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Overview

The PeopleSoft Personal Portfolio Collaborative Application exposes familiar PeopleSoft Campus
Community information to self-service users. Personal Portfolio provides an easy way for self-service
users to update basic personal information about themselves at any time without having to visit your
offices or complete and mail a hardcopy form.



Personal Portfolio

Section 1 Type Control

To set up Personal Portfolio, assign levels of control to the types of personal data (names, addresses,
phones, and email addresses) that you want to expose to self-services users. For example, if you want to
make phone numbers available to self-service users and permit them to edit or delete the phone numbers,
but you do not want them to be able to delete the Home phone type, select Home for the phone type and
Edit — No Delete for the control type.

1.1 Type Control

Navigation: Design Student Administration, Define Campus Community, Setup, Type Control

o

Home = Design Student Administration = Define Campus Community = Setup = Type Control [Mew Window
Type Control
|"Name Type “Type Control
| Preferred || Edit- No Delete v F =]
Primary | Display Onty v:| ==
|Addresses
|*Address Type ‘Type Control
Home [Display only S [+ =]
Mailing | Edit- Mo Delete ~ =
| Permanent ~ || Full Edit ~|+=1=]
phoves___|
‘Phone Type ‘Type Control
| Home ~ || Edit- No Delete ~|F1 =]
| cenutar | [Full Edit v EE]
| Business | [Full Edit M EE
Electronic Addresses
*Email Type “Type Control
| Horne ~ || Full Edit M | = |
| Business ~ || Full Edit v|[*1=]

B

1.1.1 Considerations

Important! You must set type control levels for the Primary name type and for the Home and Mailing
address types (the address types designated on your institution's Installation SA Options page). These
types are required for the maintenance of personal data in your database. They are delivered with the Edit
— No Delete type control level. You can apply the more restrictive type controls of either Display Only
or Do Not Display, but you cannot apply the lesser restrictive control of Full Edit.

1.1.2 Recommendations
1.1.3 Decisions

Self Service access will be granted to the Mail and Permanent Address Types.
Self Service access will be granted to the Home, Cell and Business Phone Types.

Self Service access will be granted to the Home and Business Email Types.

Last Revised: 09/26/02 Page 2 of 22



Section 2 Bio/Demo Data Information

Self-service Bio/Demographic data is exposed under Contact Information and Demographic Information
on the Peoplesoft Personal Portfolio home page. The links in these sections of the home page enable self-
service users to assume responsibility for maintaining their own name, address, telephone, electronic

address, and emergency contact information. The pages described here are the self-service pages that
appear when users click those links.

2.1 Bio/Demo Data Information

Navigation:  SA Self Service, Personal Portfolio, Tasks, Names

o

Home = 54 Self Service » Personal Portfolio = Tasks = Names

e Vindoy

Names
Current Names

Dolores Documentation

Below s a list of your current names. Each name has a type associated with itthatis indicative of the name's use. For
example, a name with the type Preferred would be the name you prefer to be used under most circumstances

To add, changs, of delsta a hame, click the appropriats link

Preferred

Name: Documentation,Dolores

Prefix:

First Name: Dolores Middle:
Last Name: Documentation Suffix:
Change Preferred name

Name: Documentation,Dolores

Prefix:

First Name: Dolores Middle:
Last Name: Documentation Suffix:

Add a new name

211 Considerations

Change (type) name Self-service users click this link to access the Change Name Page,

where they can edit or update a name type and the associated name
data for themselves.

Delete (type) name Self-service users click this link to access the Delete Name Page, where

they can delete a name type and the associated name data for
themselves.

Add a new name Self-service users click this link to access the Add Name Page, where

they can add a name type and the associated name data for themselves.

21.2 Recommendations
21.3 Decisions

Students will only have access to view their names.



Personal Portfolio

Section 3 Current Address Page

Self-service users use the Current Addresses page to view their current address types and names
data.

31 Current Address Page

Navigation:  SA Self Service, Personal Portfolio, Tasks, Addresses

fie Edt View Favortes Toos  Help

‘2 Addresses - Microsoft Internet Explorer. g@@
.iJ!

Qe - ) [x] B @) Ot Slprowns @reds & - B[ W
ryletsficlizntservletihoc il

adress [{] tpaficmsdev calstate edu:81

Home = 54 Self Service » Personal Porffolio » Tasks = Addresses

v|EYco

3 Sigh out

Dlewy Windaw

Addresses
Current Addresses

Dolores Documentation

Below is a list of your current addresses. Each address has one of more types associated with itthat are
indicative of its usage. For example, an address with the type Waork is the address where you are employed

To add, change, or delete an address or the types associated with an address, click the appropriate link.

Permanent

Country: UsA United States

Address 1: 4901 Bittercreek Dr.

Address 2:

Address 3:

City: Corrales

County: Postal: 80922
State: R New Mexica

&z

*@ Change Permanent address(es:
Delete Permanent address(es:

Add a new address

3.1.1 Considerations

Change (type) address(es) Self-service users click this link to access the Change Address

Page, where they can edit or update address data, of the specified
type, for themselves.

Delete (type) address(es)  Self-service users click this link to access the Delete Address

Page, where they can delete address data, of the specified type, for
themselves.

The system maintains the old address type and associated data in
history for administrative review. However, to the self-service
user, the address type and data is deleted.

Note: You cannot set type control to Full Edit for the two address types that map to
PERSONAL DATA. These address types are set on the Installation Table component (Define
Business Rules, Define General Options, Use, Installation Table, SA Options), and the delivered
settings are Home and Mailing. Self-services users can change data for these address types, they

Last Revised: 09/26/02 Page 4 of 22



cannot delete the type. Therefore the Delete (Home) address(es) and Delete (Mailing)
address(es) links are never available on the Current Addresses page. If you modify these
mapping types on the Installation Table, you must also modify the type control settings on the
Type Control page.

Add a new address Self-service users click this link to access the Add Address Page, where
they can add they can add address and associate types with that
address for themselves.

Change a future address Self-service users click this link to access the Future Addresses Page,
where they can change a future-dated address and associate types with
that address data for themselves.

3.1.2 Recommendation



Personal Portfolio

Section 4 Phone Numbers

Self-service users use the Phone Numbers page to view their current phone types and phone numbers.
41 Phone Numbers

Navigation: = SA Self Service, Personal Portfolio, Tasks, Phones

-

Home = 54 Self Service > Personal Porfolio = Tasks = Phone Numbers,

£ Home

% Sign Out
Mew Windovr
Phone Numbers

Dolores Documentation

Below is a list afyour phone numbers. To add a phone number, tlick Add a Phone Number. Each
phone number must have a unique type. You may indicate your primary contact phone number by
selecting the Primary Phone checkbox. fyou select more than one checkboy, the last checkboxyou
selected will be saved a the Primary Phone Number.

*Phone Type Telephone Ext Preferred

| Mailing ~ | |555m98-0002 | ] :
Add a Phone Number

Save

* Required Field

Beturn to Personal Parffolia

411 Considerations

Preferred Self-service users select the check box to indicate the phone number to
call first when trying to contact them. An individual can have only one
preferred phone type.

Delete Self-service users click this button to delete the specified phone type and
associated data.

Add a Phone Number Self-service users click this button to add a row to select an additional

phone type for themselves.

41.2 Recommendations

Last Revised: 09/26/02 Page 6 of 22
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Section 5 Email Addresses

Self-service users use the Email Addresses page to view their current email address types and
email addresses.

5.1 Financial Aid Item Type 1

Navigation:  SA Self Service, Personal Portfolio, Tasks, Email Addresses

Home = 54 Self Serice » Personal Portfolio = Tasks = Email Addresses Mew Window

Email Addresses

Dolores Documentation

Below is = list ofyour email addresses. To add a new address, click Add an Email Address. Each
address must have a unique type, and should be in the form of name@address.exd (.0,

Ismith1 3@peoplesofteom). The last type forwhich the Preferred checkhox has been selected will
he saved as the preferred email address.

*Email Type *Email Address Preferred

| Horne :} [student@vanan.cam | Delste
Add 3n Ermal Address |
Save

*Required Field

51.1 Considerations

Preferred Self-service users select the check box to indicate the email address to
use first when trying to contact them. An individual can have only one
preferred email type.

Delete Self-service users click this button to delete the specified email type and
associated data.

Add an Email Address Self-service users click this button to add a row to select an additional
email type for themselves.

5.1.2 Recommendations

Last Revised: 09/26/02 Page 7 of 22
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5.2 Internet Address Page

Self-service users use the Internet Addresses page to view, add, change, or delete their own internet
addresses, including website and FTP site addresses.

Navigation:  SA Self Service, Personal Portfolio, Tasks, Internet Addresses

o

Home = 5A Self Service » Personal Portfolio » Tasks = Internet Addresses

& Home

Dlewy Window:

Internet Addresses
Daolores Documentation
Below is a list ofyour internet addresses, These are wehsites, FTP sites, efc. that are owned or

maintained by or otherwise specific fo you. To add a new address, click Add an Internet Address.

“Type “URL Address

| Other ~ || myftpside.com | Delete J

Add an Internet Address
Save

= Required Field

5.2.1 Considerations

Delete Self-service users click this button to delete the specified internet
address type and associated data.

Add an Internet Address Self-service users click this button to add a row to select an additional
internet address type for themselves.

5.2.2 Recommendations

Note: At this time security will not be given to the Internet Addresses page.

Last Revised: 09/26/02 Page 8 of 22



Section 6 Emergency Contact List Page

Self-service users use the Emergency Contacts List page to view, add, change, or delete the
name, address, and phone numbers for their own emergency contacts.

6.1 Emergency Contact List Page

Navigation: = SA Self Service, Personal Portfolio, Tasks, Emergency Contacts

o

Home = 54 Self Serice = Personal Portfolio = Tazks » Emergency Contacts

Mew Window

Emergency Contacts
Emergency Contacts List

Dalores Documentation

Below is & list of your emergency contacts. To edit the information for & contact, click the Edit button
To add a contact, click the Add an Ermergency Contact button
Contact Name Relationship to Employee

Add an Emergency Contact

6.1.1 Considerations

(Contact Name) Self-service users click the contact name link to access the Emergency
Contact Detail Page, where they can review contact information for that
person.

Edit Self-service users click the contact name link to access the Emergency

Contact Detail Page, where they can correct or update contact
information for that person.

Delete Self-service users click this button to delete the specified contact person.

Add an Emergency Contact  Self-service users click this button to access the Emergency Contact

Detail Page, where they can add an emergency contact and enter
contact information for that person.

Change the primary contact Self-service users click this link to access the Change Primary Contact
Page, where they can select a different primary contact person.

6.1.2 Recommendations

Note: At this time security will not be given to the Emergency Contacts page.



Section 7 Understanding Self-Service Services Data

Self-service Services data is exposed under Security Settings on the Peoplesoft Personal Portfolio home
page. The Personal Identification Number and FERPA/Directory Restrictions links in these sections of
the home page enable self-service users to assume responsibility for maintaining their own personal
identification numbers and FERPA and other privacy restrictions. The pages described here are the self-
service pages that appear when users click those links.

71 Personal Identification Number Page

Self-service users use the Personal Identification Number page to create their own personal identification
number as required.

Navigation: = SA Self Service, Personal Portfolio, Tasks, Personal Identification Number

-

Home = 84 Self Senice = Personal Portfolio = Tasks = Personal Identification Number Bew Window

Personal ldentification Number
Daolores Documentation

To ehange your Personal Identification Number (PIN), simply type in the box below: Your PIN can
be a maximurm of 10 characters.

For added security, the number will appear as asterisks. You may delete your PIN by removing all
the asterisks fram the box.

PIN: | |

Save

711 Considerations

71.2 Recommendations

Note: At this time security will not be given to the Personal Identification Number page.
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7.2 FERPA Restrictions Page

Self-service users use the FERPA Restrictions page to place restrictions to prevent the release of
data about themselves.

Navigation: = SA Self Service, Personal Portfolio, Tasks, FERPA/Directory Restrictions

2 Home
Home = 54 Self Senice = Personal Podfolia = Tasks = FERPADirectory Restrictions My Window @
FERPA Restrictions
Edit FERPA/Directory Restrictions
Daolores Documentation
Under the Family Educational Rights and Privacy Act, you have the right to restrict the release of certain
categories of information. To restrict infarmation, check Restrict nextto the description. To restrict all
types of a certain category, click Restrict All for that category. To restrict all types of all categaries, click
Restrict All Fields atthe top of the page.
Mote thatwhen you choose to restrict the release ofinfarmation, that information will not be released to
any source, including publications such as telephone directories or other institutional publications,
To provide exceptions to the restriction of the release of information, click Release To Publication
Restrict All Fields Release All Restrictions
e e Caisgor e
Rastrict All Release All
O
Restrict All Release All
O
Restrict All Releasge All
O
Restrict All Release All
= o

7.21 Considerations

7.2.2 Recommendations

Last Revised: 09/26/02 Page 11 of 22
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Section 8 Understanding User Preferences

Self-service users use User Preferences to establish default values to identify themselves throughout their
use of each PeopleSoft Student Administration and PeopleSoft Contributor Relations collaborative
application to which they have access. The default values remain associated with the user, minimizing the
need for repetitive data entry.

8.1 User Preferences

Navigation:  SA Self Service, Personal Portfolio, Tasks, User Preferences

g 1A RS 8 T SR I 1 | -

Home = 8A Self Senice = Personal Portfolio = Tasks = User Preferences Mew Window

User Preferences

Dolores Documentation
To facilitate your navigation through the different pages, and to avoid having 1o select the

generic walues, you may defaultyour most commonly used values for the fllowing fields
Gther values will remain available for selection as appropriate for each feature

i Channel Islands
ic Career: Undergraduate

<

<

Term: Fall 2002 v
i Vear:
Save

8.1.1 Considerations

8.1.2 Recommendations

Note: At this time security will not be given to the User Preferences page.

Last Revised: 09/26/02 Page 12 of 22



Section 9 Understanding Password and Personalization

9.1 Award Adjustment Reasons

Navigation:  SA Self Service, Personal Portfolio, Tasks, Password and Personalization

I | DL LIS LY LA, EUL G L OB SRR LI ISR AL 1OLIL L L USSRl e | ad

Home = 54 Self Service * Personal Portfolio = Tagks = Password and Personalization Dlewy Windaw:

General Profile Information

Dolores Documentation

Password

Change Passward

Pasgword Hint

Personalization
Chianges to Personalization seftings require you ta log oft an log back on in order to take effect.

My preferred language for reports and email is: English N

=== NOT FOUND==> (14100630}

E-mail Address:

Save N
Beturn to Personal Partfolio

9.1.1 Considerations

Change password Self-service users click this link to access the Change Password Page,
where they can change their own passwords.

Change or set up forgotten  Self-service users click this link to access the Change or Set Up
password help Forgotten Password Help Page, where they can request a new
password and enter a password clue for password authentication.

Personalization

My preferred language for Self-service users enter their preferred written language.
reports and email is:

Set Personalizations Self-service users click this link to access the Personalization Page,
where they can set default values for themselves,

Email

E-mail Address Self-service users enter the email address to which they want their
passwords and other maintenance items sent.

9.1.2 Recommendations
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Section 10 Understanding Self-Service Service Indicators

Self-service Service Indicators data is exposed under the Holds and To Do's section of the Peoplesoft
Personal Portfolio home page. You can allow self-service users to be responsible for viewing and
resolving their own service indicator issues by providing the Holds link here.

10.1 Holds Summary Page

Navigation:  SA Self Service, Personal Portfolio, Tasks, Holds

Home = 54 Self Service » Personal Porfolio = Tasks = Holds

e ind o

Your Holds

Holds Summary
Student Test

Item List
Hold item Amount Institution Term Department
Einancial Aid Hald USD Channel Islands Fall 2002 Financial Aid

10.1.1 Considerations

Hold Item Self-service users click this link to access the Hold ltem Page, where

they can view more information about the specific hold, including whom
to contact.

10.1.2 Recommendations

Last Revised: 09/26/02 Page 14 of 22
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Section 11 Understanding Self Service Checklists Data

Self-service Checklists data exposed under the Holds and To Do's section of the Peoplesoft
Personal Portfolio home page. You can allow self-service users to be responsible for viewing and
resolving their own checklist items by providing the To Do's link here.

1.1 To Do Summary List Page

Navigation:  SA Self Service, Personal Portfolio, Tasks, To Do List

o

Home = 5A Self Service » Personal Portfolio » Tasks > To Do List

Dlewy Window:

To Do List

To Do List Summary

Student Test

Below is a list of your current To Do items. Ta sort or filter your list
of To Do items, change the options below and click Search

sonmy: | v

Show only

Due Date: |

o

Function: ‘

Search
To Do tem Due Date Institution Function
Dependent Verification Worksht — 0B/26/2003  Channel lslands Financial Ajd
Parent 2002 Federal Tax Return  0B/26/2003  Channel Islands Financial Ald
Social Security Card 0B/26/2003  Channel |slands Financial Aid
Student's 2002 Federal Tax Rt 06/26/2003  Channel Islands Financial Ald

11.1.1 Considerations

To Do Item Self-service users click this link to access the Hold Item Page, where
they can view more information about the specific checklist item,
including whom to contact.

11.1.2 Recommendations

Last Revised: 09/26/02 Page 15 of 22
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Section 12  Understanding Self Service Identification Data

Self-service Identification data is exposed under the Credential section of the Peoplesoft Personal
Portfolio home page. You can allow self-service users to be responsible for viewing and maintaining their

own languages, license and certificates, memberships, and work experience data by providing those links
here.

121 Languages Summary Page

Navigation:  SA Self Service, Personal Portfolio, Tasks, Languages

o

Home = 34 Self Service » Personal Podfolio = Tasks = Languages Meww Window

Languages

Languages Summary

Student Test

Below is = list of your languages. To view details, click the language name. To add a language, click
Add 3 Language,

Speaking Reading ‘Writing

Proficiency Proficiency Proficiency
Flemish High High High Edit Delete
Add a Language

12.1.1 Considerations

12.1.2 Recommendations

Note: At this time security will not be given to the User Preferences page.
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12.2 License and Certificates Summary Page

Navigation: = SA Self Service, Personal Portfolio, Tasks, Lanquages and Certificates

o

Home = 54 Self Service > Personal Porfolio = Tasks = Licenses and Certificates Hew Window

% Sign Out

Licenses and Certificates

Licenses and Certificates Summary
Student Test

Below is a list of your licenses and cedificates. To view details, click the licensefcertificate name. To
add & license or certificate, click Add a License/Certificate

License/Certificate Issue Date Expiration Date
Animal Health Tech Cert 01/0142003 12f31/2003 Edit Delete
Add a LicenseiCertificate

12.2.1 Considerations

License/Certificate Self-service users click this link to access a view-only version of the
License/Certificate Detail Page, where they can review information about
themselves for the specific license, degree, or certificate.

Edit Self-service users click this button to access the License/Certificate
Detail Page, where they can edit information about their specific license,
degree, or certificate.

Delete Self-service users click this button to access the Delete Confirmation
Page, where they can confirm that this is the license, degree, or
certificate to delete and complete or abort the deletion process.

Add a License/Certificate Self-service users click this button to access the License/Certificate
Detail Page, where they can add a license, degree, or certificate for
themselves.

12.2.2 Recommendations

Note: At this time security will not be given to the License and Certificates Summary page.



12.3 Membership Summary Page

Navigation: = SA Self Service, Personal Portfolio, Tasks, Memberships

o

Home = 54 Self Service » Personal Portfolio = Tasks » Memberships [lewy VWindaw:

Memberships
Memberships Summary

Student Test

Below is 4 list of your organization and association memberships. To view details, click the
organization name. To add a mermbership, click Add a Membership.

Organization Membership Date

Add a Membershin

12.3.1 Considerations

Organization Self-service users click this link to access a view-only version of the
Membership Detail Page, where they can review information about their
membership or association with this organization.

Edit Self-service users click this button to access the Membership Detail
Page, where they can edit information about their membership or
association with this organization.

Delete Self-service users click this button to access the Delete Confirmation
Page, where they can confirm that this is the membership or association
with this organization to delete and complete or abort the deletion
process.

Add a Membership Self-service users click this button to access the Membership Detail
Page, where they can add membership or association with an
organization.

12.3.2 Recommendations

Note: At this time security will not be given to the Membership Summary page.



Personal Portfolio

12.4 Work Experience Summary Page

Navigation:  SA Self Service, Personal Portfolio, Tasks, Work Experience

-

Home = SA Self Senice » Personal Portfolio = Tasks > Work Experience

S sign Out

Dlewy Window

Work Experience
Work Experience Summary

Student Test

Start Date End Date Employer

Add awark experience

12.4.1 Considerations

Edit Self-service users click this button to access the Employment Details
Page, where they can edit information about this work experience.

Delete Self-service users click this button to access the Delete Confirmation
Page, where they can confirm that this is the work experience to delete
and complete or abort the deletion process.

Add a work experience Self-service users click this button to access the Employment Details
Page, where they can add a work experience.

12.4.2 Recommendations

Note: At this time security will not be given to the Work Experience Summary Summary page.
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12.5 Understanding Self Service Participation Data

Navigation: = SA Self Service, Personal Portfolio, Tasks, Publications

o

Home = 54 Self Service > Personal Porfolio = Tasks »

% Sign Out

Mewy Window

Publications
Publications Summary
Student Test

Below is a list of your publications. To wiew more information, click the publication number

Publication
Number Publication Type Publication Title

ik Book Financial Aid 101 Edit Delete
Add Publication

12.5.1 Considerations

Publication Number Self-service users click this link to access a view-only version of the
Publication Detail Page, where they can review information about this
publication.

Edit Self-service users click this button to access the Publication Detail Page,

where they can edit information about this publication.

Delete Self-service users click this button to access the Delete Confirmation
Page, where they can confirm that this is the publication to delete and
complete or abort the deletion process.

Add Publication Self-service users click this button to access the Publication Detail Page,
where they can add a publication.

12.5.2 Recommendations

Note: At this time security will not be given to the Publications page.
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12.6 Extracurricular Activities

Navigation: = SA Self Service, Personal Portfolio, Tasks, Extracurricular Activities

o

Home = 5A Gelf Service = Personal Porifolio » Tasks = Bxtracurricular Activities

{2 Home S Sign Out

Mew Window

Extracurricular Activities

Student Test

Below is a list of your extracuricular activities. Ifthe listis incorrect or you wish to add an activity,
please contactthe appropriate administrative office,

Description Office Held Start Date Details
Rotary Mermber 01/0142002

Eeturn to Persanal Partfolio

12.6.1 Considerations
12.6.2 Recommendations

Note: At this time security will not be given to the Extracurricular Activities page.
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12.7 Academic Honors and Awards Page

Navigation:  SA Self Service, Personal Portfolio, Tasks, Honors and Awards

o

Home = SA Self Sewvice = Personal Portfolio » Tasks = Honors and Awards Mew Window

@ Home 3 Sign Out

Academic Honors and Awards

Student Test

Below is a list of your academic honors and awards. Ifthe listis incorrect or you wish to add an
honor or award you have received, please contactthe appropriate administrative office

Honors and Awards Grantor Issue Date
Merit Scholar High School 05/28/2003

12.7.1 Considerations
12.7.2 Recommendations

Note: At this time security will not be given to the Honors and Awards page.
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