Adding Email or Phone Number to MyDTCC
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1. Logonto MyDTCC
2. Click on General Apps

Services / Resources Expand All

General Apps

College Initiatives

Academic Affairs Institutional Effectiveness & Development

Campus Safety Legal Affairs

3. Click on Manage My Account

Gooale Drive
U Manage My Account J
Office 365

Remote Access

Student Information System

Zoom
com ¢ 1654071211

4. Click on Personal Info
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Directory Photo Personal Info ~ MyDTCC

5. Click on Change Email or Address/Phone

‘word ~ Personal Info ~ MyDTCC

Change Email or Address/Phone

Electronic Consent

Welcome to Your Accoun



6. Click on Update Email
Personal Information

Social Security Number Change Information
Name Change Information

Update Email

Update Address and Phone Number
Veteran Classification Information
Update Emergency Contacts

RELEASE: 8.9.1.3

7. Select Home

Type of E-mail to Insert||Home v}
| Submit |

RELEASE: 8.7

8. Click on Submit

Home

Type of E-mail to,Insert [Home v|

Submit

RELEASE: 8.7

9. Type in highlighted area
Update E-mail Address(es) - Update/Insert

* When updating or inserting an e-mail address, E-mail is a required field. Other fields are optional.
Mote: You may speclfy only one preferred e-mail address.

Home

E-mail: rJ
Comment:

Delete this address: [

Preferrad College
skill@drce.edu

_ Submit || Reset |

' Select a Different E-mail Address to Update |

RELEASE: 8.7



10. Click on Submit
Update E-mail Address(es) - Update/Insert

* ‘When updating or inserting an e-mail address, E-mall is 2 required field. Other fields are optional.
Mote: You may specify only one preferred e-mall address.

Home

E-mail: [ |
Comment: I
Delete this address: |

Preferred College
skill@drec.edu

| Select a Differen

RELEASE: 8.7

11. Click on Return to Menu

RETURN TO MENU | SITE MAP HELP EXIT

12. Click on Update Address and Phone Number
Personal Information

Social Security Number Change Information
Name Change Information
Update Marital Status

Update Email

Veteran Classification Information
Update Emergency Contacts
RELEASE: 8.9.1.3

13. Click on Add a Phone Number Only
/. There are no addresses available for you to view.

Additional Phones

Phone Type Area Phone Ext.
Code Number

alaFidzmy alalW:Valala:

' Add a Phone Number Only

RELEASE: 8.8



14. Select Cell/Pager

Add a Phone Number
Phone Area

ﬁ _]F“'
Cell/Pager bl

Return to Previous

| Submit

RELEASE: 8.8

Ext.

15. Click on Area Code to start with the Area Code first and enter entire phone number

Add a Phone Number

Phone Area Phone Ext.
Type umber

| Cell/Pager || |

Return to Previous

16. Click on Submit

Add a Phone Number

Phone Area Phone Ext.
Type Code Number
[CeIIfPager ™ | H ” ‘

Return to Previo

o

[submit

RELEASE: 8.8




