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CEO® Portal – Reset Password 

Quick Reference Guide 
 

 

 

If you forget your Commercial Electronic Office® (CEO) password, 
you can create a new one. Or if your access is suspended, you 
may be able to restore access by resetting your password. 

1. If you have forgotten your password, select Forgot 
Password? on the Sign On screen. 

 

Note: Select Remember Me to save your Company ID and 
User ID. You will still need to enter your password each time 
you sign on. 
 

2. If your access has been suspended, select Reset 
Password in the message that displays. 

 
 

3. On the Reset Password screen, enter your company ID 
and user ID, then select Continue. 

 

4. Verify your identity by selecting a phone number and 
delivery method to receive a secure validation code, then 
select Continue.  

A secure validation code will be sent to you. 

 

Note: If you do not have access to the phone numbers 
in your CEO profile, select I cannot access my phone, 
enter both answers for your secret questions, then 
select Continue. This option is not available if you are 
restoring access. 

5. When you receive the validation code, enter it and 
select Confirm. 

 

Note: If you do not receive the code within two minutes, 
select Resend Code. 

6. Enter and re-enter your new password then select Create. 

  
A confirmation of your password change displays. 

7. Select Sign On to sign on with your new password. 


