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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: 

• Photo 

• Phone number 

• Password 

• Display Language / Regional format & Timezone 
 

In “My Microsoft 365 profile” you can change these:  
• Photo 
• Other details, such as: Assistant / Biography / 

Skills / You can ask me about / Interests and 
hobbies / Projects / Education / Birthday 

 

 

 

 

1. Changing / Adding a photo 

To change your photo in Teams 365 online follow these steps: 

 

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 

 

To change / add your photo in “My Microsoft 365 profile” – access it by using method 1 or 2 on page 1 

 

2. Changing / Adding a phone number  

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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3. Changing a password 

To change your password in “Account Manager” – access it by using one of the methods on page 1 

 

 

 

 

 

 

 

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 

 

 

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 
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