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Access and Customize Your Enterprise Portal Page

The Enterprise Portal is Project Enterprise’s portal web site. It provides you a
single point of access to the following:
* Enterprise Menu — Links to the PeopleSoft applications required
for your work.
* Project Enterprise News — Project announcements, updates, links
to user manuals and Project newsletters.
» Employee Self-Service Navigation Page — Where you can report
time, maintain personal information, view checks and history and
maintain payroll information.

As is explained later in this document, you can customize your view of the
Enterprise Portal to best accommodate your needs.

Portal Signon

The Enterprise Portal Signon page is accessed by selecting the Employee
Access link located on the University of Maine System home page at
http://www.maine.edu.

If Internet Explorer is your web browser you might receive the following Security
Information notice as the web site loads:

S x|

riil Thiz page containg both secure and nonsecure

?. iterms.

Do pou want ko display the nonzecure items?

[ Yes H MHao ] [ tare [nfo

If you do, this is nonessential warning. Follow the steps below to disable the
notice:

* From your Internet Explorer menu select Tools > Internet Options and
then the Security tab. The following screen opens:
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Internet

Select thel Custemlevel.  pytton.

!_Eiqn_g_r vacy _Conteng I:c-_nnectmns F'rc-gram& .-’-‘n.dvanced

Select 2 Web content zone to specify its security settings.

® ©@ 0 @

nh~n et Localintranet Trusted sites Festricted

sites

Security level for thiz zone

Internet

This zone containz all*web sites you
haven't placed in other zones

Custom

Custom settings.

- To change the settings, click Custom Level,

o uze the recommended settings, click Default Level.

[ Custam Lewvel... ] [ Default Level

]

The Security Settings screen opens. Scroll down to the Display mixed content
section, select Enable and click .

Security Settings

Settings:

@ Allow \Web pages koo
Disable
Enable

Display mixed conkent
Disable
Enable
Prampk

Disable
Enable

S

Disable

L T ey Ny

5

@ Don't prompk Far client certificate selection when no cel

@ Drag and drop o copy and paste files

=& restricked protocals For ackive | #

[ %

|

Reset custom settings

Reset ko |Medium

w | [ Reset

(o] 4 l [ Cancel

]
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If Mozilla Firefox is your web browser you might receive the following Security
Warning as the web site loads:

Security Warning [z|

You are about ko leave an encrypked page, Information you send of receive From now on could
easily be read by a third party.

o
P
P )
dom

—

[] alert me whenewver I leave an encrypted page for one that isn't encrypted.

Do not check the box and click

Portal Signon Page

Enter your primary UMS User ID and password. j

HiEREiTY oF man wrar

Sign out
Homepage Help

Unl;lsli.ll'( of Maing System

Projgst. le & information
E o 2 4

nter prisc
IWelcome to the new Enterprise Portal.

In addition to providing access to our UMS Enterprise computing systems,

this new Portal allows you to personalize the infarmation vou see here.

Ifyou heed help configuring this infarmation to appeatr the way you

prefer it, check the Quick Guide: Access and Customize Your Enterprise Portal Fage.

From time to time, you may see announcements or other newswaorthy itermns
inthis "Froject Enterprise Mews" space.

i 16 Sentral Streey Bargor 04401

Note: Your UMS User ID is the same as the prefix to your maine.edu email address, and the
password is the same as your maine.edu email password.

The Enterprise Portal page opens:
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Hello John!

Personslize Content Lavout Thu, Mov 17,05 1:19PM

Enterprise Menu

[+ University of Maine Systerm
[: Emploves Self-Service

[+ Enterprise Applications

[+ Tree Manager

[> Repotting Tools

[» PeopleTools

— My Personalizations

Maine’s
Public
Universities

UNIVERSITY OF MAINE SYSTEM

Home Worklist Add to My Links Sign out
My Links: | Select One: ~|

Homepage Help
Project Enterprise News =

University of Moine System

Project

cting prople & information

Enterprise

Welcome to the new Enterprise Portal.

In addition to providing access to our UMS Enterprise computing systems,

fthis new Portal allows you to personalize the information you see here

Ifyou need help configuring this inforrmation to appear the way you

prefer it, check the Quick Guide: Atcess and Customize Your Enterprise Portal Page

From time to time, you may see announcements or other newsworthy items
in this "Project Enterprise MNews" space.

[Attention Human Resources Emplovees:

[Afer you signon to the Enterprise Portal, follow this path to access the Human Resources database:

Enterprise Applications = Human Resources Employees

Employee Self-Service -]

== Reference for HR Self-Service "] Report Tine =] Maintain Personal Information
| Reterence for HR Seli-Service ! Report Time { Employee edit snd maintsin personal
=] Hlapsed Time information required by Human
Resources

= Personal Informeation

= Emergency Contact
=l Personal Phone Mumbers

2 More..

] View Checks and History =] Maintain Payroll iiformation
7 wiewe paychecks and compensation | Employes mairtain information about

history direct deposit and federal tax

] View Pavchecks withholding

=] Wiew Compensation History =] Mairtain Direct Depost Infa

= View Reprint V2 =] Mairitain ¥4 Info.

2hore...

The first time you signon to the Enterprise Portal the following items appear by
default: A Welcome Message, the Enterprise Menu, the “Employee Self-Service”
navigation page, links to University of Maine System campus web sites and
Project Enterprise news. Except for the Enterprise Menu, you can modify what
items appear on your Portal page.

Navigation Pages

One of the changes you will notice with the new Enterprise Portal is the
appearance of navigation pages. The “Employee Self-Service” section of the
Portal is an example of a navigation page (see above). Navigation pages provide
an alternative means of accessing components within a selected Enterprise

Menu folder. Here's how:

* When you Signon to the Enterprise Portal the Enterprise Menu appears on
the left side of the page.

Page 4 of 8



Maine’s
. . Public
Project Enterprise Universities
11/17/2005 UNIVERSITY OF MAINE SYSTEM

Maing’s

La out Wed, Sep 28,05 338 PM
Enterprise Menu

[> University of Maine System

[ Employee Seli-Searvice

[* Enterprize Applications

Ny Personalizations

Each item on the menu is referred to as a menu folder.
* When you click on a menu folder to select it (e.g. Enterprise Applications)
you will be taken to a new page that provides the Enterprise Menu on the
left and the components within the selected folder listed under it.

hdain hdenu =

[= University of Maine Syste
[ Employee Selt-Service
~ Ente ons
— Human Resources

Employees E Human Resources Employees F_|||a||-_: ials F_|||a||-_:|als - Sandbox
e Human Resources Employees 1 Financials Databaze Access Financials - Sandbox Access

ﬁ Enterprise Applications

Enterprize Applications

— Financials - Sandhbox
— My Personalizations

* At the same time, a navigation page will appear on the right that displays
an icon for each component within the selected folder.

* You can access the component by either clicking on it where it appears
under the Enterprise Menu or by clicking on its icon in the corresponding
navigation page.

Customize Content

To access customization options for
the Portal page, select the Content
link. Maing's

The Personalize Content page
opens:

Personalize Content Layout 'Wed, Sep 23,05 355 P

Enterprise Menu

[ University of Maine System
[ Employee SelftSarvice

I* Enterprize Applications

— My Personalizations
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Enter alternative Welcome
Message, if you wish.

"~

Personalize Content //

Choose Pagelets: Simply chieck the items that yo

ppear onyour homepage.

Arrange Pagelets: Gotn

FPersonaliz
Welcome Message: Helln John!
PeopleSoft Financials PeopleSoft HEMS Enterprise Options
PeopleSoft Finance F Employes SelfService F General Options
F Maintain Payroll Infarmation F lssues Log
N Wiew Checks and Histo Froject Managermant
PeopleSoft Applications O o O
) Maintain Personal The University of Maine
Enterprise Meny O Inforrnation Systerm
Fi Report Time Project Enterprise Mews
Reference Weather
F Dictionary and Thesaurus Wieather Magnet

Fi One Look Dictionary Search

& save) Return to Horme

Links to various PeopleSoft pages (pagelets) and informational websites are
available on the Personalize Content page. The default pagelets initially appear
checked. The pagelets you see depend on the PeopleSoft roles assigned to you.
To remove a pagelet from the Portal simply remove the checkmark next to it and
click Es=v=, To add a pagelet to the Portal, place a checkmark next to it and
click B save

Customize Weather Magnet

If you add the Weather Magnet paglet to the portal you can change the default
settings by clicking on the customize icon £l located in the upper-right corner of
the Weather Magnet pagelet. This is where you can select what city weather

information is displayed for. eather Magne 2 B D)
) =t
Refresh Weather Magnet by . 45 °F
clicking the refresh El icon. el o SR
Special Events Feels Like: 42°F
Humidity: 2%

Wind:; MW at B mph
ML Enter cityizip (Go! ]
Channel

weather.com Cownload Desdop Wieather
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Customize Layout

To access options for customizing
the Portal page layout, select the

Layout link.
e meam® | ayvout Ved, Sep 28,05 338 PM
The Personalize Layout page Enterprise Menu
opens: [ UIniversity ufhﬂame_ﬁﬁ;stem
P : [ Employee Seli-Sermice

Maing’s

[ Enterprise Applications
— My Personalizations

Select whether you want 2 or 3 columns to appear on the Portal page in the
Basic Layout section.

C

_/
Basic Layout: ®

Personalize Layout

2 columns
Click arrows to mMove Pageets o ana aown of inta neighboring columns. Click"Delete Fagelet!
to remove the selected pagelet fram your partal home page. Rememhber ta click "Save" when dane,

Add Pagelets: Goto  Personalize Content

# = Required - fixed position pagelet
* = Required - moveable pagelet

Left Column: Right Column:
#Enterprize Menu Employee Sel-Service
Weather Magnet Project Enterprise Mews
The University of Maine Systermn
Delete Pagelet
B save) Return to Horme

To move a pagelet from one column to another, click on the pagelet in its current
column to select it and then click on a directional arrow to move it to an
alternative column. If you choose a 3 column Basic Layout, a “Center Column”
will appear, as well.
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My Links

You can create links to PeopleSoft pages you frequently access. To add a page
to My Links you must first navigate to the page. For example, if you wanted to
add the FAST to GL Translate page to your My Links listing, navigate to the
page and then click on Add to My Links located near the top of the Enterprise

portal page. 1

Horme Add to My Links Sign_out

My Links: | Select One: w

Mew Window | Help | Customize Page | &)

The Add to My Links page opens:

Add to My Links

Alink to the following item will be added to your "My Links" dropdown list. Properies of this entry
ar army "My Links" entry can be updated by selecting "Edit My Links" from the "My Links" list.

‘Name: FAST to GL Translate

The name of the page
you navigated to appears
in the Name field.

Save | Cancel |

Click —5®2_| to save the setting. The next time you need to navigate to the
page, click the drop-down arrow in the My Links box and select the page from the
listing.

Add to My Links Sign_out

Eelecmne: "

Select One:

Mewy Window | Help|Add to hy Links

Edit by Links

- FAST to GL Translate
-Weekly Elapsed Time
Refresh by Links...

Select Edit My Links to make changes to your My Links settings and then
select Refresh My Links to update your My Links listing.

Page 8 of 8



