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Personal Info



Personal Info

• Used to store & share personal info such 
as a picture, email address, office hours, 
etc.

• For faculty, info entered on My Info is 
displayed on your respective course 
information pages.





Important Notes

• If students want to know their computer & email login, have them log into 
MyMAC, Personal Info. It will tell them their userid.

• If it is blank, this means there is no info listed in the system. Please have them 
contact the Help Desk for assistance (to correct or create their email & computer 
accounts).  

• If it is blank & you use the Email All Students option in Coursemates & from the 
Instructional tab using GoogleTalk, the students who are blank will not receive that 
email from you.

• If it is blank, students may not receive important emails from advisors or the 
Dean’s office.



My Info Tabs



Account Info Tab

• No rights to this
– Update preferred first name

– Choose to hide middle name

– Select a prefix



Password Tab

• Fulltime faculty will not see a Password tab.

• To change your computer & MyMAC password
– At your Desktop, press Ctrl+ALT+Delete.

– Choose the Password task option.

– Make sure that MAC & MAC_TREE are hilited.

– Follow the prompts.

– Takes about 5 minutes to process.



Password Tab

• Adjunct & students have the option to click on 
the Password tab & change their MyMAC
password.

• Note: if you send your students to the Help 
Desk for assistance with their MyMAC
passwords, the students MUST present their 
student ID or driver’s license (FERPA).



Photo Tab

• If you want to upload a 
picture to display in your 
Personal Info, click the 
Photo tab & follow the 
prompts.

• Click on the Preview My Info 
pop-up link at the bottom of 
the screen to view the 
image as it is to be 
displayed.

• Students do not have rights 
to upload a photo.



Custom Info Tab



Custom Info Tab

• This area can be used 
for any type of 
information that you 
would like to store. 

• Click on the plus sign to 
add a new category or 
to add an item to an 
existing category.



Custom Info Tab



Office Hours Tab
• Here’s a sample 

of Marlene’s 
Office Hours 
setup.

• Tip: always 
preview your 
MyInfo using 
the link and 
pop-up 
window.



Office Hours

• Here’s 
Marlene’s 
preview of her 
Office Hours.



Biographical Info Tab

• Reflects info strictly on the person logged into 
MyMAC.

• It is NOT shared or viewable by others.



Academic Info Tab

• Allows you to view info such as your HOLDS, 
academic status, planned graduation date, 
major, minor & other academic data.

• The data cannot be edited.

• You can view the contents to verify its 
accuracy.





Privacy Settings Tab



Privacy Settings 

• You can choose to display or hide (email, 
photo) specific personal info about yourself; 
however, regardless of the elements you 
choose to hide, any person who has an 
Administrator role in MyMAC is able to view 
all of this info.
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