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INTRODUCTION  
 
Welcome to Introduction to PeopleSoft 101. In this course, you will learn the basic functionality of 
PeopleSoft applications for Human Resources Management. The primary focus of this class is to 
educate new users on the central concepts behind PeopleSoft applications. You will leave the 
class with a better understanding of the key concepts and theories of PeopleSoft including a better 
knowledge on navigating through the PeopleSoft Internet Architecture (PIA), interpreting 
PeopleSoft tables, and using Process Scheduler as a reporting tool. 
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1 SIGNING IN, CHANGING YOUR PASSWORD, AND SIGNING OUT  

1.1 Signing into Direct Access  
Before you can utilize Direct Access functionality, you must sign into the system.  
 Open an internet browser window. There may be an Internet Explorer icon on your desktop, or you 

may choose to navigate to the Internet Explorer by selecting Start> Programs> Internet Explorer.  
Enter the Direct Access web address: https://ep-dev.direct-access.us/ 

 The Direct Access sign-on page will appear:  
 

 
 In the field located to the right of “User ID” enter the User ID that was provided to you. 

Note: For first-time users, your user ID is the same as your Serial Number 
In the field located to the right of “Password” enter the password that was provided to you. 
Note: Your initial password is CG + last 4 of SSN + @ + Birth year 

Example: If your last 4 of your SSN are 1234 & you were born in 1956,  your initial password 
would be CG1234@1956 

 Click the “Sign In” button. You will be redirected to your Direct Access home page.  
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1.2 Changing your Password  
 
 From the Portal Homepage, click the “Change My Password” hyperlink from the column on the 

left-hand side of the page.  
 

 
 

 
 • Enter your current password in the “Current Password” field.  
• Enter what you wish your new password to be in the “New Password” field.  
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• Re-enter what you wish your new password to be in the “Confirm Password” field.  
• Click the yellow “Change Password” button.  

  

1.3 Signing out of Direct Access 
After you are finished with your Direct Access session, you should sign out of the system.  
 
 • Be sure that you have saved any necessary changes or entries that you have made during your 

session.  
 • In the top-right screen of any Direct Access page, there will be a standard toolbar. The “Sign 

Out” link will always be located in the top right corner of your page:  
 

 
 • Click the “Sign Out” link. 

• Note: Once you click the “Sign Out” link, you will be automatically signed out of the system; 
any unsaved information will be lost.  
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2 PORTAL 

2.1 Homepage Shortcuts  
When users initially log in to Direct Access, they will see groups of hyperlinks segmented by boxes. 
These links, or shortcuts, will take them a user directly to the component described by the 
hyperlink.  
 
 
 

 
 • For example, to look at the Department Table, a user simply has to click the Department 

Table shortcut, and they will be automatically redirected to the Department Table component 
within Direct Access.  
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3 FIND AN EXISTING VALUE 
To find existing values of data, you must use a search. A search page displays when you select a 
component or prompt. Typically, you will have various field values for which to complete a search. 
Values you enter identify the data rows you want to display on the selected page. The more fields 
or characters you enter, the more specific your search results become. PeopleSoft has max return 
of 300 rows in the list box.  
 
 From the Portal Home Page, Choose the Personal Data link in the Core HR box 

 

 
• This is an example of an “Advanced Search”. The Advanced search will search on any 

combination of the available fields.  
 • If you prefer a Basic Search, simply click the link, located to the right of the 

“Clear” button.  
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• This search allows you to search on a single search key, which you may choose from the drop-

down menu in, the “Search By:” row.  
 • The list box displays all rows in the table that match the partial entries you have specified in the 

search area. You can scroll through the search list to find the value you are interested in 
viewing. Select the data link that you want to view to access that data.  
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4 VIEWING AND UPDATING DATA WITHIN A RECORD 

4.1 Viewing Data within a Record 
To view data on a specific employee, you will perform a search in the menu component using 
either the employee’s name or employee number. Once you have accessed their record, you can 
view and/or update the information.  
 
 From the Portal Home Page, select the Licenses and Certifications link within the Core HR box. 

 

 
 
• Enter the Emplid of whom you are searching for. Click “Search” 
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• This will pull up the Licenses and Certificates component for CDR Glabach. 
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4.2  Inserting and Deleting Data within a Record  

4.2.1 Inserting Data 
Within various pages throughout the system, you have the ability to insert rows of data to include 
all applicable values and details. You simply click the Insert button.  
 
  

 
 • This will open a new, blank field that you can enter your employee’s License and Certificate 

Information into the additional page.  
  

 
 
• When you have finished entering the new information, be sure to click the “Save” button.  

13 



Business Procedure Document  
PeopleSoft 101 

  
• Located directly above the “Insert” (+) button are arrows that you can use to view all of the 

Licenses and Certificates for this employee.  
 

  
 
• To see the record before the one that was just inserted, click the arrow on the left. To see the 

record after the one that was just inserted, click the arrow on the right. To see all records at 
once, click the “View All” link. This will show you all two records for the employee at one time. 
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4.2.2 Deleting Data 
Within various pages throughout the system, you have the ability to delete rows of data to remove 
all applicable values and details on a page. To remove this information on a page, you are 
provided with a “Delete” button.  
 
 
 

 
 • To Delete a License and Certificate from this person’s record, use the arrow icons located in the 

upper right-hand corner of the window to find the record you wish to delete.  
 

 
 
 
• For this example, the screen shots will reflect the deletion of the second record.  

 • Once you have navigated to the record you wish to delete, click the “Delete” (-) from the upper 
right-hand corner of the window.  You will receive a confirmation request that you truly wish to 
delete the information.  
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• Click “OK”.  

 • Now you only have one record for this Employee. The deletion will be saved after you click the 
“Save” button, before exiting the page.  
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5 EFFECTIVE DATES 
When you update existing information, you do not want to lose or overwrite the data already being 
stored in the system. To retain history, you can add a new data row identified by the date when the 
information goes into effect: an effective date.  
 
Effective dates allow you to keep historical, current, and future information in tables. You can use 
the information to look at what has happened up until now, and plan for the future. Effective-dated 
rows are categorized into three basic types:  
 
Future Data rows that have effective dates greater than 

the system date. There can be more than one 
row.  

Current The data row with the most recent effective date 
less than or equal to the system date.  

History  Data rows that have effective dates less than 
the effective date of the current data row. There 
can be more than one row.  

 
 
 
 • The first page you see will be the Current effective-dated record.  

 

  
 

 • The second page will be a History row.  
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6 SERNO SEARCH  
SERNO Search is a query that can be used to return an employee’s SSN, Emplid, or their SERNO 
number.  
 
 From the Portal Home Page, Click on the Serno Query link within the Reports box. 

 

 
 

 • A new window will open:  
 

 
 • Enter the information you DO know about the officer; for instance, their SERNO. Click the 

“View Results” button.  
 

 
 

 
• This will bring up the employee’s SERNO, Employee ID, SSN, Employee Record #, Name, Job 

code, Job code Description, Company, and Department Type.  
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7 RUNNING A REPORT  
All reports run through the Process Scheduler and require a Run Control Id. You must first set up 
this Id to run any reports. Once it is setup you will call on this Id every time you run a report. 

7.1 Setting up run control  
A Run Control ID is a unique ID to associate each operator with his or her own run control table 
entries. The run control ID is used to identify a set of parameters you specify for a given report or 
process. When you access an existing run control ID you will see the parameters display from the 
last time you saved this ID.  
 
 From the Portal Home Page, click on the Officer Accomplishments link, inside of the Reports 

box.  
 

 
 • If this is the first time you are running a report, you are going to click the “Add a New Value” 

link.  
 

 
 
• Enter your Run Control ID. For this example, the Run Control ID will be “KMP”. Click the “Add” 

button.  
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 • Click the “Run” button. 
 

7.2 Submitting a Process Scheduler Request 
After you click the “Run” button, the Process Scheduler Request page opens. This page allows you 
to specify such variables as where a process runs. The page displays the description as well as the 
process name. To retrieve and view your reports, use the process name.  
 
 
 

 
 
 
• Select Server Name ‘PSUNX’, Type ‘Web” and Format ‘CSV’. After you select the parameters 

for the process you want to run, click the “OK” button to submit the request.  
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 It will then take you back to the Officer Accomplishments page. Note the Process Instance 

Number. This is the number you will use to track your report in the Process Monitor. 
 

 
 • Click the “Process Monitor” link located in the top right-hand corner of the page. 
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 • This will take you to the Process Monitor page.  
 

 
 • You can click the “Go back to Officer Accomplishments” link to return to that page if you 

wish. 
• Once you have clicked the “Process Monitor” link the system launches Process Monitor where 

you can see the status of your job.  
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• When you initially submit your job it may have a run status of “Queued” or “Initiated”. At any 
time, you may click the “Refresh” button. This initiates a screen refresh that will provide you 
with the most current status of your submitted job. When the job completes, you should see a 
run status of “Success”. Then you can click the “Details” link to view further information, such 
as message logs, reports, and trace files.  

• Once the run status says “Success”, click the “Details” link to view your report.  
 

 
 • You will be redirected to the following page:  
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 • Click the “View Log/Trace” link to view the report you just submitted.  
• A second browser window will appear, listing the report you just submitted.  
• Click your report (in this case, cgphs013.csv).  

 

 
 

 
 • Click ‘Open’ to instantly review the output or Click ‘Save’ if you would like to save the document 

and come back to it later. 
• The system launches Microsoft Excel, which displays your output.  
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