
Changing your SAP Password via the SAP Portal 

(Windows PC) 

1. Open Internet Explorer (IE) to the Texas State homepage.  Click on 

the SAP Portal link.  [If you’re using a Mac, you must use the Mozilla 

Firefox browser.] 

 



 

 

2. You must know your current password in order to manually change it 

to a different password.  On the Logon screen, enter your User ID and 

Password and hit the Enter key or click on the  button. 

 

 
 

 

  



3. The Welcome screen will appear. 

 
 

 

4. Go to the top right of the Welcome screen and click on the 

Personalize link. 

 
 

5. Click on the  User Profile link. 

 
 

 



6. Make sure you’re on the “General Information” tab.  Click on the 

“Modify” button. 

 
 

 

7. Enter your existing password in the “Old Password” box.  Then create 

a new password and type it into the “Define Password” and “Confirm 

Password” boxes.  Then click on the “Save” button. 

 
 

 

  



8. If you are successful in changing your password, you will see the 

following message: 

 
 

 

If you get the following message, it means that you are attempting 

to change your password twice on the same day and you are only 

allowed one password change a day: 

 
 

 

9. To close this window, click on “Portal Theme”. 

 
  

  



10. Follow by clicking on the “Close” button. 

 
 

 

11. When you are ready to exit the SAP Portal, click on the Log Off link in 

the top, right-hand corner of your browser screen. 

 


