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Menu – My Favorites - your personal list of navigation shortcuts. 
1. My Favorites allows you to create your own list of bookmarks to commonly used pages in 

PeopleSoft.  Establishing Favorites is a quick and easy way to save keystrokes and customize 
PeopleSoft to your individual needs.  

 
2. The Toolbar on the top right side of the page features several options: Home,  Worklist, Add 

to Favorites and Sign out.  

 

3. To add Voucher Entry  to your Favorites, follow the instructions below: 
 Navigate to the Voucher Entry search screen (Accounts Payable > Vouchers > Entry > 

Regular Entry) 
 This will bring you the Voucher Regular Entry search screen shown below    

 

4. Click “Add to Favorites” in the upper right of your browser.  The following page appears. 

  

5. You may choose to keep the default description (the current page) or customize the 
description to your own preference.  Click Add to Favorite and click OK. 

 Once a new Favorite is added, click on the My Favorites menu option at the top of the 
PeopleSoft menu page to confirm that the new Favorite is stored. 
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You may edit/delete Favorites by clicking “Edit Favorites.”   
 

6. To delete unwanted Favorites, click on the Edit Favorites link under the My Favorites menu.   
Click on the Delete button to the right of each Favorite that you wish to delete. 
  

7. Each time a Favorite is selected for deletion, a confirmation message will appear to ensure 
that the item should be marked as such.  Click OK. 

 
8. The Favorite(s) will disappear from the list but will not be deleted until you click on the Save 

button in the lower portion of the page.  Click Save. 
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Save Search Criteria - This feature is used to save your most common searches. 

1. Enter Search Criteria. 

 
2. Click Save Search Criteria. 

 

3. Name Search Criteria to be saved with no dashes or spaces and Click Save. 
4. You are returned to the search page where you are now given the option of using your saved 

search. 
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Sorting Search Results - This feature is used to sort search results. 

1. Enter Search Criteria and click the Search button. 

 

 

 

2. Search results can be sorted in both ascending and descending order. To change the order, 
simply double click on a white column header and it will resort the list. By clicking on 
Account, the results will resort by account number. 
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Adding Queries to Favorites - This feature is used to save keystrokes on your most 
common queries. 

1. To add a query to your Favorites, enter in a query name and click on the Search button. 

 

2. In the Query Search Results, click on Favorite, under the Add to Favorite column, this query 

will be added to your favorites list.  Note: To remove a query click the  in the Remove 
column. 

 

 
Searching for Queries - This feature allows you to find a query. 

To find a query, enter % (wild card) and then type what you are looking for i.e. %SALARY, the 
search will bring back any queries with “SALARY” in the query name. 
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Downloading – This feature allows you to download results to an Excel spreadsheet. 

1. Click on the download  button  

 

2. The following prompt will appear.  Option is to open to Excel or save to your desktop. 

 

 

 

 

 

New Window – This feature allows you to have multiple PeopleSoft screens open at one time. 
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Trusted Sites – If you experience an issue with trying to download to Excel in PeopleSoft and the 
download window flashes but disappears quickly, you may need to update your Trusted Sites. 

Prerequisite:  Windows 

1. On your desktop, open Internet Explorer.    

 2. Open the Tools menu.  Highlight Internet Options and open.  

For Internet Explorer 6       For Internet Explorer 7   

       

3.  Click the Security tab and open.    

For Internet Explorer 6       For Internet Explorer 7   
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4. Highlight the Trusted Sites icon and click SITES. 

For Internet Explorer 6       For Internet Explorer 7   

     

5. In the Add this Web site to the zone box type https://psfnawp.bc.edu and click Add. 

 

6.  After clicking Add, you should see the website added to the Websites box.  Make sure that 
Require server verification has a check mark. 

7. Click OK. 

8. Click OK. 

 

  

https://psfnawp.bc.edu/�
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Navigating and Printing Vista Reports - - Navigate and print Vista style reports 

Vista Plus Login Instructions 

1. Open Internet Explorer Browser   
2. Go to the following URL: https://myreports.bc.edu 
3.  If this is your first time using Vista, bookmark the URL 

a. On the Windows menu, click Favorites > Add to Favorites… 

b.  Click  . 
4. Enter your BC Username (lowercase) and Password: 

 

5. Click  

6. When you have logged in successfully, the following will display: 

Welcome, Last name, First Name 

 

 

 

 

 

https://myreports.bc.edu/�
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TDR Salary, Non Salary and Agency 

 

Budget Actual Comparison – Salary and Non Salary 

 

ACR – Associated Budgets 

 

 

Vista Access Forms  

To request access to Vista reports, P1’s must complete the form on the following website: 
http://www.bc.edu/offices/fvp/psfinancial/forms.html 


