TIP SHEET

C-REQUEST 8.2 @ U.S. Department of Commerce (11/27/07)
HOW TO CHANGE YOUR DIGITAL SIGNATURE IN C-REQUEST

To change your Signature password please follow the process below.

Log into C-Request and go to “My Profile”.

Home - Inbox - My Profile - Help - Business RulesfCustom Help - Links - Log Off

A
ComprizonRequest
pv q'“ Home User: Systen
Versi
Main Menu Just In Hotlist Recently Accessed Worksheet Alerts & Messages
Acquisition Plan No new documents.
Requisition

Micro-Purchase

Docurnent Search
Procurement Search
SOW Abstract Search
Standard Reports

P-Card Reconciliation
Receipts

Supervision

Systern Administration

Other Systems

C.award

Once on the Verify User Screen please enter your C-Request password into the

password box.

Home - Inbox - My Profile - Help - Business RulesfCustom Help - Links - Log Off

A
ComprizonRequest
v Verify User ey
Main Menu
Acquisition Plan

Requisition
Micro-Purchase

Document Search
Procurement Search
SOW Abstract Search
Standard Reports

P-Card Reconciliation
Receipts

Supervision

Systern Administration

Other Systems

Cohward

Enter your logon password, Click on the Continue link to edit your User Profile.

)

["‘ Password:

» Continue » Cancel
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This will bring you to the “My Profile” screen. Once on this screen go to the
“Logins/Passwords” tab.

Home - Inbox -

Compﬁzontﬂequest

My Profile

My Profile - Help -

Business RulesfCustom Help - Links -

Log Off

User: Systern (Train) adrmin
Version: 8.2 SPS Scn

User Profile Detail Menu

Account Codes
Courses
Teams
Ternplates

System Options
Other Systems

C.Award

[Administration

Addresses

* = Required Field

Authority Warrants Logins fPasswords

User Information

* Code:

* First Name:
Title:

Fax Number:
* Office:
Active:

Preferences
Send E-Mail when items

are routed to Inbox:
Faorward Items Routed

to my Inbox:

5a1

System (Train) * Last Name: Administrator

System Administrator Phone Mumber:

COther Phone:

CSTARS
Y

E-Mail Address:

Send E-Mail for action

o Alerts:

a

|

Check the Signature Password box. By doing this it will activate the New
Signature Password, and the Confirm Signature Password fields.
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Home - Inbox - My Profile - Help - Business RulesfCustom Help - Links - Log Off

A

ComprizonRequest
v My Profile S
User Profile Detail Menu .
[ Administration| Addresses Authority Warrants LoginsfPasswords

Account Codes
Courses
e FPDS-MNG
Templates

FPDS-MG Lsername: | |

System Options

Logon
Other Systems
* Current Password: [TITTTITITITITITT]
Change Logon Password: O
Signature
Current Sighature Password: [T YTy T Y]

LChange Signature Password:
MNew Signature Fasswaor:

Confirm Signature Password:

» Save » Apply » Reset » Cancel

Please enter your new “Signature Password” twice and click on “Save”. (Some
users make there Signature password the same as there C-Request login
password, but this is not mandatory that you make both passwords the same.)
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Home - Inbox -

My Profile -

Help -

Business RulesfCustom Help -

Links -

Log Off

al
ComprizonRequest
- M\J Profile User: %{
User Profile Detail Menu
*
Administration| Addresses Authority Warrants Logins/Passwords

Account Codes
Courses
Teams FPD5-NG
Termplates

FPDS-MG Username: | |
System Options

Logon

Other Systems

* Current Password: ssssssssERRReN

Change Logon Password: O

Signature

Current Signature Password: sesesesesensnni

Change Signature Password:

Mew Signature Password: I:I

Confirm Signature Password: I:I

» Save » Apply » Reset » Cancel




