Customizing mylesley

OVERVIEW

" nu

Pages such as the “my start page,

my library” and “my services” contain customizable

areas called modules, allowing for personalized viewing of information. Some modules,

such as “My Announcement,” can be relocated but not removed.
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Module Buttons

At the top of each module are icons. Not all modules have all of the icons.

Detach module: Allows this module to launch in its own window
Minimize module: Allows this module to be collapsed
Edit module: Allows the content of this module to be edited

Delete: Allows this module to be removed from view
It can be brought back by clicking on the modify content button
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Customizing myLesley (continued)

MopbiFy CoNTENT AND LAYouT MobDuLE BUTTONS

Click here to customize the contents and layout of any page in myLesley that use ——
modules.

Some modules, such as the “My Sticky Notes” can be made to appear on multiple
pages at the same time; pages such as the my library tab.
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Customizing mylLesley (continued)

MopiFy CONTENT

Select or remove the information on pages that contain modules.
my start paga mYy CoOurses my commun ity my library my services

Wodify Content | Modify Layout

!

1. Click the Modify Content button

The following page will appear.

MY ETART PAGE » WY ETART PAGE CONTENT

38, my start page Content

€@ Select Modules
Select modules 1o appear on e page: my start page

[~ About the Lesbey Brand
[ About the Lesley Librarkes
[T About Your Benefits

[~ About Your Employment
[~ About Your Health

[ About Your Retirement

[+ About Your Time Off
Laave from campus and other time ofl benalits information for Ecully and siafl,

[~ Calculator
Calculator

[+ Check Your Lesley Email
.. hor Eaculty

[T Citation Formats + Copyright

~ CNN
Up-io-the-minule news covarage from around the world.

[~ CNNMoney

Financial news, market updates, and personal finance advice from the editors of CHKM and MONEY magazine.

2. Check the boxes for information you would like displayed on your start
page and un-check those you would like removed.

NOTE: Boxes with Red Checks cannot be removed.

3. When complete click Submit at the bottom of the window.
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Customizing mylLesley (continued)

Mobiry LayouT

Change color scheme and the order of the modules.
my start page my COUurses my community my library my services

Modity Content |  Modify Layout

*

1. Click the Modify Layout button

2. The “my start page Layout” page will appear. Click an item from either the right
or left column and then use the arrows to place it where you prefer.

WY ETART PAGE * WY BTART FAGK LAFORT

&;my start page Layout

) Personalize Page Layout

Crder ;e modules by using he up and down anrews. Remove modules by clicking the X Modules marked with astensks ane reguined and cannot be removed.

Add medubes on e Detault Conent page
Custemize Page Layaut
Column 1: Colurmn 2:
My Calendar - ) Tasks &
MoOVE DOWN =ttt &@ (¥ |How to Make myLesley Your Lesley m
My Announcements * University Pall
My Sticky Nates niversity Info Bulletin for Faculty *
Move to —TserrreTmTTT SneweT ?@ T PTTEE &
Search Lesley.edu + the Web ’ & & New York Times Education Mews v

the Right
) Personalize Theme

'l System Theme Title " Ogal
The texi goes here The texi goes here,

e e c KT
Tha laxt goas hore Tha text goas hans,

Personalize Theme:
Click a radio button to choose a color scheme.

3. Click Submit ——»  Submit )

Move Up

Move to the
Left
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Customizing mylLesley (continued)

WEeB BookMARKS: SHORTCUT TO CURRENT COURSES

The “My Web Bookmark” module is useful for holding web links that you use frequently.
Also use this option to create links to your most current courses on the “my start page.”

1. Go to the “my courses” tab.

2. Right click (PC) or Control click (Mac) on the link to the first course you wish to make a
shortcut to and choose “copy shortcut” or “copy link location.”

3. Go to the “my start page” tab.

4. Click the Pencil in the My Web Bookmarks Title Bar. ‘

My Web Bookmarks (= W& %]

The “Customize My Web Bookmarks” screen will appear.

5. Type a name for this link in the “Name” field.

6. Click in the “External Link” field and paste the link you retrieved in Step 2, or add the
link to an external website.

[LL] customizs: My Wes Bookmarks To Paste:
® (On a PC) the Control and the V keys
) Mooy Modute Texs e (On a Mac) the Apple and the V keys

simultaneously.
Cgmey Limsiin o Mepw Wl reciosr F

i) i rad Link:
el iy D124 L] —Phnss amed v aow
e Ewierral Link
:l.l'l""'l- Drucwrrion Bowd Couna F-.--l.n.l.wl = Bl e | i b TG e gl = DTS
it Exirrad Link
2

Dhca Babwmd bz Sepn. el Caangd 82 gt

7. Click Submit ———t==tg3p Stz )

MY ETAST FRGE = CUSTOWEE W Wil BOOCUAR S

L] Customize My Web Bookmarks

The module has been successiully updated.

Fraday, Qcbober 30, 2006 10:58.01 AM EDT

8. Click OK —»__ ok )

Repeat these steps until all the current courses are in “My Web Bookmarks.”
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