
Setting User Defaults Cheat Sheet 
After the upgrade to PeopleSoft 9, you will want to review your user default settings to be certain they match 
those you had in PeopleSoft 8. User default settings help you to work quicker and more efficiently, because 
they reduce the amount of repetitive data entry you have to do. 

To check (and change, if necessary) your user default settings, do the following: 

1. Click Set Up SACR from the Home Page Menu. 
2. Click User Defaults page. 
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The User Defaults page appears and the User Defaults 1 tab is active. 
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3. Review the user defaults in place on User Defaults 1 page. Recommended set-ups are shown above. 
Reset as needed. Click Save to keep the changes you’ve made. 

Note: Term set-up is optional. If you use it, it needs to be updated regularly. 
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Setting User Defaults Cheat Sheet (continued) 
4. Click on User Defaults 2 tab. Review the defaults on that page and reset as needed. Recommended set-

ups are shown below. 
5. Click Save to keep the changes you’ve made. 
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6. Click on User Defaults 3 tab. Review the defaults on that page and reset as needed. Recommended set-
ups are shown below. 

7. Click Save to keep the changes you’ve made. 
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Setting User Defaults Cheat Sheet (continued) 
8. Click on User Defaults 4 tab. Review the defaults on that page and reset as needed. Recommended set-

ups are shown below. 
9. Click Save to keep the changes you’ve made. 
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