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General Information

Purpose

This documentation highlights features of myMemphisPortal such as: how to log in,
create private pages, and navigate throughout the portal .

Audience

This documentation is designed for University students and employees that will be
using myMemphis Portal.

Center for Teaching and Learning (CTL) 2| Page



THE UNIVERSITY

MEMPHIS.

Information Technology Services

Introduction to the myMemphis Portal

What is the myMemphisPortal?

The myMemphis Portal

myMemphis is the Universityd #itiative to integrate administrative and educational
functions campus-wide.

The myMemphis Portal is an online tool that allows users to access many University
service s from one location. In addition, the portal offers personalized content and
individual customization.

The official myMemphis Portal web site is my.memphis.edu. Users may access the
portal anytime , from any computer , with an Internet connection and an updated
supported browser.
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Logging in to the myMemphis Portal

To access the portal, use your University of Memphis Universal User Identification
(UUID and password. The UUIDand password required to enter the myMemphis Portal
are the same as those used to login to your University e -mail and other University
computer resources.

NOTE: The myMemphis Portal has a time-out of one hour. After one hour of inactivity
the myMemphis Portal will log you out. This is a security feature.

MEMPHIS.

> Forgot your username?

> Reset your password?

Password .
> Initialize your account?

> Need help?

Login

1. Goto: my.memphis.edu and enter your UUIDand password.

2. Click Login. The myMemphis Portal Home page will display .

NOTE: The myMemphisPortal UUID and password are case sensitive.
If you have trouble, contact your local technical support provider or
you may visit the self -service portal at iam.memphis.edu.
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Pages and Portlets

Table of Terminology Changes

Former Portal New Portal
Tabs Pages
Channels Portlets

Onthe Homepage, you will see a series of Pagesdirectly under the toolbar . Pagesare
generated based on the roles you hold at the University. For example, if you are a faculty
member, you should have a Faculty Page, if you are an employee of the University, you
have an Employee Page; students have a Sudent Page etc.

Click on the drop-down
arrow beside the word More
for an expandable list of
additional page options.

people @ web pages

Unlike the old version of the portal, version 5.2.2 does not allow customization of pages.
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Pages

Below are all of the roles and their respective pages delivered within the
myMemphis Portal.

Upon entering the myMemphis Portal, if you discover that you are missing Pages
contact the u mTech Service Desk at 6/8-8888 or enter a ticket at
umhelpdesk.memphis.edu.

Remember, Pagesdisplayed are based on roles, so not all Pageswill appear
for everyone.

Role Additional Pages

Advisor Advising*

Employee Employee, Finang&Vorkflow
Faculty Faculty

Former Employee FormerEmployee

Former Student Former Student

Prospective Student Student, Account$

Student Student, Account$, My Degree
Other manuallyassigned | Specialized pages as needed and
roles assigned

* only visible if the user has Advisor role but NOT Faculty rc

All Users | Pages
All roles Home, UofMOnline
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Portlets

EachPage is compri sed of Partlets e&gniaieisformmationapdor t | et s .

often feature links to additional content. Each of the pages contain a predetermined
set of port lets appropriate to the role identified with that Page. Below are all of the
default Portlet s for each Page*.

Page

Account$

Faculty

UofMOnIme

Employee

Finance

Former Student
Former Employee

Home

Student

My Degree

ITS

Workflow

Default Portlet

Campus Card; Bursar and Tiger Xpress; Tuition and Fees; Common Cents Giving; Fhancial Bookmarks;
Financial Aid Requirements; Financial Aid Rewards; On-CampusStudent Employment; Scholarship
Office; Financial Aid Office

UofM Online Faculty Resources Course Roster & Drop/Add Activity; Faculty Schedule; Faculty
Dashboard; Access your Courses; Resources & Advising; SETE Administration, Monitoring, and Reports;
Research Support; CVs and Profiles; SIRS/SETE Reports; umDegree; Faculty Reporting; SETE Coers
Evaluations; Banner INB; Banner SelfService; Contact the Service Desk; Performance Appraisals and
Evaluations

umDrive; umWiki; umBlog; Access Your CoursesiAM; Online Tools; Library Links; Library Quick Search

Time/Leave Reporting; Time Approval; Employment Details; Personal Information; Banner INB; Banner
Reference Information; Banner Special Access;Banner e~Print; Campus Work Requests;workForum;
Employment Verifications; TigerPark ; FERPA; ReportsFaculty and Staff Giving Program; Training
Opportunities; Research Support; eContracts and EPAFs Campus Card, Bursar and TigerXpress; True
Blue Life; Application Administrative Access; Lambuth Campus: Faculty/Staff Info; Safety Information ;
Performance Appraisals and Evaluations; Dynamic Forms; Employee Educational Benefits

Financial Advisor; Banner Self Service; Banner INB; Banner Reference Information; Banner e~Print;
Requisitions & POs; Approval Alerts; My Banner; Tigerbuy; ePrint Test (Banner Test Repositories)

Banner Self Service Academic Advising and Planning Transcripts on demand; Bursar - Fee Payment

Personal Information, Employment Details

Luminus Announcements; Welcome to the New myMemphis; Searchthe UofM; Ride Share

ALEKS Math Placement; True Blue Life; Common Cents Student Giving; SETE/SIRS Reports; Unofficial
Student Grades; SETE Course Evaluations; Registration Tools; GA Appointments; Access Your Courses;
Residence Life and Dining Services; TigerPark; National Student Clearinghouse; Personal Information;
Academic Advising and Planning; Online Student Orentation; ACS Student Athlete Portal; Banner Self
Service; Transcripts on Demand; Academic Integrity; Contact the Helpdesk ; Student Application Access

Courses to Consider; umBegree; Commencement and Graduation; My Future; umD egree Planning

LP5 TA Management;Campus Work Requests; IT Utilities; Open IT Impact Reports; eCourseware
Management Gartner; IT Suggestion Box

Workflow Worklist; Workflow My Processes; Workflow Alerts

*Due to the evolutionary nature of the myMemphis Portal, these defaults may be altered in the future.
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Private Page

To manage Private Page, go to the Home icon located at the top right of the  toolbar
with the words 8&efault,yau with aiernatically have .a private page

titled Welcome.

f Goto ¥

Expand the drop down menu and select My Private Pages to begin the process of creating

a new private page.

Workflow  More

Home UofMOniine Employee Finance

ITY OF

v MEMPHIS

1| Control Panel

My Private Pages

* myMemphis
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MEMPHIS

The Private Page will be named Welcome. You can choose anew name and type it in the

Name (Required) field. You are only allowed one page for customization.

@ Add v . Manage ¥ « Edit Controls

MEMPHIS.

Welcome

~ 2o

UMmail Help Logout

Located on the far right, Details will allow you to customize the way your P rivate Page will
look. From here, you can select a name for your P rivate Page, an HTML title, create a friendly
HTML, or the Page Type (portlet, panel, or embedded). You can set permissions for the page,
choose the Page language, delete or copy portlets from another P rivate Page.

Look and Feel will allow you to d efine a specific look and feel for this P age by allowing you to
choose between the different available themes.

Manage Page

41 |Private Pages
Welcome

Donald Busby » Private Pages

Details

Name (Required)
Welcome &5 Other Languages (0) ¥

HTML Title
&5 Other Languages (0) ¥

Friendly URL &
https://myuocfm.memphis.edu/user/1426619820305 /home

Hidden @

Type
Portlet v

Look and Feel
Page

Custom Fields
Advanced

Mobile Rule Groups

Save | Cancel
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Pagewill determine the column layout of your Private Page. Choose from the various

choices available.

I\g Add Child Page || ., Permissions | [ Delet |L.) Copy Portiets from Page

Page

nnnnnn

2 Columns
(70130)

=

3 Columns

il

1-2 Columns
(30170)

L]

1-2 Columns
(70/30)

[

1-2-1 Columns.

[

2-2 Columns

Dotalis (Modified)

Save  Cancel

Details
Look and Feel

Custom Fields
Advanced
Mobile Rule Groups

Save ‘ Cancel

Once you have finished selecting the over all look and feel of your customized Private Page,
select Saveto retain all of your choices .

Once you have created a Rivate Page you can beginto add portlets to it.
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To customize your Private Page go to the Home icon located at the top ri ght of the Page
beside the words 0Go too

f Goto ¥

Expand the drop down menu and select My Private Pages to begin the process of
adding portlets .

Home UofMOnline Employee Finance Workflow More

EBLIS

0, Control Panel

* myMemphis

Edit Controls is required to be turned on to edit Private Pages. To turn this feature on
select the check box beside Edit Controls .

<) Add ¥ « Manage ¥

» Edit Controls

JNIVERSITY OF

MEMPHIS.
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When Edit Controls are activated the edit ing buttons will appear on the P ortlet title bar.

. Manage ¥  Edit Controls

© Add ¥

THE UNIVERSITY OF

MEMPHIS.

Portlet Editing Tools:

Options - allows you to customi ze the look and feel of Portle ts
Minimize - minimizes Portlet

Maximize - makes the Portl et fill the entire P age space
Remove- deletes a Portlet

Expand portlet/ collapse Portlet

abrwbdPRE
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To manage and customize your Private Page, select Manage, then Pageto manage and
edit your Private Page.

Manage Page x

Donald Busby = Private Pages

a Private Pages
I Test Page = Details
e e

e . Look and Feel
Name (Required) Page
Test Page = Other Languages (0) ¥ Custom Fields
i
HTML Title Advanced

Moblie Rule Groups
@S Other Languages (0) ¥ Mobile Rule Groups

Friendly URL & Save | Cancel
https:/lumStest memphis.eduluser/ 1414612105351 /nome
Hidden &

Type
Portiet

Next select the Page you want to customize then select Look and Feel.

Manage Page X

Donald Busby = Private Pages

Test Page Look and Feel -

Use the same look and fesl of the e Pages.

g Define a sﬁﬂt look and feel for this Daﬁ Moblie Rule Groups
Current Theme save | Cancel
Ewe—===mmmmmS o University of Memphis Bootstrap Theme
e

oy Description

e University of Memphis Responsive (Boolstrap) theme

Author
University of Memphis

Available Themes (3)

"
4

Classic LP5 Corp Theme ShipBoot

When you select Look and Feel be sure to choose University of Memphis Bootstrap
Theme this will define a specific look and feel for the P age that will match the
theme of the Home Page. Now you are ready to customize your Private Page by
adding portlets.
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Customizing Your Private Page

Once you have created a Private Page, you can now begin to customize it. To
customize your Private Page, select Add to add content such as web content,
documents and media display, custom navigation , and portlets on your Private Page.

Adding Portlets to Your Page

Go to your Private Page and select ¥ . Manage v +/ Edit Controls
Add from the upper left -hand menu.
Select More to reveal the portlets
available for customization of your
Private Page.

@ Add ¥ .  Manage ¥ + Edit Controls

S

Search applications (searches as you type).

Administration
Banner
Collaboration
Community
Content Management
News

I Sample

Social

Tools
Undefined
Wiki

When More is selected you will see a category list
of available portlets:

HEENEE

T—
[ |

[+ -+ S -+ I+ S -+ O+ (O -+ -+ B -+ I+ R

i

e N E

o Drag a portlet to place it on the page.
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To reveal more portlets , click to the left side of the portlet  category list .

) Add Y .° Manage ¥  Edit Controls

Search applications (searches as you type).

- Administration
& Banner
] Advancement Campaign Progress
Ll Advancement Prospects
B Advancement Research
[ Advancement Schedule
|
] Approval Alerts
] Career Network

Add
Add
Add
Add

Add
Add

. Faculty Compensation Add
= Acknowledgement

1l Faculty Compensation Administration Add
2 Faculty Dashboard Add
] Faculty Grade Assignment Add ym: Select Anothe
] Finance Alerts Grants Add |
I Financial Advisor Add Or
2] Personnel Action Notices Add
[ st Name:
i : st Name:
I Time Reporting Add
i Collaboration ojtudent BAdvisees
@ Community a
& Content Management a
A News a
e Approval
& Sample a
4, social a
& Tools 4]
' Undefined a
& wiki a
&/ Drag a portlet to place it on the page. Update ApprovaI Proxid

To add a portlet to your Private P age, either double click or click and drag it to place
it on the Private Page. To close the P ortlet list, click on the red X located in the
upper, right-hand corner.

@ Add ¥ . Manage ¥ + Edit Controls

W

Search applications (searches as you type).

Administration
Banner

Collaboration
Community

Content Management
News

I Sample 4}
Social
Tools
Undefined
Wiki

HEEENEE
+ 0+ 1 O+ O+ I+

D—
Bl EENN

-+ + I - I+

o Drag a portlet to place it on the page.
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To rearrange the Portlets on the Private P age, hover over the blue bar at the top

of the Portlet and the mouse icon will change to a Move Tool. <I* At this point ,
you can move the Portlet around and configure the placement of the P ortlet on the
Private Page.

You can move the Portlets around to re organize them as they are expanded, or
arrange them when they are collapsed.

MEMPHIS K

> Facutty Grade Assignment

Alorts Grants

Action

Faculty Compensation Administration

EEERL
Tl
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Adding Customized Patlets to Private Page in the myMemphis
Portal

1. Navigate to your Private Page . Select Add in the main navigational menu then
select Web Content Display .

& Manage ¥ |  EditControls

Private Page

MEMPHIS.

2. AWeb Content Display Window will appear very faded on your private page.

3. Select the wrench from the Web Content Display Portlet.
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