Adding A New Code on a Galaxy System

Code
Enter Manager code into
keypad

Scroll through the Users
using the “A” button until
you see a hollow box

\ 4

Ent
Press the “ENT”
button

'

Entx 2
Press the “ENT” button
twice

\ 4

Enter the NEW code
(4, 5 or 6 digits)
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Ent
Press the “ENT” button
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Entx 2
Press the “ENT”
button twice

v

Does the screen show a
2 digit menu option?

Yes

A
Press the “A” button

v

A

Press the “A” button

a

4 &2
Press number “4” and
then number “2”

8

Press the “8” button
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Ent
Press the “ENT” button
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Ent
Press the “ENT”
button

v

Ent
Press the “ENT” button

A\ 4

Press the “ENT” button
to choose the second
letter of the users initials

v

Delete any wording
using the “*” button

a

Enter the relevant Level
(“3” for cleaners, “4” for
Users & “6” for Mgrs.)
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Keep pressing the “Esc”
button until the normal
screen resumes
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Continue to scroll
using the “A” & “B”
buttons

v

Using the “A” & “B”
buttons scroll through
the alphabet
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a

Press the “ENT” button
to choose the first letter
of the users initials

a

No




