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New Login Procedures

1) Migrating User
To get new login credentials, follow the steps below

a. Provide current login id and click Login button
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i. Provide current login id
ii. Type in current password and a new valid email address (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

Welcome to the Vendor Access System (VAS)! Applicant Firm Login

e WAS portal ofiens Confracions, SUS-Contracion, professonal Servcs CoNSUants, and suppiens Seeling 10 0o Dusingss with e SCAa Toaccoss VAS appheation, yos nosd 3
SRR wiry 10 00 80 0NN AJ JUCOIISES by T Bk DElow, I 550 SFNE 3 wite rang of iU Bondity AN mioruon Tl wil by new Logis i and Peiawond
Rl 0 BP0 BeEkInG B3 WO WIS L. Tha S inciudes lobs of intormation Snd 3 Sep-Dy-SAeD [FOCESS RO B SOty mestng

S SRR T B TR T QRTINS O piar BTy mm;pl:wmquﬁmu
ol meed il Saibwmer baution.

H this i yoor Brsd Bme: Going business wilh Ta SCA, we secommend Fat you stard nFe sechion snbled "Doing Business wilh fhe S04,
o T Tirmon, wihir S VA WiZang will lede2 rons 19 CENTRE] Erm-Graaiete it Bnctior MWWLIE cartslepnion appieascn el aking &

powcaicx Curvent Login ld

H i et TP A o SHCA e B BT OO BRS8N 0N oy Bl will Kol oo Sy ' [ |
whene you wand 1o 96, Caitint Paisweoid

bt Sr WM RO SLMTT Nt T CONMLICE T Coninm i Prequadicanon Uni af THE-4T2-87TT o the Butiness Daalopment Deision -l |

2t TUB-ATI-AE0% or MWLBE ot atan) dering normal Busness Rt

Vendor Listings - [ |
CuanedCerl e Finrs

sucobcoy Exms I <

Cesqualkiied S uspeided inehgib: Fums

Dolng Business with SCA for
the 15t time

b. System will automatically migrate the user to new credentials with the email as your
new username and a system generated password

c. The new password will be emailed to the user's email address provided

d. User will see below screen upon successful migration
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e. Click on the login button to access VAS application
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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.

k:LIrrEﬂt password

Mew password

Confirm password

Update password and sign in

Login the application using the new credentials from the email
User needs to reset the password on First Time login

Fill-in below fields to reset password

User will be automatically logged into the system



2) Login after successful migration
a. Enter new loginid (i.e. email)
b. Click on Log in button
System will redirect to actual login screen
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SCA| School Construction Authority

c. Provide username (email address) and password
d. Click on Sign in button
e. 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. Enter Email Address and hit send Verification code
The Verification code will be emailed to the user's email address provided

Verification is necessary. Please click Send button,
Email Address

) Email Address
—

Send verification code

d. Update the verification code from the email sent to user's email.
e. The email will be generated from Microsoft something like below

L-"erify your email address

Thanks for verifying your account!

Your code is: (i

Sincerely,
NYC School Construction Authority



f. Update the verification code and click on verify code

Verification code has been sent to your inbox. Flease copy
it to the input box below.
Email Address

Verification code

' I
T

g. Once the code is verified click on Continue button

E-mail address verified. You can now continue,
Email Address

-)

Change e-mail

‘ Continue Cancel

h. Provide new password to reset the password

MNew Password

- Mew Password

Confirm Mew Password

I Confirm New Password

W Continue Cancel




4) Forgot Password -- Reset password when user does not remember the password
a. When password is forgot, click on Forgot your password link

We don't recognize this user ID or password

Please try again. Forgot your passwaord?

= |

L] Keep me signed in

Can't access your account?
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a. Provide user Id and captcha as shown in the screen.
b. Below is a sample screen to provide user id and captcha

Get back into your account

Who are you?

Te recover your account, begin by entering your user ID and the characters in the picture or audic below,

User IC:

Wi

|

Mext Cancel
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c. Click on Email button to send verification code to user email

Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for venfication:

You will recss ining a verification code at your alternate email
. ., ‘
i ® Email my alternate email address (p

Cancel

d. Get the verification code from email

Verify your email address

Thanks for verifying ycurmaccaunt!
Your code is:m

Sincerely,
NYC School Construction Authority
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e. Provide verification code and click on Next button

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 venfication code to your inbox.

| X | 4mm
Are you having a problem?

@ Email my alternate email

Cancel

f. Provide new password and click on Finish button

Get back into your account

verification step 1 v > choose a new password

* Enter new password:

| | A strong password is required. Strong

Password strength passwords are 8 to 16 characters and must

combine uppercase and lowercase letters,

* Confirm new password:
? numbers, and symbaols. They cannot contain

| | YOur usernanme.
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Get back into your account
@ Your password has been reset

To sign in with your new password, click here.

14



