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SIGNING ON

Navigation

o

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

3 PeopleSoft B Sign-in - Microsoft Internet Explorer
Fle Edt View Favorites Took  Help
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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.

1. Double-click on desktop icon. &

Type User ID. &

3. Press 8], or click in the Password field.

4. Type Password and press gnﬂl or click button. &
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SIGNING ON

Navigation (continued)

J http: fimelox.kume. edu: 7001 fserviets/icHentservietuHIE TN emd = Iogintt languageC d=ENG - Microsolt Internet Explorer [= ][]
Fir Fi@  iew Fowsites  Teck  Help Ed

w
Qeock = @ - [ B G| S sewch rFwnites @ Heda £ (3~

fekcress | 48] b
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Home

5. Click on the People Tools menu.

© Administer Workforce

@ Compensale Emolovess

Header Bar

© Develop Worklorce

@ Define Business Rules Menus

GHURFA

G aopietonts <+——PeopleTools

] Done:

& nternet

NOTE: The Home Page consists of a set of menus at the left, along
with a blue Header Bar across the top.

HAme = PaoplaTosls

Q Ademiinistor Wrkfnen
:::vrn:::"s’:!!tmnlmzs ] r 6. C|ICk on the NaVIgatOl' menu.
aru-n-u.p\.;mkn.u.:.- . & ,°

© Detine Business Aules i
RBHURFA

ey o 4——— Navigator

@ PeopleToots
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SIGNING ON

Navigation (continued)

7. Proceed as directed in module-specific training.
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SIGNING OuUT

Navigation

KU_HRPAY
¢ .lc'r-:ll’r-'o!f‘%l-on v as fop= ] 1 On Header Bar, Select
...' ::ﬂ v P” 11 0 fo st ) (_?r;'&

©6% Timg A Lavor Laber
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Feport Payroll
Enformation

2 PenpleSoft B Sign-in - Microsoft Internet Explorer [= I[& <)
Fle Edk  View Favorites Took  Help a
5 W B O seach < Favorkes @ Meda @) | (3

.-\.-')-.-:-. 48] hity lame. e 1 kg Liks * Q-

2. From the Browser menu, select File, Close.

N

—_

s Ik |

Passwork
[signin ]

Enrgatyour passwin?

2000 Paaple o8 Incerparabyd, Al iights seanrmad.

£ Do
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REPORTS/PROCESSES

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.

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

Find an Existing Value
lf no, click 2ddablewValue  an4 g0 to Step 4.

Run Cantral ID:||

i [Ocase Sensitive

' Basic Searth

: Add & Mew Value

If yes, go to Step 2.

ik

Search Results

1-Z of 2
. In Search Results window, click on desired run control name.
Faculty Data English
Mailing List  English

Faculty Job Data
Add a New Value . Complete the Run Control ID: field. &

Run Contral ID:||

Add
. Click .

Find an Existing Yalue

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

Process Monitor

3 http:fimefox. kume.edu: 7001 fservietsdiclientservietHRETRITomd «loginft banguageCd « ENG - Microsaft Internet Explorer
Bl B Yew Fgertes Lok beb

Qe - @ % @ @ P Srreces @ves & (2

To view previously run reports on the Process Requests page, access
= wwdlw-mw | the Process Monitor directly from the Home Page.

1. Click on People Tools.

<«——PeopleTools

] Procss nataeca: T4

Ao | ] betp:incfocek

| T
o 5 Home 3 v 2. Click on Process Monitor.
Hame » PeoplaTosts

QA VWarkdoren @ Maintain Eecunty

Geompansss Erposes | @ rcess o €—————— Process Monitor

& Self Sanice

QHLRFA

@ PeopleTools

] Froces Instancezswie
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REPORTS/PROCESSES

Process Monitor (continued)

3 hitp: Hmefoxkume edu: 7001 fservietsiclientservelHRETRNZemd - logink langusageCd -ENG - Microsoft Internet Explores

3. Click on Inquire.

Heme » PaogiaTools » Process Moniar

YT ——— @ sintain Secursy o ———— |nquire

2 Coenpanssts Employess
2 Bel Senice

42 Dopbtog WOrKIoIY.  Gustey Manages
QDefing Busingss Rulss. @ PRinMision
KL RFA & erkist
| O paigator

O Process Monitor

& PeopleTools

] Prosess It anon: X714

3 hup:ihmeton kume.edu: 2001 fserviesficlientservletHRETRMPemd - loginit languaged d <ENG - Microsoft Internet Explarer
Bl L3t Yew Fgeotes ook bl

whc Q] @@ P Joreers @ @ -5 5 LJEQ

=

[l.-u..wu. |-| =

Homs * PaoplaTosts » Progess Monitor » inaquire

Visual Bauhmarks Fapup Bin Sauich Ressils

4. Click on Process Requests.

3 Maintain Sacurity
@ Process Monfor
O Gury Managir
QPRIisn

3 Worklist

Q Nagator

| @ ingure

i] Proceds Inetance: Si8714
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REPORTS/PROCESSES

Process Monitor (continued)

Cd=ENG

& sign out 5. Click on Details.

Homs » PegpleTopls » Process Monitgr » [nguirs » Process Raquests

vsen: PETRMIZ Q) process | Ll L

T
Server ¥ Process * nstance: "
Hamne: Foun Stabus:
] Whow Jobs asivs [=] S O Rotrash

Instance Sei. Process Type Process Name  Lsar Fum D Tima P Status Detadls

339714 Application Engine TL_TIMEADMN  PaTRN12 Doz o00s BESTIM - quppns  panaie <—Details

[ 7
Process List| Sasear Lis| 1

8] Prexess Inbanen: 339714 ‘Mo’da;__febuu’yrl. |

3 Process Manitor - Microsoft Internet Fxplorer

Fie Edt Yew Fgortes Jook  Help

Q- O H @G Py

Ackires i)

6. Click on View Log/Trace.

Hpms = PegpisTools » Prosass Monitor » [naykes » Process Reaquaests blew Wingige

Process Detall
fProcoss

ISt N4 Ty Agplication Engine

Mama: TL_TIMEADMIN Description: TL_TIMEADNIN
frn Wuedat

R Comtr ol I TimeAdenin_1_14

Location: Server

PEUNY

Request Created One 02172005 9 58:15A CET Bammnoters  Transtor
Fum Argtiene After: 022172005 9.50.094M CST MegsageLog  Teme Tables
Began Process A 0312005 958354 CT Hakh Timings

EndedProcess M 022172005 10.1 3124 CST Vi Lot Trace <—V| ew Log/Trace

8] Procerss Instance-339714
L=
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REPORTS/PROCESSES

Process Monitor (continued)

A Reportflog Viewer, - Microsoft Internet Explorer

File Edit Wiew Favortes Tools Help

(€] (5] \ﬂ @ ;j ;‘J Search “E;:(Favnrites @ reda £2) [:_,j:‘:. :; - LJE

Address [{€] httpsfmefox kume.edu: 7001 servietsfpsreports HRETRH 747 indes. heml N> ERHUERE 7. Click on .PDF link.
== Bt o grms oo o

[

Instance: 339715 Type: S0QR Report
Name: JPEE137 Run Cntl ID: PSTRI13
Status: Success Submitted By: FSTRIN1Z
Server: PEUNI Recurrence:

JPER137

Message L og 1216 bytes 2005-02-21 10:49:13

Trace File 147 bytes 2005-02-21 10:49:13
iper137 339715.PDF 1588 bytes 2005-02-21 10:49:13

8. Report is displayed in Adobe Acrobat Reader window.

.PDF Link

® Internet
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COMMONLY USED BUTTONS/LINKS

Button/Link Function

=Y 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

(23 Return to Search Return to list
+E Hext in List | Displays next item in list
+Z Previous inList ) Displays previous item in list

Deletes entries in all fields on the page

Return to previous page

Save | o B Save) Saves data entered

| Add a Mew Line | Add an additional line

Insert new row
Delete row
First [4] 1ot 1 [M] Last oINS Iﬂl to display the previous record in a group, IEI 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 RAETESIN 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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COMMONLY USED BUTTONS/LINKS

Button/Link Function
] Update/Dizplay | Displays current information in the database

Click to view calendar

Add a new entry to the database

Initiates a report or process

[l Case Sensitive If this box is checked, only exact case matches will be found in searches

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

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

I ey Wi oy Opens new PeopleSoft session in a new browser window
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INFORMATION, WARNING, ERROR MESSAGES

Messages

Microsoft Internet Explorer rﬁ_(| o L
= All of these messages indicate that a required field does not have a

value entered.
"j Field is required. (15,5)
]

You have left a Field empty and a walue must be entered,
Click *

ik

Microsoft Internet Explorer E'

"': Highlighted fields are required. (15,300
Enter data into the highlighted Fields.

Enter value in field to continue.

Microsoft Internet Explorer

'j The highlighted field is required. Yoo must enter a walue For it before proceeding, {+ (15,543

:

The specified field is required but does not have a value.

Microsoft Internet Explorer, (X Your userid does not have security authorization to access this
process.

‘fou are nok autharized ko access this component, (40,200

‘fou have not been granted security authorization for the component vou are attempting to access. You maw have
access ko the designated component and page, but nat in the specified action made (such as Correction or
Update/Display). Contact your system administrator,
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INFORMATION, WARNING, ERROR MESSAGES

Messages

Microsoft Internet Explorer,

rj ‘Warning -- date out of range, (15,9}
.

The date entered is either more than 30 days in the past or 30 days in the Future, This is not normally true For khis
date. Either acknowledge that the date is OK, or correct the entered dake.

Microsoft Internet Explorer

'

'-\ Warning -- The date entered is between 0170171940 & 06/30/2000 (21000, 37)
.

The date entered is between 0170171940 & 06/30/2000. Make sure you have entered the date you wanted.

Your PeopleSoft connection has expired.

For 1y site, after  dekay of
B youn o ik £0 porfeanns furtlies ransactions phease

Bytyrn 3o Pegieson & Sin i <
e 10 I <4

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 beumiPeopleseff2enln to jnitiate a new session.

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

Prior to the 60 minute time-out, the message below will display.
Click —21 to continue.

a hitp:/fmcfox.kumc.edu: 7001 - Plea...
Your session is sbout ko ba timed out As a3 security

precaution, sessions end after 60 minutes of
inactivity, Click OK to continue your current session,

. Internet
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APPENDIX

Questions

Call 8-1121 PeopleSoft Support for guestions about:

e PeopleSoft Pages
e Navigation within PeopleSoft

e 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
guestion on the office Audix voice mail system, and we will return your call.

Call 8-7995 Customer Support for questions about:

e PeopleSoft installation

e Network connection difficulties

e Printer connectivity issues
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