
Accessing Gapweb 

Section 1 – Accessing from within the Gap 
network  
 Launch Internet Explorer and type https://portal.gap.com 

in the address bar. 

 You should be automatically logged into Gapweb. 
 
Login Notes (should you ever be prompted with the Gapweb 
login screen):  

 For employees, your portal user ID is your employee ID, 
which can be found on your paycheck .  

 For store employees, your portal user ID and password are 
the same as your register user ID and password.  

 Contractors: Please use the ID provided to you by your 
manager.  

 If you have never logged into Gapweb and need your 
password, please contact your manager. After entering 
your initial password, you will be immediately prompted to 
change your password.  

 If you have forgotten your portal user ID: 
o Corporate users contact the Corporate help desk – 

1-800-241-2626 option 3 
o Store users contact Store Support – 1-800-241-

2626 option 1, option 1 (English), Main Menu: 
option 3. 

 Forgot your password?  
o Use the “Forgot your Password” link on the login 

page. You will need to have your second security 
question already setup to be able to use this. 

o If you don’t have a second security question set 
up, call your local helpdesk to reset your 
password. (See above) 

 

https://portal.gap.com/


Section 2 – Accessing via an External (non-
Gap) Computer 
1. When accessing Gapweb via an external (non-Gap) 

computer (i.e. your home computer), the system will 
prompt you for additional security information. 

2. To log in, go to https://portal.gap.com and enter your 
portal user ID and password as described in section 1. 

 

3. If this is your first time logging in from an external 
computer, you will be prompted to set up your security 
question and answer. 

4. In the Validation Response field, enter the first 2 letters of 
your last name plus your portal user ID. Your response 
should be 9 characters in length. This step is only required 
the first time you access Gapweb externally.  

5. Follow the instructions on the next screen to set up your 
security question and answer. 

 
Note: After this initial set up, each time Gapweb is accessed 
externally, the system will ask you to supply the answer to your 
security question.  

 

Section 3 – Changing Your Password 
1. Once logged into Gapweb, you can change your password 

at any time using the Password Self Service tool. 
2. To access the tool, select Change Password from the 

dropdown next to your name. 
3. A new window will open and you will be prompted to enter 

your portal password to continue.  
 

https://portal.gap.com/


 

4. From the Password Self Service Main Menu, select Change 
Password for: Portal/ POS ID - xxxxxxx. 

5. Enter your new password twice and click Submit. 

 

 
 

 



Section 4 – Changing Your Security 
Questions/Answers 
1. Once logged into Gapweb, you can change your security 

questions and answers at any time using the Password Self 
Service tool. 

2. To access the tool, select Change Password from the 
dropdown next to your name. 

3. A new window will open and you will be prompted to enter 
your portal password to continue. 

 
 

 
 
 

4. From the Password Self Service Main Menu, select Change 
Security Questions and Answers. 

5. Select your questions from the drop down list and provide 
your answers and hints. The second security question is 
required for using the Forgot Password service. 

 
 



 

 


