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ADMINISTRATION 
 
To keep your access secure it is recommended that you change your access code the first 
time you log in. The system will track consultant bookings only if you have used your unique 
access code to log in. Do not give this code to anyone else. If you forget your access code, 
please contact Coral Seas. 
 

 
 
 
 
 
 
 
 
 

With a supervisory level password, additional consultants can be added without the need to 
contact the wholesaler. For more information on this function, please contact Coral Seas. 

 

LOG IN TO ADMINISTRATION 
 
Using the navigation bar along the top of the screen, select Administration option to access 
the screen below.  There is one field that requires an entry. 

 

1111  
Enter your administration login password. Each Agency Code is to nominate one Consultant 
as their agency administrator. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: the password must be six or more characters long and must not consist entirely of 
lower case characters.  If you forget your password, you will need to call Coral Seas and 
we will need to set up a new password.  
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ADD/EDIT CONSULTANT 
 

1111 
Click the Add button to add a consultant from your store to your list of consultants  
 

OR 
 

2222 
Click the Edit link to edit details of an existing consultant from your list 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3333 
Type in the consultants First Name and Last Name or Edit the consultants name 
accordingly.  
 
NOTE: When adding/editing a consultants name it must have a first and a last name for the 
action to complete.  
 

4444 
Select the relevant action for the selected consultant. Active consultant will be able to sign 
in and make bookings on behalf of your agency. Inactive consultant will be unable to sign 
in.  
 

5555 
The save button will update the consultant list and store the changes. The consultants 
name must be saved for the action to be completed.  When the changes have been saved / 
added, the following message will appear at the top of the consultant list. 
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6666 
The cancel button will cancel any action that was taking effect. If you do not wish to 
complete your action, use the cancel button. If the changes were cancelled you will return 
to the top of the consultant list.  
 
NOTE: If the session expires before changes have been saved, they will be lost.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ASSIGN ACCESS CODE (PASSWORD) 
 
Edit details of an existing consultant from your list 
 

 
 
 
 
 
 
1111 
Click on Add Button to display the Access Records Details 
 
NOTE: You should see additional boxes and buttons on the bottom half of the screen. 
 

2222 
Type in New Password  
 
NOTE: the password must be six or more characters long and must not consist entirely 
of lower case characters.  
 

3333 
Confirm Password  
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4444 
The update button will update the consultant details with a password.  
 
NOTE: This action has not been completed the consultant changes must be saved for this to 
be complete.  

5555 
The cancel button will cancel any action that was taking effect. If you do not wish to 
complete your action, use the cancel button. If the changes were cancelled you will return 
to the consultant details that you selected.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6666 
The save button will update the consultant list and store the changes. The consultants’ 
details must be saved for the action to be completed.  When the changes have been saved 
the following message will appear at the top of the consultant list. 
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7777 
The cancel button will cancel any action that was taking effect. If you do not wish to 
complete your action, use the cancel button. If the changes were cancelled the following 
message will appear at the top of the consultant list.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CHANGE/DELETE ACCESS CODE (PASSWORD) 
 
Edit details of an existing consultant from your list 
 

1111 
Click on Change link to display the Access Records Details and assign a new Access Code 
(Password). Type in a new password and confirm that password update your record and 
save your changes. (For information see notes on Assign Access Code (Password)) 
 

2222 
Click on Delete link to remove Access Records. Save your changes.  
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