Adding Worklist/Layout in PeopleSoft

1. Login to PS Finance, click on Content (blue hyperlink) located top right.
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2. Select all worklist that may apply and then Save.
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Tab Name My Page x
Welcome Message

Choose Pagelets: Simply check the tems that you want to appear on your homepage.
Remember to click "Save” when done.

Arrange Pagelets: Go to Personalize Layout
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3. Tochange the layout, select Layout (blue hyperlink) located top right.
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4. Select preferred layout (see below) and then Save.
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Click armows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”
fo remove the selected pagelet from your portal home page. Remember to click "Save" when done.

Add Pagelets: Goto Personalize Content
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