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What are Portal
Favorites and
Save As?

How does Portal
Favorites and
Save As work

together?

Why should | use

Portal Favorites
and Save As?
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e Portal Favorites is a dedicated place on the BASE SAP portal page

e Portal Favorites provides users with a tool to create custom folders for organizing saved
reports

eSave As is a button on the report that allows users to save a report layout for future use
eSave As provides users with a tool to customize and save reports

eSaving a report using the Save As button saves the customized report in Portal Favorites

eReports saved to Portal Favorites can be stored and organized in custom folders for easy
access

elt is easy to use and user friendly
elt is an improvement over Bookmark links

eBecause you can customize reports and save them to a dedicated place on the BASE SAP
portal

eReports saved in Portal Favorites do not "break" like Bookmark links when the underlying
report is changed

Home | Universal Worklist

= Help Zone

= Learning Zone

= SAP Business Workplace
= Time Statement

FM007 Budget Availability

Disclaimer:This information is the property of the Los Angeles

authorized personnel nor distributed, including via any elec
Federal and State privacy laws.

¥ Columns

Save Analysis As...

= Account String Wizard
= Fund/Functional Area Translator
= Upcoming Dates

Portal Favorites
» [0 Absence Mgmt
* O FIGL

* FM007 Budget Availabiity Condition Avail Buda <0 [
» [0 Human Resources FMO00A
} [ Payroll Expenditure
» 3 Procurement

=]

Save As allows you to save report

layouts to Portal Favorites
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To save a report to Portal Favorites using Save As button:

Run BW Report and customize layout
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" ("1 Absence Mgmit Enter Description, click on
CaFiGL OK button
(] Human Resources
F"mo Bum AWIitY ] Payroll Expenditure *HINT If h d
- A A N I (3 Procurement : If you have create
Disclaimer:This information is the property of tl| Click on Save As button [ \ {SRER in Porial Favorites

authorized personnel nor distributed, including v

th ill display. Y
Federal and State privacy laws. Syl cispay. You can

save in folders by clicking
on folder to open

[ New Analysis |[ Open |['Save As... [} Dispiayal

¥ Columns
= Key Figures

I Deseription: | |I

To edit Portal Favorites

To Edit Portal Favorites To organize Portal Favorites Folders and Reports

Portal Favorites aji Portal Favorites : _ E__ 7 N\
» [3 Absence Mgr Open in New Window % » O Absence Mgr :D:n .:‘New Window
! » FIGL efres .
b 03 FIGL Refresh 4 R E , Select Organize
Personalize » 03 Human Resoy Personaiize .
» [0 Human ResoL ‘ Click on Context » &3 Payrol Expen Det2S Bl Favorite
» [ Payroll Expen Delads. ' le ¢ OE t‘:n e;( » [ Procurement -2La20ize Portal Favorites Reports
N Pt Organfze Portal Fa_vorrtes enu putton to Ofiizs BlEavers Faparsl|
Organize Bl Favorite Reporf OP€N Menu
selection \_ )
. J

Using Organize Entries What is the difference between Organize Portal
e ore Favorites and Organize Bl Favorite Reports?

Organize Entries

Links allow guick access to documents, folders, por Portal Favorites E: ‘
fold: - ——r I
[;ers 7 N\ » [ Absence Mgr Open in New Window (_| N\
Favorite: = Organize » [ FIGL Refresh Organize Portal
I Absence Mg —rmar14 1028.10] ENtries pop-up » [3 Human Resol ;e”‘?"a"ze Favorites
=) 7r2sna 22714 opens. Click on » 3 Payrol Experw‘ Oe‘a"s_ —— contains reports
[ Humsn Rosources 722014 34923 Context menu b 3 Procurement | _roonize Portal Favortes [y | created froman
() Payroll Expenditu TI22/14 10:41:04 b di Organize Bl Favorite Repol . P /
(—) Procureme 724114 9:31:12 UttC.)Itl to edit ) existing Porta
[ Rename: specific folder(s) Favorite
@ Move [Context menu ] \_ Y, \ Y,
Chpboard >
Delete

Details
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Managing Portal Favorites: Moving reports between Portal Favorites and Bl Favorite Reports

You can create a Portal Favorite from an existing To move reports or folders between Portal
Portal Favorite Favorites and Bl Favorite Reports
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Portal Favorites g ﬂ‘ Organize Entries
Open i New Wido 7 N\ Links allow quick access fo documents, folders, portal content, or a varir N\
W W
FM007 Budaet Avail copy ek in mind, foders Go to Organize
} (7 Absence Mg Refresh will save the I’ink Portal Favorites or
Personaliz . thon’tes@ Organize Bl
v [3FI6L rsonaize to Portal Favorites .
NOT BI Favorite Name * Favorite Reports.
* FH007 Budget Avaiabi ok Reports Ggito report, click
Organze Pl Favortes P ) P00 Budget Aval. copy ofexistng Poral Fay @ R1473 on Context Menu
» [7 Human Resources : ‘ EV y )
Organize Bl Favore Repo Cose
¥ O Payrol Expendture Context menu
» [ Procurement
: Click on Context Menu button and select
destination where you want to paste link
Organize Entries Renane . Portal Favorites 5
Lt o cuckccess o ocumerts, | e, et ooy ofon ) A )
: : , : Open in New Window
You can organe these nks by ordering 7“0"‘0'““"'“ lées | Click on Clipboard, o1 COIY Refesh Select either
W ) WI select Copy or Cut. eires Organize Portal
e Click on Close Personalize Favorites or
Dfmmes[.g u button to close Det Organize Bl
Hame * (hangedOn | POP-UP- * FH007 Budget Avaiall - Favorite Reports
A Organize Portal Favorites
FHOOT Budget Avad_copy of exi Daals | TROMTHBAN N\ J/ » 3 Human Resources ’ \| J
LCopy ; :
Organize Bl Favorte Reports
} (7 Payroll Expendture ﬁ}
} (3 Procurement
Select Context menu for where you want to Organize Entries pop-up refreshes and
Paste copied/cut report (or folder) displays
organize Entries @ ftem "FMO07 Budget Avail_copy of existing Portal Favorit™ has been copied
Links allow quick access to documents, fold o] _rgamze_ ntries .
folders. \ I;:uk:r:hw quick access to documents, follers, portal content, or a variety f \
(O Favoriteb = From Context i Note: message at
News c Menu, click on L change| tOP that informs
C ] Clipboard ' Copy 10: 28 1 Cllpboard select DAbaane Mgrll@ Tr23114 10:28; Kou kt)hat report
a Cut 14 3:27:1 Paste OreLg 72514 321: cgrsjie?j(;::]u ;
Details (™) Human Resources 122114 3:49:
errvrnurri‘ow 14 3:49: B
() Payroll Ex rmi“'k y (3 Payrol Expendiure 214 1041 )y
Lt o= =l (2 Procurement _, /24114 9:31:12 AT
G Procurement@ AEZAAS B ter 2 A @ FMOOT Budget Avail_copy of existing Portal mer#'__=I 7/30/14 9:02:15 AM I
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Portal Favorites: Tips and Tricks

Home | Universal Worklist

1) Use arrows to expand About BTS
. (1413 ]
or reduce width of e =
Portal Favorites
« About BTS

= ALERT - R/3 Logoff Procedure

Fund/Functional A
= Upcoming Dates

3) Use Expand/Collapse Tray buttons

Portal Favorites to display (Expand) or hide (Collapse)

» [ CAFR Portal Favorites
» [ FIGL
» O HR
» [0 Payroll Exp
» [ Time - Absence
Portal Favorites ="
Universal » [0 CAFR
Use arrows to expand » C3FIGL
__About BTS display width of Portal Click on Context
- ' Favorites (right-facing arrow Y OHR Menu to maintain
Detailed Navigation  to expand, left-facing arrow » (3 Payroll Exp Portal Favorites
to minimize)
= About BTS » [ Time - Absence
| |

Portal Favorites

Portal Favorites

(=
Expand tray

} 01 CAFR

b 03 FIGL Collapse tray Click on Collapse Click on Expand

) O HR Tray button to Tray button to
hide Portal display Portal

¥ [0 Payrol Exp Favorite Favorite

b [ Time - Absence folders/reports ¥ 3 folders/reports
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