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PeopleSoft Finance 9.0 Quick Tips
Guide for Links and Icons

Listed below is a very brief explanation of some of the links and icons utilized in PeopleSoft Finance
9.0. Please see applicable Quick Reference Guides or Training Manuals for more detailed instructions.

Mew Window |

Click on this link to open a new window within PS Finance 9.0. You can have
multiple windows open at one time.

Home

Clicking here will bring you back to the menu you see when you first log in
using your Operator ID.

L odioraonies |

Click here to add a menu navigation that you do frequently. You can name
the favorite anything you would like.

PRO: Saves you navigation time. Your favorites are attached to your
operator ID.

CON: If you have to call the helpdesk or speak with another user, your
screen will not appear the same as the individual you are speaking with. It
may take a little bit of time to figure out the navigation path of your favorite
so that the person you are speaking with can assist you.

Sign out

Rather than “x” out of the application to log off, you can utilize this link to
disconnect from PeopleSoft.

Click on the [=] button to compress and expand the menu. By compressing or
hiding your menu, you open up more space on your screen which may reduce
the amount of right to left scrolling.

Opens up Microsoft Excel and imports data as seen on your screen into MS
Excel.

This will allow you to see all the information available on all tabs.

Accounting Entries

[ Details ] ChaFields

Provides user with a drop down list of items associated with the field or
parameter to be filled in.
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%

Wildcard — utilize this to help your search when you do not know the entire/
exact numbers or letters when entering your search criteria.

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

Find an Existing Value

SetlD: = | LBCMP Q
Vendor ID: begins with |+

Persistence: = i w
Short Vendor Name: begins with  + ||%tab aQ,

Our Customer Number:| begins with | v Q
Name 1: begins with |+ Q

[ICase Sensitive

Search | Clear | Basic Search B Save Search Criteria

Customize

OR

Customize Page

This will allow you to change the order of how information on a particular
page appears. The user can order columns, hide columns or add fields to
the sort order.

This only customizes the view you are in.

It is unique to your log in and stays that way until you change it.

To restore defaults click on Restore Defaults button at the bottom of the
customization page.

PRO: This can be very helpful when there is information on your view that
you do not utilize or if you are only interested in a few select items and you
want to see them in one page without having to scroll right and left.

CON: You need to remember that you customized your view. If you have
to call the helpdesk or speak with another user, your screen may not appear
the same to the individual with whom you are speaking.




