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	DESCRIPTION
	Add to Favorites 

Favorites allow you to create your own list of bookmarks to commonly used pages in PeopleSoft.  Establishing Favorites is a quick and easy way to customize PeopleSoft to your individual needs. 

These instructions demonstrate how to add the Budget Overview page to your Favorites list.  To add other pages to your list of Favorites, simply navigate to the desired page and skip to Step 1 of these instructions.



	PATH
	Commitment Control; Review Budget Activities; Budget Inquiry; Budget Overview
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	INSTRUCTIONS

STEP 1
	Navigate to the desired page (see above path).

Click on the Add to Favorites link in the upper right hand corner of the page.
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	STEP 2


	You may choose to keep the default description (the current page) or customize the description.

Click the Add to Favorites button.
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You are returned to the page you have just added to Favorites.




	STEP 3


	Scroll to the top of the menu and expand My Favorites to review your list of favorites. 
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The Budget Overview page has been successfully added to your list of Favorites.




	STEP 4 
	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.
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	STEP 5
	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.
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	STEP 6
	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.

[image: image7.png]< My Favorites

D Custom Reports

D Computer Operations

D Migration and Task
Tracking

D Employee Seff-Senice

D Manager Seff-Senvice

D Demand Planning

D Enterprise Planning

D Production Planning

D Customers

D Progucts

D Promotions

D Customer Contracts

D Order Management

D Order Pricing

D Customer Returns

D tems.

D Cost Accounting

D vendors

D Purchasing

D Inventory

D eProcurement

D Sourcing

D Engineering
LTt

Edit Favorites








	STEP 7
	Close then expand My Favorites on the main menu to review your modified list of Favorites. 
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The Budget Overview Favorite is deleted.



	EXPECTED RESULTS

(attach copies of supporting reports or panel shots, if desired)
	User can successfully add and delete Favorites.
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