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Using Personal Preferences

Concept

In the menu pagelet, you have access to four bookmarks that enable you to make changes based
on your own preferences. My Personalizations, My System Profile, and My Dictionary.

Additional Information
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Search:
®

-y Favarites
[-DataBomber

[+ Self Service

> Manager Self Service

> Recruiting

- Workforce Administration
[ Benefits

> Compensation

[ Stock

[ Time and Lahor

- Payroll far Norh America
|, Glabal Payroll & Asence
Mamt

> Payrall Interface

[ Workforce Dewelopment
> Crganizational Development
> Enterprise Learning

[ Workforce Monitoring

[ Pension

> Campus Cormrmunity

[ Student Rectuiting

[ Student Admissions

[ Records and Enraliment
[ Curriculurm Management
(- Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

> SetLp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics
[ Tree Manager

(- Reporting Toals

- PeopleTools

[ Packaging

|- Careers

= futy Personalizations
= My System Profile
[ M Dictionan

Home:

Mew Window | Help | Custornize Page |

Step

Action

Click the My Per sonalizations link.
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Search: Mew Window | Help | Customize Page | 15

PAFIATEIIED Personalizations

[-DataBomber

[ Self Service [PS] Peoplesoft Superuser

- Manager Self Service

[ Recruiing Standard settings are in effect

(- Warkforce Administration

> Benefits Changes to Personalization settings require you to log off and log back on in order to taks effect

> Compensation Personalization Categories

|» Sfimale Description Personalize Option

(> Time and Labor = ~

[ Payrall for North America General Options Personalize Option
Glihgan\qf‘awnl\ & Apssnoe Reqional Settings Personalize Cption

[ Payroll Interface Systern & Application Messanes Personalize Optinn

[ Workforce Development

- Organizational Development MNavigation Personalizations Personalize Option

(- Enterprise Learning

- ‘Warkforce Monitaring

(- Pension

" Campus Community Restore Defaults

> Student Recruiting

[ Student Admissions

[ Records and Enroliment
> Curriculum Management
[ 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 iy Password

— My Persanalizations
|- My System Profile
[ My Dictionary

Step Action

2. Y our administrator determines which options you can modify. The personalizations
that can be made include local e-specific changes, a mode for pages to support
assistive technologies, or changes to images. The personalization categories include:
General Options, Interntl & Regional Settings, System & Application Messages, and
Navigation Personalizations.

3. General Optionsincludes Accessibility Features and Multi Language Entry. If you
require support for assistive technologies, select the desired layout mode from this
personalization. For Multi Language Entry, on pages where multiple language entry is
available, you can choose to enter datain the language you specify in the Data
Language drop-down list.

4, Y ou use Regional Settingsto personalize your date and time formats. Choose settings
for afternoon and morning designators (AM or PM, or am or pm), date format
(MM/DD/YY, DD/IMM/YY, or YY/MM/DD), choosing alocal time zone, and so on.

5. You use System & Application M essages to choose whether or not you receive
messages when confirming a save action and when you attempt to leave a transaction
without saving it first. Save Confirmation is a personalization option where you can
select whether or not you would like a message to appear when asave action isin
progress.

6. Y ou use the Navigation Per sonalizations option to set the default values for tabs and
how the menu collapses. |cons and a drop-down list box with values are a so included
in the description. The menu collapse personalization enables you to select whether
the menu should automatically collapse when atransaction is selected.
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Step Action

7. Click the My System Profile link.

8. The General Profile Information page includes many items that reflect your
preferences. Passwords, personalizations (language and currency code), email
addresses, aternate users, and workflow attributes are set on this page.

9. One of the newer features in PeopleSoft is the ability to use spell check within specific

fields on a page. The fields that enable spell check are defined during the application
development process. There is a system dictionary to which you can also add personal
entries.

Click the My Dictionary link.

“- o 0B 0E® 3 b aW-

—— Mew Window | Help | Customize Page |
®

My Favorites Spell Check Personal Dictionary

[-DataBomber

- Self Service Custonize |Fint | View ai| B First (40 1o 1 (V] Last

- Manager Self Service rr

: Spell Check
quags Spell Check Word
- Recruiting Fr—— Spell Check Word
(- Warkforce Administration
9 El | =]

[+ Benefits
> Compensation
[ Stock
[ Time and Labor
[+ Payrall for Morth America
Global Payroll & Ahsence
[
Marmt
> Payrall Interface
[ Workforce Development
- Organizational Development
(- Enterprise Learning
- ‘Warkforce Monitaring
(- Pension
> Campug Community
> Student Recruiting
[ Student Admissions
[ Records and Enroliment

> Curriculum Management o

> Financial Aid B save | Elnetify
[ Student Financials
- Academic Advising

[ Cantributar Relations

[ SetUp HRMS

[ SetUp SACR

[ Enterprise Components
[ Worklist

> Application Diagnostics
> Tree Manager

> Reporting Toals

> PeopleTools

> Packaging

|- Careers

|- Change iy Passwoard
[~ My Personalizations:
[ My System Profile

Step Action
10. | You usethe Spell Check Personal Dictionary page to add personal words to the spell
check dictionary. Notice that you also define which language is associated with each
word.
11. | Insummary, the Change My Password, My Personalizations, My System Profile,

and My Dictionary pages enable you to make changes based on your own
preferences.
End of Procedure.
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