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On youir first log-in after the system update, you will be presented with
the screen above, asking you to enter your profile information.
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Enter your information, and then click “Save”.
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If your personal profile information changes, you may update it at any
time. Simply select “Configure Your Profile” in the left pane.
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Make any necessary changes and then click “Save”.
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Your profile has been updated.



% - |g, hittpz://poregailingis. gow/ Commb ociew azps

{:f Favorites

@ FCRS | Yiew Communication Document

Governor Par Quinn

S / BCCS

Rc

pers.illinais.gov

TN
Porting System

View Communication Document

j&l |E| |Z| Il’.’," Live Search

Communication Document Heading

Commurizsti
Communication Topic
Commuricstion Mods

fulhor's Sgency

204

Test for User Profile

Email

PPB - Procurement Policy Board
5/3/2011 B:00:00 AM

2
Configure

Administrators

N/a

Communication Document Text

Tuterizls Action Reguests sommang=s | Test for User Profile
) zstizn Test for User Profile
______________________ Test for User Profile
Public Site
"""""""" . Ogout Communication Document Participants

""""""""""" I I S L S 2 N
Will Blount III | Sta Recipient | St v P ment Policy 5 apitol fovenw inglield, | 2 Will. Blou inois.gov
Employes L 1 55

Sariz 7

il

EGil the T=xTual informalion associatad wilh this Communicalion Document.
- Eait Participants | Eait the participant list associstzd wilh this Communicalion Document. | |
- | Submit this Communication Document to the
Sl | Dalete this Communication Document.
I

e e B S

When you create a new communication document, your profile information will auto-
populate under the “Communication Document Participants” information section.

To add another State employee as a participant, select the “Edit Participants” button.
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To add another State employee, select the “Lookup Participant” option.

(Note: the employee must have completed their own profile information
for the lookup to locate them)
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Select their “Role” and enter at least their last name. Then, select
“Search”.
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All State employees that fit your search criteria will be listed in the “Search
Results” window. If the State employee that you are searching for is not listed
in the results, then they likely have not completed their profile. You will then
need to add the State employee manually.

If the State employee IS listed in the search results window, click the “Add”
button to the left of their name.
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Note that the State employee that was selected is now listed as a
“Communication Participant”. Follow the previous steps to add additional
State employees as needed.

If a State employee’s profile wasn’t returned as a result of your search, you will
add the employee manually, the same way that you will add a communicant
who is not a State employee. First, select the “Add Participant” button.
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You will then enter the required information.

Please note that the “Lookup Participant” will only locate employees of the
State of lllinois, and only those employees who have completed their personal
profile information. It cannot be used to look up vendor information.




