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PeopleSoft 8.9 Navigation Basics 
 

Welcome to PeopleSoft release 8.9! This course covers basic concepts, terminology, 
and navigation techniques for PeopleSoft 8.9 applications using a browser-based 
interface to view and update data. You may already be familiar with some of the 
information in this user guide since in some cases it is about accessing web pages in 
general. 
 
Goal To have the skills and knowledge necessary to use 

PeopleSoft release 8.9 for Human Resources. 
 
Participant 
Objectives At the end of this module you will be able toé 

 
1. Sign on to PeopleSoft 8.9 using an Internet browser. 
2. Access different PeopleSoft 8.9 databases 
3. Access the PeopleSoft home page and universal 

navigation header. 
4. Navigate through the PeopleSoft menus, sub-menus, 

navigation folders and pages. 
5. Recognize and use hyperlinks. 
6. Utilize search pages to find records in the database and 

view data. 
7. Understand how to use update pages for entering data. 
8. Understand how data is displayed in PeopleSoft grids. 
9. Open a new window to view data without losing an 

unfinished transaction. 
10. Use favorites to save URLs within PeopleSoft to enable 

quick access to frequently used pages. 
11. Understand PeopleSoft terminology. 
12. Use this user guide as reference material and know who 

to call if you have additional questions. 
 
NOTE: The screen shots in this document are only examples of what you will see on 
your workstation when using PeopleSoft release 8.9. What you actually see may vary 
due to your access or slight modifications to screen design. 
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A. BASIC CONCEPTS 

 

1. PeopleSoft 8.9 Internet Architecture 

PeopleSoft release 8.9 makes use of Internet technology to bring you PeopleSoft 
applications. Since there is no software actually installed on your computer, you can 
conveniently and securely sign on to PeopleSoft from any computer that is connected to 
the Internet by using a web browser.  
 
PeopleSoft Internet architecture merges PeopleTools technology and World Wide Web 
technology to deliver view and update functionality through web pages. Hereôs a 
diagram of how it works: 

 
 
PeopleSoft 8.9 applications are made up of a navigational structure that uses menus, 
submenus, hyperlinks, and web pages. If youôve ever browsed the Internet, youôll find 
PeopleSoft Internet architecture is a simple, intuitive way of working with the database. 
 
PeopleSoft 8.9 works with the following web browser/operating systems: 
 
 IE 5.5 IE 6 Netscape 

Communicator 7 
Netscape 
Navigator 7 

Firefox 1.0 Mozilla 1.7 Safari 1.2 

Linux    X X X  

Mac OS 9    X    

MAC OS X    X X X X 

MS Windows 2000 X X  X X  X    

MS Windows 2003  X   X   

MS Windows 98 X X   X  X    

MS Windows NT X X  X X X  

MS Windows XP  X  X X X  

Unix   X  X  X    

      
 

NOTE: There is a glossary at the end of this guide. If you come across a word you donôt 
understand, please use the glossary to see a definition of the term. 
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2. Signing in to a PeopleSoft 8.9 Application 

Signing in to PeopleSoft is just like accessing a secure page on a web site.  
 
First, open a web browser, such as Internet Explorer. This can be done be clicking on 
the Internet Explorer icon, from the Start menu, on your computer. Then, type in the 
URL for the PeopleSoft 8.9 database you are trying to access (see URLs on pages 11-
12). NOTE: Instead of typing in the URL every time you need to sign in to the site, you 
may set the URL as a Favorite (to learn how to set Favorites see pages 34-36). 
 
When the sign in page displays, enter your user ID, press tab, and enter your password. 
Note that for the production databases these are the same as you use for e-mail (also 
referred to as Exchange ID, SSO ID, or NT ID). Notice that for security purposes, when 
you type the password, it will be shown with black dots instead of the actual characters. 
Remember that the password is case sensitive.  
 
PeopleSoft 8.9 Sign In Page: 

 

After you type in your password click  or press Enter. PeopleSoft will authenticate 
your user ID and password. If the sign in information you entered is valid, the system 

NOTE: Your user ID and password for 

accessing the production databases are 
the same as you use for e-mail--also 
referred to as Exchange ID, SSO ID, or 
NT ID. The password is case sensitive. 

URL = Web site address  



PE O P L E SO F T  HRMS  8.9  
NA V I G A T I O N  B A S I C S  &  I N Q U I R Y  

UNIVERSITY OF MISSOURI  PROPRIETARY & CONFIDENTIAL 
ADMINISTRATIVE INFORMATION TECHNOLOGY SERVICES  PAGE 7 OF 94 
 

will display the PeopleSoft home page. This is an example of what youôll see after 
signing in:   
 

 
 
Notes: 
 

 

You are now successfully 
signed in to the PeopleSoft 8.9 
application! 
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If you receive an error message in red text just below  that reads: ñYour User ID 
and/or Password are invalid,ò try reentering your user ID and password. REMEMBER 
that the user ID and password are the ones you use for e-mail and that the password is 
case sensitive. If reentering the information doesnôt work contact your local help desk 
and they will help you to reset your sign in information. The error message and help 
desk numbers are displayed below. 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

WARNING! For security purposes, the PeopleSoft system signs you out of the 
application without saving your input after a 60-minute period of inactivity. Two minutes 
prior to your session timeout, the system provides a warning that your browser session 
is about to expire (see screen shot of the warning message below). You then have the 

option of continuing with your current session by clicking the  button in the 
warning message: 

 

If you do not respond within two minutes, the session ends and you will receive the 
following message: 

IT Help Desk Numbers: 
 
Columbia: 573/882-5000 
Kansas City: 816/235-2000 
Rolla: 573/341-4357 
St. Louis: 314/516-6034 
UM System: 573/882-4083 
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To return to the application after being timed out, click the Sign in to PeopleSoft link. 
The sign in page will display, and you can sign in to the application again. 
 

Web Site Security 
 

The PeopleSoft application is accessed through a secure web site. You can verify that it 

is ñsecureò because the URL starts with https instead of http and there will be a lock  
displayed at the bottom of the web page. 

Notes: 
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3. Data Integrity and Help Desk Support 

Because data may be stored in multiple tables, is viewed by many users, and may be 
utilized for reporting purposes, all information entered into PeopleSoft should be as 
accurate as possible. Please consult the training guide for the specific process you are 
trying to complete if you have questions about that process. Training guides are 
available at this URL: 
 

http://umsystem.edu/ums/departments/is/peoplesoft/training/upgrade8.9/ 
 
And, if youôve reviewed the training guide and still have questions about using 
PeopleSoft to do your job, please contact local numbers given on the web pages at this 
URL for application support: 
 

http://www.umsystem.edu/ums/departments/is/peoplesoft/ 
 
Notes: 
 

 

http://umsystem.edu/ums/departments/is/peoplesoft/training/upgrade8.9/
http://www.umsystem.edu/ums/departments/is/peoplesoft/
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4. Accessing Different PeopleSoft 8.9 Databases 

Depending on your duties you may use different PeopleSoft databases to 
perform different functions. To access different databases you will use different 
URLs. This means that a user accessing the Student Administration 8.9 
application or the Finance 8.8 application would not be able to access the Human 
Resources 8.9 application from the same URL. 
 

a. Accessing the Training Database In Class 

You are accessing a training database during classroom training. This database 
is not to be used outside of classroom training. The information in this 
database is not real. The production database to which you receive access after 
training will be actual data and will look slightly different than the training 
database. In training classes you will access the training database at this URL: 
 
HRTRN89:  https://psdev.umsystem.edu:8004/HRTRN89/signon.html 
 
To access the PeopleSoft training database in class go to the URL above. You 
will receive a sign-on screen allowing you to enter a User ID and Password. For 
our training here today, the User ID and Password are as follows: 
 
Departmental Inquiry  
 

User ID:  OA 
Password:  TEST89 
 

Processors Inquiry 
 
 User ID:  FO 
 Password:  TEST89 
 
Processors ï Correction  
 
 User ID:  FOCORR 
 Password:  TEST89 
 

 

b. Accessing the Training Sandbox After Training 

The training sandbox is a database in which you can practice what you learn in 
training. This database does not update production data and is refreshed 
periodically, with copies of production data, so you can ñplayò and learn in the 
sandbox and make mistakes without impacting real data. Access the training 
sandbox at this URL: 
HRTRT89:  https://psdev.umsystem.edu:8004/HRTRT89/signon.html  
 

User IDs and passwords:   

https://psdev.umsystem.edu:8004/HRTRN89/signon.html
https://psdev.umsystem.edu:8004/HRTRT89/signon.html
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Departmental Inquiry  
 

User ID:  OA 
Password:  TEST89 
 

Processors Inquiry 
 
 User ID:  FO 
 Password:  TEST89 
 
Processors ï Correction  
 
 User ID:  FOCORR 
 Password:  TEST89 
 

 

c. Accessing the Production Databases 

The ñproduction databasesò are where you will view and update real information 
in PeopleSoft. There are two production databases, Production (also referred to 
as HRPRD89) and Reporting (also referred to as HRRPT89). The information in 
these databases is real data and is virtually the same. The Production database, 
however, contains live, up-to-the-minute data, and Reporting is refreshed from 
Production nightly. To run queries, use the Reporting Database. Only if you need 
to inquire on something that was entered the same day should you use the 
Production database. After you get your access approved and set up you will 
access PeopleSoft using one of these URLs:  
 
Production Database:  https://hrprd.umsystem.edu/prd/signon.html 

Reporting Database:  https://hrrpt.umsystem.edu/rpt/signon.html 

 

NOTE: Some PeopleSoft data is updated by nightly batch processes. This may 
mean that entries made today, for example, may affect transactions that you 
wonôt be able to view until tomorrow. 

https://hrprd.umsystem.edu/prd/signon.html
https://hrrpt.umsystem.edu/rpt/signon.html
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5. PeopleSoft 8.9 Home Page 

The introductory page, called the home page, is the initial entry point into PeopleSoft 
and will indicate to the user a successful sign on into the PeopleSoft application. After 
you sign in to the PeopleSoft application this is an example of what youôll see:  
 

 
 
 

a. Using the Universal Navigation Header 

Home. When you click this hyperlink, no matter where you are in the application, 
you will return to the home page. If you have begun data entry and have not saved, 
you will see this warning message display: 
 

 

NOTE: Use the Back button with caution. If you are entering 
data and click the Back button, the data will be lost. This 
guide will show you how to navigate to previous pages by 
using other buttons and links in the PeopleSoft application. 

This is the Main Menu.  
NOTE: You may have more, fewer, or different 
menu items than are displayed in the screen 
shots in this document. The menu display is 
dependent on your individual security set up. 

The Universal Navigation Header is displayed at 
the top of every page in PeopleSoft. 
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Click  to go back to the page and save your work, or click  to 
close the page and return to the home page without saving. 
 
 
Add To Favorites. Click this hyperlink to add a Favorite within the PeopleSoft 
application. This is similar but not the same as adding a favorite to your Internet 
browser. These two types of favorites are explained in detail starting on page 33. 
 

Sign Out. Click this link to sign out of the application and return to the sign in page. 
The sign in page displays to confirm a successful sign out. Once youôve signed out, 
no one can access the site from your computer. Important! For security purposes it 
is important that you use the sign out link when you are finished with your 
PeopleSoft session instead of simply closing the browser window. Whenever you 
access a secure site, it is recommended that you sign out to prevent another user 
from accessing the site through your browser window.  

 

b. Using the Main Menu 

The home page contains the main menu, which is a general list of the areas you can 
link to in the PeopleSoft application.  
 

On the left is an example of what the 
main menu looks like before it is 
expanded. Note that your main menu 
will contain only the menu items you 
have been granted security to access, 
so it may have more, fewer, or different 
items on it than the one in the screen 
shot.  Navigation using the main menu 
consists of a hierarchy of folders. 
Expanding and collapsing these folders 
is the primary means of getting around 
the PeopleSoft application.  
A right-facing arrow before a listing like 

this  indicates that there are more levels to view under that heading. Click on one of 
these arrows to expand the menu. 
 
From this point you can expand any 
folder to access additional folders that 
open transaction pages. To the left is 
an example of the menu after it has 
been expanded. A right-facing arrow 

like this  means there is more under 

this menu item. Click  to expand the 
menu further. A dash before a listing 



PE O P L E SO F T  HRMS  8.9  
NA V I G A T I O N  B A S I C S  &  I N Q U I R Y  

UNIVERSITY OF MISSOURI  PROPRIETARY & CONFIDENTIAL 
ADMINISTRATIVE INFORMATION TECHNOLOGY SERVICES  PAGE 15 OF 94 
 

( ) indicates that it is a direct link to pages where transactions are performed and that 
the menu item is expanded as far as it goes. These direct links each represent a 
specific transaction or view of data already entered. 
 

The buttons at the top right of the menu refresh , minimize , or close  the menu. 
The refresh button returns the menu to the home state. You may minimize the main 
menu as necessary to see more of the page. 
 
Use the Search feature at the top of the main menu to search for a page within the 
application. Enter the name of the page you want to find and press Enter or click . 
This action opens the Search page displaying the results. If your search produces a 
large number of results, modify your search criteria and select the Search Within 
Results option, then Find, to narrow your search further.  

 

c. Using the Navigation Folders and Page Links 

In addition to the main menu, PeopleSoft applications include navigation folders, which 
serve as alternatives to the main menu. These navigation folders provide a user-friendly 
navigation tool in the form of task-driven folders that provide intuitive access to the 
pages needed to complete your transactions. Inside each folder are the links that take 
you directly to the pages you need to access. Page links are displayed as hyperlinks, 
meaning that you can click the underlined word to open the selected page.  
 
In the sample screen shot below, when you select the words Workforce Administration 
and then Job Information from the main menu, the right window displays subfolders 
containing all of the page links available to you. In this example, under the Job 
Information main folder there are three subfolders: Contract Administration, Review Job 
Information, and Reports. There are also direct links to the Job Data and Pay Rate 
Change pages.   
 
The main menu, the navigation folders, subfolders, and page links are the tools youôll 
use to navigate to the pages in PeopleSoft 8.9 where youôll do your work. 
 

We call this record of where you 
have navigated the ñbreadcrumbs;ò 
This is the trail showing how you got 
to the current page. This is 
especially helpful if youôve minimized 
the main menu. 
 
By selecting any of these hyperlinks, 
you may quickly navigate back to 
these places in the application. 

Main navigation folders, 
subfolders, and page 
links are listed on the 
main menu AND on the 
right window display. 

Page links are hyperlinks to the pages 
on which you will perform transactions. 
Each page link represents a specific 
set of data or a procedure that 
includes the steps and pages needed 
to complete data entry. 
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Notes: 
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If the main menu is used for navigation, there are two ways to view submenus: 
 

1) You may click on the arrow to view submenus under that folder. However, the 
submenus will only display in the menu bar, the folders will not display on the 
right side of the screen. 

 
2) You may click on the actual word to view submenus. When the word is selected, 

the submenus display in the left menu bar and the folders also display on the 
right side of the window, with the page links in each folder also displayed. 

 

 
 
 

Note that when you see a dash in front of a menu item, like the example below, it is an 
indication that there are no submenus or subfolders available beneath the item. To access items 
preceded by a dash, click on the word (hyperlink). 
 
 

 
 

Click on the 

arrow  to 
expand the 
main menu. 

Click on the 
word to 
expand the 
main menu 
AND display 
submenus in 
the right side 
of the 
window. When you see a 

dash in front of a 
menu item it is an 
indication that there 
are no submenus or 
subfolders available 
beneath the item. 

Items preceded by a dash 
are hyperlinks; links directly 
to transaction pages. 
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d. Accessing Hyperlinks (Page Links) 
 
To access a hyperlink, click the underlined word for the task you wish to use. Page links 
are in the menu (left side), in folders (right side) or in ñbreadcrumbsò (top left). 
 
For example, Job Data  is contained within the Job Information Menu. To get there, 
select: Workforce Administration > Job Information > Job Data.  
 

 
 
Notes: 
 

These are the 
ñbreadcrumbs.ò 

Hyperlinks 
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e. Closing, Refreshing, and Minimizing the Main Menu 
 
When you first sign in, the main menu looks like the one pictured here, with more or 
fewer menu items depending on your individual security. 
 

 
 
There are three buttons on the top of the main menu: 
 
Refresh  ï Click this button to clear or reset the main menu. You will want to do this if 
the menu gets expanded because of activity you want it returned to the home state. 
 
Minimize  ï Use this to hide the main menu, to free up space on your PeopleSoft 
page. When you minimize the main menu before selecting an item, you will be able to 
maximize it at any time by clicking the maximize button  which will display whenever 
the menu is minimized. 
 
Close  ï DO NOT USE THIS BUTTON. Closing the menu means that the main menu 
will be completely gone and you will be unable to re-open it or access any of the page 
links listed as menu items.  
 
Notes: 
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After you select an item from the menu, the top of the main 
menu changes and looks like the one pictured on the left. 
Now only the minimize button  is available. At this point 
(after youôve selected a page), if you minimize your main 
menu, you will be able to maximize it (or reopen it) again by 
selecting the expand button . The expand button will be 
available in the upper left hand corner, where the menu was 
previously displayed like the one pictured below. 
 

 
Notes: 
 

 

Use the maximize button to 
re-display the main menu 
when it has been minimized. 
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6. Conducting a Search 

When you open a task (using a hyperlink or page link), either an entry page will display 
or a search page will appear prompting you for search keys needed to locate a record.  
 
This is an example of a search page, also referred to as Find an Existing Value:  
 

 
 

To find a record, or many records, search criteria must be entered, then click  and 
a Search Results page displays. 
 
Notes: 
 
 

 
 



PE O P L E SO F T  HRMS  8.9  
NA V I G A T I O N  B A S I C S  &  I N Q U I R Y  

UNIVERSITY OF MISSOURI  PROPRIETARY & CONFIDENTIAL 
ADMINISTRATIVE INFORMATION TECHNOLOGY SERVICES  PAGE 22 OF 94 
 

Search pages contain: 
 

Search keys   Operators   Search fields 

 
 
Search keys ï Key data elements that may be used when a search is conducted. For 
most searches in PeopleSoft Human Resources, EmplID is a search key. 
 
Operators ï Conditions that can be changed which allow a search to be done with 
limited information. A common operator is equal to (=). When this is used, the search 
results will return records that are exactly the same as the entered data. For example, if 
Campus ID = ROLLA, all search results will have a campus ID of ROLLA. 
 
Search fields ï Fields for entering data to be used in the search process. In the search 
process, all fields do not need to be used. A search may be successful using only one 
search field. 
 

Once you have entered in the search criteria key fields, click  to process the 
search. If you wish to refresh the page (without saving), so you can enter new or 

different criteria, click . 
 
Notes: 
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In the example below, the first EmplID criteria is enough information to find the desired 
record.  
 
First, enter the EmplID and change the operator to ñ=ò. Since each employee is 
assigned a unique number, it is easiest to complete the search by EmpID if you know it. 

Then, click . 

 

 
 
NOTE: You will not need to enter data in all of the search fields. If you have a unique 
identifier for a record, such as EmplID, your search will be easily completed. 
 

a. Operators 

A down arrow  next to an operator indicates the availability of a drop-down list. There 
are various search options available that allow for enhanced search capabilities. 
 
For example, if you know that the employeeôs last name is Mayer, ñ=ò would be used 
with the exact and full last name to find that employee: 
 

 
 
However, if only the first few characters of the last name were known, MAY could be 
entered in the field and the search option of ñbegins withò could be utilized:  
 

 
 
The wildcard (%) can be used for either numerical or alphabetical characters. As a 
ñwildcardò it instructs the application to search for the known values and stands in place 
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of unknown values. The wildcard could be used in the following ways to search for the 
data MAYER: 
 

= %YER 
= MAY% 
= %MAY% 

 
NOTE: Numbered items, like EmplID, may require preceding zeros when searching by 
exact number. 

 
Operators  How and when to use 

begins with If you know the first part of the search key only 

contains If you know the search key includes certain values 

= If you know the exact word or number 

Not = If you want to exclude certain records from being returned 

< If you want a value less than 

<= If you want a value less than or equal to 

> If you want a value greater than 

>= If you want a value greater than or equal to 

between If you want a value between two values  

in If you know the exact number, character fields do not allow 

 

Notes: 
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b. Using Look Up 

A magnifying glass next to a field indicates that a look up option is available for the 
field. When the magnifying glass is clicked, the look up page opens and the needed 
data, such as EmplID, may be selected.  
 

 
 
The Look up page to the right is an example of what you would see when you click on 
the magnifying glass. 

 
The Look Up page Search Results list provides hyperlinks to the valid values resulting 
from your search. Click a hyperlink for the value you wish to select. Clicking one of 
these hyperlinks takes you back to the page where you were conducting a search with 
that particular value entered into the field you were searching on. 
 
Notes: 
 

 

NOTE: The Basic Search 
option provides a simpler 
search page, with only one 
search field. In most cases this 
will not be sufficient. 

Magnifying glass = 
look up feature 
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c. Saving Search Criteria 

If you will be conducting the same search multiple times, you may wish to use the Save 
Search Criteria feature.  
 
To use this feature, complete a search. Then, click . 
 

 
 

 

STEP 2 - When the 
Save Search As page 
opens, enter a name 
for the search and click 
Save. 
 

STEP 1 ï Complete a search 
and click . 
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After the search is saved, the following options become available on the search page: 
 
Use Saved Search ï Use this drop-down menu to locate a previously saved search 
and use it again. The search is automatically completed. 
 
Delete Saved Search ï Allows you to delete a search you have named and saved. 

 
 
Notes: 
 

 

STEP 3 ï To use a 
Saved Search, click on 
the drop-down arrow and 
select the saved search 
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d. Viewing Search Results  

After you press  the Search Results list will display at the bottom of the page. 
 

 
 
If your search generates a long list you may need to use the scroll bar to the right of the 
window to view the entire list. Or, by clicking Ctrl+F you can use the pop-up Find 
window to locate specific data in your Search Results list. 
 
NOTE: The Search Results will only display 300 results. If the search page shows the 
sentence, ñOnly the first 300 resultséò (see above), then you may want to enter more 
search criteria to further narrow the search results.  
 
Clear button - To clear your search results list and the search criteria you have 

entered, and begin a new search, click . 
 

You will see   flashing in the upper right corner of your PeopleSoft window as 
your search is being executed.  
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7. Accessing and Using Pages to View and Update Information 

Once you have entered your search criteria, clicked , located and selected the 
record you need to view, this is an example of what youôll see: 
 

 
 
When a hyperlink is selected from the main menu, the pages within the selected activity 
are always related to each other and usually, represent data that is part of a transaction. 
There are multiple ways to move between pages. As you finish one page, you may click 
the folder tab of the next page you want to open. Or, you may select a hyperlink at the 
bottom of the page to proceed to the next page. 
 
NOTE: On a page such as the employee record above, the folder tabs across the top of 
the page are identical to the hyperlinks at the bottom of the page. Both tabs and 
hyperlinks are available, to give you more flexibility. You may use either the tab or the 
hyperlink to get to the next page. 
 
When viewing or entering data, you will access additional pages to view or enter more 
information. 
 
The yellow buttons at the bottom of the PeopleSoft 8.9 pages each have a specific role. 
By hovering the cursor over the button, you will see the description and the access key.  

Either a folder 
tab or a 
hyperlink may 
be used to 
access other 
pages. 

NOTE: Grayed out 
buttons are not available 
and cannot be selected. 


