
Creating and Adding a Quick Link to Your Work Desk 
 

Page 1 of 3 

 

Creating a Quick Link: 

 

1. Hover mouse over   

2. Click  

 

 

3. Then hover mouse over  

4. Click , and the Quicklink module will appear 
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Creating a Quick Link (Continue): 

 

5. Select and click the module, where the quick link will reside: 

i.e. Time Management 

 

6. Click the green plus to add the quick link: 

 
7. Select the type of link: 

 
a. Select type:  Web 

b. Then click the next button  to continue  

 

8. Enter Quick link information 

 
a. Title – Link Tile 

b. Sequence – Sequence number 

c. Path – URL of the link 

d. Set work desk flag to :  have quick link appear in Work Desk. 
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Creating a Quick Link (Continue): 

9. Click  to save the quick link. 

 
 

Adding a Quick Link to your Work Desk: 

1. Click at the top left corner to go back to the work desk screen. 

2. Click Add Content  

3. Select the Quick Links channel to add on Workdesk by clicking the : 

 
 

4. Click  to save  and the quick link will appear in desktop 

 


