
 

 

L E S S O N 2 

Managing the OBL User 
Profile 

Lesson Objectives: Modifying a User Profile 

• Accessing the profile 

• Updating the Personal Details 

• Updating the Categories 

• Changing the Password 
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Lesson 2: Managing the OBL User Profile  
Concepts  As an OBL user, you have the ability to update your user profile.  This may include changes to 

demographic information, notification preferences, password, service categories, etc.  

Task A-1: Accessing the User Profile 

During the registration process, information about the user and the types of service categories 
of which they wish to receive notifications about is collected.  In addition to these 
demographics, the user will identify and set e-mail and password information.  All of this data 
is used to create the user profile.  The user profile is maintained or updated by the user, as 
necessary.   

Scenario: As an OBL user, you are responsible for maintaining your 
user profile.   

After logging in to the OBL, you will select the My Profile link from the Main 
Menu to view and update the user profile.     

 Before you begin:  Access the Internet and navigate to the URL for the Online Bidders 
List ( https://apps.ocfs.ny.gov/obl ).   

What You Do  Comments/Prompts 
   

 

 

Main Menu 

Login Link 

Login Status 
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What You Do  Comments/Prompts 
1. Locate the Login links on the 

OBL home page.  They can be 
found on the Main Menu and 
in the second column titled: 
Already Registered.   

 
2. Click one of these Login links 

to log in to the OBL.   

 

 
Or 

 
The page will refresh and the 
OBL Login Page will be 
displayed.   
 
1. Click on the E-mail Address 

text box.   
 

2. Enter your username (E-mail 
address). 
 

3. Press the Tab key to navigate 
to the next field.  
 

4. Enter your password.  
 

5. Click on the Login command 
button to log in to the OBL.   
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What You Do  Comments/Prompts 
In the figure to the right, the 
username and password have 
been entered.   
 

The Remember me next time 
checkbox has also been selected.  
By selecting this checkbox the 
username information will be 
automatically populated next time 
you log on.   

 

 
Note: If you have forgotten your password, click on 
the blue Forgot Password link.  By selecting this link, 
you will be guided through the steps to request a 
password reset.   

After logging in to the OBL, you 
will be routed to the Online 
Bidders List Home page.    
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What You Do  Comments/Prompts 
1. To access your user profile, 

click the My Profile link on 
the Main Menu.   

 

 

The page will refresh and the My Profile page will be displayed.   

 

At the top of the My Profile page are three user tabs.   

• Personal Details – used to provide user demographics. 

• Categories – used to select service categories that match bidding opportunities. 

• Change Password – used to reset a user password.   
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What You Do  Comments/Prompts 
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Task A-2: Updating the Personal Details 
What You Do  Comments/Prompts 

1. To update personal details, 
select the Personal Details 
tab.   

 

 

 

 

This tab will display the following 
data pertaining to your profile: 

• Personal Details – name 
and organization. 

• Communications 
Preferences – how the 
Online Bidders system 
should send notifications.  
The options for this setting 
are:  E-mail or US postal 
mail.   

• Address Details – this 
includes phone numbers, 
the mailing address and the 
county information.   
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What You Do  Comments/Prompts 
Details are modified by selecting 
a data entry area and making a 
change to the existing data.  
After changes are made, the 
Update Profile Details 
command button is selected and 
changes are saved to the user’s 
profile. 

 

For example:   If a change was to 
be made to the phone number of 
the organization, select the 
Phone Number text box and 
type in the new phone number. 
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What You Do  Comments/Prompts 
2. After making changes to the 

Personal Details screen, click 
on the Update Profile 
Details command button to 
save the changes.   
. 

  

 

 
 

3. After a moment, the message 
Personal details updated 
successfully will be displayed 
in the upper right corner of 
the page. 

 

 

   

Task A-3: Updating the Categories 
  

What You Do  Comments/Prompts 
1. Click on the Categories tab 

to view the currently selected 
service categories.   

 

 
 

 

2. In the figure below, there are 
three service categories 
selected. 

• Child Care Services 

• Child Welfare and 
Community Services 

• Training and Development 
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What You Do  Comments/Prompts 

 

3. Select (or de-select) service 
categories by clicking in the 
checkboxes located to the left 
of each service category.   

  

In the figure to the right, two 
new categories were selected.   

• Juvenile Justice, 
Opportunities for Youth, 
and Workforce 
Development 

• Information Technology, 
Administrative Services, 
and Organizational 
Development 

 

 

4. Click on the Update 
Categories command button 
to save the changes to the 
user profile.   
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What You Do  Comments/Prompts 
5. Beneath the Update 

Categories command button, 
the status will show: 
Updating Category 
Details….. 

After a moment the message 
Categories updated successfully 
will be displayed in the upper 
right corner of the page. 

  

 
 

 
 

Task A-4: Updating the Password 
   

What You Do  Comments/Prompts 
1. Click on the Change 

Password tab to change the 
OBL user password.   

 
 

2. Click in the password text 
box.   

 

 

 

3. Enter the current password 

4. Press the Tab key to navigate 
to the next field. 

5. Enter the new password. 

6. Press the Tab key to navigate 
to the next field. 

7. Re-Enter the new password. 

 

 

8. After the new password 
information has been entered, 
click on the Change 
Password command button 
to save the password change.   
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What You Do  Comments/Prompts 
9. After a moment the page will 

refresh and the message 
‘Your password has been 
changed!’ will be displayed. 

 

 

 

10. Click on the Continue 
command button to close the 
My Profile page. 

  

 


