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Personal Administration Tool (PAT)
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Personal Administration Tool v2.01 Main  Help Logout

Mz Dist ribution Email
Profile Lists Setlings

Welcome to your Personal Administration Tool
My Profile: Additional Links
Uze this option to change wour MEMO Email, Directory, MEID and  wWhat's Mew in PAT w207
ather Enterprise 10 passwords. ou can also uze this option to wisb bail Access
change personal information in the Maricopa Directory such as wizb Mail for |E on Macintosh

your familiar and directory name, room number and personal URL. Wb Galendar

St=ff Search
Distribution Lists: wozmn dzar o ger
Click here to view Mema distribution lists you own. Yau can use

thiz page to add and remowve members from these lists or transfer

awmnership of them to anotherindividual. *ou can also use this tool

to edit someone alze's list if wou have the pasamword.

Email Settings:

Setyour Wacation-Reply. This page allows you to create an auto-
reply message telling folks wou are out of the office. You can also
chedivour Memo disk space quota and fonvard your account to
another email address using this tool.

The Personal Administration Tool (PAT) is used to manage your employee profile, email
distribution lists, email and MEID passwords, and email settings. Some of these
functions include the following:

change your password.
set challenge questions.

o Challenge questions are a security check. If you forget your password, you will
be asked your challenge questions. When the challenge questions are answered
correctly, you will be provided your password.

check your email disk space.

create an automatic reply to inform others when you are out of the office.
forward your emails to another email address.

temporarily suspend all email.

edit directory information.

find your Enterprise ID.

find your Employee ID number.

Note: You do not need your Maricopa Enterprise ID (MEID) to log in to PAT. You need

your Directory Name and Password. Instructions for logging into PAT are next.
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Log In To The Personal Administration Tool (PAT)

1. Using Internet Explorer, go to: http://memo.maricopa.edu/

2. Click the Memo Tools button.

— —

Enterprise Identity Management System

@ Iraining

In support of the ime management and electronic communications needs
of the Maricopa Community Colleges, vre are proud to present MEMO.
Beginning in August1999, MEMO is the result of over a yearlong effort to
bring all district employees a set of electronic communication tools
including SMTP/IMAP compatble email, industry standard directory
access, and enterprise wide tme management.

This site supports the personal administrative needs of MCCD staff

providing access to PAT (Personal Administration Tool) for all sites, wreb

calendar access, calendar desktop softvrare dovmloads, and MEMO
system site administration (for authorized users only).

MEMO is supported by District Service Support Center/ Information
Technology Services.

¢ Calendar

3. Click your respective college button.
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4. Click the Secure Personal Administrative Tool link.

s Secure Personal Administration Tool (PAT) 2.0
Including Password Changing
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Personal Administration Tool V2.01 AboutMemo | About Directory Sarvices

Staff WebMail Collaga Training
Links

Web
cCalendar Directory

MEMO Access

Location: To log in, select your Location, and than
aaaaa d Password.

— enter your Directary N,
{Required Field) If you don't know your Directory
Password, you may log in with your Email
Address and Password in order to assign

* .
Directory Name: e T

{e.g. Firstname Lastname} your Email Password to your Directory
Password l:l Password.

OR—
Memo Address: Help Pages Available

Login Help? iy Profile

le-g. first maricopa.edu) o Distribution Lists

S |:| o Email Settings
o Administrative Options

* - Your Directory Name is your name as it appears in the Address Book or Maricopa
Directory. If your Directory Name daes not allow you to login, please use your Memo email
address and password. If you need further information on this feature, see the help pages.

Login Clear Form

MEID Lockup Forgot Password HRIMS Account Setup
[Temps/Adjuncts}

In the Location field, click the Down Arrow, and select your college site.

In the Directory Name field, enter your name as it displays in the Maricopa Directory.
(Usually your First Name <space> Last Name; example: Paula Connors)

In the Password Field, enter your Directory password (currently your MEMO password).

Press Enter or click the Login button.

MARICOPA
COMMUNITY
COLLEQES"

Personal Administration Tool v2.01 Main  Help Logo

Dislr!hlllion Email

ol
Profile Settings

‘Welcome to your Personal Administration Tool

My Profile: Additional Links

Use this option to change your MEMO Email, Directory, MEID and  What's Hew in PAT v2.07
other Enterprise ID passwords. You can slso use this option to Weblail Access

change personal infermatien in the Maricopa Direclory such as WebMail for IE on Macintosh

Web Calendar
Staff Search
Distribution Lists: Memo User Support

your familisr and directery name, room number and parsonal URL

Click here to view Memo distribution lists you own. You cen use
this page to add and remove members from these lists of transfer
ownarship of them to ansther individusl. You can alse use this tool
1o edit someone else’s list if you have the password.

Email Settings:

Set your Vacation-Reply. This page allows you to ceate an auto-
reply messsge telling folks you are out of the office. You can also
chedk your Memo disk space quota and forward your account to
snother emsil address using this tool

Click the category link to manage those respective options:

e My Profile: Use this option to change your MEMO Email, Directory, MEID and
other Enterprise 1D passwords. You can also use this option to change personal
information in the Maricopa Directory such as your familiar and directory name,

room number, and personal url.

e Distribution Lists: Use this option to view Memo distribution

lists you own.

You can use this page to add and remove members from these lists or transfer

ownership of them to another individual.

e Email Settings: Use this option to set your Vacation-Reply letting people know
you are out of the office. You can also check your Memo disk space quota and

forward your account to another email address.
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Change Your MEID & Memo Email Passwords and Set Challenge Questions

Your MEID and MEMO email passwords are usually the same. The MEID password
gives you access to most of Maricopa’s administrative systems including HRMS, SIS,
Calendar, and Blackboard. The email password gives you access to Maricopa’s MEMO
email system. Changing your passwords using PAT allows you to change — and
synchronize — both of the passwords (email & MEID) at the same time.

Note: Changing your password using PAT does NOT change your offline Corporate Time
Calendar password. This particular password change is done within the Calendar
application. Instructions for changing your offline Calendar password on page 21.

A valid password is at least seven characters in length and consists of at least one
uppercase letter, at least one lowercase letter, and at least one number.

Using Internet Explorer, go to: http://memo.maricopa.edu/
Click the Memo Tools button.

Click your respective college button.

1
2
3
4. Click the Secure Personal Administrative Tool link.
5. Inthe Location field, click the Down Arrow, and select your college site.
6

In the Directory Name field, enter your name as it displays in the Maricopa Directory.
(Usually your First Name <space> Last Name; example: Paula Connors)

~

In the Password Field, enter your Directory password (currently your MEID password).
8. Press Enter or click the Login button.

9. Click the My Profile link.

10. In the New Password field, enter the new password.

Click for Password Reguirements Password change applies to: Set Hew Challenge Questions:
Click for Password Expiration |

I:ire-:tcry Password C@q: | What is the name of your first child? |w

A= (PR Email Password @2 | What is your favorite color? w

Re-type Password

Current Pswd Expires 08052

11. In the Re-type Password field, re-enter the desired password.

12. To synchronize your password with your MEID password, verify the checkboxes next
to Directory Password and Email Password are checked.

13. Set, or keep, your challenge questions and answers.

e Challenge questions are a security check. When trying to log into an administrative
system and you forget your password, you will be asked your challenge questions.
When the questions are answered correctly, you will be provided your password.

14. Click Submit.

15. Click the Logout link in the upper-right corner above the tabs. Or continue onto the
next sections for more information on using PAT.

P’ “

May, 2009



http://memo.maricopa.edu/

Technology Training Services Maricopa Community Colleges
480-731-8287 www.maricopa.edu/training

Check Your Email Disk Space

Most employees are allotted 100 MB of server space for email. When you get close to your
maximum, you will receive an email message letting you know you are approaching your
limit. A full email account runs much slower and even prevents some processes from
happening. It’s important to know your disk space. If your approaching your max, clean
out your account by saving to your Local Mail and deleting your Trash and Sent folders.

Using Internet Explorer, go to: http://memo.maricopa.edu/
Click the Memo Tools button.

Click your respective college button.

1
2
3
4. Click the Secure Personal Administrative Tool link.
5. In the Location field, click the Down Arrow, and select your college site.
6

In the Directory Name field, enter your name as it displays in the Maricopa Directory.
(Usually your First Name <space> Last Name; example: Paula Connors)

~

In the Password Field, enter your Directory password (currently your MEID password).
8. Press Enter or click the Login button.
9. Click the Email Settings tab at the top

Personal Administration Tool v2.01

Mz Distribution
Prolile Lists ]

other Enterprise ID passwords. You can slse uss this option to

change personal information in the Maricopa Directory such as Webl | for IE on Macintosh

your familiar and directory name, room number snd personal URL, Wb Calendar
Staff Search
Distribution Lists: Memo User Support

Clidk here to view Memo distibuticn lists you own. You can use
this page to add and remaove members from these lists of transfer
ownership of them to snother individual. You can slso use this tool
to edit someone else's list if you have the password.

Email Settings:

Set your Vacation-Reply. This page sllows you to oreste an aute-
reply message telling folks you are out of the office. You can alse
chedk your Memo disk space quots and forward your scoount to
=nother email address using this tool.

M Distribution Email I E I
profile Lists Sattings mal
Account: pauls.connars@domail maricops. edu Allotted disk space: 115.00 MB Disk space used P D k S
° @ i i F < IS ace
Going on vacation, ssbbatical, medical leave, or just out of the offics for 2 few days? Aval Iab I e

Set & message here fo inform your colleaguss of your sbsence and return.

Autoreply text:

[ Retumn sender's message with autoreply message Upon returning to wodk. tum off autoreply

[___clear Autoreply settings ]

Vacation reply {send this reply to sender only once}

Message sent o same sender every day(s)
[ Sawve Autoreply seftings ]

10. Click the Logout link in the upper-right corner above the tabs. Or continue onto the
next sections for more information on using PAT.

Note: For more MEMO email information, please visit Memo Maintenance at
http://www.maricopa.edu/training/messageaging.html
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Set Auto-reply (Vacation or Out of the Office Notice)
Using Internet Explorer, go to: http://memo.maricopa.edu/
Click the Memo Tools button.

Click your respective college button.

1
2
3
4. Click the Secure Personal Administrative Tool link.
5. Inthe Location field, click the Down Arrow, and select your college site.
6

In the Directory Name field, enter your name as it displays in the Maricopa Directory.
(Usually your First Name <space> Last Name; example: Paula Connors)

~

In the Password Field, enter your Directory password (currently your MEID password).
8. Press Enter or click the Login button.

9. Click the Email Settings tab at the top

10. In the Autoreply text box, enter the text for your auto-reply.

MK Distribution Em ail
Profile [ Setlings
Account: paula.connors@domail. maricopa.edu Allotted disk space: 115.00 MB Disk space used: 80.40 MB
Going on vacation, sabbatical, medical leave, or just cut of the office for & few days?
I Set 8 message here to inform your colleagues of your absence and return.
AUtO' rep y Autoreply text:
Text >
[ Return senders message with autoreply message Upon returning to work, turn off autoreply
73 Clear Autoreply settings
Set :D Vacation reply [send this reply to sender only once} [ Y g
Message sent to same sender everylzl day(s}
AUtO'repIy [ Save Autoreply settings ]

e By default, the option “Vacation reply (only send a single copy to a recipient)”
will be activated. When someone sends you a message, the sender will receive
one auto-reply from your account the first time s/he sends you a message.

11. Click the Save Autoreply settings button to activate your Autoreply.

e A screen confirming your autoreply text and options have been updated will
display.

12. Click the Return to Email Settings button.

13. Click the Logout link in the upper-right corner above the tabs. Or continue onto the
next sections for more information on using PAT.

Cancel Autoreply

1. Loginto PAT. (See steps 1-9 above.)

2. Click the Clear Autoreply settings button (on the right side) to cancel your auto-reply.
e A screen confirming your auto-reply has been deleted displays.

3. Click the Logout link in the upper-right corner of the tabs.

P’ 6

May, 2009



http://memo.maricopa.edu/

Technology Training Services
480-731-8287

Forward All Emails
You can forward all your MEMO email messages to another email account.

1
2
3
4.
5
6

~

10.

11.
12.

Using Internet Explorer, go to: http://memo.maricopa.edu/
Click the Memo Tools button.

Click your respective college button.
Click the Secure Personal Administrative Tool link.
In the Location field, click the Down Arrow, and select your college site.

In the Directory Name field, enter your name as it displays in the Maricopa Directory.
(Usually your First Name <space> Last Name; example: Paula Connors)

In the Password Field, enter your Directory password (currently your MEID password).
Press Enter or click the Login button.
Click the Email Settings tab at the top

In the text box in front of the Forward all email button, enter the forwarding email
address.

Maricopa Community Colleges
www.maricopa.edu/training

fou may also forward incoming email to ancther email address, send a duplicate copy of incoming email to another
email address, or suspend all email in its entirety. Enter the other email address below and clidk the sppropriate
button. To turn off forward/copyto, clear the box and then cidk the button.

Y [ Forward all email ]

[ S5end a copy of all email ]

Temporarily SUSPEND all email [ Suspend email ]

Click the Forward all email button.

Click the Logout link in the upper-right corner above the tabs. Or continue onto the
next section for more information on using PAT.

Cancel Forward All Emails

1.

2
3.
4

Follow steps 1-9 above.

Delete the address in the Forward All Email field.

Click the Forward all email button.

Click the Logout link in the upper-right corner above the tabs.
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Find Your Maricopa Enterprise ID and Employee ID Number

All employees need their Maricopa Enterprise ID (MEID) to log into most of Maricopa’s
administrative systems including HRMS, SIS, Blackboard, and Calendar. All employees
need an Employee 1D number for payroll and benefits purposes. All employees are
automatically assigned a Maricopa Enterprise ID and an Employee ID number upon
hiring.

Note: If you have worked in the District before, you already have an MEID.

Using Internet Explorer, go to: http://memo.maricopa.edu/
Click the Memo Tools button.

Click your respective college button.
Click the Secure Personal Administrative Tool link.
In the Location field, click the Down Arrow, and select your college site.

o gk~ wbd

In the Directory Name field, enter your name as it displays in the Maricopa Directory.
(Usually your First Name <space> Last Name; example: Paula Connors)

~

In the Password Field, enter your Directory password (currently your MEID password).
8. Press Enter or click the Login button.

9. Click the My Profile link.

10. Scroll down towards the bottom of the screen to the Additional Information section.

Additional Information MariCOpa

Em IO ee = Maricepa Enterprise - .
PIOYEE | —emmime o > o G— < Enterprise

ID Last Name Connors Suffix [e.g. Jr, 5r)
First Name Faula Mame Change Information Middletame/lnitial b ID
Email Address|paula.connors@domail. maricopa.edu Department Empl & Org Development (M E I D)
Title Mgr Technology Training Employee Type hMgmt, Admin, Tech

Description |hrtp:.-'.-‘.v.v.\.'.msrimps.edu.-‘trsining.-‘ | Maricopa HomePage | |

e Your Employee ID number is located on the left side.
e Your Maricopa Enterprise ID (MEID) is located on the right side.
11. Click the Logout link in the upper-right corner above the tabs.

Personal Administration Tool v2.01 Main  Help  Logout

Mz Distribution Em ail
Profile Lists Settings
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