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finding these department links
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Look under Research Resources to find

relevant research links that may be
useful to you.

My Workflow #

Institute for Clinlcal & Translational

Research

Calendar Holldays

How Da |7

Branding Zone Shuttle IT Suppart

Need to Know

Dctober 19, 2018 at 2:30pm

© People Search How Do I? Done scelerisque condimentum nis dolor
e menus
Q OR Lorem ipsum dolor sit amet, consectetur
b M adipiscing elit, sed do eiusmod tempor incididunt
nsk EiI"IStEiT'I } LUt laore et dolore r“‘|.'!:-_‘,"| i ol L) o LIt &nim ad

Minim venkam, guis exercitation

November 5, 2018 at 10:30am
Done scelerisgque condimentum nis dolor
Mmenus
Laren [psum dalor Sit amet, Consectetur
adiplscing elit, sed do eiusmod tempor incdidunt
Announcements ut labare et dolore magna allgqua. Ut enirm ad
ITHMAMT Venkam. Quis exXxencitation.

ANNOUMNCEMENT

EINSTEIN

Read It in Print ar Onlina!

My Bookmarks 4+
Our new edition of Einstein magazine is now available! This issue

highlights research at Einstein to create life-saving drugs, a Q&A with Weather Channel [

L
£

Albert Einstein College of Medicine

EINSTEIN




o Main Site Montefiore Intranet (7 Help [ Hi, Joe =
Potpourri Menu sparEETN  inside Einstein

Intranet Portal
Albert Einstein College of Medicine

S
Overview Administrative Departments Research Resources Around Campus Potpoul WORKFLOW 252

Branding fone E-SCreens shuttle

Bravo Holidays snapshots

Our new Potpourri navigation houses
information formerly found on the workflow
carousel that wasn't specifically work-related
but that's still useful and relevant to making
your work and studies easier.
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Main Site Menu and Montefiore’'s Intranet Link

Need to navigate to the Einstein website?
Choose “Main Site” to get there, which will
offer a choice of where on the site you'd
like to land.
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For ease in visiting the Montefiore intranet,

simply click on this handy link. . —— (Y] | i Joe =
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My Workflow

intranet Pao

Click “Help” to learn more about intranet
features.
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My Workflow Mega Menu
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The ”WO rkﬂOW Ca rOUSE|" haS a neW |OOk Ca”ed Overview Administrative Departments Research Resources Around Campus
“My Workflow."” Log in to customize the icons
to reflect the resources you use most.

The colored boxes represent the items you

find most useful and wish to access from “My T
Workflow” from the intranet homepage once

you have logged in. When customizing, you

also can access any of the icons shown.
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Profile Menu
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Once you're signed in, you will see this pgd EINSTEIN .IPSEEI.,.E. Einstein
. 17 . Albert Einstein College of Medicine
“greeting bar” with a drop-down menu 9

indicati ng th i ngs you Ca n do tO u pdate Overview Administrative Departments Research Resources Around Campus
your intranet.
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¥ Personalize Workflow

& Sign Out

My Workflow rd

Calendar Holidays
Webmail

Branding Zone

Click on “Update Profile” to add a photo
and complete any missing information
for your personal intranet page.

You also can personalize your My
Workflow or make updates to it.
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Editing My Workflow Section
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Click on the “edit” marker to begin
customizing your My Workflow section.

It's that easy! " 9 OO
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Editing My Workflow Section
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The items you'll select as your top workflow options will appear as
colored icons under My Workflow. The icons you select will differ from
those of your colleagues because you can customize them to show the
information you need to have at hand the most.
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Reorganize My Workflow

Favorites Other Options
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Save Wnruﬂc-w

o Don't forget to save

First drag items from the colored boxes to the right that you wish to replace with
an item selected from icons on the right. Select the icons most relevant and
useful to you for the My Workflow section.

Next, rearrange the colored tiles in the order you'd like them to be.

After you've moved things the way you want them, press “Save Workflow"!



MainSite B Montefiore Intranet @ Help [ Hi, jJoe

Using Bookmarks SR 1750 e

Albert Einstein College of Medicine

Overview Administrative Departments Research Resources Around Campus

My Workflow i

Calendar Haolidays

%

Branding Zone IT Suppaort

Need to Know £

Devaber 19, 2018 at 2:30pm
Done scelerisque condimentum nis delor
— menus

My Bookmarks is a new feature of /nside Einstein
that allows you to highlight specific Workflow
icons, documents from the Document Library
that you frequently use, and even websites you
may need to access. There is no limit to the
resources that you can bookmark.

O People Search How Do I?

LOrem Ipsum Goior SiIT amet, ConSecoeiur

% M adipiscing elit, sed do eiusmod tempor incididunt

Ask Einstein » ut labare ¢t dolore magna aliqua. Ut enim ad
MAnIm Yemilam, guirs exentitaisomn

You can bookmark:

Mowember 5 2018 at 10-30am

Done scelerisque condimentum nis dolor
MEnus

Larerm ipsum dolor sit amet, consectatur
adipiscing elit, s&d do eiusmod pempor incidigdune

Annnunce mtnti LT I300re et aokong magna allguad. 'JT gnim ad

MENEM Yeriam. Quis exentitatzon.

My Bookmarks L]

Weather Channel &

AMMOUMNCEMEMNT

Read It in Print or Online!

Our new edition of Einstein magazine is now available! This issue
highlights research at Einstein to create life-saving drugs, a Q&A with
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' Steps to Adding External Bookmarks

STEPS:

€ First, name your bookmark

o Then, copy and paste the URL that corresponds with the information, the
site, or document

@ Press “Save Bookmark”, and repeat for any other bookmarks you'd like
to create

Adding external bookmarks

Add to My Bookmarks

BOCKMARE TITLE (miax 40 chardcrers)

BOOKMARE PAGE
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Your external bookmark has been added to your list
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Steps to Adding Internal Bookmarks

Read instructions starting from here:

Adding bookmarks o Your bookmark has been added to your list
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Editing “My Bookmarks” list

My Bookmarks 4+ My Bookmarks e
Communications and Public Affairs
PR P — (—e

Add to My Bookmarks

BOOKMARE TITLE (max 40 characters)

BOOKMARK PAGE ‘“ﬁa'rh TR
fintranet/departments/communications-public-affairs/ MTA & MTA &
B R Weather Channel (4 Weather Channel (&
Human Resources Human Resources
Around Campus Around Campus
Steps to adding bookmarks by clicking the “Add to My Bookmarks"
link at the top of the page: Steps to edit your “My Bookmarks" section:
o Click on this link to add the page you are on to your bookmarks 0 By dragging the link name, you may move your bookmarks up or down within the list and

organize them in the order you prefer

You may give the link you're bookmarking any name you desire
e Ve d & an 4 9 Click the "+ symbol to add new bookmarks

e Press “Save My Bookmark' to add the link to your bookmarks. You may save as many
bookmarks as you like or need! 9 Click the “X" to delete bookmarks you no longer wish to save




Snapshots
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Have you taken a fun photo that fits
our monthly theme? Or perhaps it's

just an interesting image that doesn't
fit a theme.
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You can share it in our Snapshots
gallery by clicking on “Add Photos”
and completing the form.

Share your photos! Guidiines =

Add Photos )

Click on “Guidelines” to learn more,
. . All Vacations Einstein Campus Students Labs Gym Miscellaneous
including the monthly themes.
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Document Library
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Press “Search” after entering the document search
terms in the field provided

2. To access all available documents, be sure to sign in.
You can click on this bar to do so

3. Press “Reset” to clear the form and do a new search

4. 10 learn more about using the Document Library, check
out the video tutorial

All Departments % All Dot Types =

reset cookie Reset

' Helpful Tip
You are not logged in. There may be documents that are m

only viewable when you are logged in to the intranet.
Please click the button to the right to log in.
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Click on the “bookmark” symbol to add a document to
“My Bookmark”

Click on this PDF symbol to download a PDF file of the document

This tells you which department created the policy, procedure, form Document Library
or document

My Bookmarks

Document Library

Click on the document name to view the document

Communications and Pubic

Research Resources Around Campus

WORKFLOW H2

M policy All Departments All Doc Types
This link tells you the document number and allows you to download WAk Ebiein. I3 =g
the document S
This indicates which version of the document you are viewing Jumpto: Policy | Form
. " . B Collapse All
The “Link” symbol allows you to copy the link or URL for a document
so that you can share it with others & Policy
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