Instructions and screenshot for Login and Reset Security Question

REMEMBER LOGIN:

User Login ID: PXXXXXXXX

Entry format example: P00012345

In the above example, the personnel number is 12345 (5 digits), therefore 3 leading zeros
need to be added in order to make up the 8 digits

Password: Mmddyyyy!

(first time users only)

Entry format example: Ja011956!

Mm - first letter of birth month upper case J, second letter of birth month lower case a (Ja)
dd - 2-digit birth date (02)

yyyy — 4-digit birth year (1956) followed by an ‘"’

RESET PASSWORD:

1. Click on Reset Password.
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2. Enter your Personnel number and click on the Continue link.

| T sap

SAP
Enter your Login 1d .

Lagin |

I Continue

3. Enter your SS# and Birth date then click on the Set Security Question link.
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4. Choose a Security Question from the Drop Down on the right, type in your answer
and Confirm by re-typing the answer, then click SAVE.
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Ifyou forget your Password, we will identify you with this guestion.
Security Question (Choose one) What City were you born in? El
Answer Maontclair
Confirm (Re-type the answer) Montclair
SAVE

5. Enter SSN and Birth Date and click the Reset Password link.
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| Please Fil the Following Personnel Information for Verification

Login PO000Z2133
Social Security Number (FHH#RE) 1234¢1234.|
Birth Date (MMW/DDMNYYY) 12/06/1961
What City were you born in? Montclair

Unable to find your Security Question. Please Create a Security Question
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6. Click Exit. Then go back to the ERP Website and re-enter the ERP Portal.
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Your Password has been Reset Successfully.
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Your Mew Password is Passwords

7. Enter your Personnel number and Password# in the Password field, then click on the
Log on link
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8. Enter the required information shown below and click Change. (Remember, your OId
Password is Password#)
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