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Change the administrator password
and create an administrator swipe
card

The administrator password is a “super password” which can be used anywhere in
CRE/RPE. It is “admin” by default and is required to be changed immediately for
security reasons.
For added security, create an administrator swipe card so that nobody watches you type
this important password.
**Note** Due to PCI Compliance using a swipe card for Administrative Access is only
available in CRE with version 12.60504 and older.
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How to change the administrator password
To change the administrator password, open CRE/RPE and follow these steps.

1. Select File and
then Change
Password.

2. Where
prompted,
provide the old
administrator
password (admin
by default)
3. Press OK
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4. In the Old Password
field enter the same
password you used
for the Enter
Administrator
Password Prompt
5. In the New
Password field enter
the new password.
**Requirements**
The administrative
password must have
at least 1 Uppercase
Letter, 1 lowercase
letter, and 1
number.
6. Select Update
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How to Setup or Change Admin Password Reset Questions
The Admin password reset questions allow you change the administrative password in the event
that it is forgotten. When you first start CRE and you use the admin password you will be
prompted to setup these questions. Once the admin password has been changed from the
default password it can only be changed again by:
Following the steps above and entering the current admin password.
OR
Answering the admin password reset security questions that you’ve setup by clicking on “Forgot
Password?” on the “Enter Administrator Password” prompt.

If want to change the Admin Password Reset Questions after they have been setup,
follow the steps on the next page.
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1. To access the
Setup Security
Questions button,
Press the blue
Options button or
Yellow Manager
Button and enter
your
Administrator
Credentials.

2. Press Setup,
followed by Setup
Screen
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3. Press System
Access, followed
by Password
Policy, and then
press the Setup
Security
Questions button.

4. Enter the Admin
Password

5. Then setup the
security questions
and answers. They
must be at least 4
characters long.

6. Press Done.
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Creating an administrator swipe card (only for versions 12.60504 and
older)
A swipe card can be created so that the administrator password does not have to be typed (and
possibly seen by someone who is not authorized to use it).
To create one, open CRE/RPE and follow these steps.

1. Select File and then Change
Password.

2. Select Enter Administrator
Swipe.

3. Provide the current
administrator password and
select OK.
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4. Swipe a card through your
card reader.

You can now swipe a card instead
of entering your password!
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