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Saving and Editing Favorites (02/04/08)

	1.  
	Let's say that as you begin to work with eUMB Financials you would like a current list of eUMB Financials chartstring values associated with your department. For such a list, you will run the UMB Projects by Department Report. 

It would be convenient to mark the UMB Projects By Department Report as a Favorite since you will want to run it periodically to pick up any new projects that have been added to eUMB Financials. Begin by navigating to the UMB Projects by Department Rpt page. 

Click the General Ledger link.
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	2.  
	Click the General Reports link.
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	3.  
	Click the UMB Projects by Deptartment Rpt link.
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	4.  
	Once you navigate to and display any particular page, you have the option to add it as a Favorite.

To add this page as a Favorite click the Add to Favorites link.
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	5.  
	A default description of the page will display in the Description field--in this case, "UMB Projects by Department Rpt." 

You can change this wording as you like. When you have it the way you want it, click "OK."

Click the OK button.
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	6.  
	You will be returned to the page from which you started. 

Let's say that you decide that you would also like to save the Procurement Card Reconcile Statement page as a Favorite as well. 

Navigate to the Reconcile Statement page. 

Click the Purchasing link.
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	7.  
	Click the Procurement Cards link.
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	8.  
	Click the Reconcile link.
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	9.  
	Click the Reconcile Statement link.
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	10.  
	You have reached the Reconcile Statement Search page - the first step in reallocating Pro Card charges. Save this page as a Favorite.

Click the Add to Favorites link.
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	11.  
	You decide to rename the Favorite "Reallocate Pro Card".

After selecting the default name ("Reconcile Statement" in this example) enter your own page description into the *Description field. 

Enter a valid value e.g. "Reallocate Pro Card".

	12.  
	Click the OK button.
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	13.  
	Now let's go back and see the Favorites we just entered and how we can edit our list of Favorites if we choose to.

Click the Home link.
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	14.  
	In order to see your list of saved Favorites, click the My Favorites link.
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	15.  
	Click the Edit Favorites link.

[image: image14.png]Edit Favorites





	16.  
	Notice in the Menu Pane that the two Favorites we just entered have been added to a list that already included several others. By clicking on the Edit Favorites link we have also displayed them on the page in a table where we can edit them. 

This page offers options for searching through and displaying your Favorites if the list has gotten too long to see it all at once. For example, you can Find a Favorite by name, or display your list starting with the First or Last group (however many display on the screen at once). 

	17.  
	You can also rearrange the order in which your list of Favorites appears by clicking on the appropriate column headers:

Favorite sorts in ascending or descending order alphabetically. 

Sequence number sorts in ascending or descending order based on sequence numbers you can assign to your entries. Notice that this list of favorites is now arranged by Sequence Number.
If all sequence numbers are '0', the Favorites list appearing on the menu will be in alphabetical order. If you assign sequence numbers, the list will appear on the menu in sequence number order. 

NOTE: Underlined column headings throughout eUMB Financials have similar sorting powers.
Re-sort the Favorites list alphabetically by clicking the *Favorite link.
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	18.  
	Save your change. 

Click the Save button.
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	19.  
	You can also delete Favorites you no longer need.

To delete the Favorite titled 'Create Journal Entries', click the Delete button.
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	20.  
	The system confirms that you do intend to delete a Favorite. (You always have the option to add it back again should you need it.)

Click the OK button.

[image: image18.png]




	21.  
	Be certain to click the Save button after making any changes to your list -- or your changes will be lost when you exit the page!

Click the Save button.
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	22.  
	You have now successfully set and edited Favorites within eUMB Financials. 

End of Procedure.
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