KFS — Favorites

Favorite Account Manager Role

As a KFS Favorite Account Manager you have the ability to create and/or edit the
favorite accounts for other users.

Locate the link for User Favorite Accounts at the

Bottom/center of the KFS Main Menu in the Lookup

and Maintenance area.

User Favorites Profile Lookup [

Lookup and Maintenance

» Disbursement Woucher Travel Company

Global Favorites

s User Favorite Accounts

Vendor

s Wendor
s Vendor Contracts

* required field . .
\Cllck create new to start a profile

User Principal Name:

mow 3 3
Winters, Michael Greene

Account Nickname:

Chart Code:

[EIS

Account Number:

<>

0Object Code:

l—c\‘ \

Sub-Account Code:

[ % ]

Account Name:

\

Sub-0bject Code:

—

Project Code:

s

Organization
Reference Id:

—

Primary:

© ves ) Ne @ Both

| search || clear || cancel |

for a new user.

To search for existing profiles, you
may User Favorites Profile Lookup?
or use the search features such as
account number or NetlD.
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Create new

Principal Name:

Principal ID:

Entity ID:

NetlID

First Name:

Middle Name:

Last Name:

Email Address:

Phone Number:

Employee ID:

Campus Code:

Primary Department Code:

Employee Status Code:

E

Employee Type Code:

l_‘:'u

Active Indicator:

@ ves @ No ©

| ssarch || clear || cancel I/

One item retrieved.

Return Value

Prirjgugl—fb'ﬁciual Name

Entity ID

Campus Cc

return value <

—
1012093

hmm3 Myers, Heather M.

1012093

IT

To search for the profile of a
specific user, enter the NetID
in the User Principal Name
field on the Profile Lookup
screen or click on the lookup
tool '3 to search for a user.

mgw3 E'\ ,
Winters, Mich Greene

You may search for a user by
applying any of the search
criteria to the left.

* User Principal Name:

When you locate the person
you are looking for click return
value. If the user you select
already has a profile, KFS will
prevent you from creating
another one.

User Favorites Profile

@ Errors found in this Section:
m lUser Favorites Profile already exists.
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Follow the same process to
create favorites for others as
* Description: |[Creating favorites for hmms] S~ you would for yourself.

Org. Doc. #:

Document Overview

* Provide a description
/ e Enter the accounts and

l:l\
* User Principal Name: hmms3

Myers, Heather M. any additional

information you choose

Account Nickname: |Procurement / No approval is required upon

* Chart Code: 1T [-] S/ submission.

* Account Number: |[G264700 /<

Account Name:

\

Sub-Account Code:

0Object Code:

Organization Reference Id:

Primary:

/ [ add |

4

| submit || save || close || cancel |
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If you want to set up

actons rman| Aot | Sub Accoun Chiest Sub Splect Dianzater  multiple users with the
Myers same set of accounts,
edit co gather |Procurement |G264700 6550
M. — you may use the copy
function.

When you copy a profile,
eer Eaerites Profie \ the list of favorites will be
— created in a new doc
rigina New Copy L. .

User Principal Name: hmmS - Myers, Heather M. * User Principal Name: — ;‘1\ ’ and the Orlglna‘l user S
- Myers, Heatl A . -
— NetID will appear in both

Principal Name:

Principal ID:

Entity ID:

First Name:

|Gail*

Middle Name:

One itemn retrieved.

the Original and Copy
fields.

To update the NetID in
the copy field, search
for the new NetID and

Last Name: |Sih‘IIErSi eturn | Principal | Principa nti ampus H :
_ Vaiue | T2 | Name | Mame | ST |Sgde remove the original
Email Address: | |
return Silvers, H H
value |ML36 jobsd g,y |[10LLI36IT principal NetID, and

Export options: CSV | spreadsheet | XML

select return value. 4
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e \ e« Provide the description of

Document Overview WhO yOU are a Copylng
|C.op=,'1'ng hmm3 favorites to gbs3 < frO m/tO

Explanation:

* Description:

Org. Doc. #:

4 User Favorites Profile \L« . ° CIICk Submlt

Original New Copy
User Principal Name: hmmS% - Myers, Heather M. * User Principal Name: M | >
Silvers, Gail B .
* Receive acknowledgement
SV ) that the favorites have been
R — / created.
Account Nickname: Procurement Account Nickname: ||Procurement /
Chart Code: |IT * Chart Code: || IT A / )
» Document was successfully submitted.
Account Number: |G264700 * Account Number: ||G264700 c\/
. |PURCHASING GENERAL . |PURCHASI GENERAL
Account Name: OPERATING Account Name: OPERATMIG
Sub-Account Code: Sub-Account Code: /(3
Object Code: |6550 Object t:ode:/ﬁﬁ S
Sub-0Object Code: Sub-0Object Cacé
Project Code: Proje%ode: LY
Organization Reference Id: Organization Reféerence Id: |
Primary: Yes / Primary:
| delete | /

/

/
/ |
/L J

Notes and Attachments (0)

Ad Hoc Recipients

S

Route Log
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