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Your personal settings live in the menu under your name, at the top right of every page.

1. Click your name at the top right.

2. The menu shows the email you sign in with, followed by My profile, Preferences, Help Center 7,
Set up HelpOne, and Sign out.
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Click My profile to see and update your own details.

You can also click Edit personal info on the Dashboard (Desk tab), or Edit my profile on My file.

Click Preferences to change how HelpOne works for you.

e Dashboard layout: on My work > Dashboard, click Edit layout, or switch between Overview and
Text.

e Calendar: on My work > My calendar, tick the calendars you want to see. These choices are saved
in the browser you're using.



Click Sign out in the same menu. Do this on shared computers.



