ASSIGNING AN NCFS REPORT TO
FAVORITES

QuIicK REFERENCE GUIDE GEN-04

GEN

Purpose

The purpose of this Quick Reference Guide (QRG) is to show the steps of how to assign an NCFS
report in Favorites in the North Carolina Financial System (NCFS).

Assigning an NCFS Report to Favorites

1. Loginto NCFS using Company Single Sign-On. Use NCID and password.

Sign In
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2. Select Tools< Reports and Analytics.
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QRG GEN-04 - Assigning an NCFS Report to Favorites

3. Select Browse Catalog.

P s gl "7 Citalos

Filter ‘AH types v‘ ‘ Favorites ‘ Clear Filters

4. Navigate to the report under the following path: Shared Folders<Custom<FBR Custom<Report

=¥ Beacon Portal OSC Links CSeries IRS NCFS E NCFS Signon_Prod Q NCFS & NCAS Func... Q SA Change Manage... El FBR_Check Printer_.. @ My files - OneDrive £} NCXCloud-Te
il Catalog Home Catalog Favorite
e & 3 ri O @Emv v v |§ Location /Shared Folders/Custom/FBR Custom/Report/Accounts Payable/NC Payment Register Report (RPTAPO0E)
4 Folders Bz B3 Type AN w Sort Name A-Z w (J Show More Details
My Folders - NC Payment Register DM (RPTAP006) Last Modified 7/21/2023 2:50:25 PM  Owner System Account
*. s FBR Payment Register DM
“ Shared Folders Properties More v
[of Content N
\’ ommen Lonten NC Payment Register Report (RPTAPO0B) Last Modified 7/21/2023 10:57-04 AM  Owner System Account
Custom NC Payment Register Report (RPTAP006)

» Cloudinsights Cpen More w

> ConfigHub

» Customer Relationship Management

‘ FBR Custom
\ Report

5. Pick the process area and report to be assigned as a favorite.

Example below shows Account Payable<NC Payment Register Report.

E Beacon Portal 0OSC Links CSeries IRS NCFs E NCFS Signon_Prod 9 NCFS & NCAS Func... Q SA Change Manage... :. FBR_Check Printer_... @ My files - OneDrive  £Y NCXCloud-Te
- Catalog Home Catalog  Favorite
II,;; v O r‘- O Emv v v |_H Location /Shared Folders/Custem/FBR Custom/Report/Accounts Payable/NC Payment Register Report (RPTAPOOB)
4 Folders E= B3 Type All v Sort Name A-Z w ([ Show More Details
My Folders -~ NC Payment Register DM (RPTAP006) Last Modified 7/21/2023 2:50:25 PM = Owner System Account
~ S FBR Payment Register DM
4 Shared Folders Properties More v
\’ Commen Content NC Payment Register Report (RPTAP006) Last Modified 7/21/2023 10-57-04 AM | Owner System Account
Custom NC Payment Register Report (RPTAP006)
» Cloudinsights Open More v

> ConfigHub

Customer Relationship Management

»
S FBR Custom

N Report
™ 8 Accounts Payable

» NC 1088 Electronic Media Report (RPTAP020) |
» NC 1099 G Report (RPTAP018)
» NC 1089 MISC Report (RPTAPO17) .

4 »
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QRG GEN-04 - Assigning an NCFS Report to Favorites

6. Under the report to be assigned as a favorite, click the More hyperlink and select Add to Favorites.

4 Folders F= B2 Type Al ¥ Sort Name A-Z w [J Show More Details
> My Folders NC Payment Register DM (RPTAP006) Last Modified 7/21/2023 2:50:25 PM = Owner System Account
s FBR Payment Register DM
“ Shared Folders Properties More w
C Content -
’ emmon tonten NC Payment Register Report (RPTAP006) Last Modified 7/21/2023 10:57:04 AM  Owner System Account
4 Custom NG Payment RWBH (RPTAPO08)
» Cloudinsights Open More ¥
» B Confighub (i@ Schedule
» Customer Relationship Management @ History
4 FBR Custom
fig Jobs
4 Report
4 Accounts Payable
» NC 1099 Electronic Media Report (RPTAP020) ]
» NC 1099 G Report (RPTAP018) ’
» NC 1099 MISC Report (RPTAP017) . ¥5 Add to Favorites
4 /7 Create Shortcut
4 Tasks

[E Properties
I NC Pavment Register Report (RPTAP006)

7. Click the Favorites menu on the top toolbar to see assigned reports to the Favorites menu.

il Catalog Home Catalog = Favorites v Dashboards v
lev S 3 % Emv v v & Location /Shared Folders/Custom/FER Custom/Report/Accounts Payable/NC Payment Re¢ || anage Favorites.
NC AP Cash Disbursements Report (RPTCM045) xdo
4 Folders E= Ea Type Al w Sort Name A-Z + T NC Payment Register Report (RPTAPO0S).xdo
» My Folders NC Payment Register DM (RPTAPO006) Last Modified 7/21/2023 2.50:25 PM ~ Owner System Account

FBR Payment Register DM

4 W Shared Folders Properties More ¥
» B Common Content NC Payment Register Report (RPTAP006) ~ Last Modified 7/21/2023 10:67-04 AM | Owner System Account
4 @ custom NG Payment Register Report (RPTAPQ0G)
» Cloudinsights Open More ¥
» W ConfigHub
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