How to Place a Link on Your Desktop


Most everyone has the cityshare folder link on their desktop, these instructions will guide you on creating a shortcut link to the new Internal HR Web pages on your desktop. Follow the instructions for the web browser you have as a default.

Internet Explorer Users: Right click on any blank area on the web page (the home page is suggested, but you can also do the same to the other pages if you use them frequently) and select “Create Shortcut”. A pop-up will ask if you want to put it on your desktop, click yes. A link will now be on your desktop that you can move to where ever you’d like or rename if you don’t like “HR City Intranet”.

Firefox Users: Resize your firefox window so you can see part of your desktop too. Click (and hold) on the site icon on the web address bar (see red circle on picture below). Drag the icon to your desktop and release the mouse button.

A link will now be on your desktop that you can move to where ever you’d like or rename if you don’t like “HR City Intranet”.
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