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[bookmark: _GoBack]Using Favorites Lesson



	Step
	Action

	1. [bookmark: T5_F41]
	The Favorites Menu Displays all of the tasks and folders that you added.

Note:  The Favorites are displayed on the main menu as well as within the carousel container at the bottom of the screen.  The Manage Favorites functions the same in both locations.

System enhancements may result in updating applications accessed from the  "State of Nebraska" menu; however, they may not update the same application if it is on your "Favorites" menu.

If you access an application from your "Favorites" menu and results are not as expected, access the application through the "State of Nebraska" menu.  You may need to "Remove from Favorites" then add it back to "Favorites".

	1. [bookmark: T5_F44]
	Click the Navigator menu.


	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Navigate through the menus to the application you would like to add to your Favorites.


	1. [bookmark: T5_F8]
	Right-click the Address Book Inquiry link.


	1. [bookmark: T5_F12]
	A drop down window will appear.  

Click the Add To Favorites link.


	1. [bookmark: T5_F186]
	The Add to Favorites dialog box will now appear.  The name of the Favorite will default in, the name may be updated to change the default.  For now we will not change the default name of the Favorite.

Note:  To not show the Add to Favorites window again select the Do not Show this screen again.

Note:  Duplication of favorites in the same folder level is not allowed.

	1. [bookmark: T5_F47]
	Click the Create Favorite button.


	1. [bookmark: T5_F58]
	Click the Navigator menu.


	1. [bookmark: T5_F60]
	Click the STATE OF NEBRASKA link.


	1. [bookmark: T5_F62]
	Click the Self Service link.


	1. [bookmark: T5_F64]
	Click the Leave Balance Inquiry link.


	1. [bookmark: T5_F66]
	You can add a favorite from any form of an open Application or report instead of from a task view.

Click the Tools button.


	1. [bookmark: T5_F68]
	Click the Add to Favorites link.


	1. [bookmark: T5_F76]
	Note:  Duplication of favorites in the same folder level is not allowed.

Note:  In this example the Name was not changed.

Click the Create Favorite button.


	1. [bookmark: T5_F78]
	Click the Close button.


	1. [bookmark: T5_F14]
	Click the Favorites menu.


	1. [bookmark: T5_F35]
	The applications will appear under Favorites.  

Warning: If the application does not appear, sign out of the Payroll & Financial Center and close your browser.  Open a new Internet Explorer browser and click Tools > Internet Options, and then delete your browsing history.  This will clear your cache.  Then sign back into the Payroll & Financial Center and attempt to add the application to your Favorites again.  

	1. [bookmark: T5_F88]
	Click the Manage Favorites link.


	1. [bookmark: T5_F188]
	The Manage Favorites window will now display.  This window will allow you to Delete, Rename, and Reorder favorites, as well as create  User-defined folders to organize your favorites.

	1. [bookmark: T5_F90]
	Click the Address Book Inquiry link.


	1. [bookmark: T5_F92]
	Click the Rename button.


	1. [bookmark: T5_F94]
	You can now edit the name of the favorite.  Enter a valid value e.g. "Address Book".

	1. [bookmark: T5_F96]
	Press [Tab].

	1. [bookmark: T5_F98]
	Click the New Folder button.


	1. [bookmark: T5_F100]
	Folders can be created and named to organize your favorites.

Name the folder a valid value e.g. "Leave".


	1. [bookmark: T5_F102]
	To move favorites into the Leave folder select the favorite you would like to move and drag it into the folder.

Note:  You cannot drag and drop a user created folder into another folder.

Click the Leave Balance Inquiry link.


	1. [bookmark: T5_F104]
	Press the left mouse button and drag the mouse to the desired location.


	1. [bookmark: T5_F108]
	Release the mouse button once the folder is highlighted.

	1. [bookmark: T5_F110]
	Click the Address Book link.


	1. [bookmark: T5_F112]
	You can remove or delete a favorite in the following ways the first option is while within the Manage favorites window.

Click the Delete button.


	1. [bookmark: T5_F114]
	To remove the favorite select OK.  For this example click the Cancel button.


	1. [bookmark: T5_F116]
	Click the Close button.


	1. [bookmark: T5_F118]
	The second option for deleting a Favorite is through the Favorites menu.

Click the Favorites menu.


	1. [bookmark: T5_F170]
	Right-click the Address Book link.


	1. [bookmark: T5_F172]
	Click the Remove From Favorites link.


	1. [bookmark: T5_F174]
	Click the OK button.


	1. [bookmark: T5_F178]
	Click the Favorites menu.


	1. [bookmark: T5_F120]
	Notice that Address Book has been removed from the Favorites.

Right-click the Leave link.


	1. [bookmark: T5_F122]
	Click the Favorite Properties link.


	1. [bookmark: T5_F124]
	A favorite can also be renamed within the Favorite Properties Window.  For this lesson we did not change the name.

Click the Cancel button.


	1. [bookmark: T5_F126]
	This area is called the Carousel.

Click the Favorites tab.


	1. [bookmark: T5_F128]
	The Carousel favorites area will display the same information as the Menu Favorites area.

Click the Leave folder button.


	1. [bookmark: T5_F132]
	Click the Leave Bal... button.


	1. [bookmark: T5_F134]
	By accessing your favorite you will be sent directly to the application or report.

Click the Close button.


	1. [bookmark: T5_F37]
	You have completed this lesson.
End of Procedure.
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