
CREATING SINGLE-USE KEYCODES

      1.	 From your account homepage, 
	 in the Assessments Box, click  
	 View Assessments.

      2.	 From the View Assessment page, note the KeyCode you want to use and click View Participants.

      3.	 Scroll to the very bottom of the page until you 
	 see Add Single-Use KeyCodes.  In the box, enter 
	 the number of single-use codes you want to 
	 generate then click the Create button. 

      4.	 Scroll down to view the newly created list of single-use codes.

      5.	 Only Show Available Codes is enabled by default.  Un-check 
	 this option to display both used and available single-use codes.  
	 Note that Used on and Distributed columns are provided to 
	 help you keep track of usage. 

      6.	 Use Edit to change the status of a single-use code to Distributed.  
	 Be careful, Delete will instantly remove your single-use code and there is no way to bring it back. 

Click to view video: https://vimeo.com/763910514/01dcd836e7


