EDI Support Services

User Documentation: Changing Passwords in the EDISS

Gateway SSPR

Due to security policy, all Submitter passwords expire 60 days
after issuance. EDISS offers a Self-Service Password Reset
(SSPR) portal to manage EDISS Gateway credentials. The
EDISS Gateway SSPR allows passwords to be reset at the
Submitter’s convenience.

Changing EDISS Gateway Password for the First Time

In this document:

e Changing EDISS
Gateway Password for
the First Time

e Changing EDISS
Gateway Password
After Logging In

1. Log into the EDISS Gateway SSPR (https://accountmgt2.edissweb.com) by

entering the username (ex. BS99999, no / should be utilized) and password
provided by EDISS on the Test/Production fax sent to the Trading Partner
from EDISS and click Log In.

JEDk= | EDISS Gateway

Already have an account?

Log In

; 7
LogIn Forgot usarmame? >
Forgot password? >

2. Upon the first login, users will be required to setup security questions.
Note: Security questions must be at least 4 character long and are not case

sensitive.



https://accountmgt2.edissweb.com/
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3. Select the question from the drop down and enter the answer below.

4. Once all five (5) have been completed, click Save Answers.

Setup Security Questions

R L B L B

In you forget your password, You Can access yOour account by answenng your
sacunly questons,
Please choose your questons and answers that can be used to verily your identity
in case you forget your password. Because the answers to these guestions can bea
used to ao0ess your adcount, be sure to supply answers that are not easy for others
ko guess of discover,
What city / town wisre you born in? b
(3] |nninnu k3
what s the name of your favorite pet? -
3] |4-uu-d-u =
Whao is your favorite author? *
0 [ssnan -
What was your favorite show as a child? -
ﬂ [i!lll"lll“! -
What was the name of your childhood best friend? *
[ +] |vnu E
M Savi Answers # Cancel

5. Review the answers to ensure they are correct.
a. If they are correct, print the screen.
b. After printing the screen, click on Confirm Security Answers.
c. If they are incorrect, click Go Back and make corrections.
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Confirm Security Questions

et Sarvion Paaveond e

Bi suré your andwersd and questiong e comedt. Chedk the spelling and
puncbuaticn, In you are unable to remaember your password, you will be able to
BC0RES WOUr acocunt by suppdyng the answaers to these secunty queshons,

What city / town wers you bom in?

© springfield

What is the name of your favorite pet?

0 aldyeller

Who is your favorite author?

0 Jones

What was your lfavorite show as a child?

0 sesame street

What wa< the name of your childhood best Iriend?

0 By

« Confirm Security Answers =0 Back # Cancel

6. Once the answers have been confirmed, a Success notification will appear.
Click Continue.

Success

F L e e RS el B

Thank yoil, Your secret questons and anawers have been successhuly aavad, If vou
oy fot\qﬂ: your password, you can use the answers to these guastions to resat
WO passwordl.

w Continue

7. Select Change Password.
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EDkz M.ai_n Menu

ENA T i Change your curment password

Satup your forgotten password secunty questions and

E Setup Security QuesELELEE These sacret arswers will allow you to recover pour

passwond if you forget it.

m Logout of the password sell service apphcation

8. Enter the temporary/existing password and click Continue.

Change Password

et} Seif Servicn Fasrwond Racet

Please enter the following data. This is required to werify your identity before you can
change your password

Current Password

W Comtinue # Cancal

9. Enter the new password.

Password criteria:

At least eight (8) characters, maximum of 16

At least one upper-case letter

At least one lower-case letter

At least one number

At least one special character ($, #, *, -, or ). Do not use ‘& or ‘+’

The use of dictionary names or words as passwords is prohibited.

The same password cannot be reused for six (6) generations.

Maximum Sequential Repeat: 2 (e.g. LL or GG or 00 is the max of repeats
of a character allowed)

Page 4 of 9



Changing Passwords in the EDISS Gateway
Continued...
o Maximum characters from previous password: 4

10. Enter the new password again to confirm.
11. Click Change Password.

. - (4 heme.
Chaﬂge Pass:?:rlmd i

Flease type yoor new passward

Mew Password o

Confirm Passwaord

¥ Change Passeord # Cancel

Please Wait

it Sl Gt Pacrmnd) et

Your passwond is being changed. This process may take several minutes, please be
patient,

4%

12.A confirmation will appear once the password has been successfully
changed.
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Success

Fati] St Sarvice Passwerd i

Wour password has been :hmgnd 'Iu:u:.‘ﬂful'(.

W Continae

Changing EDISS Gateway Password After Logging In

1. Log into the EDISS Gateway SSPR by entering the username and password.
Click Log In.

JEDke | EDISS Gateway

Already have an account?

Log In

o
LogIn Forgot wsarmame? >

Forgot password? >

2. Select Change Password.
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EDkz M.ai_n Menu

ENA T i Change your curment password

Satup your forgotten password secunty questions and

E Setup Security QuesELELEE These sacret arswers will allow you to recover pour

passwond if you forget it.

m Logout of the password sell service apphcation

3. Enter the current password and click Continue.

Change Password

et} Seif Servicn Fasrwond Racet

Please enter the following data. This is required to werify your identity before you can
change your password

Current Password

W Comtinue # Cancal

4. Enter the new password.

Password criteria:

At least eight (8) characters, maximum of 16

At least one upper-case letter

At least one lower-case letter

At least one number

At least one special character ($, #, *, -, or ). Do not use ‘& or ‘+’

The use of dictionary names or words as passwords is prohibited.

The same password cannot be reused for six (6) generations.

« Maximum Sequential Repeat: 2 (e.g. LL or GG or 00 is the max of repeats
of a character allowed)
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o Maximum characters from previous password: 4

5. Enter the new password again to confirm.
6. Click Change Password.

Change Password

Flease type yoor new passward

Mew Password o

Confirm Passwaord

¥ Change Passeord # Cancel

Please Wait

it Sl Gt Pacrmnd) et

Your passwond is being changed. This process may take several minutes, please be
patient,

4%

7. A confirmation will appear once the password has been successfully
changed.
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Success

Ht ] S Sarvice P

Your passwond has been changed successfuly,

W Continae
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