DocuShare Favorites

Overview:

To conveniently access frequently used DocuShare objects, such as collections, folders, or a document,
from a single location, add the object to your DocuShare Favorites. Any object you add as a favorite is a
link to the original object, not a copy. If the original object is deleted, it will no longer appear in your
Favorites. This document outlines creating, accessing, and removing objects from your DocuShare
Favorites.

Creating Favorites:

1. Locate the resource (This can be a specific collection or document) that you want to add to your Favorites.
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2. In the row of the resource you want to save as a favorite, find the star icon.
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3. Click the star icon to save the resource to your Favorites. When an item is successfully added to your Favorites, a
green message stating, “Item was successfully added to Favorites” will slide out from the bottom, right hand side
of your screen.
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Accessing Favorite
At any time, click the My Favorites heading to display your Favorites.
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Removing Favorites:
1. Log in to DocuShare — Navigate to Home if you are not automatically directed here.

2. Click the My Favorites heading.
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3. From the My Favorites popup, select the Favorites Menu
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4. You will be navigated to your My Favorites menu. Locate the star on the row of the resource you would like to
remove from your Favorites.
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5. Click the star to unselect the resource as a favorite
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