
 

 

Forgot Your UserID? 

 

Before attempting this action, have the organization’s tax identification number and vendor number 
available.  Note:  System response time is 5-15 minutes. 

 

1.  Click Forgot Your User ID? 

 

 

 
 

 

 

 



2) Fill out the fields and press the “Validate” button. 

 Notes:   

A)  Input the nine (9) digit Employer Identification Number (EIN) without the hyphen. 

 B)  Input the six (6) digit vendor number. 

 C)  Input the email. 

 D)  Click “Validate”.   

 

 

 

3) Read System note (example below).  If error message appears, follow instructions.  

 

 

4) Once system generated verification email is received (timeframe 5-15 minutes), go back to the 
PA Supplier Portal Log On screen and refresh the screen by pressing the F5 button (located above the 
numerals 6 and 7 on the keyboard). 

 

5) Type the verified User and proceed with Forgot Your Password? (if applicable). 


