
Former Employee Access – Locked Account 
Recovery 
If you see the message: 

“Registration Error Account locked due to multiple failed registration attempts.  
Please contact an administrator.” 

 

Follow these steps to unlock your access: 

 

Delete your locked profile 
1. Go to URL:  https://scottsdaleusd48az.tylerportico.com/portal/launcher. 
2. Click Sign In in the upper right corner. 

 
 

3. Enter your email address and click Next. 

 
 
 
 

https://scottsdaleusd48az.tylerportico.com/portal/launcher


4. Verify your identity using one of your security methods.   

 
• Email – A verification code will be sent to your registered email address.  Click Send me an email. 

 

 
• Password – Enter your password and click Verify. 

 
 



 
5. Once signed in, click your initials in the upper-right corner and select Profile. 

 
 

 
 

6. In the Community Access Profile window, use the left navigation menu to select Privacy 
Settings. 

 
 
 
 
 
 



7. Click the Account tab. 

 
 

8. Click Delete Profile. 

 
 

9. When prompted with “Are you sure you want to delete your profile? You cannot undo this 
action.”, click Confirm. 

 



Create a new profile 
 

10. You will return to the Sign in to community access services 
screen. 

11. Scroll down and select Create an account.  
 
 
 
 
 
 

12. Complete the form, then click Sign up. 

 
 
 
 
 
 



13. Check your personal email for a verification code, enter it, and click Verify. 

 
 

14. (Recommended) Set up at least one security method: 

 
 



• Here is an example for Phone verification, enter your phone number, click Receive a code via 
SMS, enter the code, and click Verify. 

   
 

• Once a method is set up, it will no longer appear as an option.  You may add additional methods if 
desired. 

 

15. Click Continue to return to your Community Access Profile screen. 



 

 

16. Click your Initials and select Sign out. 

 

 

 

 

 

 



The account is signed out. 

 

 

Access Former Employee Services 
17. Go to URL:  https://scottsdaleusd48az.tylerportico.com/portal/citizen/dashboard.  
18. Click Former Employee Access. 

 
 
 
 
 
 
 

https://scottsdaleusd48az.tylerportico.com/portal/citizen/dashboard


19. Sign in to Community Access Services for Scottsdale Unified School District #48.  Enter the 
email address and click Next. 

 
 

20. Choose Email as the verification method and click Send me an email. 

 
 
 
 
 
 
 
 
 



21. Check your email for the verification code, enter it, and click Verify. 

 
 

22. Enter employee demographic information (Last four of SSN, Birthdate, and Zip Code), check the 
“I’m not a robot” box, and then click Submit. 

 
 

23. If your information matches HR records, your Former Employee Access Dashboard will load. 

 
 
�� You now have full access again. 
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