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Managing References and Links
Overview
References and links provide quick access to important web links making it simple to retrieve published documents, online policies, and any web-accessible information including file shares, from your Personal page. Your organization may use these links to incorporate numerous internal training sites into one convenient location. 
You can also create your own links and use the references and links option as your personal web ‘favorites’ list.  
Steps to View References & Links:

· Click Tools — Reference & Links – My Reference List
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Your personal and global references open.  
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Steps to Add a Personal Reference:
1. Click Tools — Reference & Links — Add & Edit References
The Add / Edit Reference page opens
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To Add a New Reference:

1. Check the Add box.

2. Enter 3 description and a link for the reference, The link for the reference MUST start with

“hittp:/f”. (Example: ?http: ffwww NameOfwebsite .com)
3. Click Save Changes to save the new link
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To Edit Existing References

1. Check the Edit box ta the left of the item(s) you want to edit
2. Change the descriptions and/or links for the references you want to change.
3. Click Save Changes to save your changes.

Edit  Description/Type Link

O [ursing Today / Personal

[t e mourtain com

Save Changes

Del.




2. Click the Add checkbox.
3. Click the radio button for ‘Personal Reference’. 
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4. Enter a description for the reference.
5. Enter the link for the reference. The link must start with “http://
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6. Click the Save Changes button on the right. 
Your personal reference drops lower on the page.
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To Edit Existing References

1. Check the Edit box ta the left of the item(s) you want to edit
2. Change the descriptions and/or links for the references you want to change.
3. Click Save Changes to save your changes.
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Steps to Edit a Personal Reference:
1. Click Tools — Reference & Links — Add & Edit References
The Add / Edit Reference page opens.
2. Move below “To Edit Existing references.” 

3. Click the Edit checkbox to the left of the reference you want to change.
4. Edit the description for the reference.
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5. Edit the link for the reference. The link must start with “http://” (e.g., http://www.nameofwebsite.com).
6. Click the Save Changes button on the right.
Steps to Delete one or more Personal References:
1. Click Tools — Reference & Links — Add & Edit References
The Add / Edit Reference page opens.
2. Move below “To Edit Existing references.” 

3. Click the Edit checkbox to the left of the reference you want to delete.
4. Click the Del. checkbox to the right of the reference you want to delete.
[image: image8.jpg]Noursing Today / Personal It rursestoday.com





5. Click the Save Changes button on the right.
Copyright © 2001 – 2010 MC Strategies, Inc. All rights reserved.  
Page 1


January 28, 2010

[image: image9.jpg]