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Step 1 | Bookmarks

UCPath Q

BOOKMARKS Ask UCPath

e Dashboard PeopleSoft - Person Organizational Summary o o

] PeopleSoft Menu PeopleSoft - Self Service Transaction Links o o

EaV;fate 'It(o your . PeopleSoft - Update Dependent/Beneficiary 9 o
ookmarks page

. Boolnarks PeopleSoft - Admin - Review Absence Balance e o

Egilfrl:lcakrl(()r;gre Employee Actions PeopleSoft - Add/Update Position Info o o

wa nt tO FaVO rite Forms Library PeopleSoft - Administer Extended Absence 6 o

Quicklinks PeopleSoft - Benefits Summary o o

Help / FAQ PeopleSoft - Career & Benefits Elig Hrs INQ o o

PeopleSoft - Combination Code Table o o
0 Edit profile PeopleSoft - E102 PayPath Request Status 0 O

o Log out PeopleSoft - Extended Absence Trans History o o
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Step 2 | New Window

E Person Crganizational Summary X

€ c O
@ Canvas Iﬂ BLINEK SNOW E UCPath @ Calendly % Transactors ﬁ Reports

&% Person Organizational Summary X | +

Shemm UCPath

Primary Title-

Employee ID:

Service Date:

Person Organizational Summary

Dashboard

Find an Existing Value

PeopleSoft Menu
Search Criteria

Worklist
Empl ID[ begins with v |
Bookmarks Name] begins with v |

Last Mame[ begins with + |
Second Last Mame
Middle Name

[ case Sensitive

Employee Actions
Forms Library

. m o
Basic Search [ Save Search Criteria

Quicklinks Search Clear

Help / FAQ

Enter any information you have and click Search. Leave fields blank for a list of all values.

# ucpath.universityofcalifornia.edu/peoplesoft-native/EMPLOYEE/HRMS/c/ADMINL.. @ 12 v @ » 0O &

© UCOPTnTNira [ BOX UCPath - Dept HR P.., »

Q O Bookmarked e Log out

Ask UCPath

{Mew Windowe

Once you are on
the page you want
to Favorite, click
the New Window
link and the page
will open up on a
new tab in Native
PeopleSoft
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Step 3 | Add to Favorites

E Person Organizational Summary X &5 Person Organizational Sumrmary X +

Favorites | Main Menu = »  Workforce Administration - »  Personal Information ~ > Person Organizafional Summary
Home Worklist

ORACLE All | Search % | Advanced Search

Person Organizational Summary

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

empi 10[Fegns v v
Neme[Begra i v]

Last Name
Second Last Name| begins with ~ |
Middle Name| begins with v |

[ case Sensitive

Search Clear Basic Search & Sawve Search Criteria

cC 0O & ucpath-ifp.universityofcalifornia.edu/psp/ucphrprd_1/EMPLOYEE/HRMS/c/ADMINISTE... =& 1t @ ¥ O &

aws

@ Canvas ] BUNK swow [ UCPath (@ Calendly [BJ Transactors [ Reports € UCOPTnTiira [ BOX K3 UCPath - Dept HR P.. »

Add to Favorites

New Window

In Native
PeopleSoft, click
the Add to
Favorites link
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Step 4 | Description

E Person Organizational Summary X 68 Person Organizational Summary X +

Person Organizational Summary

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID| begins with

MName| beging with

Last Mame| begins with »

Second Last Name| begins with *Description |F'erso'1 Organizafional Summary
Middle Mame| begins with » oK Cancel

[Ocase sensitive

Add to Favorites

Flease Enter a Unigue Description for this Favorite

| Search || Clear | Basic Search [E" save Search Criteria

C Or & ucpath-ifp.universityofcalifornia.edu/psp/ucphrprd_1/EMPLOYEE/HRMS/c/ADMINISTE.. 1= w+ @ ® O & :
@ Canvas 8] BLINK swow  [F ucPsth @ Calendly [ Transactors [ Reports € UCOPTnTlira [ BOX K3 UCPath - Dept HRP... »
Favorites = ‘ Main Menu »  Workforce Administration = > Personal Information - > Person Organizational Summary
. Home Worklist Add to Favorites
ORACLE All ~ | Search % | Advanced Search

Mew Window | Help

A pop up will appear
prompting you to add
a description. It will
default to the name
of the page, you can
update or click OK.
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Step 5 | View Favorites

E Person Organizational Summary ¥ @ Person Organizational Summary X +

cC O & ucpath-ifp.universityofcalifornia.edu/psp/ucphrprd_1/EMPLOYEE/HRMS/c/ADMINISTE.. = v @ & O &2 :

@ Carwas 8] BLINK SNOW [F] UCPath (@ Calendly [EJ Transactors [EJ Reports € UCOP TnTlira BOX KR UCPath- Dept HRP.. »

Main Menu - > Workforce Administration = > Personal Information = > Person Organizational Summary

Home Worklist Add to Favorites
Search % | Advanced Search

ational Summary

Request Extended Absence New Window | Help

Click the Favorites

menu dropdown to
see all the Favorites
you have created B8 Recent Search Resus :

My Favorites

Administer Extended Absence

Admin - Review Absence Balance e fields blank for a list of all values.

) () ) [ [

Person Profiles

E’n) Add to Favorites

Edit Favorites

Add/Update Position Info
Administer Extended Absence
Benefits Summary

Career & Benefits Elig Hrs ING
Combination Code Table

E102 PayPath Request Status Search Criteria
Extended Absence Trans History
Funding Entry

Funding Entry Inquiry

Job Data

Manage Accruals

Modify a Person UC San DiegO

https:/fucpath-ifp.universityofcalifernia.edu/psp/ucphrprd_1/EMPLOYEE/HRMS/c/ADMINISTER_WORKFORCE_(GEL).PERSON_ORG_SUMM.GEL? &iskipenav=1 3

Y T T O Y R O A Y




UCSan Diego

Health Sciences




	Micro Learning:�How to Create Favorites for Bookmarks�7/29/22
	Step 1 | Bookmarks
	Step 2 | New Window
	Step 3 | Add to Favorites
	Step 4 | Description
	Step 5 | View Favorites
	Slide Number 7

