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Adding/Deleting My Favorites on NavBar

Adding Favorites:
< Employee Seff Service Voucher Search : . -
New Window | Help | Personalize Pagd Addln M Favorltes On NaVBar
Voucher Search @ In this example, we will add the Voucher Search
Voucher Information page to Favorites tile on the Menu:
*Business Unit ncomplete Voucher ~ . .
——— C& ' D‘E;.,\; e . Menu > Financials > Accounts Payable>
Invoice Number Q Voucher Style ~ Vouchers> Add/Update
Related Voucher Q Voucher Source ~
B — . 1. Navigate to PeopleSoft page you want
Short zupp:!er:ame a, . :ew\.:mdow tO add aS a faVOI‘lte.
upplier Name earcl
2. Locate and select the Actions n icon
- on the blue banner.
Add To Favorites . .
— 3. Select Add to Favorites link to add the
Add To Homepage Favorite Label f i
Voucher Search Add page as a favorite.
Add To NavBar m— 4. A description name will show as a
— ~ default but it can be changed, select the
Add To Favarites 3 Add hyperhnk
Added Voucher Search’to Favarites i . i
My Preferences = 5. Click OK on the confirmation pop-up,
o] KS\ the page will be saved as a new
Sign Out O/ favorite.

Deleting Favorites:

A : 6 Deleting My Favorites from NavBar

In this example we will delete Voucher Search
page from Favorites tile on the NavBar

NavBar: Favorites {c3
€ 1. Locate and select the NavBar icon on
= Z  Edit Favorites the blue banner.
=) 2. Select the Favorites tile.
S a Voucher Search 3. Select the Edit Favorites link.
4. Using the check box, select the favorite
= to delete.
Fm% 5. Click the Delete Selected button.
Approvals 6. On the confirmation pop-up, select Yes.
7. Select the Save button to update.
@ Edit Favorites
Recently Visited
Select the Save button after editing or deleting favorites to apply your changes.
Favorites 2 ro%
@ Delete Selected
ravorees O *Favorit You have selected 1 favorite(s) to be deleted. Do you wish to continue?

[0 View Expense Reports Yes No

oucher Search z 6 s 0

University of Texas at El Paso 1




