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Introduction 
This document has the steps for creating a batch of new access codes in the Surf Easy Portal. 
 
Surf Easy internet café terminals and wireless hotspots can be configured to use access codes stored on 
!ǊƛƴŘŀ LƴǘŜǊƴŜǘΩǎ ǿŜō ǎŜǊǾŜǊΦ ¢ƘŜǎŜ ŀŎŎŜǎǎ ŎƻŘŜǎ Ŏŀƴ ōŜ ǎƻƭŘ ƻǊ ŦǊŜŜƭȅ ƛǎǎǳŜŘ ǘƻ ŎǳǎǘƻƳŜǊǎ ǿƘƻ ǿƛǎƘ ǘƻ 
use the Surf Easy internet café terminals or a Surf Easy wireless hotspot. Customers simply type the code 
on the their laptop or user terminal to gain access to the internet. 
 
 

These instructions are for creating batches of access codes, or for manually creating non-
standard codes, such as access codes with custom pricing and credits.  You should note that 
there is also a separate Quick Generate function available in the Portal which allows you to 
create individual access code tickets on demand using your standard pricing plans.   

 
 

Arinda can also create and supply pre-printed paper tickets with your logo and branding.  These 
tickets come on a roll of 1000, and are small, tear-off tickets, each with a unique access code.  
You can choose the pricing and credits for your tickets.  Please refer to our website for pricing on 
pre-printed tickets. 

 

 

Instructions 
1. Open Internet Explorer or your preferred web browser. 

 

2. Open the Surf Easy Portal either from the link on our website or by directly visiting the Portal URL 

which is: https://secure.arinda.com.au/portal/ 

 

3. Logon using your username and password.  If you do not already have a client logon to the Surf Easy 

Portal then please contact us. 

 

 
 

 

https://secure.arinda.com.au/portal/
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4. /ƭƛŎƪ ƻƴ ǘƘŜ ƛŎƻƴ ŦƻǊ άCreate Access Codesέ 

 

 
 

5. Scroll down to the Generate new access codes table. 
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¶ Tick the Add to payment log field if you want the access code create to appear in the transaction log as a 
cash sale. 
 

¶ In the Account Group field ς select the site or billing group from the drop down list that you want these 
tickets to be valid for.  

 

¶ In the Quantity field ς enter the number of codes that you would like to make.  
 
To set the time and dollar credit for each access code you can either choose an Access Plan or enter the dollar and 
time amounts individually:  
 

¶ In the Access Plans field ς chose from the list of plans which type of codes you would like to create  
 

Note: You must first create access plans before you can use this field ς see separate instructions. If you 

have access plans you do not need to complete any of the following fields, only the length of the codes and 

any code prefix. 

OR  
 

¶ In the Dollar Spend field ς enter the amount in dollars that you will be selling the codes for  
 

¶ In the Total Time field ς enter the days, hours and/or minutes for the codes  
 

¶ In the Download Limit field ς enter the maximum amount of data that you want the customer to be able 
to download using their ticket  

 
Please note: The download limit function only works for customers using tickets on wireless hotspots. 
Please leave this field empty if you are simply creating tickets for Surf Easy internet café terminals.  

 

¶ In the Code Prefix field ς enter any characters that you want all your codes to start with  

 
¶ In the Code Length field ς enter the length of the codes that you want to create, including any prefix 

characters mentioned above. It is recommended that codes be between 6-8 characters to minimize the 
risk of customers guessing the codes  
 

For example, to generate a batch of 10 x 30 minute codes worth $4 each, where each code starts with the letters AI, 

enter the following: 
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6. Press the submit button. Your batch of codes will be shown in a list like this: 

 

 
 

7. At the bottom of the list there are 2 hyperlink options:  

A. To άexport these access codesέ; or  

B. ¢ƻ άǇrint these access cƻŘŜǎέ 
 

8. LŦ ȅƻǳ ŎƭƛŎƪ ά9ȄǇƻǊǘ ǘƘŜǎŜ ŀŎŎŜǎǎ ŎƻŘŜǎέ ŀ ƴŜǿ ²ƛƴŘƻǿ ǿƛƭƭ ƻǇŜƴ asking you to open or save a file 

called creditcodes.xls  

   

 

You can open the file using a spreadsheet program such as Microsoft Excel.  You can either 

format the codes in Excel for printing, or you can create a mail merge document using Word to 

format your tickets ready for printing. 
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For the best formatting and appearance of your tickets we recommend you use the Excel list of 
access codes to create a mail merge document in Microsoft Word.  This allows you to create 
tickets with your own formatting and appearance for printing.   

 

9. LŦ ȅƻǳ ŎƭƛŎƪ άtǊƛƴǘ ǘƘŜǎŜ ŀŎŎŜǎǎ ŎƻŘŜǎέ ŀ ƴŜǿ ²ƛƴŘƻw will open with the codes in a neat table format 

so that you print them directly onto an A4 Printer. Then you can simply cut them up and sell or issue 

them to your customers. 

 


