
PeopleTools | Personalization Options 
 
PeopleTools 8.59 offers the 
ability to personalize your 
menu folders and menu items 
to display in alphabetical 
order.  
 
Letters serve as alphabetical 
section dividers at the root of 
the menu only. Icons 
differentiate between menu 
folders and menu items. 
Similarly, the contents of all 
menu folders are displayed in 
alphabetical order by default. 
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Menu Personalization: To 
change the sort order of the 
NavBar menu from the 
standard sequence number 
order, which is the default, to 
alphabetical order, click 
Settings (gears icon) at the 
top of the NavBar to go to 
Personalize.  
 

 

 
 



 
The preferred setting will be 
highlighted blue. The default 
setting is Standard.  
 
To change to Alphabetical, 
click Alphabetical and then 
click Save. 

 
 
 
 

  



Managing Favorites 
 
Two additional, albeit not new, 
ways to personalize your 
PeopleSoft experience include 
adding and editing Favorites 
and customizing your 
homepages. 
 
Adding Favorites: To add a 
favorite, first navigate to the 
component you want to add 
as a favorite. You can 
navigate through Global 
Search, a fluid homepage, or 
the Menu. 
 
From the page, click the 
Actions menu, and select 
Add to Favorites. 
 

 

 

 
 

  



 
Editing Favorites: You can 
update your favorites when 
you access favorites from 
either the NavBar or (as in the 
screenshot) the Quick Access 
Bar. 
 

 

 
  



 
You can delete favorites or 
change the label wording. You 
can also update the order you 
prefer by changing the 
sequence number. 

 

 
 

  



 
 
When finished editing 
favorites, be sure to click the 
blue Save button.  
 

 

 
  



 
 
Then use the Back Button (<) 
to close the quick access bar 
and return to the homepage. 

 

 
 

Customizing Homepages 
 
You can change the order of 
your homepages and even set 
a new default homepage. 
 

 

  



 
To do so, click on the Actions 
menu and select Personalize 
Homepage. 
 

 

 
 

 
 

  



 
Navigate to the page you 
would like to add. Click and 
drag it where you wish, then 
click Save. 
 
To change the default 
homepage, click the 
homepage you would like to 
be the default, drag it into the 
top slot, then click Save.  
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