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Connect to the SAP 
Portal and click on 
“Password Forgotten” 
 
Leave the User and 
Password fields blank. 
 

NOTE:  

Your security questions 
only need to be set up 
once, before you reset 
your password for the 
first time – not every 
time you reset your 
password. 
 
If you have already 
created your security 
questions, please refer 
to the document “SAP 
Password Self Service 
Guide – Reset Your 
Password”. 
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Enter your User ID ( i.e 
your “P + 8 digit 
employee number”) in 
the Userid field. 
 
Alternatively, enter your 
SAP ID in the Userid field 
if you have one. 
 
 
 
 

 

 

Click on the “Log On” 
button. 
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Click on the “Password 
Self-Service” link. 
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The first step is to 
register your security 
questions.  This is a 1-
time process of 
registering your security 
questions. 
 
Please select questions 
and answers that you 
will easily remember.   
Answers will remain 
unchanged unless you 
change them. 
 
You need to create 
between 2 and 10 
security questions.  They 
can any combination of 
pre-defined and/or user 
defined questions. 
 
2 pre-defined questions 
are recommended. 
 
Click on “Add” display 
the drop-down menu of 
question types. 
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This example is for 
selecting a pre-defined 
question. 
 
To select a pre-defined 
question, click on 
“Admin Defined 
Questions”. 

 
 

 

 
1 

1 



STEP 6                 SAP Password Self Service Guide – Set Up Your Security Questions   
 

 

 

After selecting “Admin 
Defined Questions, click 
on the down arrowhead 
to display the pre-
defined questions. 
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Click on a pre-defined 
question to select it.   
 
In this example, I am 
choosing “WHAT IS 
YOUR FAVORITE 
COLOR?”. 
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Enter your answer to the 
security question you 
have selected.   
 
Be aware that answers 
to security questions are 
case sensitive.  If you use 
upper case letters now, 
you will always need to 
use upper case letters 
when answering the 
questions in the future.  
Same applies to the use 
of lower case letters. 
 
 
 

 

 

Confirm your answer by 
re-typing it in the 
“Confirm Answer” field. 
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To create another 
question, click “Add” to 
display the drop-down 
menu. 
 
 
 

 

 

To create your own 
personal security 
question, click “USER 
DEFINED QUESTIONS”. 
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When creating a User 
Defined question, type 
your question into the 
“Question “field on the 
next available row table. 
 
 

 

 

Enter your answer to the 
security question you 
have selected.   
 
Remember - answers to 
security questions are 
case sensitive. 
 
 

 

 

Confirm your answer by 
re-typing it in the 
“Confirm Answer” field. 
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Remember, you must 
have at least 2 
questions, and up to a 
maximum of 10 
questions, and they can 
be any combination of 
admin and/or user 
defined. 
 
Once you have added all 
your questions and 
answers, click on “Next”. 
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To proceed with 
resetting your password, 
you must now answer 2 
of your security 
questions.  If you created 
more than 2 questions, 
you can pick any 2 to 
answer. 
 
 
 

 

 

Once you have entered 
your 2 answers, click 
“Next”. 
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The next step in the 
process is to select the 
system within SAP that 
you are resetting your 
password for.   
 
Click “Add”. 
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You will only see 1 
system in the “Available” 
table.  Click anywhere on 
the row with the system 
to highlight your 
selection. 
 
 
 

 

 

With your system 
highlighted, click the add 
arrow to move your 
system selection to the 
“Selected” table. 
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With your system now 
displayed in the 
“Selected” table, click on 
the “OK” button at the 
bottom of the window. 
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With your system now 
added to the “Systems” 
table, click “Submit”. 
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Your system is now 
confirmed.  You can click 
the red ‘X’ button at the 
top right hand corner to 
close the window. 
 
If you do not click the ‘X’, 
the window will remain 
open.  
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If this window is still 
displayed, you can click 
the red ‘X’ button at the 
top right hand corner to 
close this window.  
 
If you do not click the ‘X’, 
the window will remain 
open. 
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A temporary password 
will be sent to the email 
address that is registered 
for you in SAP.  These 
are the emails ending in 
one of the following: 
@staff, @board, 
@NSPES, or @GNSPS. 
 
 
Now,  you can open the 
email that has been sent 
to you, copy your 
temporary password, 
and proceed to the SAP 
portal.   
 
Instructions for copying 
and pasting the 
password and creating 
your new password are 
on the following pages. 
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Copy the temporary 
password by placing your 
mouse arrow at the first 
letter, and press and hold 
the LEFT mouse button 
down while dragging the 
cursor across the 
password, highlighting the 
password.  With the entire 
word highlighted, lift your 
finger off the mouse 
button. 
 
Now, press and hold down 
the “CTRL” key (bottom left 
of keyboard), and at the 
same time, press and 
release the letter “C” key.  
Then, release the “CTRL” 
key.  This will make an 
electronic copy the 
password that you 
highlighted. 
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Connect to the SAP Portal, 
and enter your User ID ( i.e 
your “P + 8 digit employee 
number”) or your SAP ID in 
the Userid field. 
 
 

 
Place the mouse arrow 
anywhere in the 
“Password” field and, 
while holding down the 
“CTRL” key (bottom left of 
keyboard), press and 
release the “V” key.  This 
will paste the password 
that you copied in Step 20 
into this field.  Now, click 
the “Log On” button to 
connect to SAP. 
 
If you have problems with 
the “Copy-and-Paste” 
method, you can type the 
exact password directly 
into the password field. 
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Place the mouse arrow in 
the “Current Password” 
field and paste the 
temporary password using 
CTRL “V” (same process 
used in STEP 22).   
 

 
Enter your new password 
in the “New Password” 
field.  Your password must 
be at least 8 characters 
long, and contain at least 1 
uppercase letter and at 
least 1 number. 
 
Enter the same password 
in the “Repeat Password” 
field to confirm. 
 

 
Click “Change” button to 
complete the process. 

 

 

  


