
Favorites 
My Vista Favorites and E-mail Notification 
 
There are two types of Web View favorites: e-mail favorites and My Vista favorites: 
 
You add reports and folders to your favorites using the Browse view.  You can remove them from My Vista view by 
clicking on the red X next to the report name in the My Visa View window. 
 
You can also be notified when a new report generation has been delivered to your Vista Plus repository by selecting 
Notify me via e-mail. 
 
To start Browse view, click Browse in the top menu bar. 
 
Click Browse   
 

 
 
When you first enter Browse view, it displays the folders and reports contained in your Home folder, a page at a time 
(you can set the page size; click Options in the top menu bar).  
 
To open the report generation, you may need to open sub-folders to display the report you want, and you may want to 
list the generations of the report before opening one. Use the methods below to navigate through Browse view and to 
open report generations. 
 

Click the information icon  
 

 



Report Details 
 

      

 
 
 
Report Actions 
 
Link Report— Vista Plus Administrator Function 
 
Edit Favorite Status  

• To add or remove a current report generation from My Vista view, 
select this action; select List on My Vista 

 
• To receive e-mail notification when a new report generation is 

available select this action; select Notify me via e-mail 

 
You can also add the current report generation to your My Vista from inside a report view by 
selecting the customize button   

 
 

 

Report Tab 
 
 

• List on My Vista: To add or remove a current report generation 
from My Vista view, select this action;  

 
• Notify me via e-mail: To receive e-mail notification when a 

new report generation is available See screen shot below for 
example of email notification.  

 

 

 


	Report Details

