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How Do I Disable a Guest User Access to the Online Vendor Self Service 
Portal? 

Step Action 

1. Click the Maintain Supplier Information link on the left-side menu. 
 

 
2. Click the User Profiles link to add an additional user to access the New York State 

Vendor Self-Service application. 
 

3. To search for a user ID, Click Search to view a list of all users, or Search by User ID. 
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Step Action 

4. The Setup User screen will display.  
 
Check the Account Locked Out? box to disable the user from accessing the system. 
 

 
 
 
 



 

Process: Self Service 
                                        

 

3 
 

Step Action 

5. Click the Save button. 
 
Although not redirected to a new page, after clicking the Save button, the page will 
refresh and save the information entered. 
 

 

 

 


