|. How to Add a Link and Have it Display in the @Ford My Links
http://at.ford.com/Pages/default.aspx @Ford |

1. Click ‘Edit Links’. INSIDE FORD ~ NEWS & CLIPSHEET ~ TOOLS ~ RESOURCES & ORGANIZATIONS ~ HR ONLINE ~ FORD A-Z INDEX

2. A new window will
open Click ‘Add Link. My Links 3 Top Stories APA Europe Nc

Click here to learn how to add
Welcome links to this section ’
All Sif
Make This My Home Page [= Feedback R Key Links

INSIDE MEWS & CLIPSHEET TOOLS  RESOURCES & ORGANIZATIONS  HR OMLINE  FORD A-Z INDEX

3. An ‘Add Link’ Form will appear.
Type the title and address.

=i Add Link Edit Links XDelete < create Tag from Link

Title t

Group Name

Add Link

Usze this page to add a link to My Site.

4. For the ‘Add to Group’ portion, select

* Indicates a required field

Link Information Tile: * New group and type: @Ford. Note: if you
nter the title and address of the link. SharePoint Solutions .
e R e e e have previously added the @Ford group,

http://comm.sp.ford/sites/SPCOE/Pages/Default.aspx

use the Existing group drop-down to make
your selection. Click ‘OK’.

Add to Group

Use these options to organize your links by adding
them to appropriate groups.

Add to a Group:
(@) Existing group:

General

@ New group:
@Ford|

5. To see the new link on the home

N page, click the @FordOnline logo at
@Ford the top of the page.



http://qa.at.ford.com/Pages/default.aspx

II. How to Edit Link

1. Click ‘Edit Links’ or visit the @FOI"d'
My Links

RFSOURCES & ORGANIZATIONS HR ONLIME  FORD A-Z INDEX

Site Actions -~ g8

2. Select a link to edit.
My Links EgiLinks Top Stories APA Europe

Welcome Hartenberger, Jennifer (1.) plLogout SharePoint Solutions

n — [ e i
RSS  &&CDS Lookup FAQ  Help Desk
INSIDE FO CLIPSHEET  TOOLS  RESOURCES & ORGAMNIZATIONS  HR ONLINE  FORD A-Z INDEX  VIRTUAL TOUR

Make This My Home Page [ Feedback

Key Links

Site Actir

Edit Links examt

Select Links to edit

Group Name

@] SharePoint Solutions General Everyone
=]

Edit My Link R

Use this page to edit ane of your links.

* Indicates a required field

4. An ‘Edit My Link’ form will

Link Information Title: =
Enter the title and address of the link. Adi:;jz‘”f Solutions. a p pea r. M a ke yo u r c h a nges a n d
hitps. ford OF/Pages/Default

A 1o Gt select ‘OK’ to save.

N ke by add Add to a Group:
Use these options to organize your links by adding o
them to appropriate groups. e niolarousy

[@Ford =]

© New group:

Show to Show these links to:
[Everyone

Choose who can view these links. The privacy
setting you select here affects who can see these
links when they visit your profile.

5. To see the changes on the home

page, click the @FordOnline logo at
@FOI"CI' aifar= the top of the page.



http://qa.at.ford.com/_layouts/MyQuickLinks.aspx

Ill. How to Delete a Link

1. Click ‘Edit Links’ or @FOI‘d Nline
visit the My Links

INSIDE FORD  NEWS & CLIPSHEET TOOLS RESOURCES & ORGANIZATIONS HR ONLINE  FORD A-Z INDEX

2. Select link(s) to My Links TopStories APA Europe Ne

Click here to learn how to add

delete. links to this section

’

Welcome Hartenberger, Jennifer (J.) plogout

All sites [~

Make This My Home Page [=1 Feedback RSS  S&CDS Lookup FAQ  Help Desk
INSIDE _WS & CLIPSHEET TOOLS  RESOURCES & ORGAMIZATIONS HR OWLINE  FORD A-Z INDEX  VIRTUAL TOUR

Key Links

3. Click ‘Delete.

(4 Edit Links xDE|EtE ereate Tag from Link

Title + Group Name Show To

3 SharePoint Solutions General Everyone

K Delstd & create Tag from Link

4. A popup will display.
Shew Te Choose ‘OK’ to delete.

Message from webpage

5. To see the changes on the home

- page, click the @FordOnline logo at
@FOI"CI' alilar= the top of the page.



http://qa.at.ford.com/_layouts/MyQuickLinks.aspx

