
myMack Campus Directory
A new Campus Directory link has been added to the bottom of your myMack pages.  This allows you to browse through a list of Students, Faculty and Staff.  You can also search for someone by name.  Using the search by name option will list all students, faculty, staff and applicants matching your name search. Once you have completed your search, you can click on the MyInfo popup icon [image: image1.png]


 to view more information on that person.  Currently the person’s picture and email address are displayed. 

Pictures:
Pictures are loaded into myMack from the MackCard ID system on a daily basis.  Pictures have been loaded for students, faculty and staff.  This will assist faculty to see pictures of their students before their class meets or before meeting with a student. If your picture has not been loaded into myMack please email mymackportal@merrimack.edu and we will look into it.
How do I add more information to the MyInfo popup?
When you are logged into myMack, you can click on the “Personal Info” link located near the top of the screen to the right of your name.  You will be able to add “Office Hours” and “Custom Info”.  Information you add here will be displayed when people click on the MyInfo popup icon [image: image2.png]


 in the myMack Campus Directory.  
Office Hours:
When you are in the “Personal Info” link and you click on the “Office Hours” tab you are provided with several ways to add your office hours.
· If your office hours are the same over a number of days of the week you can enter the start time, end time, click on the days when your office hours are in effect and click on the Save button.

· If your office hours vary over a number of days you can enter each day separately by entering the start time, end time, click on the day and click on the Save button.  You can do the same for each day or even list multiple entries for the same day.

· If your office hours will not work in this format (for example if they are by appointment only), you can enter text in the “Note” field, click on the check box to display the note only and click on the Save button.
There is a link near the bottom of the screen to “Preview My Info pop-up” so you can make sure it displays correctly.  You can then edit any of the entries you created by clicking on the pencil icon [image: image3.png]


.  Or you can delete any of the entries you created by clicking on the trash can icon [image: image4.png]


.

Custom Info:
The Custom Info tab provides an ability to add additional information about yourself that you would like to appear in the MyInfo popup icon [image: image5.png]


 in the myMack Campus Directory.  If you are interested in using this feature please email mymackportal@merrimack.edu for further instructions.
If you have any questions about the myMack Campus Directory please email mymackportal@merrimack.edu.

