COMBINE KEYCODES (SAME PRODUCT)

1. From your account homepage, o Special Features
in the Special Features box, click T o P
co m b i ne Keycod es (Sa me (from one Keycode to another) (from one User to another) (from one Account to another)
P rod u ct) . © Combine Keycode)« © Combine Users © Copy custom report style to another Account
(same Product)
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2. Step 1isto select the account Search Accounts
containing the keycodes you searchsting
want to combine. From the list sar 2
provided, find the account you
want and click Next. Seoct Name 1L veseiption 11 e e i SR ot usage
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account.

© ) ©)

(@) Sample Sub-Account

©
©
©

© ® ®© 0 06
®
©®© O 0O

@® The Lawyers Account  test
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Account

Search Keycode

Search String

~
3. Step 2 is to select the keycode “first”
select KermdeTL Naze 1L keycode. This is the keycode that
will be “absorbed” by the new
@& kil oo aciEne keycode. This keycode number will
o e oo DI Ao o A no longer exist. Place a check next
to the keycode then click Next.

O 58857-B7EF40 Comprehensive DISC Report

O 58101-A29F5D Velocity Sales Report

Items per page: 10+« 1-100f11 & >
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4. Step 3is to select the “new” keycode. — o et
This is the keycode that you will be e
moving the “old” keycode into.
Select the “new” keycode from the Search Keycode
list provided and click Next. =
Select Keycode TL Name Tl

@ & 73346-91E7F4 DISC Report for ACME Inc.

Items per page: 10> 1-10f1 & >

Cancel & Prey




5.  On the following screen, use the drop down menu to select “Combine Codes” then click Next.

Choose to Combine Codes or move users

Combine Codes or move users

Select v K

Move Users

Combine Codes
NS & Previous Next -

Combine Codes or move users

Combine Codes v

6. Confirm that all the information L4 © © © ®
is correct before clicking the Save e b R s R e o o oo =t
Changes button. ==

Summary

Selected Account: Working DEMO Account
Selected Old Keycode: 73347-A9E856

Selected New Keycode: 73346-91E7F4

Combine Codes or move users:  Combine Codes

7. You will see the following confirmation message.
Close the pop-up window to return to the home page.




