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Procedure

Personalize Content | Lavout

Menu
Search:

®

My Favarites
[-DataBomber

[ Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[ Bengfits

- Compensation

[ Stack

[ Time and Lahor

[ Payrall for Marth America
I Global Payroll & Absence Mamt
1> Payroll Interface:

[ Waorkforce Development
> Organizational Development
> Enterprise Learning

[ Workforce Maonitaring

[ Pension

> Campus Community

I Student Recruiting

[ Student Admissions

[ Records and Enrallment
[ Curriculum Management
[ Financial Ald

[ Student Financials

[ Academic Advising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
[ Warklist

> Application Diagnostics
> Tree Manager

> Reporting Toaols

[ PeapleTools

> Packaging

- Careers

- Chane My Password

— by Personalizations

— hily Svetern Profile

| hly Dictionary

B =5 B
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. 2 5B
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Step | Action

Displayed at the top of every page, is timéver sal navigation header. It contains the
following possible links: Home, Worklist, MultiCharl Console, Add to Favorites,
and Sign out.

Some of these links may or may not display, dependn the implementation of you
application.

=

You click theHome link to return to thédome page for the application.

You use thaVorklist link to display theNVorklist page. A worklist is generated whe
you're using a workflow-enabled application andnisorganized list of work items
awaiting your attention. The Worklist page provideshnmary information about all
items on your personal worklist. This page alsosjgies links enabling you to view
additional details about the work, navigate to gagkere you can perform the
indicated work, and reassign work items.

eN

TheMultiChannel Console link enables users defined as agents in PeopleSoft
MultiChannel Framework to access and manage taslgraed to them. This is an
optional setting that your system administratordes If you do not have access to
this feature, the system displays a warning mesisatijeating this.
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Step

Action

5.

Favorites are similar to standard browser bookmarks fordesdly accessed folders
and content. Once you add a favorite, it is mamgdiunder thdly Favoritesfolder

in the menu pagelet. Once a favorite is saved,rekf@eMy Favorites folder and
click the hyperlink you want to view. You uBelit Favoritesto re-label and re-
sequence your favorites. You can also edit saveatitas when a URL is updated of
one is deleted.

You click theSign out link to sign out of the application.

PeopleSoft usesraenu pagelet to display a menu structure composed of a hieyarg
of folders and content references that you cartaugavigate to various application

pages.

Personalize Content | Lavout

Menu
Search:

®

My Favorites
[DataBomber

[ Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[ Benefits

> Compensation

[ Stock

I Tirme and Labor

[ Payroll for Morth America
[ Global Payroll & Absence Mamt
> Payroll Interface

[ Workforce Cevelopment
> Organizational Development
> Enterprise Learning

- Workforce Manitaring

[ Pensian

[ Campus Community

[ Student Recruiting

[ Student Admissions

I Records and Enrollment
[ Curriculum Management
[ Financial Aid

[ Student Financials

[ Academic Advising

[ Contributor Relations

-]

-2 QN @ QDB SE- _

Worklist | _MultiChannel Console | _Add

> Set Up HRMS
> Set Up SACR
> Enterprise Components
- Wiorklist
I Application Diagnostics
I Tree Manager
> Reporting Tools
[ PeopleTools
> Packaging
: ng;;gr;i My Password i
— My Personalizations
— My Systern Profile
— iy Dictionary hl
Step | Action
8. Expanding and collapsing these folders is one Wayetiing around your PeopleSoft
application.
9. In addition to the menu pagelet, PeopleSoft apfitina includenavigation pages,

which serve as alternatives to the menu pageletsd havigation pages provide a
user-friendly navigation tool in the form of taskiven pages that provide intuitive
access to pages needed to complete your busiressspes. These navigation page
can be configured to incorporate the use of icorfarther increase your ability to
intuitively navigate through tasks.

n
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o
> Application Entry
I Application Maintenance
I> Application Evaluation
I» Processing Applications
I Application Delete
I Applicant Summaries
p 3C's and Event
summaries
I» External Ora Summaries
> Application Fees and
Ceposits
I» Enrollment Targets
I External Test Score
Processing
ApplicationTranscript
4
Loads
> QUAC
I Reports
1 Educational Contracts

I» Base Register MLD
I Internghip Contracts MLD
> Processing Admissions
NLD
[+ CF1 Snapshot NLD
[ Records and Enraliment
[ Curriculum Management
[+ Financial Aid
[ Student Financials
> Academic Advising
[ Contributor Relations
> SetLp HRMS
[> SetLip SACR
- Enterprise Components
[ Warklist
[ Application Diagnostics
- Tree Manager
(- Reporting Toals
[ PeopleToals
- Packaging
|- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile

Student Admissions

Enter and maintain applications, process test scores, application andtranscript loads

ﬁ Application Entry

Creste hingraphical, scademic and admissions

dlata for admissions appicarts
=] Searchiatch
=] Al Application
[ Academic Information
5 hre:

ﬁ Processing Applications
Generate evaluations for a oroup of
applications.
[ Mass Change
[ Evalustions
[ Undlste Applications:
2More..

ﬁ 3 C's and Event Summaries
Wiew checklists, communications, commerts
and everts assigned to an applicant
= Checklist Sumimary
= Communication Summary.
=l Comment Summary.
= Evert Summary

ﬁ Enroliment Targets
#gid and caleulate enralliment management
targets
= Target Detsil Template
=] Detine Enroliment Targsts
= Calculate Enraliment Targets
=l Enrolment Target Summary.

QUAC

Manage applications recaived from Ontario
Universties' Application Certre.

= QUAC Application

[ Processes

[ Transactions

= SearchMalch

ﬁ Base Register NLD
Administer the student information based on
the educational number in the Netherlancds

ﬁ Application Maintenance

Miaintsin program data and sdmissions
decisions for admissions applicants
= Meintain Applications
= Program Addtion
= ActioniReagon Entry.
= Add/Upclste & Person

ﬁ Application Delete
Delet an admissions application and relatsd
3C dta.
E Celete an Applicetion
= fpplication Delete Process
E Application Delete Holding

ﬁ External Org Summaries
Wigsw summary dala for external
organizations

= Ory Admissions Summary
[E Oreanization Groups Summary

ﬁ External Test Score Processiny
Load and post external test scores, Create
prospects and applicarts from tests
= External Test Score Load
= External Test Score Suspense
= SearchMatchiPost Test Scores
10 More

Reports
Generate admissions repors

= Admissions Funnel Report
= Awerane Cutoft Report

ﬁ Internship Contracts NILD
Manage inernship agreements in the
Metherlands (BPY).

ﬁn

ﬁl\

ﬁ]n

ﬁ]n

4

Edlit "Studenit Admissions" Folder

lication Evaluation

Maintzin an spplicant's evalustion information
and admissions decisions

=] Application Evalustion

Elzeneral Evalustions

[ Application Decisions

4 More:

licant Summaries
Wiew summary data for an applicant

= Spplication Summeary.

=l pplicart Progression

= pplication Evaluation Summary
5 More

lication Fees and Deposits
Caloulate application fees and deposits for a
group of applcarts.

= Application Fees Process

= Application Fee Calc Messanes
ElReview Batch Applcation Fees

2More..

lication/Transcript Loads

Load and Post T5130 and TS189 transactions.
Ca1s130

Cirs1eg

EEcucation

2More..

Educational Contracts NLD
Marage etucational sgreements in the
Netherlands (VO]
Elgourse and Support Adreements
Elvoluntary Cortriautions
EICio Setup.

3More..

Processing Admissions NLD
Processing of spplicart data (CBAP). Utiize
the automated system RASP (Redistration,

Step Action

10.

You can click either the link or the icon to navigéo the next level.

11.

UNIVERSITY OF MAINE $¥STEM

Components are associated with the lowest levidleohierarchy. When you access
this level, the corresponding page or search ppgeaas to the right of the menu
pagelet.
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R EIESEE

 Application Enity = Mew Window | Help | Customize Page | &
[ Academic Information
g E::g;gi:rs Application Program Data Application Data Application Sc I/Recruiting

I Application Materials

MEW
[ Personal Information
— SearchiMatch Person Information
= Ad tation
— 1-20 Form Effective Date: [01/11i2005
I Application Maintenance .
I Application Evaluation *Format Using:  English Change Farmat
> Processing Applications . lﬁ
[ Application Delete Prefiz:
[> Applicant Summaries First Name: | Middle Name:
3 C'sand Event
Summaries Lastiitame: [
[> External Org Summaries Suffix: | |
Application Fees and
Deposits
" B TS Date of Birth: [ Birth Information Campus ID:
External Test Scare "
Processing [Biographical History e
ApplicationiTranscript
L e ‘Effective Date:  |01/11/2005 F[=
I DUAC —— . = .
> B Marital Status: |Smg\e | asor
- Educational Contracts “Gender: Unknown =
NLD
> Base Reqister MLD National ID
b Internship Contracts NLD “Country *National ID Type Hational 1D
I Pracessing Admissions
MNLD usa G Social Security Number =
[> GFI Snapshot NLD 2ad
[ Records and Enraliment -
[ Curriculurm Management
> Financial Aid e Contact Information —
> Student Financials Addresses Fing = of 4=t | Phone
[ Academic Advising "Type Phone [ Country |Preferred
> Confributor Relations “Address Type: | Home -
P BB IHRLIS - 011112005 5 == = c =
[> SetLip SACR Effective Date:
[ Enterprise Components + g Active -
> Warkdist Sl el
> Application Diagnostics Country: usA - =
[ Tree Manager - T o ] Ei ress Preferred -

Step Action

12. | To enter data in a PeopleSoft application, you ficcess aomponent. Components
consist of severglages within the same window. Usually these are pagasadte
related and need to be completed in successiomoMe between the pages, you can
select thdolder tabs, press the correspondiagcess key, or click thelinks at the
bottom of each page.

13. | Thelinks appear below the row of buttons.

Folder tabs, access keys, and links are discuasadiie detail in the "Navigating To
and Within Pages" lesson of this course.
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14,

Occasionally you will see pages that, in addit@ihaving links to other pages in the
component, have links to related components orpafgee related links appear at th
bottom of the transaction area above the toolblick @ny of these links to access th
page or component. This convenience enables yowt@ easily to related
transactions for the same key field to enter datlaowt going through the search
process again. When you click a component link, wdlnotice that the new
transaction contains the same component links,liexgayou to return to the original
transaction if desired. The component or page irchvipou are working appears in
black text and is not underlined.

Some applications, like this component, identifgsi related links in another way.
This example has a "Transfer To:" drop-down list Htat contains related
components and a "Go" button. There also couldheghrase "Go to:" along with th
related links at the bottom of a page, or a droprdbist box with "...More" that
contains additional related transaction links.

at

D

15.

Just below the universal navigation header sitp#gebar, which is a series of links
and buttons. The availability of these optionsametrolled by the application
developer. All options may not be available forreaomponent.

-

o PRI I RS

= Application Ertry =

3
3

Mew Window | Help | Customnize Page | 15

[ Academic Information
I Relationships

I Participation

I Application Materials
[ Personal Information
— Search/Match
— Add lication

— k20 Farm

Application Maintenance
Application Evaluation

Regional

Application Data

MEW

Academic Institution:  PeapleSoft University M e
Academic Career: Undergraduate Application Number: 00000000

Application Data

> Processing Applications
> Application Delete
> Applicant Surmmaries
3 C'sand Event
Summaries
I External Org Summaries
Application Fees and
Deposits
> Enroliment Targets
External Test Scare
Processing
DApp\matmmﬂransmml
Loads
[ OUAC
> Reports
b Educational Cantracts
MNLD
[» Base Register NLD
> Internship Contracts NLD
IS Processing Admissions
MNLD
> CFI Snapshot NLD
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
- SetUp HRMS
[ Get Up SACR
- Enterprise Components
[ Worklist
[ Application Diagnostics
[ Tree Manager

=Application Center: UGRD @ Undergrad  *Admit Type: Q

*Application Date: 0171112005 [ Academic Level: =

*Created On: 01/1172005 *Notification Plan: Regular ¥
I” Prior Application application Method: | v]

Additional Information

Housing Interest: = I Financial Aid Interest

File Information

Application Fee Information

Calculate Application Fees
Transaction Summary
Display Errors fyarnings

Complete [~ Date: &l
External Application Nbr:

Status:

Fee Type: [Standard v
=] oo

Transfer To: |Education

& save Netity | s Retresh

Bioaraphical Details | Redional | Application Prograrm Data | Application Data | Anplication SchoolRecruiting

[ Add
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16. | You can use thdlew Window link to open a new browser window, or child window
The new window shows the current component pageediss the navigation to your
current position. From this window, you can vieweater data. You can open as
many child windows as needed using the New Windokv Do not use your

browser's File, New, Window feature. Doing so celes current HTML from the
parent window, instead of opening a new People®aftitained window session.

7} Add Application - Microsoft Internet Explorer o [=[ ]
File Edt Yew Favorites Tools  Help ‘

dmpack - = - (@[3 4| Dsearch GaFavortes @veda o4 | By S =1

wuitiC ha
Address [] hp:fadnttp0s. peoplesoft, com: 8010/psplHCEIUPK1 _1/EMPLOYEE/HRMS/c/PROCESS_APPLICATIONS ADM_APPLENT] @Go | Links

e Window | Help | Customize Page |

= Application Entry - LE]
& Academic Infarmation L blewe o | el | ME O
[> Relationships L. -
b Participation Application Entry
[ Application Materials _
[> Personal Infarmation

— 5

hiltatch

T ""“':'” Application Mhr: 00000000 C,
[> Application Maintenance ID: MEWY Q
[> Application Evaluation " PR
5 FlmeeeiE AT Academic Institution: PSUNY
> Application Delete Academic Career: UGRD QY

[> Applicant Summaries

1 ¥ C's and Event
Summaries Add

I External Org Summaries

& Application Fees and
Deposits Calculate Application Fees

> Enrollment Targets Transaction Summary

IS External Test Score Display Errors § Warnings

Processing
. VTranscript LIl | ol
@& [ [ [ |EEvrocaintranet 7

™
Pracessing Admissions o —
B B zave | Slnctity | Refresh Erddd

5 Eecizlrdsgzgﬁdhgr:mr?nem Biographical Details | Redgional | Application Program Data | Application Data | Application School/Recruiting

[ Curriculurm Management
[+ Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

> SetLp HRMS

[> SetLip SACR

- Enterprise Components
[ Warklist

[ Application Diagnostics
. Traa Mananar =S

Step Action

17. | Notice the new browser window.
Click theClose button.

18. | TheHeéelp link opens online help for the specific transatipmge that is displayed. If
you're using PeopleSoft's User Productivity Kit {JPyou may also program this
link to open the UPK content.
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= Application Entry |
[ Academic Information

Mew Window | Help | Customize Page

I Relationships

 Fatticipation Biographical Details applica Reciuiting

I Application Materials

[ Personal Information NEw
Academic Institution:  PeopleSoft University MHEe
ion Academic Career: Undergraduate Application Number: 00000000
— I —
I Application Maintenance AtpiicationDatal
> Application Evaluation =application Center: UGRD @ Undergrad  “Admit Type: Q
> Processing Applications
[> Application Delete *Application Date: 011112006 [ Academic Level: =
> Applicant Summaries
b3 %E:::ai\fsm *Created On: 01/11/2005 [ *Notification Plan: Regular @
1 Extemal Org Surimaries I Prior Application Apnlication Method: 2
Application Fees and Additional Information
Deposits
[ Enrallment Targets Housing Interest: = I” Financial Aid Interest
External Test Scare
Processing File Information Application Fee Information
& ApplicationiTranscript
Loads Complete [~ Date: [ Status: Calculate Application Fees
I OUAC o Fee Type: = Transaction Summary
» FERE External Application Nbr: | [tandard ¥ ] T s TS
S Educational Contracts
N
[> Base Register NLD Transfer To: |Educannn ﬂ Go

I Internship Contracts NLD

Pracessing Admissions o —
B B zave | Slnctity | Refresh Erddd

5 Eecizlrdsgzgﬁdhgr:mr?nem Biographical Details | Redgional | Application Program Data | Application Data | Application School/Recruiting

[ Curriculurm Management
[+ Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

> SetLp HRMS bl
[> SetLip SACR

- Enterprise Components
[ Warklist

[ Application Diagnostics
- Tree Manager -

Step Action

19. | TheCustomize Page link enables you to control the initial displaytbg page.

20. | Use this page to:

 Select the initial page in the component to lspldiyed.

« Save the state of the expanded and collapseidisect

 Save the state of the View All settings on thgeptor grids and scroll areas.
« Customize the page field tabbing order.

« Copy and share the settings that you have savratid customized page.
Click theCancel button.

Cancel
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= Application Entry = Mew Window: | Help | Customize Page |
[ Academic Information

I Relationships
I> Participation
I Application Materials

Application ProgramData | Application Data

[ Personal Information NEw
— SearchiMatch Academic Institution:  PeopleSoft University g E Q
— Ad cation Academic Career: Undergraduate Application Number: 00000000
— k20 Form —
I Application Maintenance AtpiicationDatal
> Application Evaluation =application Center: UGRD @ Undergrad  “Admit Type: Q
> Processing Applications
[> Application Delete *Application Date: 011112006 [ Academic Level: =
> Applicant Summaries
b3 %i,::nda?;m *Created On: 01/11/2005 [ *Notification Plan: Regular @
1 Extemal Org Surimaries I Prior Application Apnlication Method: 2
Application Fees and Additional Information
Deposits
[ Enrallment Targets Housing Interest: = I” Financial Aid Interest
External Test Scare
Processing File Information Application Fee Information
& ApplicationiTranscript
Loads Complete [~ Date: [ Status: Calculate Application Fees
I OUAC o Fee Type: Transaction Summary
I Reports External Application Nbr: | YPE: | Standard j Display Errars | Wamings
Educational Contracts
U NLD
[> Base Register NLD Transfer To: |Educannn ﬂ Go

I Internship Contracts NLD

Pracessing Admissions o —
B B zave | Slnctity | Refresh Erddd

5 Eecizlrdsgzgﬁdhgr:mr?nem Biographical Details | Redgional | Application Program Data | Application Data | Application School/Recruiting

[ Curriculurm Management
[+ Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

> SetLp HRMS bl
[> SetLip SACR

- Enterprise Components
[ Warklist

[ Application Diagnostics
- Tree Manager -

Step Action

21. | You use théttp icon to copy the current page URL to the clipbocswdhat it is
available for pasting in emails or other applicasioThe copied URL includes page,
action, and search key information to display i ¢bntext of the portal, if you are
using the portal. If you did not pass through thead, then the system displays the
page only without the portal frames.

22. | After making any changes to a page, you must ¢helSave button in order for the
system to commit your changes to the database sPagecomponent are treated as
single entity when you try to save data. If youdaet completed all required fields,
the system prompts you to enter additional data.

23. | In summary, PeopleSoft's browser-based interfaggugive and easy to use.
End of Procedure.
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