Using Favorites and Recent Items for Quick
Navigation in HCM

As Oracle HCM moves towards using the Quick Actions instead of the Tiles, it can be useful to quickly
navigate to frequently-used actions via the Favorites and Recent Iltems menu.

Navigation

The Favorites and Recent Items menu is a drop-down menu accessed by selecting the Star icon in the
top right corner of the home screen, near the Bell / Notifications icon.
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Clicking the star will open a drop down menu with two tabs at the top — one for Favorites, and one for
Recent Items.

Recent Items, as the name suggests, will display a list of recently viewed pages and actions to quickly
navigate to recent pages.

Favorites is a customizable menu where you can add links to pages / actions of your choosing and
organize in folders.

Adding a Favorite

Adding a favorite is similar to adding a bookmark in your web browser.

First, navigate to the page or quick action you would like to add to your favorites. Once on the page,
click the Favorites menu (the star icon) and select “Add to Favorites.” The page will now appear as a link
in your Favorites menu, and you can simply click it at any point to quickly navigate to this page. If you've
created any folders, you can also choose to add the favorite to that folder at this time.

Managing Favorites
Once you start adding favorites you may find yourself wanting to rename items, create folders to group

similar items together, or delete items.

From the Favorites menu, clicking “Manage Favorites” will open a window with all of your favorites in an
editable format.
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To rename an item, simply click the item text and enter your preferred name for the item.
To create a folder, click the + (plus) button on the top row which will create a folder with that name.

To delete an item or folder, select the row and click the X button on the top row. Note that deleting a
folder will also delete all the contents of that folder.

Folders

Folders can be a great way to organize your favorites according to category, workflow, or any way that
you choose. However, there are some important limitations to keep in mind.

Existing favorites cannot be moved to a newly-created folder. To add an item to a new folder, you must
navigate to that page and re-add it as a favorite, at which point you can choose to add it to your folder.
You can then delete the original favorite via Manage Favorites.

You can also choose to create a new folder when adding a favorite by selecting the “New Folder...”
option when adding a favorite.
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