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[bookmark: Revising_a_Quote_After_a_Bid_has_Closed_]Verify Access and Account Details for OrCPP Members

Overview
After successfully resetting a password and logging into OregonBuys, it is necessary to verify access and account details.  

Verification Process
1. Click on the grey Person Icon in the upper right corner.
[image: Red arrow pointing to the User Icon in the upper right corner of the screen. ]
2. Select the My Account option.
[image: After clicking the User Icon, a dropdown appears with the User's name and current role. Below is a menu, click the first option: My Account.]

3. Choose the Edit button in the My Information section. 
 [image: Click the Edit button to the right of the My Information heading]
4. On the My Information screen:
a. Verify accuracy of information in each of the fields, making changes as needed.
b. In the Login Question field, select a question for the dropdown menu.  
c. In the Login Answer field, provide an answer.  Note: Record the answer to assist in future login issues.   
d. Enter the newly created password in the Current Password field.
e. Click Save & Exit 
[image: The My Information screen displays text fields to edit with the User's information. A red box highlights the Login Question dropdown, the Login Answer text field and the Current Password text field as the fields to complete for the verification process. At the bottom of the screen are buttons to: Save & Exit, Save & Continue, Reset, and Cancel & Exit.]
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Salutation: v

First Name *: Regina's ORCCP Last Name *:  Cashen
Job Title: ORCPP BP

E-mail *. regina.cashen@das.oregon £ov

Phone *: «m ) m -1 Ext.

Mobile Phone: ( ) -

Mobile Provider v

Change Password: Confirm Password:
Login Question * v

Login Answer *.

Proxy User. (No Proxy) v Activate Proxy User
User Manual Version: v
Current Password *: Please enter current password to confirm user profile changes

Save & Exit Save & Continue Reset Cancel & Exit
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Recent Documents

Document s Type Description Status. Last Viewed

PURCH1-00000432 Bd Two Way Mobile Radios. InProgress 042272021
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