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 Enhanced Favorites Features using Internet Explorer V 6.0.2
This document provides basic information regarding using the Microsoft Internet Explorer (IE) version 6.0.2 “Add Favorite” and “Organize Favorites” to create and organize shortcuts to be used when working in the PeopleSoft HRIS 8.3. 

Short Cuts or “Favorites” may be created and stored on the IE “Links” toolbar as individual links or grouped in folders.

The IE favorites feature can take you to:

· The PS login page, 

· The appropriate “Search Criteria” page, or 

· Directly to the requested data page.  

The end results depend where you are in the system when the “Favorite’ is selected.

Basic Steps:

1. Unlock the Toolbar (View, Toolbars, uncheck the Lock Toolbars)

2. Add Favorites (see below)

3. Organize Favorites (Favorites, Organize Favorites...)

4. Lock the Toolbar. (View, Toolbars, check the Lock Toolbars)

Creating Folders on the your Links toolbar:

1. Go to “Organize Favorites”; click the  “Create Folder” button.

2. Move the new folder to the Links folder, click the “Move to Folder” button or Drag & Drop.

Adding Favorites:

1. Open a page in HRIS; Drag the URL address icon to the Links toolbar. 

· To the toolbar

· To a Folder on the toolbar itself

Renaming or Deleting Favorites on the Links toolbar:

1. Go to “Organize Favorites”; click the  “Rename” or “Delete” button.

2. Right Click on the desired link, click “Rename” or “Delete”.

Rearranging Favorites on the Links toolbar:

1. Go to “Organize Favorites”; Use the “Move to Folder” button or Drag & Drop.  Favorites cannot be rearranged directly on the Links toolbar.

HRIS Specific Notes for Successful Favorites:

· Poorly defined favorites will always take you to the HRIS Home menu page.

· Favorites created for data pages where the search criteria page defaults to “Advanced Search” will not work properly.  You must create the favorite from the “Basic Search” page.  The favorite will open the page in the default search page as defined by the system.  Examples affected components are Personal Data and Applicant Activity.

· Favorites for LBNL Reports should be made at the “Run Control” page for the desired report.

· Favorites to Queries can only be created to the Query Search page.  A query must be opened in order to create a link.  Query links will not open a specific query, they only take you to the query search page.

Important:  The Favorites function is a feature of Internet Explorer.  You may find occasional variations in how the feature works with specific HRIS pages.  This document makes no attempt to document all possible anomalies.  

