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Signing into PeopleSoft

PeopleSoft is accessedig/PeopleSoft home pa§ecurity access in peoplesoft financials is
determined by the task performed and determines which menu items are viewable.

Once you have accessed the PeopleSoft homepage you will need to enter your credentials.

1. Open a web browser.

2. Type thePeoplesoft URL addressnto the browser address field and preEsiter>
https://finserv.uno.edu/finprd/signon.html or select the browser from your list of
favriotes if you saved it to your listhe PeopleSoft Sign in page appears as shown

below.

3. Type the assignedser IDandPassword*Note: The Financials password ighe same
as youruser name andpasswordused to login to your computer, email and
WebSTAR account If you haveproblems accessirfgnancials contact the Helpdesk at

(504) 280 HELP (4357).

4. Click Sign In Q

ORACLE
PEOPLESOFT ENTERPRISE

Userl[}:l I Select a Language:

Password: I I

| signn. |

Italiano
Mederlands
Polski
Suomi
Ceiting
Er=

s

g

To settrace flags, click here

Espafial
Deutsch

Francais du Canada
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Signing Out of PeopleSoft

For security purposes, theopleSoft system logs you out of your apphcatftier a period of

inactivity Prior to your session timeout, the system might provide a warning that your browser
session is about to expire. You can continue with your current session by clickirgitten@K

the warning message. If you do not respond within two minutes, the session ends and the expired
connection page opens. To return to your application, click the Sign in to PeopleSoft link. The Sign
In pageappearsind you can once again sign iyotar application.

ORACLE’
PEOPLESOFT ENTERPRISE

Your People Soft connection has expired.

For increased security on this site, connections are expired after 20 minutes of
inactivity

Your PeopleSoft session has expired. Close all browser windows before logging in
again. If this is your only active PeopleSoft session, click the Sign In link to sign in
again

Signin to PeopleSoft

University Computing & Communication @ RN e
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The following steps will guide yowitlgh sigining out of peoplesoft:

1. From the navigation header, clickSign outlink.

ORACLE’

Menu E||

MultiChannel Conzole | _Add to Favorites | _Sign out

Navigating the PeopleSoft Home Page

When you have successfully logged into PeopleSoft thpdgewnell apper.

HutiChannel Console Add to Favorites Sign out
Personalize Content | Layout Help
Menu =
Search:

> My Favorites

I> University of New Orleans
> Manager Self-Service

[ Vendors

> Purchasing

[ Accounts Payable

[» Commitment Control

> General Ledger

[ Set Up Financials/Supply Chain
> Reporting Tools

> PeopleTools

— My Personalizations

University Computing & Communication @ THE nIvERSITY of
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The PeopleSoft home page is composed of two sections:

Menu: The menu is a structure designed to
outline components that are within pages to
help The University of New Orleans manage
financial informatiorhe menu contains

links to content references, which enable you
to access transaction pages, from which you
can carry out actions and modify your data.
Links display in a hierarchical format, some
leading directly to transaction pages and some
leading to other links. Menu items can expand
or contract, depending on thesntent

Menu
Search:

®
[ My Favarites
[ University of Mew Crleans
[ Manager Self-Sernvice
[ Vendors
[ Purchasing
[ Accounts Payable
[ Commitment Control

UniversalNavigation Header: The Universahavigatiorheader appears at the top of every page

as long as you are logged in.

Home

Add to Favorites

Sign owut

“Click to return to your honpage

Worklist
Multichannel Console

N/A

Add to Favorites

Click to add the current page to your favorites li
for easy accessibility. The favorites list is like yc
own list of bookmarks to components and
transaction pages that you use frequently. y@nce
add a favorite, it appears under the My Favorite
folder in the menu. You can return to the page
expanding the My Favorites folder and clicking
link for the page that you want to view.

Sign Out

Important! For security purposes, it is importahat you sign
out when you are finished with your PeopleSoft session rather 1
simply closing the browser window. Other users could potential
access your cached homepage from another portal if you do nc
sign out properly.

Click to sign out of the apgdtion and return to th
Sign In page.
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Navigating the Menu and a Page

The menutems display the contents of a selected item folder. Thésmemposed of an
organization of pages that store détdice the two types of menu options: Links and foldach

folder is followed by an arr: F . When you click on trearow,it expandsind displaythe page

displays to the right of the navigation menu. When you click a folder link on a custom navigation
page, you access another navigation page that reflects the contents of the selected folder. When you
click a content reference link on a custom navigation page, you access the actual page to which the

content reference points.

Figure 1Clicking on aawigation link displays the page to the right of the navigation menu.

Menu [=]
Search:
I My Favorites Review Vendors
[» University of New Orleans —
[- Manager Self-Senvice SEarchiG e
= Vendors

= Vendor Information *SetlD: L'NOLF Q Vendor ID: Q

—fddUpdate Name: Equalto ~ | ShortName: Equalto ~ Q

[> Purchasing Withholding Name: EQualto '| Classification: v

-

[» Accounts Payable

[ Commitment Control Vendor Status: M Type:
[» General Ledger Persistence: h
[ Set Up Financials/Supply
Chain Equalto = | ) ]
I> Reporting Tools Address: qualto City:
I PeopleTaols Customer Number: Country: Q
ID Type: TaxID v State: Q
VAT Registration ID: Postal:
Withholding Tax ID: Bank Account #:
Search | Clear |
Search Results Customize | Find | View All | i First |"| 1 of 1 Last

f Main Information |[ Additional Vendor Info | Audit Information

UNOLF &

Figure 2Clicking on a folder displaysother navigation page theftectghe content of the folder.
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ORACLE S

Menu =
Search: | MamMen>
®) ﬁ Vendors

Add, maintain, or approve vendors; manage 1095, global withholding, or CA EDD.

[ My Favarites
[> University of Mew Orleans

[ Manager Self-Senice ﬁ Add/Update
+ Yendors
[ Vendor Information IE Review Vendors

[* Purchasing

[» Accounts Payable

[ Commitment Control

[- General Ledger

[ Set Up Financials/Supply
Chain

[ Reporting Tools

[ PeopleTools

Hiding the Menu

The menu cabe a distraction while navigating through®eopleSoftHide the menu by
clicking the minimize button at the top of the menu pagelet. The menu issjlanedoy an
icon. You can restore your menu at any time bgkatig the expand menu icon.

Figure 1 Hides the menu

Menu [ =
Search: ManMenw>
®) ﬁ Vendors

[> My Favarites

> University of New Orleans Add, maintain, or approve vendors, manage 1099, global withholding, or CA EDD.

[ Manager Self-Senvice ﬁ Add/Update
« Yendors
[ Vendor Information IEl Review Vendors

[ Purchasing

[ Accounts Payable

[ Commitment Cantrol

[> General Ledger

[> Set Up Financials/Supply
Chain

[ Reporting Tools

[ PeopleTools

Figure 2 Restores the menu

University Computing & Communication @ THE nIvERSITY of
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5 «<—
| WanMeny> |

Vendors

Add, maintain, or approve vendors, manage 1099, global withholding, or CA EDD.
Add/Update

Review Vendors

To access the menu items

1. Click a menu group (e.gurchasiny

"‘Henu =]
Search:

| ®
[ Vendors

+ Furchasing

[* Purchase Orders
[ Receipts
[ eProcurement
[ Accounts Payable
[ Reporting Tools
— My Personalizations

University Computing & Communication @ TE nERsITY of
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2. Selectatask menu or foldeand clickthe hyperlink

= i
@@ Purchasing
Manage requisitions, purchase orders, receipts, contracts, and related data.
ﬁ Purchase Orders ﬁ Receipts
__Add, maintain, gnd dizpgtch purchase orders. Enter and lnad receiving data, generate accruals, review

3 Review PO Information and report on receipts.
i=] Add/Update Receipts
3 Review Receipt Information

3. Select the task and click the hyperlink.

WMain Menu = Purchazing = Purchase Orders =
ﬁ Review PO Information

Run inguiriez on purchaze order detailz and activitiez.

Emurchase Orders | Activity Summa E PO Accounting Entries

——iew purchase order information. View receiving, inwvoicing, and View accounting entries in the
matching activities for zelected Commitment Control ledger activity
purchaze orders. log.

E“ Print POs

Produce the PO Dizpatch/Print
report to create hard copy of
purchaze orders.

University Computing & Communication SRS |
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4. Enter the criteria you wish to search for and cm.

Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

Business Unit: = - ILUNOLF Q

PO ID: begins with -

Contract SetlD: begins with - Q
Contract ID: begins with - Q
Release Number: = -

Purchase Order Date: = - [#]

PO Status: = * A
Short Vendor Name: begins with - Q
Vendor ID: begins with - Q

Buyer: begins with ~ ')

Buyer Hame: begins with -

PO Type: = - -
Purchase Order Reference: begins with -

Ship To Location: begins with -

Department; begins with -

[ case Sensitive

Search Clear | gasic Search Save Search Criteria

University Computing & Communication @ s
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Opening multiple windows

The New Window link in the page bar opens a new browser window or child window that displays the searc
page for the current component. From this windowgcgo view or enter new data. You can open as many
child windows as needed by clicking the New Window limotBelect Filer NewWindow from the

browser menu. Doing so copies the current HTML from the parent window, instead of opening a new
PeopleSoftnaintained window session.

ORACLE ._______________

MultiChannel Conzole | _Add to Favorites | _Sign out
u EI i
rch: New Window |, [
[ Ficos)

Understanding Search Pages

There are two types of search pages: basic seara@ngagsnced search pages. When you select a page, the
system often displays a Find an Existing Value tab that enables you to do a basic search and also provides
Advanced Search link

A basic search page enables you to search by just one field ataatimel t hen only wusing
operator. To designate the search field, if more than one is available, select the desired field from the Searc
drop-down list box and then click the Search button to display the results of your search.evfomean p

partial search by first entering part of a name or description in the begins with text box.

Entering Search Criteria

By default, the search function can retrieve up to 300 entries from the database, displaying a number of res
at one time ithe Search Results grid. (For certain applications, the default may be something other than 30
Use your browserds scroll bar to view al/l i stir
can click the Show Next Row button (ilgat arrow) above the grid to view the next set of rows, and you can
click the Show Previous Row button (the left arrow) to see previous sets of rows. You can also click the Firs
and Last links to display the first and last sets of rows of searshireadtition, you may be able to click a

View All or View x buttai to view all records at once or to view a designated number of records

University Computing & Communication @ mvem
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When performing an advanced search, you can use a variety of operators to narrow ydusysaarches
particulafirst letter, by values that are less than or greater than a specified amount, and so on.

You can use the following operators:

Operator

Begins with
Contains
Not=

<

<=

>

>=
Between

In

University Computing & Communication @ REwsEEL
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Basic Vendor Search

To complete a basic search:

1. SelectVendors > Vendor Information > Add/Update > Review Vendors

Menu =]
Search:
~Vendars
= Vendor Information
= Add/Update

[ PTOTCITISTY

[+ eProcurement

[ Accounts Payable
[ Reporting Tools

— My Personalizations

2. From the page, type the short vendor name and click search.

Review Vendors

*SetiD: [unoLr & Vendor ID: a
Name: Equalto [v|| Shorthame: | Contains [v | [HONE O\H
Withholding Name: | Equal o [v ]| Classification: | ~]
Vendor Status: _ Type: _
Persistence: _
Address: Equal to "“ City:
Customer Number: Country: ’_ Q
ID Type: TaxID A | | State: Q
VAT Registration ID: Postal:
Withholding Tax ID: Bank Account #:

Search | Clear |

University Computing & Communication @ e
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3. Select the desirecendorfrom the searchesults to view.

k.
Search Results Customize | Find | Views All | E
_|( Main Information Additional Vendor Info Audit Information [Z=2 K

UNOLF 0000001095 5 A&E HOME VIDEO A & E HOME-001 ECF’_%K Bl AT
_ HOMEGATE i
UNOLF 0000001556 = Dioe e suTes  HOMEGATE S-001 1550 E FLAMINGO
UNOLF 0000002568 HOME LIBRARY SVC HOME LIBRA-D01 PO BOX 4928
_ HOME CARE s 3025 EDENBORN
UNOLF 0000006226 = iyt HOME CARE-001 52
HOMEBUILDER
UNOLF 0000009877 5 ASSN OF GREATER HOMEBUILDE-001 224 NARNOULT

MEW ORLEAMS RD

Advanced Search

On the advanced search page, you can narrow your search, both by searching based on more than one fie
time and by using a variety of search operators.

In some cases, search pages may include the Include History and Correct History optians, $eadthit
pages contain the Case Sensitive check box to enable you to pergensit@sesearches.

To complete Advanced Search:

1. From the Basic Search page selectAtleanced Search Link

Vendor Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a New Value |

Search by: VendorID ~ begins with
[“linclude History [ | Correct History

Search |w I

Find an Existing Value | Add a Mew Value

University Computing & Communication @ v
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When specifying search criteria, you can enter laofupartial value for any key field. Based on what

you enter, the system uses the search record to present a list of possible matches or, if there is only
one match, the page that you requested. Often, however, you do not have all of the information that
you need

In the description field the system
narrows the search by displaying
information based upon the search

Vendor Information /| criteria entered

Enter any information you have and click Search;’i_eaue fields blank for a list of all values.

i

[ Find an Existing Value || Add a New Valug |

Il
i
I

SetlD: = - | Q

Vendor ID: begins with -

Persistence: = - -

Short Vendor Name: beqgins with - &)

Our Customer Number: begins with - ')

Hame 1: begins with - QL

[“Tinclude History [ correct History [ case Sensitive — .
Additional

Clear |Basic Search (& Save Search Criteria _ search options

\\\

Find an Existing Value | Add a Mew Value \\\

Save searcheg
Search using for future use

the Basic
Search Option

University Computing & Communication @ mevea
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Once you entghe search criterialist that matches the criteria appears in the Search Result area.

Vendor Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value | Add a New Value |

SetD: = |UNOLF Q

Vendor ID: begins with - |

Persistence: = - -

Short Vendor Name:  begins with ~ | K Underlined heading<lick to
Our Customer Number: begins with - | Q resort

Hame 1: begins with - |A QL

[include History | Correct History [| Case Sensitive /

Search List Navigation

Search | Clear |Easi|: Search Saye-Search Criteria ||
Search Results - ¥
WView All First 1-4 of 4 Last

|Persistence | Short Vendor Name |Our Customer Number |Hame 1

UMCOLF 0000000002 Reqular ASW-001 blank) A&W Drive Inns

UMCOLF 0000000011 Reqular ALLIAMCE P-001  (blank) ALLIAMCE PACKAGING SYSTEMS
UMCOLF 0000000004 Reqular APPLE COMP-001 (blank) APPLE COMPUTER
UMCOLF 0000000022 Reqular ATRIUMHOTE-001 (blank) ATRIUM HOTEL

Find an Existing Yalue | Add a Mew Yalue

Saving Search Criteria

If you are conducting an advanced search, you can click the Save Search Criteria link to name and save th
specifics of your search. If you have saved one or more searches, you can use the Use Savetb@earch drop
list box to select a saved search. @ogeave a search, you can use that specific search record in other searc
pages that use the same search record. You can remove any saved searches by clicking the Delete Saved
link.

University Computing & Communication @ evemi
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Using Wildcards to find information

PeopleSoft applications popt three wildcard characters to help you search for data in character fields. You
can use these wildcards to track down the exact information that you need.

| wildcards only work with the begins with and contains operators.

Here are the supported stamdardcards:

Wildcard Definition
% (percent sign) Matches one or more characters
_ (underscore) Matches any single character

Example: If you enter thietter, A%n in the search filed. Your search results will include all values with the
first letter beginning with A including the letter n. Administrator, Anthony etc.

Using Look Up Prompts

To initiate a search, click the lookup button. The Look Upopags, displaying all valid values for that field

up to 300 rows. To narrow your search, you can search by a certain field in the Search By field. If you only |
partial data, the search operators in thedlom list box can help make a search memzfigp As with a

search page, use the Advanced Look Up page to enter additional criteria by which to search. When you finc
field value that you need in the Search Results grid, click the link to automatically populate the field from the
original pagwith your selection.

To use the lookup prompt:

1. Click th Q button.

The results will display bases on the value entered into the search field.

University Computing & Communication @ ST AL AT
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Using Calendar Prompts

When entering information in a date field, you can select the calendar promiat thettoght of the field to
help you choose a date. You can also enter the current day's date byodajarihg date field. Pre§aB to
exit the field; the current date appears.

To use the calendar prompt:

1. Select the calendar prompt butt® to the right of the field.

[ Summary || ldentifying Information || Address || Contacts || Location || Custom |
setip;  UMOLF vendor Address Search
Vendor: 0000000002 Short Vendor Hame:  A8W-001 Hame: AEW Drive Inns
Vendor Address Find | Wigws Al
Address ID: 1
Description: Remit
Details = Eind | View Al
Effective Date: |01/01/1901 IEJ 5
Status: Active -
Vendor Address Find | Wiew Al
Address ID: 1
Description: Remit
Details Find | Wiew All |
Effective Date:  [01/01/1901 [5]
Status: Active ~ [T
Country: usa S Unite January - 1301 ~
S M T wW T F 5§
Address 1: 123 Main Street
1 2 3 4 5
Address 2: B 7 8 9 10 11 12
Address 3: 13 14 15 16 17 18 19
20 21 22 23 24 25 26
City: Mew Crleans
27 22 29 20 31 L
County: SpEEe]
State: LA & Lou} 4] Current Date [¥)
Email 1D:

University Computing & Communication @ TpEaERsITy of
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2. Select the month and yeaurrent date.

January - |1901 -
S M T W T F 5

1 2 3 4 5

6 ¥ &8 910 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 2§
27 28 29 30 A

I(ﬂ Current Date [¥)

The calendar will close and insert the selected date in the field.

Adding Favorites

Click to add the current page to your favorites list for easy accessibifityoritbs list is like your own list of
bookmarks to components and transaction pages that you use frequently. Once you add a favorite, it appe:
under the My Favorites folder in the menu. You can return to the page by expanding the My Favorites folde
ard clicking the link for the page that you want to view

To add favorites:

1. Open the page that you want to designate as a favorite.
2. Click Add to Favorites in the universal navigation header.

The Add to Favorites page appears, with the page namdedauhen the Description field.

Worklist MultiChannel Console _A”4to Favorites Sign out

Add to Favorites

Please Enter a Unique Description for this Favorite

*Description: |r-.-'l}.-' Page

ok | Cancel

University Computing & Communication @ TE L ayERsITY of
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If you like, update the description for the favorite.

3. Click_ 2% |

The favorite is saved and displayed in the My Favorites folder.

Editing Favorites

On the Edit Favoritegageyou can rdabel favoriteglelete favorites, or modify the sequence in which they
appear on your menu pagelet

To Edit Favorites:

1. Expand the My Favorites folder in the menu pagelet.

Personalize Caontent | Layout
Menu (=] X

Search:
®

[ Wy Favorites

[- PeopleTools

Create a list of frequently used transactions. ]
FEMplojee Sel-Senice

[ Manager Self-Sernvice

2. Click Edit Favorites.

The Edit Favorites page appears, displaying a grid with the fahatirites selected and their sequence
numbers. If there are no favorites currently saved, a message indicates this in place of the Favorites

Menu
Search:

w My Favorites

— My Page
— Vendor

— i i
E Edit Favorites |

University Computing & Communication @ ST AL AT e
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3. Locate the favorite that you want to modify, and make your changes.

To relabel a favorite, type a neame in the text box. To delete a favorite, press the Delete button
associated with it. To reorder favorites, type an appropriate number in the Sequence number box.

Re-order favorites.

Edit Favorites

Click the Save button after editing or deleting favaorites.

Delete to remove
saved favorites.

= Favorites First 1-2 of 2 Last

L]
Customize | Find | E

My Page 0 Delete |
Wendor, 0 Delete
— _ Dekte |

Type a new name in the text box te re¢
label.

4. Save your changes.

Working with  Grids

Grids offer several functional features that scroll areas do not:
1 Select Tabs for multiple views of a grid

1 Collapse grids
M Customize Grids
1 Download grid data

Selecting Tabs for multiple views of a grid

Tabbed grids enable you to view multiple columns of information without scrolling to the right. By clicking th
Show All Columns button just below the grid's navigation header, you can view the remaining columns of gt
data.

THE UNIVERSITY of]
NEW ORLEANS 3
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Select Tabs to view Search_| Clear |
multiple columns

Search Results

L}
Customize | Find | View All | e First 16 of 6 Last

= BOWMAN

UNOLF  0oooooooos 5 SPORTSWEAR NEWCOMERSTOWN  OH USA

UMOLF 00000293805  BellSouth Test Mew Orleans LA USA

UNMOLF 00000293885  BellSouth Test POBox1234 Mew Orleans LA USA
= INWODOD STATE 3700 ORLEANS

UNOLF 0000032161 5 CONTRACT INWOOD-001 AVE NEW ORLEANS LA USA
= INWOOD STATE

UNOLF 0000032161 5 CONTRACT INWOOD-001 123 LAKE AVE HARAHAN LA USA
= 123

UNOLF 00000221705 BROWN ERINN BROWMN-002 WONDERLAND WONDERLAND CA USA

To restore the grid to its original state, you can then click the Show Tabs button. Alternatively, some grids r
have an Expand All button to the right of the tabs, which enables you to expand the grid columns to the rigf
so that no tabs appear.

Search Results

Persistence |AR Number

UNOLF BOWMAN SP0O-001 PO BOX 609 NEWCOMERSTOWN OH Approved  Supplier Regular

UNOLF 00000  Click Grid BELLS-TST-001  POBox1234  NewOrleans LA USA  nacive  Supplier  Regular
UNOLF 00000 Iconto BELLS-TST-001 PO Box1234 New Orleans LA USA  Inacive  Supplier Regular
St God E 3700 ORLEANS
UNOLF 000002 INWOOD-001 AE NEW ORLEANS LA USA Unapproved Supplier Regular
UNOLF 0000032161 & m%gingE INWOOD-001  123LAKEAVE  HARAHAN LA USA  Unapproved Supplier  Regular
. ] 123 .
UNOLF 00000321705 BROWN ERINN BROWN-002 WONDERLAND WONDERLAND CA USA Unapproved Supplier Regular
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Collapsing Grids

You may also encounter grids that can be collapsed or expanded. Clicipthetmghtriangle in front of the
grid heading to expand a grid that is hidden from view (collapsed).

These examples show both the collapsed and expatesdisthe Component Interfaces grid.

Collapsed grid example

Maymenﬂwrlhholding Alt Names

. N
Phone Information Customize | Find | View Al | i First \"/ 4 of 1 Last

Expanded grid example

|@aymentmﬁthholding Alt Names

T—‘ayment Alternate name

Hame 1: |

Name 2: |

Withholding Alternate name

Withholding Name 1: |

Withholding Name 2: |
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Change the column order:

1.

Under Column Order on the Personalize Column and Sort Order page, select the column that you wi
to move.

To select multiple adjacent columns, hold dowsHtke key as you select additional column names.

To select multiple nonadjacent columns, hold dow@rthekey as you select additional column
names.

If your grid contains tabs, the system displayaliteeparators in the Column Order list. You can
move the tab separator just as you would a regular column, thus altering the number of columns thalt
system displays on a particular tab at once.

Click the up or down arrow buttons to move the columm dpwn in the list.
(]
(=]

If you move a frozen column below an unfrozen column, the system disables the frozen setting.

Repeat steps one and two to move any additional columns.

4. Click— 2% o save your changes and return to the transaction page.

Hide a column:

1.

3.

Under Column Order, select the column that you want to hide.

To select multiple adjacent columns, hold dowsHtke key as you select additional column names.
To select multiple nonadjacent columns, hold dow@rthekey as you select additional column
names.

. Select the Hidden check box.

Note. When you use the find feature in the grid, the system will not search any columns that you set
hidden.

Click OK to save your changes and return to the transaction page.

Freeze a column:

1.

Under Column Ordesgelect the column that you want to freeze.

Note. Any columns that the developer already defined as frozen appear with the Frozen check box
selected. You can override this setting by clearing the check box.

University Computing & Communication @ RS
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2.

3.

Select the Frozen check box.

The system automatlly freezes the selected column and all columns above it. If you move a frozen
column after an unfrozen column, the system disables the frozen setting.

Click OK to save your changes and return to the transaction page.

Frozen columns appear on all thes tatthin the grid.

Manipulating Grid Column Sort Order

Under Sort Order on the Personalize Column and Sort Order page, you can alter the grid column sort order
Any sort order changes that you save remain in place until you change them again.

Soecify a persistent sort order for a grid:

1.

Under Column Order, select the column on which you want to sort.

Note that you can sort hidden columns; however, you cannot select the following column types for
sorting:

Tab separators.

Images.

Buttons or links.

HTML areas.

Click the right arrow to display that column under Sort Order.

O O O o

To select multiple adjacent columns, hold dow&Hthe key as you select additional column names.
To select multiple nonadjacent columns, hold dow@rthekey as you select additional mwiu
names.

If you have moved more than one column to Sort Order, you can select a column and click the up ar
down arrow button to alter the sort hierarchy.

You can sort multiple columns at once. The system considers the first column in the listythe prima
sort, the second the secondary sort, and so on.

To sort columns in descending order (instead of the default ascending order), select the Descending
check box for the highlighted column.

The system applies tfukest@xt next to the column name toigate which columns are sorted in
descending sort order.

. Click OK to save your changes and return to the transaction page.

The system saves your sort settings until you change them again or until you click the Restore Defal
button in thePersonalization page.
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You can override the sort order of a column in a grid directly in the transaction page without altering the
personalization settings. To do so, click the column heading link (not underlined) for the column that you we
to sort. Thissorts the column in ascending order. You can toggle between ascending and descending order
repeatedly clicking the column heading link. The last column heading link that you click becomes the primal
sort for the grid. Note that this type of sortingniy temporary. When you exit the transaction, the system

does not save the sort order that you just performed.

Downloading Grid Data

Some grids enable you to download grid data to a Microsoft Excel spreadsheet. The download feature extr:
all active, mhidden rows, regardless of whether the rows are visible on your screen.

To download grid data:
1. Click the Download buttomhile pressing the Ctrl buttonthe grid's navigation bar.
A new browser window opens, showing the data in a spredistfeana.

2. Select File, Save As and save tlacadad Microsoft Excel (.xIs)

Purchasing Kit Catalog ltem Search Line: U & Retrieve
Lines Customize | Find |\.-’|ew AII First 1of1 Last
f Details Ship To/Due Date Statuses Item Information Attributes. BFQ Contract Recemng

RENEWAL RENTAL of

1B SHARP SF2530 COPIER, SN ) 0.0000 EA (97800 O |230.00000 2,070.00 Active O EEE
06600096
Wiew Printable Version *Go to: ... Mare ... -
B save | X Return to Search 4[Z] Next in List | [=] notify | iy Refresh E Add
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Customizing a Page

1. Click the Customize Page link.

2. You have the ability of making this page the top when you open the page groligkhilye
checkbox.
The following options aravailable based on the type of page you are viewing:
1 Save the View alletting on the row grids by clickintpis check box.
1 Change and save the tabbing sequence of the fields and buttons by ¢heking
checkbox. This box is checked by default.
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