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HOW TO USE “FAVORITES” IN REPORTS 
 

 
Having a “Favorites” Menu is one way for the user to easily 

access the needed reports to be generated in the system 

without the need to head out in the Reports Menu. Combining 

all day-to-day reports and putting it into a more accessible 

place such as Navigation Pane. 

 

 

1. In the Tool Bar, go to Reports Menu and open the Report you frequently generate 
e.g. GL Reports> Journals> Invoice Journals 
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2. On the upper left portion, click “Add/Remove in Favorites”, system will then prompt 
which will allows you to provide a new name for the report or just retain as it is then tick 
OK. 
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3. Wait for the system to load the selected report. On the Navigation Pane, you’ll notice 
that “Favorites” option and chosen report has been auto added.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
4. Repeat the same process to add more reports.  

 

 
 
In case you wanted to remove the report from the list, just reselect the report from 
“Favorites” then click “Add/Remove in the Favorites” 
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