
System Login Changes

October 2013



System Login

BasicSafe was modified in October 2013 to 
remove the old activate feature that formerly 

allowed employees to access the system via their 
employee number

This activate feature was replaced by a pin 
number feature that allows the same access for 

employee via their employee numbers
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These changes will not impact users that 
currently login via their email address 

(username) and password

These admin users will be able to continue to 
access the system the same way they have in 

the past
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The new pin number approach will be site 
specific just like the activate feature was site 

specific in the past

Each site on the system will require a unique 
pin number for employees to access with 

their employee numbers
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If your company has 20 different sites on the 
BasicSafe system, then each of those sites has 

a different pin number for those respective 
employees to access the system with via their 

employee number

Here is how it works…………



New Login

Admin users can still login as 
usual with their email address 
and password as long as these are 
populated in their employee file



Admin login screen remains unchanged
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Where does the PIN # come from?

Administrators generate the pin number in 
the site setting area of each site on the 

system

Administrators can generate a new pin 
number for a site at their discretion



By clicking the Generate New Pin button, the 
administrator can generate a new pin for the site

Once the new pin is generated, the old pin will no 
longer be valid and functional



Not only is a new site pin generated, but a unique 
URL is generated for that site

This URL can be bookmarked, and if used, will 
auto-populate the site pin in the login screen 

when you got to this address
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Just to reiterate……….

If you save and bookmark in your browser the 
unique URL provided when you generate a 

pin for your site, then the site pin number will 
auto-populate for your employees when they 

open the bookmark you have saved………



Site pin auto-populated from the saved 
and bookmarked unique URL provided. 
All the employee has to do is enter their 
employee number to login
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This change allows employees with NO admin 
permissions to login with only their employee 

number to be a view-only user.

Any employee WITH admin permissions can 
also login using this method, but these 
individuals will be required to have a 

password.



To access BasicSafe through the administrative login, someone must 
manually pre-populate the 1) email address and 2) password of the 
employee in their employee file. (Security Access Code is not 
required for Admin Login)
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Users with admin permissions can also login 
using the employee login. In fact, BasicSafe

allows people entering the system this way to 
create their own password if they know the 

proper information. 
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Once an employee is given any level of admin 
permissions, they are required to have a 

password to login. If they know their employee 
number, date of birth, and security access code, 
the system will allow them to create a password.
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If the Security Access Code is not populated 
in their employee file, then they can leave 
this information blank and the system will 

allow them to create the password.

It is your choice whether to require security 
access codes. If you make them a 

requirement, you must manually populate 
them in each employee’s file within BasicSafe.
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Once the employee populates the date of 
birth and security access code (if required), 

they can create a password.
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Password can be created and verified once 
date of birth and security access code (if 

required) is populated.
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If an employee ever forgets their password 
and tries to submit an incorrect password, 
they are allowed to create another one by 

using the Click here link
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By resubmitting their date of birth and 
security access code (if required) they can 

create a new password. This solution 
minimizes the need to provide assistance 
from a help desk or other administrators.
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Regardless of which method you use to login, 
to receive email notifications from BasicSafe, 

your email address must be populated in your 
employee file.


