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Edit My Profile

MY PROFILE
Update your profile to introduce yourself to co-workers and update privacy settings so you can share or hide personal

information according to your needs.

VIEW OR EDIT YOUR PROFILE
1. You'll find a link to your profile in the top right corner of any SharePoint 2013 web pages.

Click <your name> > About Me.
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2. Click edit your profile to display the Edit Details page.
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About Johnson, Charlene

(@ ediDyour profile
Johson, Charlene “Tell othars about yourself and share your areas of expertse by ediing your  Communications Crsul
profile N/A
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3. Review or edit your Basic Information page or go to another page. When your edits are finished, click Save all
and close.
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Edit Details

Jasic Information JyContact Information  Details .
Johnson, Charlene

Name hnson, Charlene
Department N/A Everyone
Blog Title Communications Crst Everyone
App
s About me Everyone
e
Picture koad pckire Everyone
Ask Me About
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4. Review or edit your Contact Information page or go to another page. When your edits are finished, click Save
all and close.

Johnson, Charlene ~ £

BROWSE

Search this site yel |

Fdit Details

Basic Information @ ontact Information ))etails

Whao can see this?

Mewsfeed Work email Charlene.Johnson@gta.ga.gov Everyone
About me Mobile phone ‘ ‘ Everyone
Blog This number will be shown on your profile. Also, it will be used for text
message (SMS) alerts.
Apps
Tasks Fax ‘ ‘
# EDITLINKS Home phone \ \
Office G20.17 Everyone
Office Location ‘ | =) Everyone .
Enter your current location.
(e.g. China, Tekye, West Campus)
Assistant . Everyone
| | e ”

E Save all and (msai Cancel and go back

5. Review or edit your Details page or go to another page. When your edits are finished, click Save all and close.
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Search this site jel |

Edit Details

Basic Information Contact Information (Détails}

Johnson, Charlene

Who can see this?

Newsfeed Past projects | |
Al Provide information on previous projects, teams or groups.
Blog Skills | |
Apps Include skills u;ed to pérform ypurjob or previous projects.
(e-g. C++, Public Speaking, Design)
Tasks

Schools | |

# EDIT LINKS List the schools you have attended.

(v
Birthday | | Everynne.
v

Enter the date in the following format: May 30

Interests | |

Share personal and business related interests. We will help you keep in touch
with activities related to these interests through events in your newsfeed.

! Save all and close ? Cancel and go back
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6. Click the ellipses to display or edit the Language and Region page or go to another page.

This page allows you to select Who can see this? When your edits are finished, click Save all and close.
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Edit Details
Basic Information Contact Information anéuag; and Region 3

Who can see this?

‘ Search this site 0 |

Johnson, Charlene

Newsfeed La nguage
About me (@ Language My Display Languages:
Preferences
Blog Add one or more Mo languages selected
languages and sort
S them by priority.
Tasks SharePoint will use
these languages when
available,
# EDIT LINKS
Pick 2 new language
+ Show Advanced Language Settings
Time Zone

Time Zone

Select the time zone for your current location. We will use this information to
show the local time on your profile page.

Region
Choose your @ Always use regional settings defined by site administrators.
settings O Always use my personal settings
Locale
Select a locale from the list to specify the way sites display numbers, dates,
and time.
Set Your Calendar Only Me
Show week numbers in the Date Mavigator.
Specify the type of calendar.
Enable An Alternate
Calendar Specify a secondary calendar that provides extra information on the calendar
features,
Define Your Work Sun [ IMon | |Tue | |Wed | |Thu | Fri [_|Sat Only Me
Week

First day of week: Start time:
First week of year: End time:

Select which days comprise your work week and select the first day of each
work week.

Time Format

Specify whether you want to use 12-hour time format or 24-hour format.

—
Save all and close Cancel and go back
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7. Click the ellipses to display or edit the Newsfeed Settings page or go to another page.

This page allows you to select Who can see this? When your edits are finished, click Save all and close.
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Johnson, Charlene

MNewsfeed Followed #Tags

About me
Blog
Email Notifications
Apps
Tasks

# EDIT LINKS

People I follow

Activities I want to
share in my
newsfeed

Edit Details

Basic Information Contact Information ( Newsfeed Settin§§>---

Lo

| Search this site

Who can see this?

|

Stay up-to-date on topics that interest you by following #tags. Posts with these

#tags will show up in your newsfeed.

[V Someone has started following me

[ Suggestions for people and keywords [ might be interested in

[V Semeone has mentioned me

M someone replied to a conversation that [ started
M someone replied to a conversation that I replied to
[¥] Someone replied to my community discussion post

Pick what email notifications you want to get.

[] Allow others to see the people you're following and the people following

you when they view your profile,

[ Share all of them @
[ Following a person
[l Following a document or site
] Following a tag
[ Tagging an item
[ Birthday celebration
[ Job title change
] Workplace anniversary
] Updating your "Ask Me About”
[ Posting on a note board
[ Liking or rating something
M new blog post
] Participation in communities

Pick the activities you want to tell people about.
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Everyone

c Save all and close * Cancel and go back




