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Navigating Between Pages in a Component

Concept

When working with a PeopleSoft application, you are entering or viewing datain a component
page. There are several ways to navigate between pagesin a component.
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Procedure

-2 Q0 A QDB E S -

[ Pension 2
> Campus Community
[~ Student Recruiting
> Maintain Prospects
> Assign Recruiters
[ Evaluate Prospects
> Delete Prospects
> Prospect Summaries

3C'sand Events
L

Summaries

[ Extetnal Org Summaries
« Sludent Recruiters
[ Personal Information
Participation and
Achievemnents
[ Summaries
— SearchiMatch

it
Update
External Test Scare
Processing
[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[- Student Financials
> Academic Advising
- Contributor Relations
[ SetUp HRMS
[ SetUp SACR
- Enterprise Components
[ WWarklist
[ Application Diagnostics
[ Tree Manager
> Reporting Toals
> PeopleTools
> Packaging
|- Careers
|- Change My Password
= My Persanalizations
= My System Profile

3

[ M Dictionan

<

Mew Window | Hela | Customize Page | 15

Recruiter Redions Recruiter Centers Recruiter Brograms

Academic Institution: LUMSH
Academic Career: UGRD Undergraduate
Recruiter ID: AADOT2 Kim,Sandra D

Fint [ view i First [ 1 or 1 F] st

*Effective Date: [prrziznng 5 egians; [Actve =l FHE=

*Recruiter Type: [stam =

Fine | view & First (U 1 ot 1 [F] Last

*Recruiter Role

save | CLRetumtoSearch | 2 Frevious i List | 4+E] Next in List notity | o Refresh | Evadd | EUpsastemispiay Inclute History |
¢

Recruiters | Recruiter Categories | Recruiter Regions | Recruiter Centers | Recruiter Programs

Step

Action

open within

Components consist of one or several pages within the same window. They are
usually pages that are related and need to be completed together. When you navigate
to aprocess, the final link you click on isthe Component name.

For example, the Create/Update Recruiter s component displayed here hasfive
pages. As you finish one page, you select the folder tab of the next page you want to

the component.

Click the Recruiter Categoriestab.
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Home

(- Pension |
> Campus Community
[~ Student Recruiting - -
I> Maintain Prospects Recruiter Categories
[> Assign Recruiters B o
[> Evaluate Prospects Academic Institution: UMSHK
[ Delete Prospects Academic Career: UGRD Undergraduate
I Praspect Summaries
3 C's and Events
Summaries
> External Org Summaries
= Btudent Recruiters .
I Personal Information Effective Date: 01/26/2000 Status:  Active
IS Participation and Recruiter Type: Staff
Achievermnents
[ Summaries

Mew Window | Help | Customize Page |

Recruiter ID: AADOT2 Kim Sandra D

*Category Group *Assignment Stage

— Eedion SetiD Effidt
Update ESave| LA Return to Sear:hl 4[E] Previous in List | 4[E| Mexd in List | [=] natify | ) Refresh | [ErAdd upumemusplay| Z Include History | H

b External Test Scare
Processing Recruiters | Recruiter Categories | Recruiter Redions | Recruiter Centers | Recruiter Prograrms

[ Student Admissions

[ Records and Enraliment

- Curriculurm Management

- Financial Ald

[ Student Financials

- Academic Advising

[ Contributor Relations

> SetLp HRMS

[> SetLip SACR

[» Enterprise Components

[ Worklist

> Application Diagnostics

> Tree Manager

[ Reparting Tools

- PeopleTools

- Packaging

- Careers

|- Change bty Password

|- My Personalizations

|- My System Profile

|- My Dictinnany =] »

Step Action

2. You also can click hyperlinks at the bottom of the page instead of selecting the folder
tabs to move between component pages.
Click the Recruiter Regions link.
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Maines
Public

[ Pension

> Campus Community
[~ Student Recruiting

[ Maintain Prospects
> Assign Recruiters

I Evaluate Prospect
> Delete Prospects
[> Praspect Summaries
p 3C's and Events
gummaries
I External Org Summaries
= Student Recruiters
[ Personal Information
> Participation and
Achievements
[ Summaries
- SearchiMatch
dfUpdate a Person

— Redion SetiD Effidt
Undate

S External Test Score

Processing

[ Student Admissions

[ Recards and Enroliment

> Curriculum Managerment

[ Financial Aid

[ Student Financials

- Academic Advising

[ Cantributar Relations

(- SetUp HRMS

(- SetUp SACR

[» Enterprise Components

[ Worklist

> Application Diagnostics

> Tree Manager

> Reporting Toals

- PeopleTools

> Packaging

- Careers

- Change by Password

- My Personalizations

- My Systern Profile

[ My Dictionary

Academic Career:
Recruiter 1D:

Effective Date:
Recruiter Type:

*Stage:

*Region:

*Include/Exclude:

External Org ID

Recruiter Regions

LIS
UGRD Undergraduate
AADOTZ Kim,Sandra D

01/26/2000 Status:

Staff

Active

|Iﬂn\ude

Home

Recruiter

Include/Exclude Exclude

First [ 1.r 1 M Lot

Firet [ 1 o 1 [F] Last

FE=

First [ 1 f 1 D Last

FHE=

ESave| SRetunto Sear:hl [l Previous in List | ] Next in List | [=] wctity | ) Refresh | B Acld UpdalelDlsplayl 2] Include History | [E

<

Recruiters | Recruiter Categories | Recruiter Regions | Recruiter Centers | Recruiter Prograrms

Step

Action

Navigate back to the Recruiter Categories page.
Press[Alt+C].

The Recruiter Regions page isdisplayed. You also can use ALT plus an access key
to navigate between pages in a component. The access key is the letter on each folder
tab that is underlined.
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Public

Moine's
Home

[ Pension
> Campus Community
[~ Student Recruiting
> Maintain Prospects
[> Assign Recruiters
I Evaluate Prospects Academic Institution: UMSKA
[> Delete Prospects Academic Career: UGRD Undergraduate
I Praspect Summaries s . .

30 and Events Recruiter ID: AADOTZ Kim, Sandra D

Summaries

> External Org Summaries
= Btudent Recruiters

Recruiter Categories

1> Personal Infarrmation Effective Date: 017262000 Status:  Active
p Participation and Recruiter Type: Stafr

Achievemnents
I Summaries

SearchiMatch *Category Group *Assignment Stage

i a | 31 EE

EISave| S Retunto Sear:hl [l Previous in List | ] Next in List | [=] wetity | ) Refresh | Erfcld UpdalelDlsplayl 2 Include History | [E

External Test Scare
Processing Recruiters | Recruiter Categories | Recruiter Redions | Recruiter Centers | Recruiter Prograrms

13

[ Student Admissions

[ Records and Enraliment
- Curriculurm Management
- Financial Ald

[ Student Financials

- Academic Advising

[ Contributor Relations

> SetLp HRMS

[> SetLip SACR

[» Enterprise Components
[ Worklist

> Application Diagnostics

> Tree Manager

[ Reparting Tools

- PeopleTools

- Packaging

- Careers

|- Change bty Password

|- My Personalizations

|- My System Profile

|- My Dictionary - 4 »

Step Action

4, The Recruiter Categories page now displays.

Hot Key Button or Link Action

Alt+1 & save | Save page

Alt+2 L\ Return to Search Return to the search page

Alt+3 4[E] Mest in List | View the next row in the search list

Alt+4 +E]Previous in List View the previous row in the search list

Alt+5 Q or Opens the Look Up page or Calendar prompt

Alt+6 = Opens the pop-up window on a page

Alt+7 ] Inserts rows in a grid or scroll area

Alt+8 =1 Deletes rows in a grid or scroll area

Alt+. o] Next row in a grid or scroll area

Alt+, E Previous row in a grid or scroll area

Alt+/ Find data in grid or scroll area

Alt+* | iew: Al View all rows of data in grid or scroll area

Alt+7\ Add a New Yalue Toggles between options in a Search page
Find an Existing Yalue
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Step Action

5. In addition to the keys associated with moving between folder tabs, there are several
other hot keys, or shortcuts using keyboard strokes, available for power users.
Displayed below is a partial list of the available hot keys.

These hot keys only function for the I nternet Explorer browser.

s I EE IR

Maine’s
Public
e

- Pensian

- Campus Cammunity
[~ Student Recruiting

> Maintain Prospects
[ Asslgn Recruiters

Recruiters Recruiter Categories Recruiter Regions

I Evaluate Prospects Academic Institution: UMEH

I Delete Prospects Acadermic Career: UGRD Undergraduate
> Prospect Summaries . .

. 3C's and Events Recruiter ID: AAODT2 Kim,Sandra D

Summaries

> External Org Summaries
= Sludent Recruiters

b Persanal Information Effective Date: 01/26/2000 Status:  Active
Participation and Recruiter Type: Staff
Achievemnents
[ Summaries
- Se;rihfmatmh B *Category Group *Assignment Stage
— pdate a Person "70\ I j =

Is] D Effdt
Undats I;:DSavel SLReturn to Sear:hl (8] Previous in List | +] et in List | [=] ntity | % Refresh | [EbAcld Updmemisplayl ] Include History | [E
> External Test Score =
Processing Recruiters | Recruiter Categories | Recruiter Redions | Recruiter Centers | Recruiter Programs

[ Student Adrmissions

(- Records and Enroliment
[ Curriculum Management
[+ Financial Aid

[- Student Financials

> Academic Advising

[ Contributor Relations

> SetUp HRMS

- et Lp BACR

> Enterprise Components
[ Worklist

- Application Diagnostics

- Tree Manager

[ Repotting Tools

- PeopleTools

> Packaging

|- Careers

|- Change by Password

|- My Personalizations

|- My System Profile

[ My Dictionary

1

Step Action

6. At any time, you can press Ctrl+K to display a page that lists all the available hot and
access keys.
Press[Ctrl+K].
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(- Pension |
> Campus Community
[~ Student Recruiting
> Maintain Prospects
[> Assign Recruiters
I> Evaluate Prospects
> Delete Prospects
I Praspect Summaries
3 C's and Events
Summaries
> External Org Summaries
= Btudent Recruiters
[ Personal Information
IS Farticipation and
Achievermnents
[ Summaries

— Eedion SetiD Effidt

Update
External Test Scare

L

Processing

[ Student Admissions
[ Records and Enraliment
- Curriculurm Management
- Financial Ald
[ Student Financials
- Academic Advising
[ Contributor Relations
> SetLp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[ Reparting Tools
- PeopleTools
- Packaging
- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile
[ My Dictionary -

Home

Accessing your application using the keyboard
Keyhoard navigation is controlled by Hot keys and Access keys
List of Hot Keys Frint
Alt 1-- Executes different buttons depending on the page time
= Save hutton on the Toolbar in a page
= 0K button on a secondary page
= Zearch or Add button on a Search or Lookup page
Alt 2 - Return to Search
Alt3 - Nextin List
Alt 4 - Previous in List
Al 5 - Valid Lookup Yalues
Alt 6 - Related Links
Al 7 - Insert Row in arid or scroll area
Alt 8 - Delete Row in grid or scroll area
Al 0 - Refreshes the page by invoking the Refresh buttan on the Taolbar
Alt. - Next Set of rows in grid or scroll area [e.g., At period]
Alt, - Previous set of rows in grid or scroll area [e.g., Alt comma]
Al [ Find in grid or scroll area [e.0., Alt farward slash)]
Alt* - View All in grid or scroll area [e.g., Alt prime]
Alt L Toogle between Add and Update on the Search page [e.g., Alt backslash]
Ctrl J - Systemn Information
Ctrl K -- Keyhoard Information
CtrlY - Togale menu between collapse and expand.
Ctrl Tab - Toggles focus through the frame set
Enter — Irvokes the following huttons where present: OK, Search, Lookup
Esc -- Cancel

List of Access Keys
Alt 9 - Takes you to the Help line
Alt\-- Takes vou to the Toolbar [e.a.. Alt backslash Enter]

Action

This page provides a complete list hot and access keys you can use to navigate within
a PeopleSoft application.
Click the vertical scrollbar.

In summary, PeopleSoft offers multiple ways to navigate quickly between pages
within a component.
End of Procedure.
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