Favorites Options

In PeopleSoft 8.9, Favorites allows end users to add commonly used pages to the Menu that are always
available. This feature cuts down on navigation time when accessing several pages in different areas of
PeopleSoft. Favorites are similar to standard browser “bookmarks” for frequently used pages.

My Favorites is located on the Menu and there is also an Add to Favorite link in the header. Once a Favorite
is added, it is maintained (in the Menu on the left-hand side of the page) under My Favorites. Users can
create, delete or edit favorites. This document explains how to complete each task.

Create — Add page to list of Favorites

Delete — Remove page from list of Favorites

Edit - Change page name and/or rearrange the order in which information appear in Menu folder.

Create Favorites

Peo})leso{t: Worklst _Agd to Favorites
= Job Information | New Window | Help | B
I> Contract Administration | I
[ Temporary
Assignments Job Data
I Employment Enter any information you have and click Search. Leave fields blank for a list of all values.
Categarization ITA . R
I Review Job Information { Find an Existing Value | Add to Favo”tes Llnk
[ Reports
— Job Data - -
— Add Employment EmplID: [begins with =[]
Instance =
Empl Red Nbr: =
— Add Contingent Worker 5 l B |
Instance Name: | begins with x| [
— Dther Pavee : - -
— Add Adcitional Last Name: | begins with =]
Assignment Second Name: [beains withj|
— Additional Appointment
JPH Alternate Character Name: | begins with =] |
— Current Job y
_ PayRate Chanae Middle Name: | begins with x|
=05k Rk JEN : [ include History [ Correct History [ Case Sensitive
— Calculate Compensation
— Badge
- Business Expenses Search | Clear | Basic Search Save Search Criteria
— Company Property

Add to Favorites Link Click on link while in the page that you want to bookmark.

My Favorites Appears in Menu

*Note: You must be on the page you want to save. ( The above example is on the Job Data page)




PeopleSoft.

Add to Favorites

Flease Enter a Unigue Description for this Favorite

Worklist

Add to Favorites

Mew Window | Help | Customize Page | B

Sign out

Description can

be changed.

*Description:  [Jlob Data

oK | Cancel |

Click OK to
save

[=] Motify |

Description

In the text field,the page name will default OR enter a unique description
for the favorite. Cursor must be in field to change description name.

OK |

Navigation: Home

Click K| and the favorite is saved and displayed in the My

Favorite folder.

PeopleSoft.

Personalize Content | Lavout

~ My Favorites
—Job Data

— Add to Favorites
— Edit Favorites

Viorklist

Job Data page
saved in folder

Add to Favorites

My Favorites

Click on My Favorites in Menu to display list




Delete Favorites

Navigation: Home

PeopleSoft.
(Moo 8

WWorklist

Favorites title/label

New Window | Help | Customize Page | /&,

Search:
f ® can be changed.

= My Favortes Edit Favorites

—Add a Person

— Create Tenure Dala Click the Save button after editing or deJp ofMes.

— Job Data

= Modbia Betson i omize |Find | 8 First 4] 1505 [H Last

=z 't *Favorite Sequence number

— Edit Favorites
> Benefits |4dd a Person | 0 Delete |
[> Campus Community
b Compensation |Creale Tenure Data | 0 Delete |
[> Curriculum Management (1ob Data 0 Delete
[ Enterprise Components I I —I
b Enterprise Leaming [modify a Persen | 0 | Delete |
[ Manager Self Service
[ Organizational Development |New Hire | 0 Delete I

[> Payroll Interface

[» Payroll for Morth America

[* Pension

[> Self Senvice

> SetUp HRIS Be sure to save changes.

[> SetUp SACR .

e Click Save button
ime and Labor

[ Tree Manager

[> UHS HRMS Benefits

[» UHE HRMS Budget

[ UHS HRMS HR

[» UHS HRMS Misc

[ UHS HRMS Payroll

> Wordarce Adminsiaton | @ | v |
My Favorites This number identifies Leave Accrual report.

Edit Favorites Click on Process Monitor link.

Delete | Click _Delete| button to remove favorite.
) s | . :
ﬁﬂﬂ‘ﬂ‘-l Click & Save button after deleting favorite(s)

*Note: Favorites title/label can also be changed/renamed on this page. Remember to click Save button.




Edit Favorites

Navigation: Home

PeopleSoft.

Worklist

e Favorites title/label can be Heseil oz | e | Sust s L L

= Wy Favorites Edit Favorites mOdIerd

— Add Person

— Modify 3 Person
—Job Data
— Create Tenure Data :
*Favorite
[ Benefits
[» Campus Community INm Feman |
[» Compensation
[ Curriculum Management |Mod|fyaFerson I
[» Enterprise Components |ng Data |
I

Click the Save button after editing or delgii

ze [Find | B First 4] 1ora M Last

Sequence number

Delete

Delete

[» Enterprise Learning
[> Manager Self Service |Create Tenure Data
I Organizational Development
[» Payroll Interface

[> Payroll for North America -
b Pension. Click Save button after
[» Self Senvice .. .
[> Set Up HRMS

Lot editing is complete
[> Student Financials
[ Time and Labor

[ Tree Manager

[ UHS HRMS Benefits

BEEE

1
2
3 Delete
4

Delete

[> UHS HRMS Budget
[ UHS HRMS HR
[ UHS HRMS Misc

ER | ] o
My Favorites This number identifies Leave Accrual report.

Edit Favorites Click on Process Monitor link.

Sequence Number Enter number (i.e. 1,2,3,4, etc.) in field for favorites to appear in a specific
order.

& Save | Click M button after editing favorite(s)

*Note: Favorites titls/label can also be changed/renamed on this page. Remember to click Save button.




