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Quick Guide 2b: Forgotten Username or Password

iISupplier Portal

Forgotten Username or Password

A username reminder and password reset function is available on the login page.

¢ Click the 'Forgot Username or Password' link;

e O Employee

@IACIE o~

Self Service Online

Please confirn whether you are a supplier or employes

e Select the 'Supplier' option and click the 'Next' button;

@IOC

Self Service Online

Please enter the follawing details.

Enter your supplier number (as shown on remittance slips);

Enter your first name (this is the contact's name, not the supplier);

Enter your last name;
Click the 'Next' button;
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Please select your supplier site from the drop down list below

rO Supplier site
: S

Self Service Online RG14 5T

e Use the down arrow to select a post code for an address you are associated
with.

e Click the 'Next' button;

@ Pleaze enter the 3rd digit frorn your primary bank/building society number
b3 x® x® X x® X x®

Self Service Online

| Please enter the 3rd digit from your primary bank/building society sort code

H ks - E - E ks

If you have fargotien both your usemame and password, select Forgot User Name' option first

Forgot User Name | [ Forgot Password

e Use the down arrow to enter the digits requested from the supplier's bank or
building society account number and sort code.

e You must now select if you have forgotten your username or if you have
forgotten your password,;

¢ If you have forgotten both your username and password, request a username
reminder before you request a temporary password.
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Forgotten Username, or Forgotten Username and Password:

Click on the 'Forgot User Name' button;

D e e, W

sername for Oracle Self Serice has been sent to your registered email address

Your u
| O ‘ e If you are unsure what your password is you will also need to reset your password

Self Service Online

A username reminder is sent to the email address held in the portal;

If you have also forgotten your password, then click on the 'Reset your
password' link;

Repeat the security procedure to receive a temporary password, but after
entering the bank account details, click on the 'Forgot Password' button;

A temporary password is sent to the email address held in the portal.

Forgotten Password:

Click on the 'Forgot Password' button;

A temporary password is sent to the email address held in the portal.

Temporary Passwords

Login, using the username and temporary password issued.
You will be forced to select your own password.

Select a secure password using the hints and tips.
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Unable to Request Username Reminder or Password Reset

e If you are unable to request a username reminder or new password, please

contact the authority at isupplierqueries@lancashire.gov.uk. Include the

supplier name, supplier number and contact name. You will be asked to

provide the answers to security questions before your password is reset.

e Please note: username reminders and temporary passwords are sent
to the email address held in the Contact Directory. Please ensure this

is correct.

If you need further assistance please email the following address with your query:

isupplierqueries@lancashire.gov.uk.
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