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Signing in to PeopleSoft 
 

PeopleSoft is accessed by the PeopleSoft home page. Security 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 the Peoplesoft URL address into the browser address field and press <Enter> 

https://finserv.uno.edu/finprd/signon.html  or select the browser from your list of 

favriotes if you saved it to your list. The PeopleSoft Sign in page appears as shown 

below. 

3. Type the assigned User ID and Password. *Note: The Financials password is the same 

as your user name and  password used to login to your computer, email and 

WebSTAR account. If you have problems accessing Financials contact the Helpdesk at 

(504) 280- HELP (4357).  

4. Click Sign In  

 

 

  

https://finserv.uno.edu/finprd/signon.html
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Signing Out of PeopleSoft 
 

For security purposes, the PeopleSoft system logs you out of your application after 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 clicking the OK button in 

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 page appears and you can once again sign in to your application. 
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The following steps will guide you through sigining out of peoplesoft:  

: 

1. From the navigation header, click the Sign out link. 

 

 

Navigating the PeopleSoft Home Page 
 
When you have successfully logged into PeopleSoft the home page, will appear. 
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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 information. The 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 their content. 

 

 

 
 
 
 
 
 
Universal Navigation Header: The Universal navigation header appears at the top of every page 
as long as you are logged in.  
 

 

Links on the Universal Navigation header:  
 

Links  Action 

Home Click to return to your home page 

Worklist 
Multichannel Console 

N/A  

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

Sign Out 
Important! For security purposes, it is important that you sign 

out when you are finished with your PeopleSoft session rather than 

simply closing the browser window. Other users could potentially 

access your cached homepage from another portal if you do not 

sign out properly. 

Click to sign out of the application and return to the 
Sign In page. 
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Navigating the Menu and a Page 
 
The menu items display the contents of a selected item folder. The menu is composed of an 
organization of pages that store data. Notice the two types of menu options: Links and folders. Each 

folder is followed by an arrow . When you click on the arrow, it expands and displays the 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 1. Clicking on a navigation link displays the page to the right of the navigation menu. 

 
 
 
 
 
 
 
 
 
 
 
Figure 2. Clicking on a folder displays another navigation page that reflects the content of the folder. 
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Hiding the Menu  
 

The menu can be a distraction while navigating throughout PeopleSoft. Hide the menu by 

clicking the minimize button at the top of the menu pagelet. The menu is then replaced by an 

icon. You can restore your menu at any time by clicking the expand menu icon. 

 

Figure 1. Hides the menu 

 
 

Figure 2. Restores the menu 
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To access the menu items: 

 
: 

 

1. Click a menu group (e.g. Purchasing) 
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2. Select a task menu or folder and click the hyperlink. 

      

 
 

 

 

 

 

 

3. Select the task and click the hyperlink. 
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4. Enter the criteria you wish to search for and click . 
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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 search 
page for the current component. From this window, you can view or enter new data. You can open as many 
child windows as needed by clicking the New Window link. Do not select File or New Window from the 
browser menu. Doing so copies the current HTML from the parent window, instead of opening a new 
PeopleSoft-maintained window session.  

 

 

Understanding Search Pages 
 

There are two types of search pages: basic search pages and advanced 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 an 
Advanced Search link  

A basic search page enables you to search by just one field at a time, and then only using the òbegins withó 
operator. To designate the search field, if more than one is available, select the desired field from the Search by 
drop-down list box and then click the Search button to display the results of your search. You can perform a 
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 results 
at one time in the Search Results grid. (For certain applications, the default may be something other than 300.) 
Use your browserõs scroll bar to view all listings on the current page. If not all results are displayed at once, you 
can click the Show Next Row button (the right 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 First 
and Last links to display the first and last sets of rows of search results. In addition, you may be able to click a 
View All or View x buttonñto view all records at once or to view a designated number of records 
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When performing an advanced search, you can use a variety of operators to narrow your searchesñby a 
particular first 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  
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Basic Vendor Search 
 

To complete a basic search: 

 

: 

 

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

 

 
 

2. From the page, type the short vendor name and click search. 
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3. Select the desired vendor from the search results to view. 

 

 
 

Advanced Search 
 

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

In some cases, search pages may include the Include History and Correct History options. In addition, search 
pages contain the Case Sensitive check box to enable you to perform case-sensitive searches.  

To complete Advanced Search: 

 

: 

 

1. From the Basic Search page select, the Advanced Search Link. 
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When specifying search criteria, you can enter a full or partial 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 

criteria entered 

Additional 

search options 

Save searches 

for future use Search using 

the Basic 

Search Option 
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Once you enter the search criteria, a list that matches the criteria appears in the Search Result area. 
 

 

 

Saving Search Criteria  
 

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

  

Underlined headings- click to 

resort 

Search List Navigation 
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Using Wildcards to find information  

PeopleSoft applications support 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.  

IWildcards only work with the begins with and contains operators. 

Here are the supported standard wildcards: 

 

Wildcard  Definition  

% (percent sign) Matches one or more characters 

_ (underscore) Matches any single character 

 

Example: If you enter the letter, 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 Up page opens, 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 have 
partial data, the search operators in the drop-down list box can help make a search more specific. As with a 
search page, use the Advanced Look Up page to enter additional criteria by which to search. When you find the 
field value that you need in the Search Results grid, click the link to automatically populate the field from the 
original page with your selection.  

 

To use the lookup prompt: 

: 

1. Click the  button. 

The results will display bases on the value entered into the search field. 
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Using Calendar Prompts  
 
When entering information in a date field, you can select the calendar prompt button to the right of the field to 
help you choose a date. You can also enter the current day's date by entering today in the date field. Press TAB to 
exit the field; the current date appears.  

 

To use the calendar prompt: 

: 

 

 

1. Select the calendar prompt button  to the right of the field. 
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2. Select the month and year 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 accessibility. The favorites list is like your own list of 
bookmarks to components and transaction pages that you use frequently. Once you add a favorite, it appears 
under the My Favorites folder in the menu. You can return to the page by expanding the My Favorites folder 
and 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 name as the default in the Description field. 
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If you like, update the description for the favorite.  

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

 

Editing Favorites  
 

On the Edit Favorites page, you can re-label favorites, delete 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. 
 

 
 

2. Click Edit Favorites.  

The Edit Favorites page appears, displaying a grid with the favorites that you selected and their sequence 
numbers. If there are no favorites currently saved, a message indicates this in place of the Favorites grid.  
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3. Locate the favorite that you want to modify, and make your changes. 

To re-label a favorite, type a new name 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. 

 
 

4. Save your changes. 
 

Working with  Grids 
 
Grids offer several functional features that scroll areas do not: 

¶ Select Tabs for multiple views of a grid 

¶ Collapse grids 

¶ Customize Grids 

¶ 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 the 
Show All Columns button just below the grid's navigation header, you can view the remaining columns of grid 
data. 

Type a new name in the text box to re-

label.  

Delete to remove 

saved favorites.  

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

 
 
 
 

 
  

Select Tabs to view 

multiple columns 
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Collapsing Grids  
 

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

These examples show both the collapsed and expanded states of the Component Interfaces grid. 

Collapsed grid example: 

 

Expanded grid example 
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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 want 
to move. 

To select multiple adjacent columns, hold down the SHIFT key as you select additional column names. 
To select multiple nonadjacent columns, hold down the CTRL key as you select additional column 
names.  

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

2. Click the up or down arrow buttons to move the column up or down in the list. 

 

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

3. Repeat steps one and two to move any additional columns. 

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

Hide a column:  

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

To select multiple adjacent columns, hold down the SHIFT key as you select additional column names. 
To select multiple nonadjacent columns, hold down the CTRL key as you select additional column 
names.  

2. 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 as 
hidden.  

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

Freeze a column:  

1. Under Column Order, select 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.  
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2. Select the Frozen check box. 

The system automatically 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.  

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

Frozen columns appear on all the tabs within 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.  

Specify 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: 

o Tab separators. 
o Images. 
o Buttons or links. 
o HTML areas. 

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

To select multiple adjacent columns, hold down the SHIFT key as you select additional column names. 
To select multiple nonadjacent columns, hold down the CTRL key as you select additional column 
names.  

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

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

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

The system applies the (desc) text next to the column name to indicate which columns are sorted in 
descending sort order.  

5. 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 Defaults 
button in the Personalization 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 want 
to sort. This sorts the column in ascending order. You can toggle between ascending and descending order by 
repeatedly clicking the column heading link. The last column heading link that you click becomes the primary 
sort for the grid. Note that this type of sorting is only 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 extracts 
all active, unhidden rows, regardless of whether the rows are visible on your screen.  

To download grid data: 

1. Click the Download button while pressing the Ctrl button in the grid's navigation bar. 

A new browser window opens, showing the data in a spreadsheet-like format. 

2. Select File, Save As and save the data as a Microsoft Excel (.xls) 
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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 group by click the 

checkbox. 

The following options are available based on the type of page you are viewing: 

¶ Save the View all setting on the row grids by clicking this check box. 

¶ Change and save the tabbing sequence of the fields and buttons by clicking the 

checkbox. This box is checked by default. 
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3. The tab sequence of each button, link and field is indicated by the small number above and to 

the left of the object. 

 
4. To change the tab sequence, click the radio button for the action you want and then click the 

tab sequence number. 

 

5. Click the ok  button to save your changes. 
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6. If you decided the new tab settings arenôt working for you, return to the default settings at 

any time and click the Restore Default button. 
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Using Process Buttons 
 

The following buttons process transactions: 

 

 Click to apply the data input without 
returning to the main page, in case 
you want to perform additional 
searches. Usually found on a page 
that you open by clicking a prompt 
button.  

 

 Click to accept the data input made 
on an auxiliary page and return to 
the main page. 

 

 Click to clear the page and any data 
that you may have entered or 
changed without saving. When you 
click Cancel, the system does not 
warn you to save changes. Click 
Cancel if you entered data incorrectly 
and want to begin again. 

 

 

Using Toolbar Buttons  
 
The toolbar appears at the bottom of most pages. It can include search list navigation buttons, page navigation 
buttons, and page action buttons; it changes depending on the type of page that is active or the settings that the 
developer has put into place for a particular transaction. Not all buttons shown in the following table appear on 
every page. Likewise, some buttons may be unavailable for selection. 
 

 
Click to send the information that you have 
entered on the page to the database. You 
generally save when you come to the end of a 
component. The Save button updates the data 
for all pages in a component. When activated, 
the system displays the saved message in the 
upper-right corner of the page. 

 Click to return to the search page. 

 

 Displays the data for the previous data row in 
your search results grid. This button is 
unavailable if you did not select the data row 
from the search results grid, if there was only 
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one row in the grid, or if the data that appears is 
the first row in the grid.  

 

 Displays the information for the next data row in 
your search results grid. This button is 
unavailable if you did not select the data row 
from a search results grid, if there was only one 
row in the grid, or if the data that appears is the 
last row in the grid.  

 

 Displays the next page in the current 
component. If you are in the last page of the 
component, this button is unavailable. 

 

 Displays the previous page in the current 
component. If you are in the first page of the 
component, this button is unavailable. 

 

 Click to access existing rows of data in the 
database. If data is effective-dated, only current 
and future rows appear. 

 

 Click to display all rows of data: current, future, 
and history. 

 

 
Click to access existing rows of data in the 
database and display all effective-dated rows. 
Enables you to update all rows, including history 
rows. 

 Click to add a row of data to the database for the 
current transaction. 

 

 
Click to force a trip to the server, validating any 
data that has been entered and processing any 
deferred PeopleCode changes. 

 Displays when several pages are related to the 
current page. Click to access a new page 
containing a list of related page links.  

 

 Click to open the Send Notification page, where 
you can specify names, email addresses to send 
notifications.  
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Using Hot Keys 
 
Hot keys perform immediate actions. When you press one, the designated action occurs. Note that several hot 
keys perform different functions depending on the page that you are on, such as a transaction page or a search 
page. 
 
Hot Key Button Action 

ALT+1  

 
 

 

 
 
 

o Saves a page in a 
transaction. 

o Moves to the Search or 
Add button on a search 
or look up page. 

o Moves to the OK 
button on a secondary 
page. 

 

ALT+2  

Or <F5> 

 

 Returns to the search page 
from the transaction page. 

 

ALT+3  

 
 View the next row in the list 

when the button is active. 

 

ALT+4  

 
 View the previous row the in 

list when the button is active. 

 

ALT+5 
 

 

o Accesses the Look Up 
page. 

o Opens the calendar 
prompt. 

 

ALT+6  

 

 Opens the pop-up window on 
a page.  

 

ALT+7  

 
 Inserts a row in a grid or scroll 

area. 

 

ALT+8  

 
 Deletes a row in a grid or scroll 

area. 

 

ALT+0  

 

 When in Expert Entry mode, 
activates the Refresh button, 
which validates the data entered 
on the page. 
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ALT+ .  

 

 View the next set of rows in a 
grid or scroll area. 

 

ALT+ ,  

 

 View a previous set of rows in a 
grid or scroll area. 

 

ALT+ /  

 

 Finds data in a grid or scroll 
area. 

 

ALT+ ó  

 

 View all rows of data in a grid, 
scroll area, or search page 
results list. 

 

ALT+ \  

 

 Toggles between Add a New 
Value and Find an Existing 
Value on a search page. 

 

CTRL+ J  

 

 Displays the system 
information page. 

 

CTRL+ K  

 

 When on a search or 
transaction page, accesses a 
page with a list of keyboard 
navigation shortcuts using hot 
keys and access keys.  

 

CTRL+ Y  

 

 Toggles the menu pagelet 
between collapse and expand. 

 

CTRL+TAB  

 

 Toggles the focus through the 
frame set. 

 

ENTER  

 

 Activates the OK button, 
where appropriate. 

On a search page, activates the 
Search button. 

On a look up page, activates 
the lookup button. 

 

ESC  
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Part II  
 
 

Receiving 
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[PEOPLESOFT 9.0 END USER TRAINING ] July 1, 2009 

 

University Computing & Communications 
 39 

 

Inquiries  

Inquiring on a Purchase Order  
 

Navigation: Purchasing>Purchase Orders>Review PO Information>Purchase Orders 

 

Once a Purchase Order has been created you may need to review it for future transactions. You may need to 

view header, lines, schedules and distribution details. All the information in the Purchase Order is read-only 

and if any changes need to be made contact the Purchasing Office. 

 

To inquire on a purchase order: 

 

1. Select, Purchasing link from the menu. 

 

                           
 

 

 

 

 

 

 

 

 

 

 

 

2. Click the Purchase Order link. 
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3. Purchase Orders 

4. Purchase order inquiry page appears. Enter the PO ID and select Search. 
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Inquiring on a V oucher  
 

Navigation: Accounts Payable>Review Accounts Payable Information>Vouchers> 

 

Payables provide an inquiry page that will enable you to access your voucher and payment information 

when you need it.  

 

To inquire on a voucher: 

 

1. Click the Accounts Payable link 

2. Click the Review Accounts Payable Information link 

3. Click the Vouchers link 

4. Click Voucher 

 

 

 
 

 

 

5. Enter the voucher number, invoice number or any valid search criteria. 
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6. Select, search and the voucher inquiry results will appear at the bottom of the page. 

 

 

 
 

 

 

 

7. Use the tabs to navigate to view the voucher details, amounts and additional details. 
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8. Click the Detail Lines button to access the Voucher Details page, where you can view line and 

distribution line detail for the voucher. 
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View Actual Invo ice Image 
Navigation: Accounts Payable>Voucher>Add/Update>Regular Entry 
 

7. Enter Voucher ID and select search. 
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8. From the View Related drop-down menu Select, View Invoice Image. 
9. . Select Go. 
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4. The invoice will appear in PDF format in a separate window. 
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Voucher Summary & Related Documents  
Navigation: Accounts Payable > Vouchers > Add/Update > Regular Entry 

 

1. Click Regular Entry 

 

 
 

 

2. Enter Voucher search criteria. 

 

 
















































