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Editing Favorites from the NavBar

Step Action

1. Click the NavBar button.

A Qv

2. Click the My Favorites button.
)
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3. Click the Edit Favorites menu.
NavBar: My Favrites o

B, [# Edit Favorites

Recent Places

Benefits Summary

Contact Details

My Favorites
Payroll

4, The Edit Favorites page displays. This page is a classic page.

You will use the minus button to delete the Payroll favorite.

5. Click the Delete row button.
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{¥iFavorites Personalize | Find | 0| B8 First (4 12012 (2 Last

*Faworite Sequence number

Benefits Summary 0 [=]
Contact Details 0 [=]
Payroll 0 E
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6. Click the OK button.
Delete Confirmation
Delete current/selected rows from this page? The delete will occur when the transaction is
saved.
Gance
7. Noticed the Payroll favorite no longer appears. You still have two favorites: Benefits
Summary and Contact Details. These display by default in alphabetical order.
You will change the display order so that Contact Details displays above Benefits
Summary. To do so you will change the values in the Sequence number field of each
favorite.
You will assign 1 to Contact Details and 2 to Benefits Summary.
8. Click in the Sequence number field.
{¥Favorites  Personalize | Find | £ ke First ‘4' 1-20f2 '*' Last
* Favorite Sequence number
Benefits Summary 0 (=]
Contact Details | of [=
9. Enter the desired information into the Sequence number field. Enter a valid value e.g. "1".
Click the Save button after editing or deleting favorites.
Favorites  Personalize | Find | 2| (& First ‘4 1-20f2 '*' Last
*Favorite Sequence number
Benefits Summary 0 =]
Contact Details [ x =
10. Click in the Sequence number field.

Click the Save button after editing or deleting favontes.

Favorites  Personalize | Find | (2 | [ First '4/ 1-20f2 '*' Last

*Favorite Sequence number
Contact Details 1 % =l
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11. Enter the desired information into the Sequence number field. Enter a valid value e.g. "2".
Edit Favorites
Click the Save button after editing or delefing favorites.
Favorites  Personalize | Find | (2| [ First ‘4 1-20f2 '} Last
*Favorite Sequence number
Benefits Summary ﬂ ﬂ
Contact Details 1 =
12. Click the Save button.
] Noify
13. Notice the order in which the favorites display has changed.
Contact Details appears at the top and Benefits Summary at the bottom.
14. Now you will navigate back to My Favorites on the NavBar to see the effects of these
changes.
Click the NavBar button.
A Home | Signout
15.
uuuuuu -}
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16. Notice the My Favorites section now displays just two favorites and Contact Details
displays above Benefits Summary.
17. Next you will navigate to the Classic Home page and review how favorites display.

Date Created:

10/7/2017 9:42:00 AM Page 3




Job Aid

IM Contra Costa County
i PeopleSoft Training

Step Action
18. Click the Classic Home button.
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19. Click the Favorites button.
Favorites ¥ Main Menu ¥
ORACLE
20. Notice, only two favorites display and Contact Details displays above Benefits
Summary.
Next you will navigate back to the Edit Favorites page using the NavBar. Then you will
rename Contact Details to Email and Phone.
21. Click the Home link.
& Home |
22. Click the NavBar button.
23. Click the My Favorites button.
9,
=]
24. Click the Edit Favorites menu.
& Edit Favorites
Contact Details
Benefits Summary
Page 4 Date Created: 10/7/2017 9:42:00 AM




Cuntra Costa County
i PeopleSoft Training

Job Aid

Action

25. Click in the Favorite field.

“Favorites  Personalize | Find | | E

b Fa\ronte

| contact Details |

Benefits Summary

Click the Save buiton after editing or deleting favorites.

First ‘4/ 1-20f2 '}/ Last

Sequence number

26. Enter the desired information into the Favorite field. Enter a valid value e.g. "Email and

Phone".

Favorites  Personalize | Find | @I =

*Fawvorite

A

Benefits Summary

Click the Save button after editing or deleting favorites.

First ‘&' 1-20f2 ‘%' Last

Sequence number

27. Click the Save button.

28. Click the NavBar button.
A Home |

v

Notification

AddTo *

Sign out

®

(‘; av 9 ar

29. Click the My Favorites button.

Navelar €

30. Notice, Contact Details has been replaced by Email and Phone.

31. Click away from the NavBar to close it.

32. Click the Home link.
a

Home |

v

Notification

Sign out

®

NavBar
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33.

End of Procedure.
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