
How to Change the Default Institutional Email 
in Elements 

Step 1: Log in to Phonebook 
Go to https://authdirectory.utoronto.ca/ and sign in using your UTORid and password. 
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Step 2: Open Manage My Info 
Click on the 'Manage My Info' tab. 
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Step 3: Edit Job Information 
In the Job Information section, click 'Edit'. 
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Step 4: Add an Alternate Email 
Click 'Add Another', enter the alternate email address, and click 'Save'. 
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Step 5: Return to Manage My Info 
Click 'Back to Manage My Info'. 
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Step 6: Change Default Email 
In Basic Information, click 'Change', select your preferred email, and click 'Save'. 
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Step 7: Wait for Update 
Allow 24–48 hours for the change to reflect in Elements. 


