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Changing Your Personal Information

Navigating to Account Information

o Select the avatar at the top of the site.
Finances Academics More v

e Select the 'Personal Info’ option from the pop-up menu.

Q

; Welcome back
Finances Acade Dr. Ron Taylor -
Site Manager
Personal Info (
Logout u. _—
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Changing Your Personal Information

Tab - Account Info

e Change information about your name.

| Account Info | Communication Preferences Password Photo CustomInfo Office Hours Privacy Settings

Name

Preferred First Name: pon

Hide Middle Name: [
Prefix: Dr. ~

Suffix: v

Save Cancel

You will see the change to your preferred name online immediately, but it will need to be reviewed before it is recorded officially. Note t

Tab - Communication Preferences

e Update your email.

Account Info ‘ Communication Preferences | Password Photo Custom Info Office Hours Privacy Settings

Email

Email: ronald.taylor@jenzabar.edu

[ Save ] [ Cancel ]

Exit Admin | Pre
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Changing Your Personal Information

Tab - Password

¢ Change your password for safety.

My Info - Manage Password

Accountinfo Communication Preferences ‘ Password ‘ Photo Custom Info Office Hours Privacy Settings

Password

The new password you choose must be between 3 and 10 characters long.

old Password:
New Password:

Confirm Password:

Password Hint

Exit Admin | Preview My Info pop-up

Tab - Photo
e Add or replace a photo.

My Info - Manage Photo

A

Info C ication Preferences Password | Photo | CustomiInfo Office Hours Privacy Settings

Replace Photo:

No file selected.

133x133 pixels and GIF or /PG format

Delete Photo

Preview My Info pop-up
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Changing Your Personal Information

Tab - Custom Info

e Add extra information that you would like to show.

AccountInfo Communication Preferences Password Photo | Custom Info | Office Hours Privacy Settings

F®Add category | Reorder
¢hAdd an item

Things to Know About Medk 7 ﬁ_ﬁ =
[F] My Website : rtaylor.jenzabar.edu & i

Ungrouped Items 4P & =

Move + selected items to Things to Know About Me ~
Exit Admin | Preview

Tab - Office Hours

e Add office hour sessions.

My Info - Manage Office Hours
Account Info

Photo  Custom Info | Office Hours | Privacy Settings

Monday, Wednesday, Friday 3:00 PM to 5:00 PM & T

Add a Session

StartTime: 11 v:55 v PM ~
EndTime: 11 v:55 v PM ~

Valid:
@ Weekly

[Flsunday
[Monday
[FTuesday
[Cwednesday
[IThursday
[EFriday
[[saturday

© One Day Only
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Tab - Privacy Settings

¢ Adjust where you would like your information to show up.

 Accountinfo € rences Password Photo Custominfo Office Hours | Privacy Settings
Privacy Settings

Email

[@ishow me in campus directory
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