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1) Migrating User 
To get new login credentials, follow below steps
a. Provide current login id and click Login button
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	In the next screen	
i. Provide current login id
ii. Type in current password and a valid email (working email)
iii. Please note that if the email already exists in the system, user needs to provide a new email. Same email cannot be used for multiple accounts 
iv. Click on Submit button
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b. System will automatically migrate the user to new credentials with email as new username and a system generated password
c. The new password will be emailed to the user's email
d. User will see below screen upon successful migration

[image: ]



e. Click on the login button to access VAS application
f. Login the application using the new credentials from the email
g. User needs to reset the password on First Time login
h. Fill-in below fields to reset password
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i. User will be automatically logged into the system



2) Login after successful migration
a. Enter new login id I.e. email
b. Click on Log in button
c. System will redirect to actual login screen
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d. Provide Email and click Login button
e. In the following screen, provide username and password
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f. Click on Sign in button
g. If the email is not present then system will give email not found message. 

3) Password Reset – This to reset the password in case user wants to change the password
a. Once user logged into the system, user can reset the password through Reset Password link
b. User needs to provide Verification Code to reset the password
c. Click Send button to send Verification code. The code will be mailed to the user's email
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d. Update the verification code from the email sent to user's mail.
e. The mail will be generated from Microsoft something like below
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f. Update the verification code and click on verify code
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g. Once the code is verified click on Continue button
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h. Provide new password to reset the password
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4) Forgot Password -- Reset password when user does not remember the password
a. When password is forgot, click on Forgot your password link
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b. Provide user Id and captcha as shown in the screen.
c. Below is a sample screen to provide user id and captcha
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d. Click on Email button to send verification code to user email
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e. Get the verification code from email
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f. Provide verification code and click on Next button
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g. Provide new password and click on Finish button
[image: ]

[image: ]

image6.png
SCA| School Construction Authority





image7.png
Verification is necessary. Please click Send button.
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Send verification code
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Thanks for verifying your account!

Your code is: GRS

Sincerely,
NYC School Construction Authority
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Verification code has been sent to your inbox. Please copy
it to the input box below.
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nd new code





image10.png
E-mail address verified. You can now continue.
Email Address
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We don't recognize this user ID or password
Please try again. Forgot your password?
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Get back into your account

Who are you?

To recover your account, begin by entering your user ID and the characters in the picture or audio below.
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Verification step 1> choose a new password
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Thanks for verifying your gagisaseRMaccount!
Your code is; SRS

Sincerely,
NYC School Construction Authority
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Get back into your account

verification step 1> choose a new password

Please choose the contact method we should use for verification:

We've sent an email message containing a verification code to your inbox.
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Cancel
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Get back into your account

verification step 1 / > choose a new password

* Enter new password:

Password strength

* Confirm new password:

Cancel

A strong password i required. Strong
passwords are 8 to 16 characters and must
combine uppercase and lowercase letters,
numbers, and symbols. They cannot contain
your username.
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Get back into your account
@ Your password has been reset

To sign in with your new password, click here.
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Welcome to the Vendor Access System (VAS)!
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Update your password

You need to update your password because this is the first time you
are signing in, or because your password has expired.
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