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Student Guide to MyPages

on the MyMack Portal
Using MyPages
This is a section of the portal that you have ability to customize yourself. You are the only person who will see the changes you make to this tab. Click on the tab to go through the wizard that will explain how to set up your MyPages. You can add pages to separate your information and also add portlets found under other tabs so they are all under one location for easier navigation.

Edit Page

Click Edit Page in the right-hand corner.          [image: image2.png]8 Edit page B printer Eriendly




Properties- here you can rename your page. Remember to click Save before moving on.

Content- this shows a list of portlets on the page. Click the trash can to remove them or the pencil to rename them. 

Click Add a Portlet to choose additional portlets from a list. Select the portlets you want and click Add Portlets to page. 

Click Add Custom Content to add a portlet that you can modify yourself.  Give it a name and then it is added to the list of portlets. See below for information on how to edit a custom content portlet. 

Click Add a Shortcut to page to add a shortcut to a portlet or page found else where on the portal. 

Layout- Choose the column layout and arrange your portlets here. To move portlets from one column to another, click the portlet name and then click in the white & gray box representing the column where you would like it to go. It will then appear in the list below that box. Use the arrows below the list to move the portlets up and down in the column.

Adding a Page
In the left margin, click Add a Page      [image: image3.png]@ 4dd = Page




Give it a name. In the next step, under Properties, you have the option of making this your default page when you click on the MyPages tab. Add portlets under the Content and then arrange them under Layout. Your new page will then list in the left margin.
Editing a Custom Content Portlet

Add a custom content portlet as stated above. Find your custom content portlet on your page and click Create Content within the portlet. Use this area to add Headers and Images. Use the text editor in Normal or HTML mode to write messages in different fonts and colors. Other options include adding hyperlinks to outside websites, inserting emoticons and using special characters. Save your changes and they will display immediately in your portlet. 

Message Center
The Message Center link can be found in the left margin. This can be linked to your OWA Merrimack email. Click Manage, and then Add a New Account. Enter your OWA username and password and click Add. Click the radio button next to the account to activate it and click Save.  Under Manage, you should now have an option to Sign On to Email. This will open OWA up in a separate window and log you in with one click.
Using Customizable Portlets
The portlets that can be customized under your MyPages tab include My Bookmarks and My Calendar.

My Bookmarks

Click Add a Bookmark. Enter a label, website and description (not required). You can group your bookmarks into sets and also order your sets. 

My Calendar

Your class schedule will automatically populate in your calendar.  Click Add an Event to make an addition.  If you have never Added an Event, you first need to name your Calendar and select an option regarding allowing others to subscribe to it. Give the calendar a name (a description is not required).  You can then add an event. 
Add Events from other Calendars to Yours

Click on My Calendar in the title bar to maximize it on the screen. On the left side of the calendar portlet, you will see a section called Subscriptions. Click Browse Shared Calendars to list the areas that have calendars to share. Click on a folder icon to open it and then click Subscribe next to the calendar whose events you want added to your own. 

Click on the wrench icon and find a useful option under Settings. It allows you to show your calendar in event list mode rather than a grid month view. 

And what are those wrenches for, anyway?           [image: image4.png]



Each portlet has a wrench. Click on the wrench to display Preferences and Settings options. Many portlets do not have any options listed but here are a few that are very useful:

Announcements preferences allow you to set the default sorting and show a default view for announcements. The settings allow you to display all announcements geared toward you.
Bookmarks preferences allow you to list them alphabetically. The settings allow you to keep a log of bookmark clicks.

Calendar preferences allow you to set default views and start day and times for the week. The settings change the grid view to an event list which is easier to read.
Residence Information settings lets you pick the default year information is displayed for. 

Student Survey preferences will automatically fill in your name and other biographical information on forms or surveys that ask for it. 

