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'.

Job Information

Title Campus Faculty o Department  Phons Mumbser
Systems Suppant St George Discovery Commns 4169783180 @ e
Coandinator

Email

arnald atlons:
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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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Job Information

Title  How to Edit Title
‘Systems Support Coordinator

Campus Faculty or Department
St Gearge. Discovery Commons

Phone Numbers

Phone Type Phane Numser Extension Phane Capabilities (Optional)
(Optional)

Offce 416978.3150 (HR Contact)  None Canreceive voicemail B oo

Add Angiher

Email Addresses

Uof T Email Address
amold alfonso@utoronto,ca (HR Contact) How to Edit U of T Email




Email Addresses

Altesmate Email Address

E.g. marianna smith;

Step 5: Return to Manage My Info

Click 'Back to Manage My Info'.

Email Addresses

U of T Email Address
arnold.alfonso@utoronto.ca (HR Contact)

How to Edit U of T Email

Ahernate Email Address
arnold.alfonso@uhn.ca
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Back to Manage My Info

Step 6: Change Default Email

In Basic Information, click 'Change’, select your preferred email, and click 'Save'.

Basic Information

Display First Name How to Edit First Name
Armnold

HR Contact Number
Select the number that Human Resources should
use for official communications to you

416-978-3180 (Office)

[ Job Information

LastName How to Edit Last Name
Alfonso

HR Contact Email
Select the email that Human Resources should
use for official communications to you.

amold.alfonso@utoronto.ca

Basic Information

Display First Name How to Edit First Name
Arnold

HR Contact Number

Select the number that Human Resources should
use for official communications to you.
416-978-3180 (Office)

Job Information

Last Name How to Edit Last Name
Alfonso

HR Contact Email
select the email that Human Resources should

foroff -

arnold.alfonso@utoronto.ca v

Select Email

amold alfonso@utoronto.ca
amold.alfonso@uhn.ca
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Title Campus

Faculty or Department Phone Number

Email

Step 7: Wait for Update

Allow 24-48 hours for the change to reflect in Elements.




