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Job Aid# JAA-SUPO00-001

Setting Up Email and Password Hint

Description: This job aid explains how a supplier (vendor) sets up a hint to help retrieve a
password in case they forget it.

Step

Action

1.

Open a web browser and navigate to the following URL:

https://esupplier.sfs.ny.gov/psp/fscm/SUPPLIER/?cmd=login

Enter your SFS User ID and Password.
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SUPPLIER PORTAL

User ID

enter_your_SFS_userid

Password

| forgot my password

| agree to Vendor Online Services' Terms of Service

B Enable Accessibility Mode
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3. Click the Vendor Online Services’ Terms of Service hyperlink.
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User ID

enter_your_SFS_userid

Password

| forgot my password

| agree to Vendor Online Services' Terms of Service

B Enable Accessibility Mode

This will open the Vendor Online Services’ Terms of Service in a new window.

4, Review the Vendor Online Services’ Terms of Service and close the window.

C | [ https:/

/esupplier.sfs.ny.gov/fscm/sfshtml/ny vierm.html 9

Vendor Online Services' Terms of Service

1. WELCOME

New York State (NY'3S) welcomes all approved vendors to the Vendor Online Services ("Services").
NYS provides these Services subject to the following Terms of Service ("TOS"). The TOS may be
wpdated by NYS from tme to tume without notice. By agreeing to the TOS you will be deemed to
agree to any changes hereafter made to the TOS unless you specifically mform NYS that yvou do not
consent to the subsequent changes and therefore elect to no longer have access to the Services. When
wsing particular NYS owned or operated services, all Users are subject to any terms of service,

guidelines or rules applicable to such services that are posted on the respective Services pages. All
such terms of service, guidelines and rales are hereby incorporated by reference into the TOS.

Unless explicitly stated otherwise, any new features that augment or enhance the current Services,
including the release of new applications, will be subject to the TOS.

5. If you agree to the Vendor Online Services’ Terms of Service, then check the | agree to Vendor
Online Services’ Terms of Service checkbox.

If you do not agree to the Vendor Online Services’ Terms of Service, you will NOT be able to proceed
and use the Supplier Portal.

| agree to Vendor Online Services' Terms of Service

B Enable Accessibility Mode
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6. Click the Sign In button to sign into the Supplier Portal.

7. Click the My System Profile hyperlink.

*Note: The menu options you see will vary based on your system permissions.

Favorites - Main Menu ~
ORACLE’
Menu
Search:

My Favarites

Employee Self-Service
Manager Self-Service
eProcurement

Travel and Expenses
Enterprise Components
Worklist

Tree Manager
Reporting Tools
PeopleTools

Change My Password
Wy Personalizations

stem Profile

8. Click the Change or set up forgotten password help hyperlink.

Favaorites « Iain Menu - > My System Profile

ORACLE

General Profile Information
DOE, JOHN
Password

Change password

Change or set up forgotten password hﬂeID |b

Personalizations
My preferred language for PIA web pages is: English
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9. Select a Question from the drop down list, then enter a Response to the Question you selected.
Change or set up forgotten password help
Help
If you forget your password, you can have a new password emailed to you.
Enter 3 question and your response below. These will be used to authenticate you.
Question: | YWhatis your favorite color? v | €—
Select from the list of questions.
Response: LightBlug| ==
OK Cancel
10. | Click the OK button.
Ok
11. Scroll down to the bottom portion of the page. In the Email section, check the Primary Email
Account checkbox.
Then select an Email Type from the dropdown and enter your email address.
Email Personalize | Find | | = First ‘&' 10f1 &' Last
Priré:gf:gail Email Type j Email Address /
L4 Wark ¥ | john.doe@abc.com ﬂ ﬂ
This is the email address that new passwords will be sent to.
12. | Click the Save button.
[=] Save
13. End of procedure.
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