SCOP - Instructions for Managing Your Personal SCOP Account

Sonoma County Purchasing

A DIVISION OF GENERAL SERVICES

Sonoma County Online Purchasing (SCOP)

INSTRUCTIONS FOR MANAGING YOUR PERSONAL SCOP ACCOUNT

We encourage you to maintain your personal information within your Company’s Account.
This instruction sheet shows you where you can make changes to your personal data, change
your password, and add a “Login Question and Login Answer”.

Although we will show you how to change all of your personal data, the focus of these

instructions is your Login Question and Login Answer. These are important if you forget your
password.

Sign into SCOP. At your “Seller” Home Page, click on “My Account”.
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Screenshot 1

You will see most of your account information (see Screen Shot 2).
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To add your Login Question and Login Answer, or to make changes to your data or your
password, Click the “EDIT” button.

1o
| Ele Edt wew Favortes Toos Help ‘ o>
o . o . [ 2] ) » s & = Jai]
Back Foruzrd Stop Refresh Home Search  Favortes  History Fink Fink Previsw
= H
) Sonoma County
ONLINE PURCHASING
NIGP Code Browse | My Account | Customer Service | About 27 c(’]

¥iContracts ¥ Quotes v

My Account Information
My Information m

Salutation

First Hame | John Last Hame | Jones

Click the
EDIT button

Job Title Salesman | Department

Email Jiones@hatmail.com

Company | Z2A Testing Corporation

Phone (F07)527-6547 Ext. 2245
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Screenshot 2
Add your Login Question and your Login Answer. Also, you can change all other items on
this screen except for the Company Name.
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My Information

Salutation -

You get to write both the

First Mame™ John ast Name” |Jones o
-] e’ question and the answer.
Jobs Title [Salesman Departmert |
E-mail |J|Dnes@hmmawlcnm
Campny [£2A Tesing Gomparaton The answer should be short

Phane” (707 yfe2F . |Bh47 Ext. |2245

Change Password [eseesss  cocirpoc.o " (sssesss
Login Question |What is your sister's cat's name?

Login answer  [bandif

and easy to remember.

Screenshot 3

When you are finished, click “Save & Exit”, you will return to the “My Account Information”
Screen.

Exit the “My Account Information” Screen. You are now back at your Home Page.
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