
  

Add, Edit, or Delete Favorites in HR Direct 
 

The favorites menu allows quick access to pages accessed frequently without having to navigate 

there manually. You can add to your favorites menu from anywhere in the application.  

 

 Step 1 - Navigate to UMass Boston HR Direct. 

 Step 2 - Select the "Log in to HR Direct Button". 

 

 

  

Step 3 - Enter your user id and password.  

 

 

 

https://hr.umb.edu/hr-direct/


  
 

 

Step 4 - When prompted to sign in to a campus, select "Boston". 

 

 

 

Step 5 - Navigate to the page you want to add to your Favorites. You can do this by 

performing a search in the Menu search bar. For this example, we will use Job Data. 

Select the menu item you need from the drop down. 

 

 

 

 

 

 

 

 

 



  
 

Step 6 - When the screen opens, click the “Actions” menu (three vertical dots) in the 

upper right corner of the screen. Select “Add to Favorites.” 

 

 

 

Step 7 - In the “Add to Favorites” screen, you can enter the name of the favorite, 

however, it is recommended you keep the name since it is the name of the menu 

option. Click the “Add” button. 

 

 

 

 

 

 

 



  
 

Step 8 - To see your favorites, click the compass icon in the upper right corner of the 

screen. This will activate to the “NavBar” menu. Click the favorites icon to see a list of 

your favorites. Clicking on the name of the favorite will bring you to the screen.  

 

 

 

 

 

 

 

 



  
 

 

Step 9 - Click on the “Edit Favorites” link allows you to change the name of the favorite, 

change the sequence of how the favorite is listed on the screen, or delete the favorite 

by selecting the check box next to the name and hitting the “Delete Selected” box. After 

performing any of the above (renaming, sequencing, or deleting), hit the “Save” button 

for the changes to take effect.  

 

 

 Step 10 - In the upper right corner, select the NavBar icon.  

 

 

 

 

 

 

 

 



  
 

Step 11 - Click the Favorites icon. You will notice the menu option has now been saved 

to your favorites. 

 

 


