View User Profile

This section will show the user how to view their User Profile. In the User Profile you
can check your email address, Phone number, Role and Business Unit in the CHOICES
Application.

User Profile
From the main CHOICES Screen, click File menu.

Select Options.
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The Set Personal Options screen displays.

Set Personal Options
Change the default display settings to personalize Microsoft Dynamics CRM, and manage your e-mail templates.

General Waorkplace Activities Formats E-mail Templates E-mail Privacy Languages

Select your home page and settings for Get Started panes

Default Pane |W0rkp|ace ;I Default Tab Dashboards

[v show Get Started panes on all lists

Set the number of records shown per page in any list of records

Records Per Page |50 ;I

Set the default mode for viewing forms

Form Mode = Organization default C Read-Optimized  Edit

Select the default mode in Advanced Find

Advanced Find Mode ® Simple " Detailed

Set the time zone you are in

Time Zone | (GMT-05:00) Eastern Time (US & Canada) =1

Select a default currency

Currency a

Support high contrast settings
Select this option if you are using the High Contrast settings in your browser or operating system.

[ Enable high contrast

|htms:jfd10iceshestl.dynamics.omr!tools!personalsetﬁngsfdialogs!personalsetﬁngs.aspx |"|‘. Local intranet | Protected Mode: Off
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Scroll down to the bottom of the Set Personal Options screen. There is a sentence
that says, “View your user information.” Click the words user information to open your
User Profile.

Support high contrast settings

Select this option if you are using the High Contrast settings in your |

[~ Enable high contrast

View yo{r user information.

|htms:jfd'10iceshestl.dvnamics .omrtools jpersonalsettings fdialogs jpersonalsett

Your User Profile Displays.
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NOTE:

Please be sure that your Phone Number and Primary E-mail

address are entered correctly. There is an auto-email process in
CHOICES, where you will receive updates about documentation via
email.
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To update information, simply click inside the field and type the updated information.

Primary E-mail | | =P Primary E-mail |dean.hensnn@np'fx-dd.ny.gu:nv| |

Once you have updated any information click Save to save your changes or Save and Close to
Save your changes and close your User Profile.

Ll

lg Save &
Close

Save Save and Close

Business Unit and Agency

In the Organization Information section of the User Profile you can see what
Business Unit and Agency you are assigned to.
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You can also view what role is assigned by clicking Security Roles in the Common
section in the left-hand column.

Related

4 Common
33 Teams
@ Security Roles
& Quotas
m ‘Work Hours

4 Processes

6{@ Waorkflows

Your Role is listed under the Name column; your Business Unit also displays.
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Exit User Profile

To close out of the User Profile, click | %l to exit.

From the Set Personal Options page, click OK or Cancel.

View your user information.
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