Viewing Employee Data into the IA Job Approval Authority Database

View User Profile]

Overview: View existing employee data.

1. Select the Name of the employee you wish to view the profile of. Their current profile

information will automatically display in the boxes.
2. Review the profile information of the employee.

3. [If any of the information is incorrect, do one of the following:

a. Read Only version: If the error is on someone else’s profile, contact the employee or the
employee’s supervisor and alert them of the error. If the error is on your own profile,

contact your supervisor and request they correct the error on your behalf.

b. Read Write version: Navigate to the |Edit User Proﬁle| form and edit the profile there. See

JAA Database Instructions- Enter Employee Data for further instructions.
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