Fleming College

TIPS AND TRICKS FOR PEOPLESOFT (EVOLVE)

This document is a summary tips and tricks guide for the general PeopleSoft (Evolve) user.
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OVERVIEW

Welcome to Fleming College!

This document outlines the functionality that a faculty member is authorized to perform within the Fleming College
PeopleSoft (Evolve) system. There are three systems used at Fleming College: myCampus portal, PeopleSoft (aka
Evolve) Enterprise Resource Planning (ERP) and Desire2Learn (D2L).

myCampus:

The myCampus Portal is a one-stop shop for all services that a student and faculty member will require. On the
homepage, you will see Fleming News, Upcoming Events, and Important Dates as outlined in the Academic Schedule
as well as IT Service Notices for planned outages.

You can navigate through the myCampus Portal by using the menu links on the left hand side or the tabs at the top
of the page. Take a few moments to orientate yourself with the myCampus Portal by checking out the top ribbon
links (Staff, Resources, Student Life, Registrars Office, Service Directory and Virtual Tour etc.).

This Portal is also your pathway into the PeopleSoft ERP (Evolve) and Desire2Learn (D2L) systems.

Fleming College _

LEARN | BELONG | BECOME myCa MPUS for Students & Staff at Fleming College

STAFF RESOURCES STUDENT LIFE REGISTRARS OFFICE SERVICES DIRECTORY VIRTUAL TOUR

B EMAIL (OWA)

MYCOURSES (D2L)

MY STUDENT CENTRE

| -,/ "
L N 3 -

CO-CURRICULAR RECORD

® Today's Schedule wFAnnouncements

EVOLVE ADMINISTRATIVE

S You have no classes scheduled for the current week.

MY PROGRAM

i FILEWAY (H)

A Important Dates

Fleming News

July 15, 2018 to August 10, 2018

R 2e + Fleming College Board of Governors Meeting During the final third of the semester, a WF (withdrew-fail) grade will
be entered for a dropped course of more than seven weeks duration
R + Shorlines Casino Peterborough to host job fair at Fleming ...
July 28,2018
+ Fleming College to celebrate Convocation

FLEMING COLLEGE WEBSITE ) )
il Final Date to Withdraw from a course of less than eight weeks

Duration (Delivered in second half of term) and get a "W designation
on Academic Record

+ Saskatchewan Polytechnic partnership expands online offe...
BOOKIT@FLEMING
For more Fleming News stories, visit: News at Fleming

SUGGESTIONS/FEEDBACK July 29, 2018 to August 10, 2018

During the final third of courses less than eight weeks duration
(offered in back seven weeks) a 'WF (withdrew-fail) grade will be

entered for a dropped course
CHANGE PASSWORD

g Upcoming Events August 3, 2018
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PeopleSoft (Evolve)

The PeopleSoft (Evolve) is Fleming College’s Enterprise Resource Planning (ERP) system controlling student records
and information, courses, registration, grades etc. In addition to the student side, it includes billing, payroll, human
resources, and other various administrative functions.

A =
My Page Help
Personalize Content | Layout % Help
Welcome to Evolve! L4 Tasks T 6w
Mo Taskis) entries found.
Quick Launch e e~
Absence Balances - View your absence balances detail Add a Task Show AlEnhanced
Absence Request - Request an absence.
a
Absence Request History - View history details of your absence requests My Reports S lev
Absence Totals - View current and past absence fotals.
Report Folder
Careers - Careers site to view jobs and manage your applications. FACULTY

Course Outlines

Faculty Centre - View your class and exam schedules

My Student Center - Use the student center to manage school related activities.
myCampus Portal - Return to the myCampus portal

Query Report Scheduler - Schedule CSMS Query-based Bl reports.

WORKLOAD SCH |Workload
REFORT- 2018  |Reporting
Spring

FACULTY
WORKLOAD SCH |Workload
REPORT-2018  |Reporting

Quick Enroll a Student - Add or update enrollment request transactions for a student. Winter

Request Training Enrollment - Submit a request for enroliment in training [
FACULTY

Student Program Inquiry - Student Program Inquiry WORKLOAD SCH |Workload

Student Services Centre - View an at-a-glance overview of a student's information. Find quick links to more REPORT- 2017 Reporting

detailed information and to common administrative tasks. ral

View Customer Accounts - View activity on a student account by account type .
FACULTY

View Paycheck - Review current and prior paychecks WORKLOAD SCH |Workload
REPORT- 2017 |Reporting

Accessing the myCampus Portal

From the Fleming College homepage [http://flemingcollege.ca/], click on the ‘myCampus’ link. Alternatively, you may
go directly to the myCampus Portal using the following URL: https://mycampus.flemingcollege.ca/

ABOUT FLEMING

Visitors Giving Alumni +J) myCampus earch flemingcollege.ca

PROGRAMS & COURSES ADMISSIONS & AID  STUDENT LIFE

Fleming College

Integrated Design Diploma Educational Suppert
Make a Difference in a Child's Life

: ]

Apply Now
Start in September ©

N,

¥ =
Apply Now. Startm;\tember. (>]

Learn more ©

Q SEARCH

211 Find Your Future
AT FLEMING

i Search flemingcollege.ca

@ Fleming Navigator

EXPLORE | APPLY | ARRIVE

Indigenous @ Register Online U TEAM
uof Fleming NOVEMBER 17, 2018 Fleming

International
Education
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FREEDOM OF INFORMATION STATEMENT

Collection, Use and Disclosure of Personal Information
Please take all-necessary precautions in safeguarding student information (unauthorized access and must not be

copied or distributed). If you print any document to hard copy, it is your responsibility to dispose of it securely (shred)

as soon as it is no longer required for the original purpose.

Fleming College’s Freedom of Information Statement, as of July 2013:
The collection, use and disclosure of student information is protected by College policies and government
legislation. Personal information is primarily used by the College for academic, administrative and statistical
purposes. A Student's personal information (even confirming their enrolment at the College) may only be
disclosed when a valid consent to release this information is obtained. In addition, there will be instances where
the College will disclose personal information to government departments, co-sponsoring organizations and
other educational institutions. Occasionally, information may be released, if required or authorized by a court
order or other legal document. A student may request access to their personal information and may request

corrections, deletions or additions of information that is not accurate, complete or up to date.
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COMMON TOOLBAR BUTTONS

Button Name Function
Eb Add Add New Value | Adds a new record.
Correction Accesses existing rows of data in the database and displays all
[ Correct History effective-dated rows. Enables you to update all rows, including history
rows.
- include History History Displays all rows of data: current, future, and history.
Next In List Displays the information for the next data row in your search results

+E] Mext in List

grid. This button is unavailable if you didn't 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.

+E] Previous in List

Previous in List

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

=5 0 edrc h ag

B save

You will generally save when you come to the end of a component.
The Save button always updates the data for all pages in a
component. When clicked, the system displays the "Saved" message
in the upper-right corner of the page.

Update/Display

Update/ Display

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

Mext tab

Next tab

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

Prewvious tab

Previous tab

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

i Refresh

Refresh

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

5] Related Links

Related Links

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

— : Notify Click to open the Send Notification page, where you can specify
ok names, email addresses, or worklists to which to send notifications.
Spell Check Click to activate the spell check for all spell check enabled fields on

¢

the page. Each field is checked individually. As each field is checked,
processing continues to the next field, displaying the spell check page
if there are errors. If there are no errors, the No misspellings

found message appears.
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COMMON NAVIGATION BUTTONS AND LINKS1

Button Name Function
add I To insert one new row after the current row
To insert multiple rows - specify the number of rows (1 to 99)
[=] | Delete | To delete the current row of data.
Show Next Row | To display the next row or set of rows of data
[ Note. The Show Next Row and Show Previous Row buttons are disabled if
you are viewing all rows of data
Show Previous | To display the previous row or set of rows of data
[4] Row
Show All Expand grid columns to the right so that tabs are no longer needed (in a
Columns tabbed grid only)
= Show Tabs To return the expanded grid to its tabbed state (in a tabbed grid only)
Customize To customization page for that grid, which enables you to sort by column
and reorder, hide, and freeze columns
| Download To display a new browser window, showing the contents of the grid in a
spreadsheet-like format.
Zoom To display the grid in a modal window
To display the maximum number of rows available to be viewed at once on
View All a page. When this feature is enabled, the link morphs to read View x so
1ew that you can return to the original setting. The value of x can change, and is
set by the application developer.
Find To find a row of data containing a specified search string
To find a row of data containing a specified search string. The First and
First Last links are not available if you are viewing all rows at once, in which
case you scroll to see your data.
Last To access the last row or set of rows of data.

1 Enterprise PeopleTools 8.50 PeopleBook
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HOT KEYS

Key Function
ALT1 Depending on the page type:
-Saves a page in a transaction.
-Moves to the Search or Add button on a search or look up page.
-Moves to the OK button on a secondary page.
ALT 2 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 Accesses the Look Up page.
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.
ALTO When in Expert Entry mode, activates the Refresh button, which validates the data
entered on the page
ALT. View the next set of rows in a grid or scroll area
(ALT period)
ALT, View a previous set of rows in a grid or scroll area.
(ALT comma)
ALT/ Finds data in a grid or scroll area.
(ALT forward
slash)
ALT‘ View all rows of data in a grid, scroll area, or search page results list.
(ALT prime)
ALT \ Toggles between Add a New Value and Find an Existing Value on a search page
(ALT backslash)
CTRLJ Displays the system information page.
CTRLK When on a search or transaction page, accesses a page with a list of keyboard
navigation shortcuts using hot keys and access keys.
CTRLY Toggles the menu hierarchy 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 Activates the Cancel button, where appropriate
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SEARCH CRITERIA

Flexible search criteria allow you to specify how you want PeopleSoft (Evolve) to match the criteria you enter to the
values in the field. For example, you can specify that the criteria you enter should appear at the beginning of the

field value, or that it must match exactly.

Default operators are provided for each search key. Notice on the displayed search page that the defaults are = or
begins with. This means that the system searches for records in which the field value equals (matches exactly) your
criteria or, in the second case, begins with your criteria.

Note: that if you choose between, a second field will open for the end value of the range. Displayed below is a list of

all the operators that are available when conducting a search.

Operator 2 Field Use
Begins with | Character fields.
contains Character fields.
= All field types.
Not= All field types.
< All field types.
<= All field types.
> All field types.
>= All field types.
between All field types.
in All field types.
Find an Existing Value
Search Criteria

D begins with

Campus |D: | begins with

Mational 1D:| begins with

Last Mame: | begins with Bak

First Name: | begins with D

Case Sensitive

2 Enterprise PeopleTools 8.50 PeopleBook
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USING WILDCARDS ON A SEARCH PAGE
You can enter a full value or partial value for any key field. All rows of data that begin with the string of characters

you have entered will be returned. However, if the results do not include the value that you have been searching for,
or if you are uncertain of certain search values, you can use wildcards to expand your search options. There are
three wildcard keys to aid your searches.

For example, if you enter 22 in the ID field, only those IDs that begin with 22 will appear. By placing a % before 22,
you would see every row of data containing 22 anywhere in the ID.

Wildcard3 Function

% (percent sign) | Match one or more characters.

_ (underscore) Match any single character.

Escape character; do not treat the next character as a
wildcard.

\ (back slash)

Find an Existing Value

search Criteria

1D begins with ¥

ampus ID: | begins with ¥
Mational 1D:| begins with ¥
Last Name: | begins with ¥ |[Mmel
L3sC Wame DERINS WITN ImeT
First Mame: | begins with ¥

Case Sensitive

An example of possible Last name results:

First name Last Name
James Macheamer
Daneiel Feldmeier

Mary Calame
Jennifer Felmet
Karen Camelo

3 Enterprise PeopleTools 8.50 PeopleBook
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FIND

The find feature on grids and scroll areas enables you to locate specific data, which is particularly useful if your table
contains hundreds of rows. Note, that this feature enables you to search the data within a specific grid or scroll area
only. It does not search for any data outside the control. The find feature looks for matches in edit boxes, display-
only fields, disabled or shaded fields, dynamic links, and text in long edit boxes. It does not find column headings,
field labels, text values on icons, static links, and hidden fields. Find searches from the left-most visible object of the
current row down, based on the text that you enter in the search prompt.

Note. Your browser may also have a find feature. This tool, however, does not search through data in the entire data
buffer for the grid or scroll area. It searches the HTML code for what appears on the current open page only. Thus, it
searches field headings, read-only text, and headings in grids, group boxes, and scroll areas only

Personalize | Find | B | B First ‘&' 1-110f11 ‘&' Last

The ‘Find’ link is located in the top line of a grid

Click the ‘Find’ link.

A box will appear across the PeopleSoft (Evolve) window

Enter a search string (Search strings: Single or phrase words or numbers used/delivered)

PoONPRE

The page at https://csprd.flemingc.on.ca says:

Enter search string:

FC_COUR
0K Cancel
5. Click the OK button
BEFORE
Personalize | Find | View 100 E1 | (55 First |4 1-30 of 300 Last
Runto Rumnto Runto o Add to
HTML  Excel XML Schedule Definitional References Favorites

AFTER - Row 230 contains the first report with FC_COUR
Personalize | Find | View 100 | 2 | E First 4/ 230-259 of 300 '/ Last

Run to Run to e Definitional Add to
to Schedule ]
HTML Excel XML References Favorites
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PERSONALIZING GRID COLUMN APPEARANCE

When customizing the grid column appearance, you can:
e Change the column order
e Hide columns
e Freeze columns

Personalize | Find | E | E First ‘4 1of1 '} Last

The ‘Personalize’ link is located in the top line of a grid
1. Click the ‘Personalize’ link.
2. The following box will appear in the center of the Evolve window

Personalize Column and Sort Order

To erder columns or add fields to sort order, highlight column name, then press the appropriate button.

Frozen columns d splay under every tab.

Column Order Sort Order

Campus (= (=
Cancel/Delay %
Class Mame = =

(Class Section

Dare
Instructor
Academic Group Hidden Descending
Location
Time Frozen
Comment
OK Cancel Preview C:I:.L.,' Sett ngs

3. The ‘Column Order’ column displays all columns appearing in the current grid

OPTIONAL — SORT OPTION
e Select the columns that are require to be sorted in a specific order by clicking the ‘add to sort’

button
Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.

Frozen columns display under every tab.

Column Order Sort Order

ECampus = =
[Cancel/Delay x|
Class Name = =

iClass Section

EDaIe
Elnstructor
EAcaden'lic Group Hidden Descending|
iLocation
éTImE Frozen
iCamment
OK Cancel Preview Copv Settinegs
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OPTIONAL — COLUMN ORDER
e Use the move up or move down buttons to change the column order

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.

Frozen columns display under every tab.

Column Order Sort Order

Campus - “ | &
Cancel/Delay D] [x]
©
Class Section
Date

Instructor
Academic Grnup iHidden DESCEHding

Location [

Time
Camment - -

OPTIONAL —~HIDDEN/FROZEN
e C(Click the hidden checkbox to hide the column from the grid
e Click the frozen checkbox to freeze the cloumn. When a column is frozen, the column appears in all
tabs within the grid

PREVIEW
4. Click the ‘Preview’ button to preview any personalizations setting.

Grid Customization

Column Order Sort Order o
Campus - Instructor -

Cancel/Delay @ ® Class Name @ |

Class Mame = =

Class Section

Date

Academic Group
Location

Time

Instructor Hidden Descending
Comment - -

Frozen

Campus CancellDelay Class Hamea Class Section Date Academic Group
1 Cancelled Nursing Skill Lab I L02 07H2i2018 IHA
2 Cancelled Mursing Skill Lab Il LO1 0722018 IHA
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EXCEL DOWNLOAD

The feature downloads information displayed in the grid into a spreadsheet format (Microsoft Excel). Only
information visiable in the columns will be downloaded.

1. The ‘Download’ link is located in the top line of a grid
2. Click the ‘Download’ link.

Personalize | Find | @l First ‘& 1-160f 16 ‘&' Last

3. Click ‘Yes' if this message appears.

Microsoft Excel [ = |

The file format and extension of ‘ps (2).xls" don’t match, The file could be corrupted or unsafe, Unless you trust its source, don't open it. Do
i I . youwantto open it anyway?

Yes ] [ Mo ] [ Help

4. Click the ‘Open’ button if this message appears. NOTE: Opening the files still results in the file being
downloaded to your locate machine.

If IE indicates your download has been blocked, permit the download by clicking on its Information Bar and selecting "Download File

; B3
Please close this window after download has completed .. | Windows Internet Explorer

What do you want to do with psxls?

Type: Microsoft Excel 2003
From: pswbldevvg.flemingc.on.ca

< Open

The file won't be saved automatically.

< Save

< Save as

5. Save the spreadsheet to a desired file located.

H = ps (2) - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER KUTOOLS ENTERPRISE

@ X .= - = = e 3 .a

“° calibi Sl -lA s FE= #- Wrap Text General - F / [Ey gm TX @

h B - o e = '» B = - zY
Paste " B I U - i%- By . A === == Merge & Center ~ -0 2 %) oo Cnndit\.ﬂna\ Formatas Cell Insert Delete Format B Sort ¢

- Formatting~ Table~ Styles~ - - - — 7 Filter
Clipboard & Font [F] Alignment [F] Number [F] Styles Cells Editi
Al - Campus

A B C D F G H I J

1 Campus_CanceI/Dela\r Class Name Class Section Date Instructor Academic Group Locationl Time | Comment

[END OF DOCUMENT]
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