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Codes Favorites 
Code favorites are used for a quick access to accounting code combinations that are saved.  This 
section is helpful if you have authority to use several different indices or if you order for other 
units.  This feature was added in upgrade 11.2.  This cheat sheet is an add on for Profile and 
Finalizing the Cart cheat sheets.  
 
Setting up – Codes Favorites 
 

1. In the Profile area go to Purchasing, Custom Fields, Code Favorites  
 

  
 
 
 
 
 
 

 

2. Select button 
 

3. Type in a Nickname (this is required) 
 

4. Complete the string of accounting information (follow steps in the Profile cheat sheet) 
 This is the combination of accounting information that is always used together for a particular 
 project, lab or department.   
 
5. Select  
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How to use – Codes Favorites 
 

Once you have selected the button 
 

1. Select the  button on the ribbon 
 
 

2. Select the  button (the Accounting Codes area will be in an edit mode) 
 

3. Select the drop down at the top left hand corner of the block  
 

 
 

4. Select the nickname that you saved 
 

5. Select  
 

To complete the order follow the cheat sheet Finalizing the Cart. 
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