Updating FMS BACS remittances and email pdf orders — FMS users
who use gmail or gsuite

FMS

Tools — Establishment details — Tab 5: Email setup

| Establishment Details

T;: Logo

Y;: System Parameters T&: eProcurement

]rlz Basic Details
r§: Email Setup

Tg Interfaces

7: Scanned Documents

EMAIL SERVER

Server Purpose

Email PDF Orders

Returned emails sent to

BACS ensices I |

parentwesicts@gmail.com

If both BACS eadvices or Email PDF Orders functions are in use, the email account password will

need to be updated in line with 2 factor authentication.

Double click the selected row or click the pencil to edit.

&8 Maintain Servers

Server Purpose

Mail Server

Port Number

Use STARTTLS Encryption
Requires Authentication
Username

Password

Email PDF Orders
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Google Chrome

1) Log into the google account that is the administrator account for the FMS username.

your acco...
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2) Choose Manage your Goole Account.

®

Jason Brown
jason.brown(@schoolicts.co.uk

Manage your Google Account

&+ Add another account

Sign out

3) From the Homepage — Go to Security.

Home

(D)

Personal info

Data & privacy

® 0

Security
2 People & sharing Manage

= Payments & subscriptions

4) Click 2-Step verification

Signing in to Google

Password Last changed 18 Nov >
Use your phone to sign in @ off >
2-Step Verification @ off >

Ways that we can verify that it's you

These can be used to make sure that it's really you signing in or to con-
tact you if there's suspicious activity in your account

Recovery phone Add a mobile phone number >



& 2-Step Verification
-w

Protect your account with 2-Step Verification
Prevent hackers from accessing your account with an additional layer of security. When you

sign in, 2-Step Verification helps make sure that your personal information stays private, safe
and secure.

Security made easy
In addition to your password, 2-Step Verification adds a quick,
second step to verify that it's you.

Use 2-Step Verification for all your online accounts

2-Step Verification is a proven way to prevent widespread cyber-
attacks. Turn it on wherever it's offered to protect all your online
accounts.

©

Safer with Google

GET STARTED

5) Click Get Started - Then log in to your account.

& 2-Step Verification

Let's set up your phone

What phone number do you want to use?

Google will only use this number for account security.
Don't use a Google Voice number.
Message and data rates may apply.

How do you want to get codes?

(® Textmessage () Phone call

Show more options

Step1of 3 NEXT

6) You will need to enter a mobile phone or show more options and use google prompt — Click
Next.

7) Enter code G-****** if using a mobile phone of follow on screen prompts if using an
alternative method.



& 2-Step Verification

It worked! Turn on 2-Step Verification?

Now that you've seen how it works, do you want to turn on 2-Step Verification for your Google
Account jason.brown@schoolicts.co.uk?

Step30f3 TURN ON

8) Click turn on.
9) Confirmation page.

< 2-Step Verification

2-Step Verification is ON since 17 May 2022 TURN OFF

Available second steps

A second step after entering your password verifies that it's you signing in. Learn more
Note: If you sign in to your Google Account on any eligible phone, Google prompt will be added as
another method for 2-Step Verification.

10) Then go to second link - https://security.google.com/settings/security/apppasswords
11) Sign in to your Google Account




12) You should be presented with an “App password” Window.

< App passwords

App passwords let you sign in to your Google Account from apps on devices that don't support 2-Step
Verification. You'll only need to enter it once so you don't need to remember it. Learn more
You don't have any app passwords.
Select the app and device you want to generate the app password for.
Select app v  Select device

f

GENERATE

13) Select app — choose other.

You don't have any app passwords.

Select the app|and device you want

Select app Selec
Mail

Calendar

Contacts

YouTube

Other (Custom name)




14) Name the app FMS.
15) Click Generate.

in to your Google Account from apps on devices that don't support 2-Step
nter it once so you don't need to remember it. Learn more

App passwords let you si
Verification. You'll only need
You don't have any app passwords.
Select the app and device you want to generate the ap

FMS| X

GENERATE

Generated app password

Your app password for your device
- xiyf oasm wrrv bjgn

How to use it

Email . i
Go to the settings for your Google Account in

securesally@gmail.com the application or device you are trying to set

up. Replace your password with the 16-

Password character password shown above.

Just like your normal password, this app

password grants complete access 1o your

Google Account. You won't need to remember

it, so don't write it down or share it with

anyone.

16) Copy or make a note of 16 digit number.



FMS

Tools — Establishment details — Tab 5: Email setup

| Establishment Details

f-l: Basic Details

T;: Logo

T;: System Parameters Tg: eProcurement

r;: Email Setup

TQ: Interfaces

Tz: Scanned Documents

EMAIL SERVER

Server Purpose

Email PDF Orders

pacs enaves 1

Returned emails sent to

parentwesicts@gmail.com

If both BACS eadvices or Email PDF Orders functions are in use, the email account password will
need to be updated in line with 2 factor authentication.

Double click the selected row or click the pencil to edit.
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Mail Server
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Username

Password
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17) Paste the 16 digit code into the password field.
18) Click “Test Mail server setup”.

Username
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Requires Authentication %)

ipa[enmg;i:ts@gmuil.;um
SIMS FMS Module

Connection to the specified Mail Server was successful.
You should shortly receive a confirmation message to the specified e-mail address.
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Message (Badyj
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19) Save and repeat if required.




