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View User Profile

This guide will show the user how to view their User Profile. In the User Profile, you can
keep your email address and phone number updated, view your Role (Security Role) and
Business Unit in the CHOICES Application.

User Profile

From the main CHOICES Screen, click Setting icon which is located at top right-hand
corner.

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 email templates.

General | Adtivities  Formats | Emall Tempiates  Email | Privacy  Languages

Select your home page and settings for Get Started panes

Defauit Pane: | <Default based on Lser rolex [¥] pefauit Taw <Default based on user roje>

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

Records Per Page |50

Select the default mode in Advanced Find

Advanced Fird Mode () Simple QO petailed

Set the time zone you are in

Time Zone |(GMT-05:00) Eastemn Time (US & Canacz)

Select a default currency

Currency

Support high contrast settings

Select this option if you ing the High Contrast settings in your brawser or operating system,

[ enable high contrast

Set the default country/region code

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 browser or operating system.

L] Enable high contrast

Set the default country/region code

|:| Enable cou ion code prefixing Country/Region Cade Prefix

Wiew youluser information.
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Your User Profile Displays.
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/£ User: Pradeep Proddutoori - Microsoft Dynamics CRM - Internet Explorer

Hsave 3 SAvE & CLOSE

USER : INFORMATION

Pradeep

Pradeep Proddutoori | v

Proddutoori

() The information provided in this form is viewable by the entire organization.

4 General

Account Information

¥
User Name

User Information

Main Phone ™
First Name *

Last Name *

Middle Name
Primary Email
Email 2

Mobile Alert Email

@ nysomrdd\proddupx

518-555-5555

Pradeep
@ Proddutoori

Pradeep.Proddutoori@its.ny.gov

Organization Information

Manager
Agency™
Territory

a -
@ ). M. MURRAY CENTER, INC.
a -

Home Phone
Mobile Phone
Title

Prefarred Phone
Pager

Fax

Business Unit *

Site

@ Pradeep Proddut...
ChaicesTest

A CHANGEMANAGER =P OPEN MAILBOX & EMAILALINK  [) RUN REPORT +

[Select to enter data
a_ Bcectto enfer dafa}

Main Phone

@ 63160 -- J. M. MURRAY CENTER, INC.
B

Email Configuration

Status @ Enabled

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.

To update information, simply click inside the field and type the updated information.

Primary Email

Pradeep.Proddutoori @its.ny.gov

m=PpiPrimary Email

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.

B save

Save
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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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Pradeep Proddutoori
The information provided in this form is viewable by the entire organization.

4 General ~

Account Information

User Name * A  nysomrdd\proddupx

User Information

Main Phone™ 518-555-5555 Home Phone -
First Name * @ Pradeep Mabile Phone -
Last Name * @ Proddutoori Title a -
Middle Name - Preferred Phone Main Phone
Primary Email Pradeep.Proddutoori@its.ny.gov Pager -
Email 2 - Fax -

Mobile Alert Email

Organization Information
e Isusmessum" B 63160 - J. M. MURRAY CENTER, INC.
Agency™® @ ). M. MURRAY CENTER, INC. e ™
o
Email Configuration v
Status B Enabled

H10% - g
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Roles

To view what role is assigned, click on the arrow next to the user name. In this example,
Pradeep Proddutoori. The sub-sections will display, click the Security Roles tile.
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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.

Set the default country/region code

[0 Enabie country/region code prefixing

View your user information.

Country/Regicn Code Prefix

OK

Cancel
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