VI. View Profile Screen

The View Profile screen allows you to view your official automation records; add, edit, and delete UICs from your list of stored UICs; and add, edit, and delete userids that you use to view RPAs from other inboxes.  The View Profile screen cannot be accessed directly from the Home Page.  You must click on the View Profile tab in order to do so.

A.  System Administrator Screen

The left side of the View Profile screen contains end-user information that will be helpful to system administrators.  End users outside of HQDA cannot update this side of the screen.  (Figure 33)

B.  Setup UIC Function

The View Profile screen allows you to create a list of UICs that you use so that you can readily associate times and activities against them.  The Setup UIC function allows you to give the UIC a “friendly name” so that you can recognize it easily.  The list will be used when you need to enter UICs into the "Charge New Key Activity (UIC)/Leave" pop up window. 

Your system automatically defaults to the Setup UIC link when you click on the View Profile tab.  If this function does not appear on your screen, click on this link.  See

Figure 33 below.

      1.  To add a UIC to your favorites list:
· Type or copy/paste the UIC in the "Enter UIC" field of the "Add/Edit Customer UIC" box.  Hit the Tab key and your cursor jumps to the Friendly Name field.

· Identify an easily recognizable name for the UIC in the "Friendly Name" field (e.g., DOL, HECSA CPAC, etc.)
· Click the "Add/Edit UIC" button.  The system will validate your request against the MDCPDS.  If your entry is valid, the Friendly Name will be added to your system
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Figure 33.  View Profile Screen and Setup UIC Function
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2. To Edit a UIC from Your Favorites list

· Click on/highlight the Friendly Name for the UIC that appears in the Delete existing Customer UIC box.  The system will display the UIC and Friendly Name in the Add/Edit Customer UIC" box.

· Use your mouse to place the cursor in either the Enter UIC or Friendly Name field.  Edit the UIC or Friendly Name by typing over or copying/and pasting information in the field(s).

· Click the "Add/Edit UIC" button.  The system will validate your request against the MDCPDS.  If your entry is valid, it will be edited as requested.

3. To Delete an Existing Customer UIC

· Highlight the UIC that you want to delete from your favorites list.

· Click the "Delete UIC" button.  The selected UIC will be removed from your list.

C.  Setup InBox Function

The View Profile screen allows you to establish a list of userids tied to those inboxes containing the RPAs with which you are working.  The system allows you to give each userid a Friendly Name so that you can recognize it easily.  As long as a userid is in your list of captured userids (UIDs), you can view all RPAs assigned to that inbox.

Your system automatically defaults to the Setup UIC program when you click on the View Profile tab.  To use the Setup Inbox function, click on the Setup Inbox link.  See Figures 33 and 34.


Figure 34.  View Profile Screen and Setup Inbox Function
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      1.  To add a UID to your list:
· Type or copy/paste the UID in the "Enter UID" field of the Add/Edit RPA Inbox field.  Hit the Tab key so that your cursor jumps to the Friendly Name field.

· Identify and type in an easily recognizable name for the UID (e.g., Peter, Julie, Pause Box, etc.) in the Friendly Name field.
· Click the "Add/Edit UID" button.  The system will validate your request against the MDCPDS.  If your entry is valid, the UID will be added to your favorites list.
NOTE

As a minimum, you MUST enter your own personal userid, otherwise you will not see those RPAs that reside in your personal RPA inbox.

2. To Edit a UID from Your list

· Click on/highlight an existing UID in the list that appears in the Delete existing RPA Inbox box.  The system will display the UID and Friendly Name in the Add/Edit RPA Inbox" window.

· Use your mouse to place the cursor in either the Enter UID or Friendly Name field.  Edit the UID or Friendly Name by typing or copying/and pasting information in the field(s).

· Click the "Add/Edit UID" button.  The system will validate your request against the MDCPDS.  If your entry is valid, your entry will be edited as requested.

3. To Delete an Existing UID

· Highlight the UID that you want to delete from your favorites list.

· Click the "Delete UID" button.  The selected UID will be removed from your list.
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