What is the Preferences tool?

In My Workspace, you can set preferences for which sites appear in your navigation
and which sites have their own tabs. You can also choose how often you receive email
notifications of site activity, set your time zone, and select your language.

Go to Preferences.

Select the Preferences tool from the Tool Menu in My Workspace.

Customize tabs.

% My Workspace: Preferences
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Customize Tabs

Update Preferences Cancel Changes

Mouse instructions: Drag and drop items with the mouse

Keyboard instructions:Direction keys (arow keys or kpk-m) move focus. CTRL + direction keys move the ibem up or down. or SHIFT + CTRL + direction keys
to move between calurmns

Moving many: UQ:hackbﬂst to make a multiple salection than o.a anawes i the conlral panal that wall ama\gjm

Fawvorite Sites (in top bar) fictive Sites (your drawer) rchived Sites (will display in Worksite

etup sortad alphabetically)

Iy Workspace B | PSYCH 300 001 SU44

| PSYCH 400 001 SU12

|F'STCH 400001 3014 o [F'SYCH 200001 FAYL

PSYCH 101 001 FA12
| PSYCH 1071 001 FA14 L | OCE107 001 514 |

[ PsveH 400 001 SU13
|FS‘r’CH 101 001 FA13

| Course Review Project

_—

When you first enter the Preferences tool, you will be taken to the Customize Tabs
information. On this screen, you can choose which sites are displayed as tabs in your
navigation and active sites, and in what order they appear.

Favorite Sites: This list of sites appears on the left side of the screen. These are the
sites which display as tabs in the top navigation bar of the system.

. Active Sites: This list of sites appears in the middle of the screen. These are the sites
which display in your site drawer when you click on More Sites in the top navigation bar.
. Archived Sites: This list of sites appears on the right side of the screen. These sites
will show up in your list of all enrolled sites in tools such as Worksite Setup and
Membership; however, they do not appear in the top navigation bar or in your site
drawer.
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Note: Archived Sites are still active in the system, are still available to other enrolled
users regardless of individual site display preferences.

Moving a site with drag and drop.
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You can use drag and drop to rearrange the order in which your sites appear, or move
sites into or out of the favorites, active, or archived site lists.

Click on the site you want to move and then and drag it into the new location and

release to drop it in place. (The color of the item and new location will change to green
while you are dragging the item.)

Moving a site with the keyboard arrows.
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You can also move sites using the keyboard arrow keys. Select the site you want to
move, and then use CTRL + the direction keys (arrow keys or i-j-k-m) to move the item.

Note: The item currently selected will have a bold outline.

Moving multiple sites.
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If you would like to move several sites at once, you may also select more than one item
by checking the boxes nest to each of the sites. A control panel with direction arrows
will appear. Click on the direction arrow button to move the selected sites in the desired
direction.

Select tab format.

Show tabs as:
i Course code (e.g. F13-ACCT-134C-01)

Course name/description (g.g. First ear Accounting)
You may also choose how you would like courses to be displayed in the tabs across the

top. Select either the Course code or Course name/description radio button for your
preferred format.

Click Update Preferences.

Update Preferences Cancel Changes

Once you have finished making changes to your sites and tabs, click Update
Preferences to save your changes.

Notifications.

Z My Workspace: Preferences

Customize Tabs Matifications Time fone Language

To customize your notification settings, click the Notifications button.

Select notification preferences.
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Notifications
You will receive all high prionty notifications wa email. Set low prionty notfications below

* Matrices
This is a global preference that applies to all sites with a Matrices tool. To override this preference for a specific site, click 'Add a Site’

® Send me each notification separataly
-~ Send me one amail per day summarizing all notifications
Do not send me notifications

Override Matrices Preferences Add a site

* Wizards
This is a global preferance that applies to all sites with a Wizards tool. To overnde this preference for a specific site, click ‘Add a Site’

‘® Send me each notification separately
Send me one email per day summanzing all notifications
Do not send me notifications

Override Wizards Preferences Add a site

= Announcements
'® Send me each notification separately
Send me one email per day summarizing all low pronty announcements

Do not send me low pronty announcaments

* Resources and Drop Box
'® Send me each resource separately
) Send me one amail per day summarizing all low prionity resource notifications
' Do not send me low prionity resource notifications

* Email Archive
® Send me each mail sent to site saparately
Send me one email per day summarizing all emails
Do not send me emails sent to the site

* Syllabus
'® Send me each notification separately
' Send me one amail per day summarizing all notifications
=) Do not send me low pronty Syllabus items

Update Preference Cancel Changes

Send me each notification separately. (Default setting)
Send me one email per day summarizing all notifications.
Do not send me notifications.

If you change any of these settings, click Update to save your changes.

Note: These settings only apply to low priority items. High priority items will still be sent
via email regardless of your settings here.
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Time Zone.

= My Workspace: Preferences

Customize Tabs Motifications Language

To set your local time zone, click the Time Zone button.

Choose your time zone.

% My Workspace: Preferences

Customize Tabs Motifications Time Zane Language

Time Zohe

Flease select your local time zone for selected Sakai tools, such as Schedule. You are currently in the
America/New York time zone

America/Maceio
America/Managua
America/Manaus
America/Marigot
America/Martinigue
America/Matamoros
America/Mazatlan
America/Mendoza
America/Menomines
America/Merida
America/Metlakatla
America/Mexico_City
America/Miguelon
America/Moncton
America/Monterrey
America/Montevideo
America/Montreal
America/Montserrat

Lo [

| America/Mew York

Update Preferences Cancel Changes

Select your local time zone from the list, and then click Update Preferences.

Language.
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Z My Workspace: Preferences

Customize Tabs  Motifications = Time Zone

To set your preferred language, click the Language button.

Choose your language.

Z My Workspace: Preferences
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Language

Flease select your language (and country) preference. Your current language preference is
English {(United States)

Basgue [eu] Basgue

catala - Espanya [ca_ES] Catalan - Spain

Deutsch - Deutschland [de_DE] German - Germany
English - Australia [en_AU] English - Australia
English - Mew Zealand [en_MNZ] English - New Zealand
English - South Africa [en_ZA] English - South Africa

nghsh - United States [en_U nglish - United States
espanal - México [es_MX] Spanish - Mexico
francais - Canada [fr_CA] French - Canada
francais - France [fr_FR] French - France
Maongalian [mn] Maongalian
Mederlands - Nederand [nl_ML] Dutch - Netherlands
palski - Polska [pl_PL] Palish - Poland
portugués - Brasil [pt_BR] Portuguese - Brazil
portugués - Portugal [pt_FT] Portuguese - Portugal
svenska - Sverige [sv_SE] Swedish - Sweden
Tiéng Viét - Viét Nam [vi_VN] Vietnamese - Vietnam
Tirkce - Torkiye [tr TR] Turkish - Turkey

Update Preferences Cancel Changes

Select your preferred language from the list, and then click Update Preferences.
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