How to Add, Edit, or Remove Link Descriptions on a Folder Page

Basic Procedure

4.

5.

. Go to Build or Teach tab

Click on the "ActionLinks" icon next to a link title

Choose option to Edit Description (Teach tab) or Edit Properties (Build tab - Folder page links) or Customize Link

" (Build tab)

Add/Edit/Remove description

Save changes

Detailed Instructions

Step 1. Go to Build tab or Teach tab

Step 2. Click "ActionLinks" icon next to link title
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Step 3. "Edit Description™ (Teach tab), "Edit Properties” (Build tab - Folder page links) or "Customize Link" (Build tab)

Option 1: Build tab

For links to files, click "Customize link"
For links to Folders, click "Edit Properties"”

For all other links, click on either Edit
Properties or Customize Link

Option 2: Teach tab

Click "Edit Description"

Exam Reviewl =

& Edit Properties
L Preview
[ Hide Item

B‘

|-'1'5 Customize I..ink]

3 Move to Folder

Exam Review3 =

1

-\\\‘ & Go To File
|IEI Edit Description

& Hide Item

Step 4. Enter, edit, or remove description in the text box

Step 5. Save

Save
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Custom Description for this Link
here is a new description
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