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PeopleSoft Basics and Navigation Quick Reference

The PeopleSoft Internet Architecture is similar to browsing web pages and software is not installed on your computer. To
access PeopleSoft, open your Internet browser from any computer connected to the BHSF Intranet.

Should you need help, every page in PeopleSoft will have a Help link. This link opens PeopleBooks which provides you with
online access to all documentation related to PeopleSoft 9.1 applications.

Signing In )

PEOPLESOFT ENTERPRISE

1. Access the PeopleSoft URL / link. i
The URL/Link determines the PeopleSoft Database you want to access. ey

Example: FINTRN [Sonin | Baptist Health

i South Florida

The best place 1o be your best.

2. Enter your BHSF User ID and Password.
Your User ID and Password are case sensitive. FINIRN

3. Click the m button.

The PeopleSoft online system will validate your User ID and Password. If invalid, the system will display an error message
below the Sign In button. You'll need to reenter both the User ID and Password.

* For security purposes, the system automatically logs you off after 20 minutes of inactivity. Any data entered that is not saved
after you have been logged off will be lost. Therefore, save your work on a regular basis.

Signing Out

Signing out when you are finished working disconnects you from the system and prevents unauthorized access. Always use
the Sign Out link to log off of PeopleSoft. Do not use the close button in your browser to end your session.

Page Layout and Terminology

Home | Worklist | MuttiChannel Console [ Add to Favorites I Sign out

Favorites - Main Menu
- -

Personalize Content | Layout 2 Help

Top Menu Features Description s ov Navigation Header
Our menu has changed!

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

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

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

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

The Navigation Header is found at the top right of every page and includes several links:
e Home — Returns you to your home page.

e  Worklist — Shows your workflow items, if any, with summary information. Also provides links to get more details about
each item.
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e MultiChannel Console — enables users defined as agents in PeopleSoft Multichannel Framework to access and manage
tasks assigned to them.

e Add to Favorites — Allows you to bookmark the current component.

e  Sign Out — Logs you out of PeopleSoft.

Main Menu - The Main Menu is located on the left side of your screen. It contains links to content references, enabling access
to transaction pages. Links display in a hierarchical format.

ORACLE’

Favorites  Main Menu > Accounts Payable > Vouchers > Add/Update > Reqular Entry _ Breadcrumbs

Home | Worklist | MuliChannel Console | AddfoFavores | Signout

I Related Content v LE New Window (%) Help EJPersona\ize Page|
ﬁ Related Documents | Invoice Information |~ Payments |~ Voucher Attributes || Error Summary H CO m po ne ntS
Business Unit: 10000 Invoice Date: 030612014 View Image ¢
Voucher ID: 00000004 Invoice No: Amyt Page Bar
Voucher Style: Regular Invoice Total: 10800000 y5p
Contract ID:
Vendor Name: Pay Terms: Net 30
ORDERING Voucher Source: Online
CHARLOTTE, NC 28200-5788
Entry Status: Postable Origin: ONL
Match Status: £iceplions Created: 03/06/2014 >
Approval Status: Approved Created By: AMYM Pag e Co nte nt
Post Status: Unposted Modified: 037082014
Modified By: AMYM
ERS Type: Not Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid
“View Related 6o

Cai | ussensiy == TOOlbar Buttons

Es.we (oFRelum o Search | |7 Noffy | ;% Refresh
Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary P H
» age Links

Breadcrumbs - The navigation path that appears at the top of the page which lets you know where you are in the system.

Components - Related pages within the same window that need to be completed together. Some components contain only
one page.

Page Content - Page content contains data entry fields, buttons, and other elements which display or permit update to table
rows.

Toolbar Buttons - Toolbar buttons can include navigation buttons (to return to or view other records from a Search Results
List), page navigation buttons (shortcuts for the currently displayed page), and page action buttons (to save or update data). If
a button is greyed out, it is not available for selection.

Page Links - Links open windows and pages. You can click the links at the bottom of the page instead of selecting the page
tabs to navigate between page components.

Page Bar - Series of links and buttons that appear when you are on a transaction page.
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The main menu features drop-down navigation menus which are organized by business function. The drop-down menus
contain folders that provide access to submenus and cascade to the side or direct links to pages. Your PeopleSoft security

role will determine the menu options you can access.

ORACLE’
Home | Workist | MuMiChannel Gonsole | AddtoFavorites | Sign out

Favorites : Main Menu

Menu Se. (] General Ledger
Main Mer ( Allocations
ahead wh (= Statutory Reports
much fasl (5 SCM Integrations
(3 Set Up Finandials/Supply Chain
3 Enterprise Compenents
[ Government Resource Directory
5 Background Processes
3 Worklist
= Application Diagnostics
[ Tree Manager
Reporting Tools
& PeopleTools
3 Development Utilities
bt !

Create/Update Journal Entries

Search Menu:
Top Menu = @ s S ov
rogram Management »
[ Project Costing »
The menu [ Proposal Management » ' Main
Menutog (I Maintenance Management B
3 Resource Management S
iahli Real Estate Management (]

Highlights E Safng = Ledgers & T
Recently [1 Travel and Expenses 3 Summary Ledgers 5 Standard Journals
under the 1 Travel Administration 3 Close Ledgers 3 Import Journals
atthetop 3 Billing (3 Process Multi-Currency | = Subsystem Journals

[ Accounts Receivable [ Average Daily Balance 3 Process Journals
3 Accounts Payable [ Open Items [ Suspense Corection
[ eSettlements 3 Consolidate Financial Data "

) Asset Management {3 Maintain Standard Budgets v

[ IT Asset Management (3 Monitor Background Process »

Breadery [ Banking 5 Review Financial Information »
navigatior (J C33h Management (3 Regulatory Ledger Reports ¥
accessto (1 Desl Management {7 XBRL »
subfolder. (1 Risk Management (3 Cash Flow Statement ¥

3 Finandal Gateway [ General Reports »
(3 VAT and Intrastat (3 Federal Reports »
() Excse and Sales Tax/VAT (5 Fusion Accounting Hub »
= Commitment Control D General Ledger Center

Navigation using the main menu consists of a hierarchy of folders and content references.

You can click the “ arrow to expand orthe " arrow to collapse the folders.

Click the Minimize/Maximize button to hide the main menu. To view the menu again, click the Minimize/Maximize button.

ORACLE

Favorkes Hain Menu
- -

Menu - Classic
Search:

[ by Favorfies

[ BHSF

[+ Data Expansion Tools
- Employes Sedl-Sanice
b Manager Sell-Senice
[ Supplier Contracts

[+ Cusiomers

[» Pariners

b Produds

[+ Catalog Management
[ Promotions

b Customar Contracts
b Order Management

[ Priging Corfiguration
[+ Customer Retumns

- Rems

[+ Cost Accounting

b Vendors

I+ Reconcile Requisitions

[+ Review Requisition Information
[ Reports

= Addlpdaty Requisiticns
Beousiers Workbandh
Appio AMOurts

Minimize/Maximize q

mﬂcw Expand/Collapse
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Menu Search Function ORACLE

The search menu can be used to locate specific
pages within the system. To narrow your search results,

iy . h Search
select the Search Within Results radio button option,
. . Erfer search keywords separaied by 3 space. Use quobes Tor any phrases. For example: Cilies
then click the Find button. Countries United States’
Use the Customize Settings link to hide or show Reaasiton s Guslemics Setnge
summaries of each search result and to control the Thi seafch retumed no fresults. Efer check your spelling of expand your search criberia

number of search results to appear on each page.

mma,VEBEa
Click the Search Tips link to see how to refine your

search keywords.

Set personal preferences

With the PeopleSoft Portal and other licensed PeopleSoft portals, you can define and store your own portal homepages
and specify preferences for layout and content.

The first time you log in to a PeopleSoft portal, you will see the default homepage for that portal until you define a personal
homepage. You can do this by clicking on the Personalize links highlighted below.

ORACLE’

Favorites © Main Menu
e -

Home | Worklist | MuttiChannel Console | Add to Favorites | Sign out

I Personalize Content | Layout I 2 Help

Top Menu Features Description o ov

Our menu has changed!

Your PeopleSoft administrator determines which options you can modify on the Personalizations page. The personalization
categories include:

e General Options — You can change the accessibility and multi-language settings.
e Regional Settings — You can personalize your date, time, and number formats.

e System & Application Messages — You can control the display of various system messages. You can choose whether
or not you receive messages when confirming a save action and when you attempt to leave a transaction page without
saving it first.

e Navigation Personalizations — You can set the default values for tabs and how the menu collapses. Icons and a drop-
down list box with values are also included in the description.

Managing Favorites

Favorites in a PeopleSoft application are like bookmarks in your regular browser.
Because the Favorites link takes you directly to the destination, you save time
navigating between components or pages.

ORACLE’

Main Menu > Review Vendors
v

Favorites
E

Recently Used

Once you add a favorite, it is maintained under the My Favorites folder. You can EJ Edit Favorites
view a list of recently accessed pages through the Recently Used list located on the [ Review vendors

| [Z] Requisitions
Favorites menu. [5] Add/Update Requisitions

. . . [Z] Build Registry Search Index
To create a favorite, navigate to the component or page you want to add. Click the

Add to Favorites link in the Navigation header. The link you have added is nhow My Favorites

under My Favorites. [ Edit Favorites

[5] Add/Update Requisitions
u Requisition Inquiry

[5] Review Vendors
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Working with Data

ORACLE’
Home | Workist | MultiChannel Console | AddtoFavorites | Signout

Favo'rmes MainvMenu > Purchvasmg > Requivs:ttons > Add/Update Requisitions
L,Er-lew“.“:mdow 2 Help [:»‘/Personalr:ePage ﬁhnp

Maintain Requisitions

Requisition
Business Unit: 10000 View-only field Status: Open E3—> Checkbox
Requisition ID: NEXT -
> Entry field
Requisition Name: e JcofFrm [J Hold From Further Processing
S Header
N,ggseesgnsectlon @ ReqUIreQEfg!J%llgn Defaults
o Add Comments
isiti : 0410912014 Requester info S ——
“Reguisiion Date: ,,,,*,Ea Reguisition Activities
Origin: [onL @, Online Amount Summary
*CwTency code: | polr Total Amount: 0.00 USD
Add ltems From
Purchasing Kit Catalog R Tabs
ltem Search Requester ltems LInkS

Personaize | Find | View 411 B | 7 First KT 1014 T (st

Ship To/Due Date |( Status |( Vendor Information )(kem Information | Aftributes | Contract |( Sourcing Controls

Merchandise

Line Item Description Quantity *uom Category Price e ot Status

- @, | 2 € [o.0000 [ e @ [ 0 0.00 Open Qm [ E=|=
View Printable Version *Go to: ...More. v‘
5] save | =] Notify | | Refresh [E% Add | | 7] Update/Display

Nested Section — Expandable/collapsible section on a page containing related information

Tabs — Transaction information segmented into smaller displayed areas containing information related to a specific
topic/category

Links — Shortcuts to other pages related to a transaction
Entry field(s) — Open fields on a page used to enter specific transaction data

Required field(s) — An asterisk (*) in front of a data entry field indicates that the field is a required data entry field. Data must
be entered into a required field to save. If you try to save the page before entering data into a required field, the field will turn
red and an error message will appear on the page.

Default field(s) — View only fields displaying specific data associated with a user’s security and permissions
View-only field(s) — Data that cannot be changed on the current page

Checkbox — A small square box that enables an option. Click the box to add a check mark and enable the option.

Grids
On some pages, you may want some of the fields to repeat in order to enter multiple rows of data. For this purpose,
PeopleSoft uses grids. With grids, you have the ability to add, edit, and view multiple occurrences of data for a group of fields
on one page. Grids look similar to a spreadsheet with column headings, rows, and cells. The cells are equivalent to fields.
Fields within a grid may be represented as edit boxes, drop-down list boxes, check boxes, and radio or prompt buttons.
Instead of using a traditional scroll bar to scroll through the rows of data in a grid, PeopleSoft uses navigation buttons and
hyperlinks. Often, you will find these buttons and hyperlinks in the grid navigation header, with the exception of the Add Row

and Delete Row buttons.
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Linse Amscunt: 0,00 Cantrel Group:

Misc Amt: 000 Tarme: a
Frodght: 0.00 Currency: UsD @
Sales Tax 0.00 [ Tax Exémpt
— £000.00

Panments
L1 Ll LTI
Crewirigde S& il Faiph

Baiew Emors

Cusanbty Uit therehandiie
i D Vouachared o Price Amnourt
+] [=] i - [ @
(i} Seew  [Gh Raternte Sesrch € | Previous Lt o | Medeler 2] Ny [ Refesa

R

£ dpeeDazay

1. Add Row button - Inserts a new row of data.

2. Delete Row button — Deletes the current row of data.

3. Personalize — Takes you to the customization page for that grid, which enables you to sort by column, reorder columns,

hide, and freeze columns.

4. Find link — Enables you to find a specific row of data.

5. View All link — Displays all rows of data on a page. When this feature is enabled, the link changes to View 1 so that you

can return to the original setting.

6. Download button — Enables you to download the contents of a grid to a Microsoft Excel spreadsheet.

7. First link — Takes you to the first row of data. If you are already on the first row of data, the link appears grayed out.

8. Previous Row arrow — Navigates to the previous row of data.

9. Number System for the Rows — Shows the number of rows you are currently viewing.

10. Next Row arrow — Navigates to the next row of data.

11. Last link — Takes you to the last row of data.

Searching for a Record

When you open a page or component, a search
page appears, prompting you for the search keys needed to
locate the data. There are two types of search pages: The
basic search page and the advanced search page (default
search option).

A basic search page (on the right) enables you to search
by just one field at a time. You can perform a partial search by
entering information in the search field (highlighted).

On the advanced search page, you can narrow your
search by searching based on more than one field at a time
and by using a variety of search operators. You can enter full or
partial values for the key fields.

ORACLE

er.:r.ﬂ Man Meny > qum ) P.nchng Orders > Add/Upcate Express POs

Express Purchase Order
Enfler any Informaton you have and click Search. Leave flelds blank for 3 kst of all values
Find an Exating Vatue N FLTRE )

|+ Shnreh Cririn o —————————— |

Business Unt

Search by:




ORACLE’

Contact

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

szo_rzes Mmyenu > Mcount._s' Payable > Review Accow'ts Payable Info > vegdo( > Contact

'Find an Existing Value
- SearchCriterla |
SetiD; E - [sHare |5 |
Vendor I0; bogins with «

Short Vendor Name: -v @Q

Our Customer Number: begins with «

»

Search Clear. BasicSearch [° Save Search Crteria

wi ]
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The search criteria allow you to specify how you want PeopleSoft to match the criteria you enter to the values in the search

field.

Operators are used to narrow search results and are provided for each search field. If you don't know any criteria for your
search, you can leave the search fields blank and click the Search button to display a list of all records in the database. The

search results show all rows matching your search criteria and the information is displayed as links.

Lookup button — Search for a value. You use the look up page to search for values to use in your search criteria.

Drop-down arrow — Select values from a list.

Search field — Where you enter the value.

Begins with operator — This means the system searches for records that begin with your search criteria.

Equal sign (=) operator — This means the system searches for records in which the field value matches exactly your criteria.

Opening a Window

Home | Wotlsl | MiChawelComeol | AddkFemie | Senesd

Foslated Contenl v

1 Help 5 Personaioe Page

ORACLE
Favortes  Mam Mo Accounts Pavable  ‘oubers  AddUidate » Reguiar Entry
m Oocaments | jowokce iformaion | Payments | Vioucher Alrbutes  Eror Summary
Business Unit: 100 Irrroice Cue: 1G04 e inage
Womcter I OO0CE00E Ierecioe Na: Ayt
Wounches Style: Rl Ivvoice Total: A0
Contract I0:
fendod Mame: Py Terms: i 32
CRDERNG Vomcher Source g

CHARLOTTE, NC 904782

The New Window link in the page bar opens a new browser window, or child window. You can open as many windows as

needed. From this window, you can view or enter data. The new window shows the current component page as well as the
navigation to your current position.

However, before opening a new window, save any changes made in the current window. If the session times out while you

are working in a new window, you may lose any unsaved changes.
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Worklists

A worklist is an organized list of the work items awaiting your attention. Select items to work on from a worklist, and an item
automatically returns the pages you need. This enables you to bypass any other navigational structure and to work directly
from the worklist.

You can access the Worklist page by clicking the Worklist link in the universal navigation header.

ORACLE'
Home Workist MuRChanael Console | Addto Favortes | Sign out
Favgrkes  Man Menu > Workdst > Worklst
@ New Vindow () Help .(;} Customize Page Enmp A
Worklist for VP 1. Kenneth Schumacher
Datall View Work List Filters: | ~4 Feed

Theresa Monroe 050772005 Task Owner Sourcing Plan Predecessor

1

Kenneth wamnne Transaction Arriad Tua s ﬁ .
Schumacher 1111872009 |, o0 oved PProval Workiow TLow = I

Kennath Transaction

12472000 Al val Workfio: 3 g

Schumacher 1172472008 | 0 oed pproval Workflow [3-Cow = Mark Worked

] 1 v oo L0 i
:?:::;:crw 1173072009 Y;irr‘;e:gm Approval Workiow |3-Low vl Mack Worked Reassign
=0 ¥ & ve
Dermick Meitier 06/29/2009 Approval Routing Approval Workfiow |2~r.ledlum -l 9 Mark ed Reassig

Work List Filters — The list filters by work item. You can view only worklists to which you are assigned.
From column — Displays who triggered the work item.
Date From column — Displays when the work item was triggered.

Work Item column — Displays the types of activities that you need to carry out. You can sort to view multiple entries all with
the same work item.

Worked By Activity — Shows the activity that needs to be worked by the worklist item.

Priority — Rank each worklist entry by importance by selecting a priority value. Priority values include “1” for high, “2” for
medium, and “3” for low

Link — Access the page where you work the item. You cannot sort on the Link column. In addition, the Find and Download to
Excel features won't work with this information.

Mark Worked button — You can use the Mark Worked button to remove an item from your worklist without actually accessing
the target page. In general, you should not use this option unless the item is a simple notification and needs no follow-up. If
you click the Mark Worked button, the item will be removed from your list.

Reassign button — You can use the Reassign button to forward the worklist item to another user and remove it from your list.

When you select an item from the worklist, the system transfers you to the page where you can perform the required task.
When you have worked the item, it is automatically removed from your worklist.



