Reset Payment Center Password

1. Goto: https://centresuite.com/

2. Toreceive the password hint you previously created, choose [Forgot your password?]
3. Toreset your password, chose [Reset Logon Credentials].

B e Payment Center’

Enter credentlals “Forgot your Password" will email you the Additional Information
reminder you originally set up in Payment - Forgotyour password?
Center.

Reset Logon credentials?

UserID
If not completely locked

out, choose "Reset
Logon Credentials.” You

Regislralion will be able to reset

Password (Forgot your password?) your password.
Not registered?

Language

English (United States) v
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4. Enter Your User ID.
5. Enter your work email address you used when creating your Payment Center account and choose [SUBMIT].

E::;:',‘;.’.'{‘,‘“,,ﬁ:f"“"% Payment Center’

Need to reset your logon credentials?

Confirm and enter your user ID and email address information so that we may email the
instructions to reset your password or unlock your account.

UseriD [?]

‘ EnterYour User ID Here

Email Address [?]

» Enter yourwork email address

SUBMIT Cancel
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6. The system will send an email to you. Choose [Continue]

Bankofnmen'ca”%

Merrill Lynch Payment Cente I’;

Need to reset your logon credentials?
An email has been sent which will have instructions to complete the process.

- | CONTINUE

Supported Browsers: Microsoft Windows version of Internet Explorer 9.0 or 10.0, Google's most current version of Chrome and Mozilla's most current version of
Firefox
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7. Go to your email account. Depending on how you have your email account setup, your screen may look different than this screenshot. Watch for the email from
notifications@centresuite.com. If you do not receive it in a timely manner, check your Junk Email folder. Once received, click on the link provided.

PSS 6 s Inbox - carlajames@okstate.edu - Outlook T B - &
Tl ove | senosreceve  FoweR  view
E 2L | @kignore @ (E b E p : ¥ Peard Works Co... 3 To Manager 1| ¥vE = @ "ﬂ i |> [5““" People |
A a F’ Mtdll'lg | e ag ke L L Ll
N ::J *_ CleanUp~ 5 R R!p(; f -)d ~ |D Team Email v Done d | | = E O:)eNot AEJ UQ ¢ tl“ e Fol [ Address Book
oW oW { ] orwara |, v ’ =1 Move es e n Unread/ Ca ne ow
ar, e Ry eply P E3) More (2] Reply & Delete £ Create New I- = 2 P ol?lcgy' Read ego Up~ Y Filter Email -
New Delete Respond Quick Steps s Move Tags Find
<
4 Favorites [ sesrch Current Maitbox (Ctri+6) L | Current Mailbox = € Reply €2 Reply All € Forward
Clutter 8 All Unread By Categories ~  AtoZ + = . Mon 2/22/2016 30:02AM
4 (none) F notifications@centresuite.com
4 carlajames@okstate.edu notifications@centresuite.com Your Logon Credentials
b Inbox Your Logon Credentials
To James, Carla A
Drafts Dear Carla James
Sent ltems ‘
Deleted Items 40 - Dear Carla James
STLETTER IS PROCESS™™ To reset your logon credentials, click on the link below:
Apple
CFE https://www.centresuite.com/Centre/Public/ResetLogon/ResetRedirec
Change Funds t?Site=1758918&val=Z7nJCg%
b Checks [ 2bOG6EBXEUIrIBHSWRVPCRIEIPVI9POxMwoBWiltw3uqwpDEudXWYg3C
ey | » GQeabs12:0u5QdSfnWhPa) 1Te1%
. : ' 2be8z2KivpihB4dm9FQWF 310H81aXcxtALMBQC|ErC1CDIMIEF|BS6UIGAO
Conversation History 4%2bX2ko1UnVEY2TMIZMvWpv1%
epayables 2fhedspgkUiGpnITY6I86Z2¢RcMIOuejfvd GFIwfVIXF0oQ%3d%3d
Junk Email [3]
Conversation History
Office Communication 1 ***DLEASE DO NOT REPLY TO THIS EMAIL MESSAGE. THIS E-MAIL
b OnSite Revi ADDRESS IS USED BY AN AUTOMATED SYSTEM AND RESPONSES ARE
T NOT MONITORED. FOR ASSISTANCE, PLEASE CLICK ON THE 'CONTACT

PCARD MAINTENANCE

US' LINK CONTAINED WITHIN THE APPLICATION,***



8. The link will take you back to Payment Center. Enter your user ID, click [Reset your password?], and [CONTINUE].

Bankel America SP Payment Center’

Need to reset your logon credentials?

UserID [i]

‘ Enter your userID

Unlock your account?

» +/ Resetyour password?

‘| CONTINUE |  cancel
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9. This screen will appear. Choose [OK].

Bankofﬁmen'ca@

Merrill Lynch Paym ent Ce nte r.;.

Need to reset your logon credentials?

Your temporary logon credentials have been emailed to you.
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10. Go back to your email account. Look for the new message from notifications@centresuite.com. Locate the new password. Either note or copy the string of
characters.
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11. Go back to Payment Center and enter your [User ID] and [Password]. The password is the one received in the email. Click [LOG ON].

BankofAmerica”%

Mermill Lynch Payment Center®

Enter cre d enti als Additional Information
Forgot your password?
Reset Logon credentials?

UserID

# Enter your user name.

Registration
Password (Forgot your password?) €9
I Not registered?

Enter the temporary password provided in the email.

Language

English (United States) v
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12. Enter the [Old Password], which is the one you received in the email. Enter and re-enter your newly created password. Add a password hint and then [Save].

BankofAmerica %%

Merrill Lynch Payment Center’

Please enter a new password Already have an account?
LogOn

Old password:

Re-enter the temporary password provided in the email.

New password: [?

Enteryour newly created password.

Confirm new password:

Re-enter your newly created password.

Password hint: [?]

Insert a password hint. It must be longerthan a few characters. If you forget your password, this can be emailed to you.
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13. Select [OK], and you have finished resetting your password.
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LogOn
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