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Administrative Departments Mega Menu

Our new drop-down menu for 
Administrative Departments makes 
finding these department links 
simple and easy.



Look under Research Resources to find 
relevant research links that may be 
useful to you.

Research Resources Menu



Potpourri Menu

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.



For ease in visiting the Montefiore intranet, 
simply click on this handy link.

Click “Help” to learn more about intranet 
features.

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.

Main Site Menu and Montefiore’s Intranet Link



My Workflow Mega Menu

The “workflow carousel” has a new look called 
“My Workflow.” Log in to customize the icons 
to reflect the resources you use most.

TheThe colored boxes represent the items you 
find most useful and wish to access from “My 
Workflow” from the intranet homepage once 
you have logged in. When customizing, you 
also can access any of the icons shown.



Profile Menu

Once you’re signed in, you will see this 
“greeting bar” with a drop-down menu 
indicating things you can do to update 
your intranet.

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

YYou also can personalize your My 
Workflow or make updates to it.



Editing My Workflow Section

Click on the “edit” marker to begin 
customizing your My Workflow section. 
It’s that easy! 



Editing My Workflow Section

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.

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”!



Using Bookmarks

My Bookmarks is a new feature of Inside 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.

You can bookmark:


Documents


Internal Pages


External Websites



1

2

3

STEPS:
First, name your bookmark

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 

Steps to Adding External Bookmarks



Read instructions starting from here:

Click on this link to add the page you are on to your bookmarks

Press “Save My Bookmark” to add the link to your bookmarks. You may save as many 
bookmarks as you like or need!

You may give the link you’re bookmarking any name you desire

Steps to adding bookmarks by clicking the “Add to My Bookmarks” 
link at the top of the page:

By dragging the link name, you may move your bookmarks up or down within the list and 
organize them in the order you prefer

Click the “+” symbol to add new bookmarks
Click the “x” to delete bookmarks you no longer wish to save

Steps to edit your “My Bookmarks” section:

Steps to Adding Internal Bookmarks



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.

You can share it in our Snapshots 
gallery by clicking on “Add Photos” 
and completing the form.

CClick on “Guidelines” to learn more, 
including the monthly themes.

Snapshots



Help 
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Document Library

1.

2.

3.

4.



Document Library
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 
or document

Click on the document name to view the document

TThis link tells you the document number and allows you to download 
the document

This indicates which version of the document you are viewing

The “Link” symbol allows you to copy the link or URL for a document 
so that you can share it with others

1.

2.

3.
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