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Navigation 
 

 
 

NOTE: Step 1 Can also right-click on desktop icon and select Open 
from the drop-down menu. 

 

   

1. Double-click on desktop icon.  

 
NOTE: Step 2 User ID is the same as Novell network User Name. 

User ID will be converted to all upper case when cursor is 
moved to password field. 

Step 4 Password is the same as Novell network password. 

 

   

 

2. Type User ID.  

 

3. Press T, or click in the Password field. 

 

4. Type Password and press E or click  button.  
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Navigation (continued) 
 

 
 
NOTE: The Home Page consists of a set of menus at the left, along 

with a blue Header Bar across the top. 

 

   

 

 

5. Click on the People Tools menu. 

 

 

 
 

 

   

 

 

6. Click on the Navigator menu. 

Menus 

Header Bar

PeopleTools 

Navigator 
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Navigation (continued) 
 

 
 

   

 

7. Proceed as directed in module-specific training. 
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Navigation 
 

 
 

 

   

 

1. On Header Bar, select  . 

 
 

   

 

2. From the Browser menu, select File, Close. 
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Run Control 
 
Running a report in PeopleSoft is a request to retrieve information from the database.  The parameters (search criteria) in a Run Control determine 
which records to include in the report and how to display the results.  By changing the parameters each time, one Run Control can be utilized for 
many reports.  As an alternative, you can create a separate Run Control for each set of results. 
 

 
 

 
 

  1. Have you previously created a Run Control for this report? 

 

If no, click  and go to Step 4. 

 

  If yes, go to Step 2. 

 

2. Click   . 

 

3. In Search Results window, click on desired run control name. 

 

 

 
 

NOTE: Step 4  Run Control IDs can NOT contain spaces or special 
characters. 

   

4. Complete the Run Control ID: field.  

 

5. Click   . 
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Process Monitor 
 

 
 

   
To view previously run reports on the Process Requests page, access 
the Process Monitor directly from the Home Page. 

 

1. Click on People Tools. 

 

 

 

 

   

 

 

2. Click on Process Monitor. 

 

 

 

PeopleTools 

Process Monitor 
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Process Monitor (continued) 
 

 
 

   

 

 

3. Click on Inquire. 

 

   

 

 

4. Click on Process Requests. 

Inquire 

Process Requests 
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Process Monitor (continued) 
 

 

   

 

 

5. Click on Details. 

 

   

 

6. Click on View Log/Trace. 

 

Details 

View Log/Trace 
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Process Monitor (continued) 
 

 

   

 

7. Click on .PDF link. 

 

 

8. Report is displayed in Adobe Acrobat Reader window. 

 

 

.PDF Link 
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Button/Link Function 

 or  
Display valid values for a specific field 

 
Retrieve data from database 

Names must be entered:  lastname,firstname (with no comma between names) 

Enter dates using two digits for month, two digits for day of month, and either two or four digits for year.  
PeopleSoft will format to MM/DD/YY 

To perform a wild card search, type % (percent sign) immediately in front of the text 

 
Return to list 

 
Displays next item in list 

 
Displays previous item in list 

 Deletes entries in all fields on the page 

 
Return to previous page 

 or  
Saves data entered 

 
Add an additional line 

 Insert new row 

 Delete row 

 Click  to display the previous record in a group,  to display the next record in a group 

Click  to display the first record in a group,  to display last record in a group 

Click  to display all of the records in a group on the same page 

Click  to return to original view of records 
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Button/Link Function 

 Displays current information in the database 

 Click to view calendar 

 or  
Add a new entry to the database 

 
Initiates a report or process 

 If this box is checked, only exact case matches will be found in searches 

 On Report Request Parameters page, when Process Instance Number displays click to continue retrieving 
report. 

 
On View Process Request For page, click until Success displays in Run Status column. 

 Opens new PeopleSoft session in a new browser window 
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Messages 
 

 

 

   

All of these messages indicate that a required field does not have a 
value entered. 

 

Click . 

 

Enter value in field to continue. 

 

 

  Your userid does not have security authorization to access this 
process. 
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Messages 
 

 

  This is only a warning. 

Click . 

 

Verify Date is entered as desired. 

 

  This is only a warning. 

Click . 

 

Verify Date is entered as desired. 

 

   

Session will expire if no activity in 60 minutes. 

Click   to initiate a new session. OR 

From the Browser menu, select File, Close to exit. 

 

Prior to the 60 minute time-out, the message below will display. 

Click   to continue. 

 

 

Click 



AAPPPPEENNDDIIXX  
 

 
Version 1.0                                                                                   KUMC Confidential     Page 16 of 16 
February 2005 

 
Questions 
 
Call 8-1121 PeopleSoft Support for questions about: 
 
 

• PeopleSoft Pages 
 

• Navigation within PeopleSoft 
 

• Add/Change access to PeopleSoft 
 
 
The office is usually staffed from 8:00 AM to 4:30 PM.  In the event no one is available to assist, you may leave your 
question on the office Audix voice mail system, and we will return your call. 
 
 
 
 
 
 
Call 8-7995 Customer Support for questions about: 
 
 

• PeopleSoft installation 
 

• Network connection difficulties 
 

• Printer connectivity issues 
 
 
 
 


