
Training Module

Focus Areas: User Profile and 
Notifications
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Agenda

Topic – User Profile & Notifications



Profile

• Objectives:

• Understand how to review the user profile

• Understand all fields in your user profile

• Understand how to update the user profile
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Screen Narrative: User Profile

Item Narrative

Purpose(s)

• To update user overview information
• To update scope default
• To update notification preferences
• To change password

High Level Description This area is to update the overall notification preferences of the user and to change the password.

Detailed 
Description/Workflow

There is a long list of notifications that are selectable for email notification and/or for in-application 
notification.  This is configurable by the user based on preference.  
If the user has multiple scopes they manage, they can select the default scope they want to see upon 
login.
The user can also change their password on this same screen.

How this screen fits into the 
overall risk lifecycle

This does not impact the risk lifecycle.
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Screen Review: User Profile (1 of 2) 
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Screen: User Profile
Menu Selection: User Profile
Navigation Notes: Upper Right – Click your name – Select PROFILE

Field/Action/Selection Description Req? Best Practice

Overview\Email Address The email address of the user Yes This is the email and the user name of the account.

Overview\Phone Number The phone number No This is not used for any MFA or any other purpose, just contact.

Overview\Title The title of the user No Used for information only.

Scope Access\Select Client
If your organization has multiple scopes, you will select it 
here.  If you only have one scope, it is selected.

No

Notification Preferences\
Notification Type

Long list of notification types. No

Notification Preferences\
Notification Description

Long list of notification descriptions. No

Notification Preferences\
Receive Emails

When selected, the user will get an email when the 
notification type is assigned to the user.

No
It is best to leave these all selected – an ensure that the team does 
as well!

Notification Preferences\
Receive In-App Notifications

When selected, the user will get an in-app notification 
when the notification type is assigned to the user.

NO
It is best to leave these all selected – an ensure that the team does 
as well!



Screen Review: User Profile (2 of 2)
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Field/Action/Selection Description Req? Best Practice

Change Your Password\
Current Password

When a password change is desired – this and the next two 
fields are used like normal change password processes.  
This is the current password field.

Only when 
changing 
password

Change Your Password\
New Password

Enter new password here.
Only when 
changing 
password

Be sure to follow password requirements.

Change Your Password\
Confirm New Password Enter the new password again here.

Only when 
changing 
password
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Screen Visual: User Profile (1 of 3)
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Screen Visual: User Profile (2 of 3)
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Screen Visual: User Profile (3 of 3)



Notifications

• Objectives:

• Understand the various notifications available

• Understand how to edit the notifications

• Understand how to read the notifications

• Understand how to update provided notifications
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Screen Visual: Notification Filter
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Screen Visuals: Notification Indicator and List
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