Favorites Set-up & Maintenance /zs/os)

The favorites feature enables users to create and manage their own bookmark list of links to folders and
content references. Favorites can be accessed through the My Favaorites link on the menu.
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2) Click on the Add to Favorites link.
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department code at the beginning of the page name—see table below) and click Add to Favorites. Note
that the program will sort the list in the order that the user added them. To change, see Maintenance.
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4) Assign Sequence Numbers: Sequence [PayJob Data 1 Deete_|
numbers allow the user to set the order of

importance of favorites (the lower the number,
the higher in the list it will appear). Enter a number in the Sequence Number box for the appropriate
favorite.



5) Customize: Click on the
Customize link.

Favorites

Personalize Column and Sort Order
a. Change the order of

To order calumns ar add fields to sort arder, highlight calumn name, then press the appropriate huttan.

the columns by Frazen columns display under every tab.
clicking on the
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b. Hide a column by
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column name in the
list and then clicking Hidden.

c. Freeze a column in place by clicking-on the Frozen button.

d. To set a sort order for th
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y selecting them in the Column Order box and then clicking the right arrow.
Once in the 0x, select the column name to base the sort on and move it to the top using the
up arrow<"To have them sort in descending order click the Descending box. Remove column
names from the Sort Order box by selecting the column name and clicking the X.

e. Click OK to return to Edit Favorites.

6) Find: Use the Find link to search for particular words among the favorites list. Click on Find and enter the
word in the prompt window.
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