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How To Guide - Access Code 

 
Using an "Access Code" is a minor security feature that is optional in the system.  The positive is that 
parents must have this in order to create an account.  The negative is that parents don't realize they 
need it or they forget it. 
 

Configuring the Access Code: 

1. Go to "ADMINISTRATION" tab => in the "Edit Application Profile". 

2. Click on the "Registration" button to locate the "Access Code" fields. 

3. Set the "Use Access Code" to 'No' if you wish to disable it or set it to 'Yes' to enable it. 

4. Edit the "Access Code" field to change the code. 

5. Save your changes. 

 

 


