Job Aid

Add/Delete a Tile on My Financials Home, My Favorites or

NavBar

Tiles may be added to My Favorites Home or a page may be added to My Favorites or to the
NavBar to help facilitate quick navigation. This feature is very easy to utilize and can provide
a great deal of efficiency for the user, particularly if they frequent certain menu navigations

regularly.

The examples that follow will use Worklist navigations to add a Tile, a Favorite, and a
NavBar shortcut. This is a common example for users who are frequent requisition, payment

request, or voucher approver.

Navigation: NavBar > Menu > Worklist > My Worklist — Detail View (or

Summary View)

Add a Tile to My Financials Home

On the Worklist page, select the Actions icon (3 stacked dots).
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The list of homepages will display. The homepages displayed will vary based on user roles.
Click My Financials Home.

1 i Process |
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Click the OK button.

Worklist m

Click the Home icon in the upper right corner of the page.
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The Worklist is now available on the landing page, My Financials Home. The user may
select this tile to navigate quickly to their worklist.

Based on the tasks performed in PeopleSoft Financials, there are a number of beneficial Tiles
available to add to My Financials Home. These are some suggested tiles.

Process Monitor

Report Manager

Approvals

Delegation Requests

LSU Speedtype/Accounting Tag Lookup
Payment Request Center

eProcurement Requisitions
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Add a Page to My Favorites

While on the Worklist page, select the Actions icon (3 stacked dots).
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Click the Add to Favorites option.

Add To Favorites

*Favorite Label
My Waorklist - Summary View

The label name listed may be defaulted as shown or it may be changed as desired. Click the
Add link to the right of the field.

Added 'My Worklist - Summary View' to Favorites

Click the OK button.

Click the Home icon.

Date Created: 9/3/2025 Page 3



Job Aid

x  +

. Homepage
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[My Financials Home ']

System Motifications My Worklist - Detail View
PS9F SPAT Motice: This system is B .
configured for PUMS1 Upgrade
Tesfing: contact the FS Support oRACLE
team with questions. PEOPLESOFT

Thiz iz & test instance for LSU

Heailth PS Financials. Last refresh
date: 2025-04-01

To navigate to any Favorites, you may either select the Favorites icon at the left side of the
screen (the Heart) or through the NavBar icon (the Compass) > Favorites.
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Add a Page to the NavBar

While on the Worklist page, select the Actions icon (3 stacked dots).
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Requisition, 708043 _ZZREQ Of

Click the Add to NavBar menu option.

Add To NavBar

*Tile Label
My Worklist - Summary View

The label listed may be defaulted or it may be changed as desired. Click the Add link to the
right of the field.

Added "My Worklist - Summary View' to NavBar

Click the OK button.
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To verify that the page was added to the NavBar, Click the NavBar icon in the upper right
corner of the screen.

The menu option appears at the bottom of the NavBar menu.
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How to remove an item from Favorites, NavBar or Homepage.

Remove the Tile from My Financials Home

Click the Actions icon (3 stacked dots) and then click Personalize Homepage.
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Mew Window
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Sign Out

Personalize Homepage should default to the My Financials Home as seen below.

2% rcbb.psfslsuhscedu/psc/fspat/EMPLOYEE/ERP/c/NUI_FRAMEW... Q s rv D Ea @

Personalize Homepage Save
3 Common Settings
Show Notifications Panel l: Yes ([ j' @
| Add Tile |

Selected Homepage Settings

Homepage | My Financials Home

System Nofifications (3 My Worklist - Detail View | &

To delete a tile from the Homepage, it must contain a trashcan icon in the top right corner of
the tile. In this example, click the trash can to delete the My Worklist Detail View tile.
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23 rcbb.psfslsuhsc.edu/psc/fspat/EMPLOYEE/ERP/c/NUI_FRAMEW...

Personalize Homepage

ax Mg @&
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Show Notifications Panel (_ Yes )@

Commen Settings
—

Selected Homepage Settings

Homepage |My Financials Home

System Notifications &

The tile has been removed. Click Save.

Add Tile
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Remove the page from Favorites

Click the NavBar icon and then click the Favorites option.
WMEW... & 3% .o & @
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NavBar: Favorites 25
® Z#  Edit Favorites
Recently Visited

a My Worklist - Summary View

@

Faworites

Menu

Click the Edit Favorites option.

Edit Favorites weas FiNANCIAIS
Select the Save button after editing or deleting favorites to apply your changes.
Favorites 1 row

Delete Selected

*Favorite Sequence number

My Worklist - Summary View | | 0

Select the box next to the item to be removed. Click the Delete Selected button.

fou have selected o delete ALL of your favorites. Do you wish to continue?

Yes | Mo |

Click the Yes button.

Edit Favorites weas FINANCIAIS PAT

Select the Save butten after editing or deleting favorites to apply your changes.

Favorites

There are no favorites.

Click Save.
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Remove the page from the NavBar menu navigation

NavBar 92}

O

Recenthy Visied

V%

Favorites

Menu

TRLEN

My Worldist -
5u

Click the NavBar icon, then click the Settings icon.

.« Financials PAT & Q

Personalize

Menu Order

I Alphabetical ‘ Standard

NavBar Tiles @
= Recently Visited
i
=  Favorites
= Menu
= Iy Worldist - Summary View &

On the Personalize window, click the Delete icon next to the menu option to be removed.
Click Save.
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Financials PAT S AN B 77
Personalize Recenty Visted
Menu Order
[ Alphabetical ‘ Standard @
Faworites
NavBar Tiles @ |
|
= Recently Visited —
M
— Favorites =
= Menu

The menu option has been removed.
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