Former Employee Access — Locked Account
Recovery

If you see the message:

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

Follow these steps to unlock your access:

Delete your locked profile

1. Goto URL: https://scottsdaleusd48az.tylerportico.com/portal/launcher.
2. Click SignIn in the upper right corner.
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3. Enteryour email address and click Next.

Sign in to community access
services for Scottsdale Unified
School District #48.

Email address
[ al

Keep me signed in

OR


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

4. Verify your identity using one of your security methods.
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Verify it's you with a security
method

Select from the following options
ke

Email >
Password -»

Back 1o sign in

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

@

Get a verification email

A

Send a venfication email by chicking on "Send
me an email”
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Verity with somefhing else

Back to sign in

e Password - Enter your password and click Verify.
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Verify with your password
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Password
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Forgot password?
erify with something else

Back to sign in



5. Once signed in, click your initials in the upper-right corner and select Profile.
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Applicant access
Employee Access for former employees who
Tyler Employee Access job board need to access tax documents and prior
paycheck data

6. Inthe Community Access Profile window, use the left navigation menu to select Privacy
Settings.
= Q Community Access Profile ® @
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2 Personal information Manage your Information, privacy, and security to make Community Access work better
for you.
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Personal information Privacy settings
View and update your personal Manage your password and social media
information. settings.
View information Manage security
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7. Click the Account tab.

= Community Access Profile @ @
5§ Home
Password Social media Extra verification Identities Account
3 Personal
£¥  Privacy settings Change your password
Password requirements:
i Communities
= At least 8 characters by
=M~ Activity * A lowercase letter
= Anuppercase |etter
= Anumber

= No portion of your username
= Cannot be any of your last four passwords

* Enter current password

* Enter new password
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8. Click Delete Profile.
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9. When prompted with “Are you sure you want to delete your profile? You cannot undo this
action.”, click Confirm.

Delete Profile

Are you sure you want to delete your profile? You cannot undo this action.

Cancel




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.

Create an account

Fields are required unless marked optional.

Email

First name

Last name

Mobile phone Optional

Password requiramants

% At least 8 characters

X A lowercase letter

* An uppercase letter

* A number

% Mo parts of your username

Password
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Already have an account? Sign In

Sign in to community access
services.

Email address

Keep me signed in

OR
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Unlock account? Help

Create an account




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

We sent an email to Enter
the venfication code in the text box

Enter Code

Return to authenticator list

Back lo sign in

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

Security methods help protect your Tyler
Portico Citizen account by ensuning only you
have access

L
Optional

Google Authenticator
ode generated from the

PP

Enter a lempora
Google Authentic

Setup -

e Okta Verify
Okta Verify is an authenticator app.

FPhone

Verity with a code sent 1o your phone

Setup »

Back to sign in



e Hereis an example for Phone verification, enter your phone number, click Receive a code via

SMS, enter the code, and click Verify.
|
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A Set up phone authentication

Set up phone authentication
A code was sent to your phone. Enter the code

Enter your phone number to receive a below to verfy
verification code via SMS

Coanligirogion Carner messaging chargas may apply

United States v Enter Code

Phone number

I J

Return to authenticator list

Return to authenticator list

Back to sign in Back lo sign in

e Once amethod 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.



Secunty methods help protect your [yler

Fortico Citizen account by ensuring only you
have access

Optional
Google Authenticator
Enter a lempo ode generated fr e
Googke Au r app

Setup -

&

Okta Verify

Okta Verily is an authenticator app
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Setup -

Back to sign in

16. Click your Initials and select Sign out.
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The account is signed out.
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Sign in to community access
services.

Email address

Keep me signad in

OR

Access Former Employee Services

17.Go to URL: https://scottsdaleusd48az.tylerportico.com/portal/citizen/dashboard.

18. Click Former Employee Access.
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Applicant access
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need to access tax documents and prior
paycheck data
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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.
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Sign in to community access
services for Scottsdale Unified
School District #48.

%

Email address 1\

| Keep me signed in

20. Choose Email as the verification method and click Send me an email.
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Verify it's you with a security

method Get a verification email

Select from the following options Send a verification email by clicking on "Send

me an email”

Email

[ ]
Password +

Venfy with something else

Back to sign in
Back lo sign in



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

A
Verify with your email

We sent you a venfication email. Enter the
verification code in the text box

Enter Code &

Verfy with something else

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.

¥ Former Employee Access

Welcome to 's Former Employee Access!

Since it's your first time logging in with us, please enter the following information
to allow us to locate your employee record.
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¥ Former Employee Access

Welcome back

Recent paychecks © s~ Tax documents 2005 ~
Date Take Home Pay Gross Pay L; Compensation Statement 2025 ¥ View |
07/15/2025 ﬁ

Current address ra
07/15/2025 View
07/01/2025 View
06/17/2025 View [
06/03/2025 I View Phone numbers
05/20/2025 View
05/06/2025 [ 7\¢'Iew

You now have full access again.
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