
PeopleSoft 9.0 Tips and Tricks 
 
 
 
Search Feature 
 
The SEARCH feature at the top of your left-hand navigation is very handy.  You can enter virtually any 

page, and it will bring up a list of results.  Example:  enter "name" and select .  Then you can select 
which page you want to go to from the results. 

 
 

 
 



Favorites 
 
Favorites is another great feature.  From any page, select "Add to Favorites."   

 
 
You can use the Description suggested or create your own.  Select OK. 

 
 
When you click on "My Favorites" you can see all of the pages you have marked as favorites and go 
directly to the page by clicking on the link.  You can also reorder or change the name of any favorites by 
selecting "Edit Favorites". 

 



Personalizations 
 
At the bottom of the left-hand navigation, there is a link called “My Personalizations.”  Select it and then 
select the option for “Navigation Personalizations.”   

 
 
Change all “Tab over” values to Yes and select “OK.” 

 



Sort Order 
 
You can sort the search results on many pages, just by clicking on the heading.   
 
Example:  These results are sorted by Name. 

 



Customization – Column and Sort Order 
 
By clicking on the “Customize Link” at the top of any grid, you can customize how the results are 
displayed.   

 
 
Column Order – Select the  and buttons to move columns on your display.  You can then “Preview” 
or simply select OK to save the settings.   
Sort Order - Select any field in the Column Order column and hit the  button to move it to the Sort 
Order column on the right.  You can then “Preview” or simply select OK to save the settings.   



 Customization – by Page* 
 
Another customization that can be made is to have the page default to a specific tab.   
1) Select the tab you want to view.  
2) Select “Customize Page” 

 
 
 

 
 
3) Select the appropriate check box for the desired customization. 
4) Select OK to save 
 
*Note – each page has different customization options (i.e. tab order, view all default, etc.) 



Download 
 
 
On any page that has a download  button, you can export the results to a spreadsheet.  
 
Click on the  button. 

 
 
The results will pull up in a new window which can be saved to Excel. 
 
 
 



 
BroncoWeb Self Service – Back Office View 
The Student Services Center allows Back Office users to see what the student sees on their Student 
Center in BroncoWeb.  There are some slight differences in the back office view, including extra 
functionality back office. 
Navigation:  Campus Community, Student Services Center 

 



 



 


