HOW TO CHANGE PROFILE DETAILS

There are multiple locations where you can change/upload a photo, but only 2 where you can edit the other details:

In “Account Manager” you can change these: In “My Microsoft 365 profile” you can change these:
e Photo e Photo
e Phone number e Other details, such as: Assistant / Biography /
e Password Skills / You can ask me about / Interests and
e Display Language / Regional format & Timezone hobbies / Projects / Education / Birthday
& > C & hitps//m365.cloud.microsoft/chat?
2 You can access your Account Manager or your Microsoft 365 profile through:
® New chat 1) main page of office.com
Q search (a) click on profile name
Y Library (b) choose either "View account" or "My Microsoft 365 profile"

2) from top right-hand corner of most apps such as office, Sharepoint, etc.
a) click on profile bubble
b) choose either "View account" or "My Microsoft 365 profile"
3) in Teams, on the top right-hand corner
a) click on the profile bubble
b) click on "View account" (this is the only option in Teams)
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1. Changing / Adding a photo
To change your photo in Teams 365 online follow these steps:

In Teams on the top right-hand corner,

Change or add profile picture E Sign out dO the fO”OWing'
Change your profile picture

a) click on your name bubble

b) click anywhere in the circle

c) click on "Upload" and navigate to the
location of your photo

d) when finished, click on "Save"

Note: you can click anywhere in the circle, not just the camera
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To change / add your photo in “Account Manager” — access it by using one of the methods on page 1

a) click on the circle (if you don't have a photo
already, you will see your initials there)

b) in the pop-up window choose
"Change/Upload", other options there are to
zoom, rotate and remove)

c) click on "Save" to finish

To change / add your photo in “My Microsoft 365 profile” — access it by using method 1 or 2 on page 1
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Q  person:"365Test”

D New chat
Q search

Rk ubrary
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365Test ™

Edit your proﬁe

| 8 General
E3 Contact
& About

O Data and privacy

2. Changing / Adding a phone number

a) click on "Update profile"
b) click anywhere on the circle
c) click on "Upload" and navigate to a

Edit your profile

location where your photo is stored

Here you can also zoom, remove and
discard

When finished click on "Add to profile"

To change / add your phone number in “Account Manager” — access it by using one of the methods on page 1

Note: it is recommended to contact the IT department to make this change. Changing and or deleting the phone
number should be done with their guidance.
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a) click on "Security info" section

= Security info
Yy o b) click on "Change" button next
These are the methods you use to sign into your account or reset your password.
— to the phone
B Gmetentare tom You're using the mostad Add a phone number X
Sign-in method when mast advisabl
8 ke = c) follow the prompts to get a

-+ Add sign-in method|

- ) hone
g v ®

Devices ]  Password Change

code to verify

Change P = Verify it's you with a text code to your phone.

FESTETSIANSENSE [ Counthy code

Phone number

Choose how to verify

(®) Text a code 8
Message and data rates may apply. Pressing Next
means that you agree to the Terms of service and
Privacy and cookies statement

ot

3. Changing a password
To change your password in “Account Manager” — access it by using one of the methods on page 1

a) you can change your password either
in "Security info" section (under the
phone, as above), by clicking on
"Change" button next to the password,

or

b) in "Change Password" section, by
entering the new password and re-
typing in in 'Confirm new password'
field, then clicking on "Submit" button

ﬁhange your password

User ID

365test@westerncare.com
New password

Confirm new password

| our account or reset your password.

' thod where it applies.

-+ Add sign-in method

Overview
& Phone +353 872249662 Change
=)
E Last updated: a
Devi updated:
evices r EI Password 8 months ago ) Change

)

4. Changing Display Language / Regional format & Timezone
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To change / add Display Language / Regional format & Timezone in “Account Manager” — access it by using one of
the methods on page 1

S My Account 5 i e S In "Settings & Privacy" section you
Security info This se managed by yo can Change:
Devices b Menus and buttons for some Microsoft 365 w s willlappear in this language. Learn More
PR b) Display !anguage > click on
Organisaions "Change display language"
a e
el Languages you understand and uze to creste and consume content c) Preferred languages > click on
C
B MyApps
e ~ "Add a language" to add or change
8 My Groups w
) English (United Kingdam : |a nguages
D My Acess - English (United States)
& Give feedback
£ rarjlat:?—-—, language - English {United Kinggom], Ask me befare translating
Region
M355 websites will format dates and times based on your regional format
d d) Regional format > click on "Change
™ | Dste format —31 August 2000 wit be formatted as regional format"
| 31/06,2000 |
Time format
\\| 1:01 AM - 11:59 PM |)
™
r@e T:—z??e"\ Dubkin, Edinby 'gl‘ Lisbon, London
©) [ vour Outook caiencar it use tis time zone to effecivey scheduie meetings e) Time zone > click on "Change time
zone"

.

5. Changing details, such as: Assistant / Biography / Skills / You can ask me about / Interests and hobbies
/ Projects / Education / Birthday

To change / add other details, such as: Assistant / Biography / Skills / You can ask me about / Interests and hobbies /
Projects / Education / Birthday in “My Microsoft 365 profile” — access it by using method 1 or 2 on page 1

Click on "Update profile"
365Test
| 2 update yourprofie | Please note: you can only change
information in fields that are not grayed
out/have this sign above them; to change
this kind of field/information, you need
to contact the IT department

Overview  Content  Messages

ontact Organisation

To update your job title, please contact
Work i admin. Your job title is saved

Job ml
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Edit your profile bt

8 General Email
'Q| About HNCare n

O Data and privacy

Phone number

+ Add phone number

[ l

b

Chat ©

365test@westerncare.com

Work infarmation

Job titke (1)
() You can add more profile information hare, Close :] g
a) in "Contact" section, you can change/add
b) a phone number, and Assistant
c) in "About" section you can change/add such information as:
* Biography
* Skills
* You can ask me about
* Interests and hobbies
* Projects
* Education
* Birthday
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Edit your profile
£ General

& Abost
e

) Data and privacy
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Wou can add a short bio to tell people more about yours:

.

elf

Skills

Add skills

You can also ask me about

Add a topic

Interests and hobhbies (7)

Reading X Witing
Projects

Add 3 project fitle
Education
School

Add a school name

+ Add school

Birthday
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