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PERSONAL PROFILE 
 
The ECM Personal Profile menu option allows the user to set personal preferences. The 
top of the screen displays the user’s E-Auth username, First and Last names, Email 
Address, Phone number, Mission/Staff, Agency, and Division.  The Personal Profile 
screen  is separated into categories. General, Screen, Proxy and Printing.  
 
GENERAL  
 
The Personal Profile screen with the user’s General settings displayed is shown in Figure 
1. 
 



 
Figure 1: Personal Profile – General Settings 

The General category allows the user to set the notification of new assignments via E-
mail. The Default Module, Default Folder Owner, and Default Processing Code Group 
are set when a user is entered into the system and will not usually be changed by the user.  
 
The Default Module contains a drop down box which displays the modules to which the 
user has access.  
 
The user can reset their PIN number by clicking the <Reset Pin> button. The PIN number 
is usually used when an approval on a task is needed. The screen as shown in Figure 2 
can be completed and saved or canceled. 
 

 



Figure 2:Reset PIN 

 
The User’s Groups show all the groups of which the user is a member and the users roles 
within the groups. This information can not be changed by the user.  
 
SCREEN 
 
The Personal Profile screen with the user’s Screen preferences is displayed in Figure 3. 
 
 

 
Figure 3: Personal Profile – Screen Preferences 

 
A folder will automatically display the fields as set in the Personal Profile but can be 
expanded or collapsed by clicking on the <More> or <Less> buttons on the folder as seen 
in Figure 4. This preference can be changed at any time. 

 
Figure 4: Expand Folder Fields 

 
For fields that can be displayed for group navigation purposes such as Mission/Staff, 
Agency, Division, Group (Figure 5), the preference set in the Personal Profile determines 
how the groups will be displayed when <...> is clicked. The choices are List View 
(Figure 6) and Tree View (Figure 7).  
 
 



 
Figure 5: Group Navigation 

 

 
Figure 6: List View 



 
Figure 7: Tree View 

 
The user can toggle between the views by clicking the <Tree View> or <List View> 
buttons in the top right hand corner of the screens 
 
PROXY 
 
The Proxy screen is used by the user to Add, Remove, or  Modify a Proxy and to set the 
time frame for which the Proxy may act for the user. The Proxy screen with no Proxy set 
is seen in Figure 8. 
 



 
Figure 8: Proxy Screen 

 
Add a Proxy 
 
To add a Proxy the user clicks the <Select For Add> button.  The Find User screen is 
displayed. The user searches for a Proxy by name or by a string of characters followed by 
* or within a particular group and clicks <Search>. The results are displayed as shown in 
Figure 9. 
 



 
Figure 9: Proxy – Results List 

The user highlights a user and can click <Show Groups For User> to see the groups in 
which the selected user resides. When the user has selected a Proxy, she clicks <Select 
User> and the Proxy is added. 
 
Before the Proxy can be saved, the valid dates for which the Proxy can act must entered. 
The ‘From Date’ may not be before today’s date. The user then clicks <Add/Update> and 
the Proxy is activated. 
 
Additional Proxies can be added by using the same process. All Proxies will be shown in 
Proxy Settings with the modules and dates within which they can act as seen in Figure 
10. 
 



 
Figure 10: Proxy Settings  

 
Remove a Proxy 
 
A Proxy can be removed by highlighting the individual Proxy on the list and clicking 
<Remove>. 
 
Select For Update 
 
Proxy information can be updated by highlighting the Proxy and clicking <Select for 
Update>. The selected Proxy information is displayed . The dates and module become 
unprotected and can be modified. The changes are saved by clicking <Add/Update>. 
 
PRINTING 
 
The Personal Profile screen with the user’s Print settings is displayed in Figure 11. 
 



 
Figure 11: Personal Profile – Folder Print Settings 

It is on this screen that the user sets default settings for both folder and document 
printing.  The screen example in Figure 11 shows the user’s default folder print settings.  
When the user clicks the Print Folder button with the Quick Print check box selected, the 
default values specified on this screen are used to immediately submit the print request. 
 
Initially, the following default values will be used for this screen: 
 
Documents/Reports to Print: 

- Folder Cover Sheet Report 
- Documents 

o All Document Types 
o Document Versions – Most Recent Version 

- Workflow Status 
 
Print File Preference (Single Folder Selected): 

- One File for All Documents/Reports 



 
Print File Preference (Multiple Folders Selected): 

- One File for Each Folder 
 
Notify Completion via: 

- Workflow Inbox 
 
To toggle between folder and document print settings, the user changes the selection in 
the “Default Print Options for” drop down list.  An example showing the user’s default 
document print settings is in Figure 12. 
 
 

 
Figure 12: Personal Profile – Document Print Settings 

 
The user sets default values for all of the options on the Print Documents screen. When 
the user clicks the Print Documents button with the Quick Print check box selected, the 
default values specified on this screen are used to immediately submit the print request. 
 
The following default values are currently used for this screen: 
 
Documents to Print: 



- Selected Document(s) in List 
 
Document Types to Print: 

- All Document Types 
- Document Versions – Most Recent Version 

Print File Preference: 
- Individual Files for Each Document 

 
Notify Completion via: 

- Workflow Inbox 
 
 
 


