Process: Self Service

Vendor Management

How Do | Change My New York State Vendor Self-Service Password?

Step | Action

1. | Click the Change My Password link on the left-side menu.
Menu = Ed
Saarph:
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[= Maintain Supplier Infarmation
[ Manaage Orders
[: Review Payment Informaticn
— Change My Password
— My System Profile

2. | Enter the Current Password, New Password and Confirm the New Password.

The new password must be eight characters in length, include one special character and
one digit.
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Search:

®
[z Maintain Supplier Change Password
Infermation
[> Manage Orders
[ Review Payment Information

User ID: KARLA123

— Change My Password Description: HELENE FUL-002
— My System Profile

*Current Password:
*New Password:

*Confirm Password:

Change Password




Vendor Management

Process: Self Service

Step | Action

3. | Click the Change Password, button to confirm the password change.

_.":earch:

- Maintain Supplier Change Password
Information

[- Manage Qrders s

[ Review Payment Information UseriD: KARERT2S

— Change My Password Description: HELEME FUL-002

— My System Profile

*Current Password:
*New Password:

*Confirm Password:

Change Password

4. | Use the Menu on the left-side to navigate to a different page.

Search:

[z Maintain Supplier Information
[> Manage Orders

[» Review Payment Infarmation
— Change My Password

— My System Profile




