) Enter acomment.
The comment becomes part of the worklist item when it appears in the assignee's worklist.

4. Click OK.

Viewing Worklist Details
Access the Worklist Details page (click the Detail View link from the Worklist page).

The Worklist Details page provides additional information about itemsin your worklist; it includes all of the
information from the Worklist page along with the additional information described here.

Timed Out Dttm (timed out ~ Displays the date and time when the item will time out if it is not aready
date and time) worked.
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Previous User Displays the user whose action triggered this item.

Selected Dttm (selected date  Displays the date and time when you first selected this item (to work the
and time) item).

Comment Displays the comment (if any) entered by the user if the item was
forwarded from another user.

Timed Out Indicates whether the item has timed out.
Instance Displays a unique identifier for each item of the same type.
Transaction Displays a unique identifier for each item in the worklist.

Working Items

Depending on how aworklist item is defined, different requirements exist for what actions are sufficient
before the item is considered worked and removed from your worklist.

Although you cannot differentiate between the different types of worklist items just by looking at them,
understanding these different types will clarify why different items respond to different actions:

Worklist Type Description

User Specified A work item is not marked as worked until you click Mark Worked. Y ou typically
use this option when you may need to return to the same work item several times
or wait for supporting information.

Saved A work item is marked as worked when you save your work on the page assigned
to the worklist. Y ou typically use this option when you can complete the item in
onevisit to the target page.

Selected A work item is marked as worked as soon as you select it from aworklist. You
typically use this option when the work items serve primarily as a notification.

Programmatic A work item is marked as worked by behind-the-scenes processing attached to the
page. Y ou typically use this option when the data on the page must be evaluated to
determine whether the item can be considered worked.

Using Timeout Worklists

Items in your worklist contain built-in timeout parameters. Depending on how your organization handles
timeout processing, you may receive an email or another worklist entry if you have not worked an item by the
timeit times out.
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When you open atimeout notification in your worklist, you are transferred to the Worklist Timeout Data

page. Y ou can also open this page by selecting PeopleTools, Workflow, Monitor Worklist, Update Timeout
Data.

On this page, you can view information about the timed-out work item, enter a comment about the item, or
reassign the item to another user.
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Using PeopleSoft Navigator

This chapter provides an overview of PeopleSoft Navigator and discusses how to work with PeopleSoft
Navigator.

Understanding PeopleSoft Navigator

PeopleSoft offers multiple navigation methods for accessing application pages. PeopleSoft Navigator is an
alternative navigational structure that uses a process-oriented organization to show you how individua steps
fit together into a single activity or process.

This section discusses:

« Advantages of PeopleSoft Navigator.
» PeopleSoft Navigator hierarchy.

»  Workflow processing.

Advantages of PeopleSoft Navigator

PeopleSoft Navigator maps are organized by procedure. For example, the delivered navigation hierarchy for
PeopleSoft Enterprise Human Resources Management is organized functionally: payroll-related pages appear
under a different hierarchy than benefits-related pages. Using the PeopleSoft Navigator process-oriented
organization, however, you might have a hiring activity that includes both payroll-related and benefits-rel ated

steps.

The PeopleSoft Navigator process orientation also provides a high-level view of the process, which helps you
understand the overall flow of work in your organization. Unlike text and menu-based navigations,
PeopleSoft Navigator displays graphical maps. These maps clarify relationships among the stepsin a process
and ease your navigation through sequential tasks.

Navigator maps can also show you any workflow notifications that are triggered by changes that you make on
apage. Without PeopleSoft Navigator, you would not necessarily know when you trigger a workflow
notification. A PeopleSoft Navigator map can clarify when anotification is sent.

See Also

PeopleTools 8.52: Workflow Technology, "Understanding PeopleSoft Workflow"

PeopleTools 8.52: Workflow Technology, "Building Workflow Maps"
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PeopleSoft Navigator Hierarchy

PeopleSoft Navigator maps are organized hierarchically, enabling you to navigate from processes to
subprocesses to the lowest level page, where individual transactions occur. Workflow uses three hierarchical
levels. Thefirst two levels, business processes and activities, are both maps: graphical representations of the
relationships between the component objects (other maps or steps).

The third level, steps, does not contain maps. Steps are elements within activities, and they represent the level
at which the user interacts directly with application pages.

This example shows the PeopleSoft Navigator hierarchy:

BAVIGATOR

# <52 High Yolurme Motification
# 4.2 Find Timeout YWorklists (*% I L
[ <5, Tirneout Motification Momitor High Volume
[+ 4 Send Mate Wotldlower Hotification
= 4.2 Beceive Mote

s Receive Mote I

£ Reply To Mote “ &

£ Forward Mote Find Titreout Timeout
& 4,2 Worklist Motification Wotklists Notification

& —%
Setd Hote Receive Mote
Ly
Wotklist Motification

Example PeopleSoft Navigator hierarchy

See Also

PeopleTools 8.52: Workflow Technology, "Building Workflow Maps," Understanding Map Hierarchies

Workflow Processing

Some PeopleSoft Navigator maps incorporate a visual representation of associated workflow processing. The
icons associated with workflow processing appear only in the maps, not in the PeopleSoft Navigator tree.
These icons merely provide information.

This diagram shows some of the icons associated with workflow processing:
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MAVIGATOR

=182 Administer Yyo ki ow
[ 4 Manitar Warkd ow

[ 5.2 High Yolurme Matification g — @

[ . Find Tirmeout Worklists £ 5

S aTi ificati Eply =0riginal Sendess
4. Timeout Motification iﬁ Eoadtiiis

[ 4. Send Mate

Y Rep13r\a. T
=EsaEeceive Mote ToHote — o=
#p Receive Note 5=

£, Reply To Mote i./tj Reply <Original Sender>
¥ Forward Mote Wotklist Mate

.2 \Worklist Motification Recei‘%\
Mate —
,-/”/' ? ?§ >

ifj Forward =Target Roleuser>
\ Email Hote
Forwratd —
Hote g : EE
Fotrwrard
Wordist Hote <Target Roleusers
Map with workflow icons
Some of the icons that you are likely to see include:
g Event: A condition that triggers a workflow notification.
= Email Routing: A workflow notification that is delivered to users by email.
P Worklist Routing: A workflow notification that is delivered to users through
e their worklist.
See Also

PeopleTools 8.52: Workflow Technology, "Building Workflow Maps,” Understanding Workflow Maps

Working With PeopleSoft Navigator

This section discusses how to:

« Navigate the map hierarchy.
+ Navigate to pages.

» Navigate to the next page in an activity.
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Page Used to Work with PeopleSoft Navigator
Page Name Definition Name Navigation Usage
Navigator NAVIGATOR Worklist, Navigator The Navigator page
displays atree with nodes

that represent various
processes; the right displays
the map that corresponds to
the highest level of the tree.
The specific tree and map
that appear depend on how
your user profile is defined
through PeopleSoft
Security.

Note. From PeopleSoft
Navigator, you can return to
the main menu at any time
by clicking Home in the
universal navigation header.

Navigating the Map Hierarchy

Y ou can navigate through the PeopleSoft Navigator hierarchy by opening nodesin the tree or by clicking
iconsin the map. Either way, both the tree and the map always show the currently selected item. Navigate the

map hierarchy by using the following actions:

« To select atree node and simultaneously expand it, click either the node or the plus sign that appears next

to the node.

» To collapse atree node, click the minus sign that appears to the left of the node.

« Toreturn to ahigher-level map, click the appropriate tree node; you cannot use the map to moveto a

higher level.

Navigating to Pages

When you click a step (the map element corresponding to a single page), the corresponding page appears on
the right side of the screen where the map otherwise appears. A page that you access through PeopleSoft
Navigator has the same access requirements as a page that you access through the standard application
navigation. Therefore, you may need to go through a search page before accessing a transaction.

All of the standard page operations, including the Save and Return to Search buttons, are available. The
PeopleSoft Navigator tree also remains available, and you can use it to move to maps or to other pages.

170
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Navigating to the Next Page in an Activity

When an activity contains sequential steps, PeopleSoft Navigator offers two ways to move through the
sequence:

» Continue using the tree by clicking the next step in the activity.

» Click the navigation links that appear in the upper-right corner of any page that appears in PeopleSoft
Navigator.

Depending on where the page falls in the sequence of pages, links for the Prev (previous) page and Next page

appear. When you move from page to page, key fields are remembered so that you do not have to go through
the search page unless you are moving to a page with different high-level keys.
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