Saving Account Code Favorites

e Click on the user icon in the upper right corner of Gateway and select View My Profile.
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e Under the Default User Settings option on the left-hand side, select Custom Field and
Accounting Code Defaults.
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e Access the Code Favorite tab and select Add to create a new account code favorite.
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e Enter in the information for the CCOA string that you wish to save.
o You must give the CCOA string a nickname.



o Ifadding multiple CCOA strings, continue the process of adding until you have
finished adding all strings.

You can access your saved CCOA string(s) when finalizing a cart by clicking on the
heart icon in the Edit Accounting Codes section. Ensure your mouse is hovering in the
account code section for the heart icon to pop up.
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