
This tutorial is designed to familiarize account administrators
with first-time login, user profile, resetting passwords

and managing user accounts.

PRICE POSTING 
ADMINISTRATOR TUTORIAL
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Administrator: First Login Procedure

• You will receive a letter or email from the NYS Liquor Authority with a temporary password and 
instructions on accessing the Price Posting through our website.

• You will change the password when you log in for the first time.

• Contact the Wholesale Bureau if you need additional assistance after reviewing this tutorial.
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Administrator: First Time Login Procedure
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Enter your License Serial 
Number and your temporary 
password in the upper 
section of the Login Screen.

The lower section will be 
used by any users who you 
create and designate.

Administrator: First Time Login Procedure
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On the first time that you log in, 
you will be prompted to enter and 
verify a new password.

Passwords are case sensitive, must 
be 4 to 20 characters long, and 
may include any combination of 
letters, numbers, and special 
characters (like !@#$%^&*).

Next, you will create your login 
profile.

Administrator: First Time Login Procedure
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On the first time you log in you will be 
automatically taken to this screen.  Later, to 
update your information, click “Update My 
Login Profile.”

You must enter values for First Name, Last 
Name, Title and Email Address.

These values will be used for your certification 
screen and certification confirmation email.

Important: if you forget or need to reset your 
own password, you must be able to check the 
email account entered here. If you are unable 
to access this email account, contact the 
Wholesale Bureau for assistance.

Administrator: Create or Update My Login Profile
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You will see the Administrator’s 
Posting Actions screen.  

This is the same as the User’s Posting 
Actions screen, but the Administrator 
has the “Manage Users Information” 
buttons at the bottom of the screen.

Administrator: Posting Actions Screen
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To change your password, click “Reset My Password.”

Confirm that you want to reset your password.  An email will be sent to the address on file for your 
serial number. This email will include instructions on resetting your password.

Administrator: Reset My Password
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To create or manage sub-users, click “Manage Users Accounts.”

Fill in the fields and click “Add.”

Passwords are case sensitive, must be 4 to 20 characters long, and may include any combination of letters, numbers, and special 
characters (like !@#$%^&*).  The other fields are not case sensitive, including User Ids (i.e. “joeuser” is the same as “JOEUSER”).  
User Ids must be 6 to 25 characters.

You are not required to add users. All functions can be performed under your administrative account.

Administrator: Manage User Accounts
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You can enter and update a series of 
users under your serial number. You 
may choose to give them various 
levels of access, as shown here.

The levels are as follows:

• Certify: can view, add, and edit 
data, and can certify the schedules.

• Post Only: can view, add, and edit 
data, but is not permitted to 
certify.

• Read Only: can view the data, but 
can make no changes and is not 
permitted to certify.  This is the 
default level.

Administrator: Manage User Accounts
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You may delete and update users. 

To update a user’s information, 
click “Update”  The user to be 
modified appears at the bottom of 
the list, as shown here.

To change a user password, clear 
the field and enter a new 
password (which may be the same 
as the existing password).

Change any desired fields, then 
click “Save.”

Administrator: Manage User Accounts


