SUNY Employee Services Portal Login

The purpose of this documentation is to provide an outline on logging into the SUNY Employee Services
Portal. The screenshots are labeled to highlight important areas of the application and include step by
step instructions for pieces that require multiple actions from the user.

SUNY Employee Services Portal Overview

The initial SUNY Employee Services Portal consists of a hon-secure but SSL (Secure Socket Layer)
encrypted pre-login page that will contain non-specific links and content relative to all SUNY employees
as well as a log in form. After the user logs in under the "SUNY Employee Services Login” and is
validated, the SUNY Employee Services Portal will generate personalized links and access to applications
based on the user’s credentials.

Logging into the Portal
1) In a web browser, the user should access the URL: http://www.suny.edu — They will be given a web
page similar to that found in Figure 1.

2) To access the portal, the user should locate and click on the “Faculty, Staff & Employment” link,
indicated in figure 1.
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Figure 1 — SUNY home page, at http://www.suny.edu

3) The user should then locate the Sign On button located in the top right corner of the Portal home
page. See figure 2, for the location.
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Figure 2 — To access the secure area of the portal, click the Sign On button.

4) Next, the user should locate their campus or institution from the drop down box pictured in figure 3.
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Figure 3 — Accessing the Security Login screen for the first time.

5) The user should provide their User ID, and password they use to access the portal. The text to the left
side of the User ID and password provides additional information that helps the user identify which User
ID to provide. Campus security administrators are permitted to change this text to help aid their users in
logging in. See figure 4 for the location of these fields.

6) Finally, the user should click the Login button to begin the authentication process.
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Figure 4 — The identifying fields required to authenticate a user.
Login Assistance

Help is provided for users, by clicking on the “*Do You Need Help?” link on the left side of the page.
Information is available about gaining access to the portal and its applications. Information is also
provided in the event a user has forgotten their password and needs the password reset. See figure 5 for

the information provided to users.
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SUNY Login Frequently Asked Questions
What's my User ID?

How do I gain access to an application?

Do vou need help?

How do I determine my usendipassword?
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Figure 5 — Clicking on the “Do you need help?” link reveals Frequently Asked Questions.

Identifying the User’s User ID

The user can determine what their User ID is by clicking on the “"What's my User ID?” link on the left side
of the page. If the user has a user ID hosted by System Administration a form will appear asking for their
first and last name (see figure 6). If the user ID is not hosted by System Administration, contact
information will be provided for the technical contact at the user’s campus.

A System Administration hosted User ID can be reset by locating the user’s record, and clicking the reset
button shown in figure 7.



Your UserIDfpassword are maintained at SUNY System Administration. You

SUNY Login

may search for your login information, by using the form below:
What's my User ID?
Do you need help? First Name: |

Last Name: |

Search l
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Figure 6 — System Administration hosted User ID’s can be queried by using this form.



Your login information 1s below. If you do not know your password and your
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email 15 correct, you may press the "Reset" button to have a new password
What s my User [D? sent to you. If your email is not correct, please contact the System
Do you need help? Administration Security team

User ID  bingerje
First Name Jeremy
Last Name Binger
Email jeremy binger@suny.edu
Phone +1518443 5771

Reset |
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Figure 7 — System Administration hosted users can reset their password by clicking the reset button.



