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Self Service Profile (SSP) Quick Reference Guide

1. In Internet Explorer (IE) log on to SSP by typing: 
SSP from the USPS Blue page or https://ssp.usps.gov from your home computer
Response: SSP Welcome page
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2. Click on Enter SSP button.
Response: SSP Login page
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3. Enter Employee ID and SSP Password. 
(If you do not know your SSP Password click on the Forgot Password? link and then see Step 4)
Response: SSP Manage Profile page
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4. If you clicked on the Forgot Password? link at the bottom of the SSP Login page. 
Response: EIN Verification page
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5. Enter your EIN and click Verify Employee ID
Response: SSP Password Reset – Security Questions page 
(This screen only appears if you have previously set up your Self Service Profile – Otherwise see Step 9.)
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6. Your selected questions are displayed enter your answers. 
Click the Submit Answers.
Response: Password Reset Screen
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7. Your name should appear. 
Enter New Password and Confirm Password. 
Click Update Password.
Response: SSP Login page
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8. You can now log in to SSP or go to one of the HR Self Service WEB application such as LiteBlue or PostalEASE. Your password has been updated.
If you log into SSP.
Response: SSP Manage Profile page
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9. If you are logging into SSP for the first time you will need to set up your Self Service Profile. 
Response: Self Service Profile Setup Set Password Tab
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10. Enter New Password and Confirm Password.
Follow the strong password rules.
Click on the Next button.
Response: Self Service Profile Setup Set Security Questions Tab
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11. Select Questions from the dropdown lists and enter your answers. 
Click on the Next button.
Response: Self Service Profile Setup Set Email Tab
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12. Enter your Email and Confirm Email. 
Click on the Next button.
Response: Self Service Profile Confirmation Tab [image: ]

13. You can choose not to enter an email by putting a check in “Skip Email and update later” check box. 
Response: Self Service Profile Confirmation Tab (no email)
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14. If everything on the Confirmation page is correct.
Click on the Submit Button.
Response: SSP Manage Profile page
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15. If there is nothing else in SSP that you plan to manage
Click on the Logout Link on the menu bar.
Response: SSP Login page
[image: ]

16. If all ITSH resources exhausted contact Human Resources Shared Service Center (HRSSC) by calling the Employee Service line1-877-477-3273, and selecting option 5 or TDD/TTY - 866-260-7507.
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January 29, 2014 Help FAQs Logout

Self Service Profile Setup
Welcome to your Self-Service Profile (SSP) Application.
The Self-Service Profile (SSP) application allows employees to establish and/or update the identification components used to access the Postal Service's Self-Service applications.

You are required to change your password and select two (2) security questions and answers. You may enter an email address if you would like to receive future change notifications via email rather than
First-Class mail. Required items have a double asterisk ().

The option to enter an email address is also available in the Self-Service Profile pages after your inital set up is complete.
EEEEESVOCN | Set Security Questions: H Set Email Address H Confirmation

‘ Set Your Secure Password

* Please enter your new password
* Strong Password Requirements: Must contain at least one one character from three of the four following types of characters:
Numbers 0-9, English letters a-z, English letters A-Z, or special characters 1@$%**_+~ for a total length of 8 to 16 characters.

il A
e —

WARNING! FOR OFFICIAL USE ONLY

This is a US. Government computer system and is intended for official and other authorized use only. Unauthorized access or use of this system may subject violators to administrative
‘action, civil, and/or criminal prosecution under the United States Criminal Code (Title 18 U.S.C. 1030). All information on this computer system may be monitored, intercepted, recorded,
read, copied, or captured and disclosed by and to authorized personnel for official purposes, including criminal prosecution. Any authorized or unauthorized use of this computer system
signifies consent to and compliance with postal service policies and these terms.
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/elcome to your Self-Service Profile (SSP) Application.

Set Password

Set Your Security Questions and Answers

Set Email Address | Confirma

Please select and answer two (2) security questions. Your answers are limited to 50 characters each
If you forget your password, you will need to answer your security questions to access the Postal Service's Seff-Service applications

Select Security Question 1:| <Select question from List> 4

Answer 1
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Select Security Question 2:| <Select question from List>

SELF-SERVICE PROFILE

SsP

Help FAQs Logout

Self-Service Profile Setup

[The SSP application allows employees to establish and/or update the identification components used to access the Postal Service's Self-Service applications.

[The option to enter an Email address is also available in the Self-Service Profile pages after your initial set up is complete.

‘ou are required to change your password and select two (2) security questions and answers. You may enter an Email address if you would like to receive future profile modification notifications via Email. Required items have a double asterisk ().

Answer 2
« Back + Next
WARNING! FOR OFFICIAL USE ONLY
This is a US. Government computer system and is intended for official and other authorized use only. Unauthorized access or use of this system may subject violators
to administrative action, civil, and/or criminal prosecution under the United States Criminal Code (18 U.S.C. § 1030). All information on this computer system may be
monitored, intercepted, recorded, read, copied, or captured and disclosed by and to authorized personnel for official purposes, including criminal prosecution. Any
‘authorized or unauthorized use of this computer system signifies consent to and compliance with postal service policies and these terms.
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/elcome to your Self-Service Profile (SSP) Application.

Set Password | Set Security Ques

Optional: Set Your Email Address

will be communicated by First-Class Mail
Email:

Confirm Email:

Skip Email and update later: [
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Self-Service Profile Setup

[The SSP application allows employees to establish and/or update the identification components used to access the Postal Service's Self-Service applications.

[The option to enter an Email address is also available in the Self-Service Profile pages after your initial set up is complete.

‘ou are required to change your password and select two (2) security questions and answers. You may enter an Email address if you would like to receive future profile modification notifications via Email. Required items have a double asterisk ().

* Email Address s an optionalfield. If you choose to enter your Email address, it will remain private. The only messages you receive will be related to changes you make to your personal profile. If you choose not to enter an Email address, all communication regarding your Self-Service Profile

« Back + Next
WARNING! FOR OFFICIAL USE ONLY
This is a US. Government computer system and is intended for official and other authorized use only. Unauthorized access or use of this system may subject violators
to administrative action, civil, and/or criminal prosecution under the United States Criminal Code (18 U.S.C. § 1030). All information on this computer system may be
monitored, intercepted, recorded, read, copied, or captured and disclosed by and to authorized personnel for official purposes, including criminal prosecution. Any
‘authorized or unauthorized use of this computer system signifies consent to and compliance with postal service policies and these terms.
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