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Benefits

INFORMATION
TECHNOLOGY

RegISter & Retrieve - Register locks individually or in

bulk to individuals or groups
- Manage Master, Supervisor or

PrOfESSiO n a I Like Keyed programs

« Create user accounts for end
LOCk Ma nagement users where replacement keys
can be ordered or combination
codes can be saved
+ Record lock ownership and
download reports

The industry-leading Register & Retrieve™ Lock

Management Portal is a smart cloud-based + Find owners of lost keys
platform for the management of all Kensington * Reassign locks to new users
lock . ith - Organize locks by organization
ocks. Providing IT managers and users wit and in groups

individual accounts and on-demand access to

support services, the simple registration process END USER

helps ensure records stay up to date following
personnel changes, offers free key replacements,
and stores combination codes.

- Order free replacement keys
« Retrieve stored combination codes

N
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Simple & Secure Lock Management

The Register & Retrieve™ Lock Management Portal is a simple and secure,
cloud-based system enabling easy administrator control over the allocation
and management of all locks and keys.

Step 1 : Register

Set lock allocation details
Establish approval hierarchy requirements for replacement key requests

« Manage Master, Supervisor or Like Keyed programs

Register locks individually or in bulk to individuals or groups

Register by organization, group, key holder or location

Automatically email key holder with account access information related
to their assigned lock or group of locks

g
&~

Step 2 : Retrieve

Welcom, ~
Rm;mf. 10 Register &

Order free replacement keys
» Retrieve stored combination codes

Efficiently locate specific information
about a lock or group of locks

View details on key requests

FOR MORE INFORMATION CONTACT:

1.855.692.0054 ¢ sales@kensington.com
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Let’s Get Started

Welcome/Login

Kensington regser & rerieve

Welcome to Register &
Retrieve™

o . . [
system allows administrators to easily assign .

bocks to an individual user or to a location with

Select language from
the drop-down list

Deutsch

Japanese

Svenska
Register & Retrieve™ i= a tool far security lock Italian
administrators to manage an organization's Spanish LATAM
lock inventory. The Register & Retrieve™ Spanish EMEA

UK English

the added benefit that replacement keys can
be ordered online and lock combinations

recovered immediately,
Login using Login

existing account

Email

Password

Reset forgotten

c

password

Fargotten yous password? —

Or create an

account Meed a Register & Retrieve account™?

Create an account

MNaotice Manage my data

Privacy  C

© 2024 Kensington Register & Retrieve™

Create an Account Forgot Password

~

Forgotten your password?

Please enter your emall address

Create an account

If you are an organization's security lock
administrator please use the form below te
create an account. Please note that you will be
sent an email which centains a link which you
nead ta elick on to camplate yaur account

Type e-mail
address used for
account creation.
A reset link will be

i<

=

Email

/

Fill in all

setup. required fields [ suom |
Fiest narne® sent if address is
correct.
Last name® \ /
Company name®
Email*
Make your
PSS selection for
Multi-factor

Click “Create
account”.

A confirmation
e-mail will be sent.

Confirm password*

Authentication

Do you wish to opt for MFA?

~-Please select- v

Create account

FOR MORE INFORMATION CONTACT:
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Select organization

Create an Account

Kensington segster -

\

Welcome to Register & Retrieve™ Click on the user icon
g | to change account
settings details or
sign out

Click “+”icon to Add

I
new lock, Add new
group or Add new
L organization )
Benefits of Register & Retrieve™ Store and manage lock information
= Register locks individually or to groups You can add new lock information one-by-one, in bulk {by
* Manage Master Keyed, Like Keyed or Shared Keyed programs uploading a spreadsheet). \

Click on “Manage
Locks can aptionally be assigned to users or locations to help
streamline lock arganization. I_OC kS ” ‘to a d d | oC ks ‘to

organization
N /

= Create user accounts where user can order replacement keys
and save combination codes

s Record lock ownership and download reports
* Find owners of lost keys

* Reassign locks to new users

© 2021 Kensington Register & Retrieve™ Privagy Cookies

Manage your Account Details
R

My details

Sign out

Manage your account Manage your account

Change e-mail
address

User details and user
language selection

Charge your account settings

Change yous account settings

My details Profie Manage email
e Password £
Last name Hew Email
Bradshaw
Language m-u:e email
Erglzh s -
Address 1
Addiress 2
Manage your account
Toumscry Change account
Change your 2000unt SEtngs
password
StateRegion Prokie Change password
Errue Current password
2P o romas |
Moww pastwond

D0 you wish to opt far MEA?

No

FOR MORE INFORMATION CONTACT:
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Register and Retrieve Dashboard

Profile —
Manage Account

If managing multiple organizations,
clicking the arrow will drop down a list
organizations that can then be selected Add new lock, add
—selecting an organization will take you
to the My Organization page

Back to
Register & Retrieve
Home Screen

new group, add
new organization

KenS|ngt0n Register & Retrieve Kensington ~ @ @

Your lock information

Search to filter your

Click on “Group”to a tmi organization’s locks
filtered view of only by lock type, group,

Add lock Information locks assigned to a allocation, or device
specific group make/model

Your locks are shown below,
changes.

Add new locks

ClickSafe™ NanoSaver Kensington Location San Mateo HP Sep 16
Laptop Lock Lock 2020
(K64680US)

Click on lock to view

Micuseues®; aticdaighd and/or update lock rah HP/EliteBook Feb 17
MNotebook : : XYL 2020
Lock Bulk information

pack

(KB4021F)

Or

Showing 1 to 2 of 2 entries

FOR MORE INFORMATION CONTACT:
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Add New Organization and Administrator

{ Add new organization

Add new organization

New Organization Name*

Kensington

My organization
Add new administrator Update organization name

@ Back to home page

Organization name Kensington Update

Administrators Add new administrator

First name Last name Email Date added Locks assigned

XX XXHK NHAX@UXKK KN com 10/10/2024 0 ®» ® ®

FOR MORE INFORMATION CONTACT:
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Change Administrator to View-Only or Standard User

Kensington regster & retrieve

My organization

& Back to home page

Organization name Kensington
Administrators

First name Last name Email Date added Locks assigned

XXX XXXX XEXX@XAXAA XX com 10/10/2024 0 D (0

Demote administrator to

Remove administrator
standard user

Demote administrator to
view-only administrator

still be able to view any locks assigned to them. \

Cancel OK Are you sure you want 1o demote this administrator o be a
) nistrat
sion to modify only view all locks and users in this

organization

? They will no longer have

Cancel OK

FOR MORE INFORMATION CONTACT:
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Promote View-Only Administrator or Standard User

My organization
@ Back to home page

Organization name

Administrators

First name Last name Email Date added Locks assigned

View-Only Administrators

First name Last name Email Date added Locks assigned
XXX HHHX XHXXH@X XXX KK com 10/10/2024 0 P (=
Users

Date added Locks assigned

XXX XXX XUXXENXKKKK . com 10/10/2024 0 @ T (%

Promote to view-only
administrator

Promote to administrator Remove user

Are you sure you want to promote this user to be an Are you sure you want to promote this user to be a viewer
administrator? They will have the same permissions as you to anly administrator? They will be able to view all locks and
view and modify all locks and users in this organization. users in this organization.

Cance! 0K Cance! 0K

Are you sure you want to remove this user? They will no
longer be able access Register & Retrieve™ for this
organization. Any locks currently assigned to them will
become unassigned. This action cannot be undone

Cance! OK

FOR MORE INFORMATION CONTACT:

1.855.692.0054 « sales@kensington.com https://registerandretrieve.kensington.com 8
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Add New Group

Add new group

Please add your new group name below;

Group name®

1V,

Type new group name

Add New Locks
- ™

Lock Key code can be found:
For Lock codes on combination,
they are on the side of the lock.
For Keys they can be found on

the side. )
\ / Lock/Key code* Device make

Add lock information x

A single keyed lock Bulk keyed locks 25 pack serialized locks

Please complete the form below to add the new lock's information into the system:

e

Master code can be found: Master code Device model
Found on the master key similar | ———
to normal lock keys. Applies to

master coded locks only. sl
J Please select _] Hardware (laptop, projector,
Add to group @) etc.)that(‘jthe lock will be

Select type of lock _ connected to

Notin a group j

/ ; Allocate lock to

Assign to a group — allows
you to organize locks by Unallocated _|

department, function for
ease of managing

4 ™
Allocate the lock to a location
or a specific person Keyed Lock Codes: Serial #

N J

Combo Lock Codes: Serial #

FOR MORE INFORMATION CONTACT:

1.855.692.0054 - sales@kensington.com https://registerandretrieve.kensington.com 9
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Add New Locks (continued) — Single Keyed Locks

Select Product

Addd totk information

Avngle bryedlock Bl keyedlocks 25 phck uwialized kocks

Please complete the form beirer o add the new lodk's informatan inte the system

Lisckitay endet Bibvien malss

VEO0RA - TBC
450140400 « SECUREBACK 3 VESA, SKLIS MET75T

ATTEN - DELL COMBMATION LOCK A3|

MBAGHIF - Mitrafaeer® Laphop Lock - Keyed Dferent
MEAG21F - Micratavnr® Histebook Lok Bulk pack
KBAOZSF - MicroS emar® Trves Lapto Leck - Kprd DifTerent
BA06E - Notebook MitioSaver

LEMGS0P Singie-Liser LSS hoc Semart Lock - 110W adapter - Windows
- LCMGS0P Mk User | s sl 1089 Deck w K-Febi™ Smat Lack - 110W adapter - Windows
s Dl 2K Drock e K-Foke™ Semart Lack - B5WPD - WirdMsc
204 - Kensingion Keyed Cable Lok for Miresolt Susface™ Pro and Suilie Go
2 - Keyed Cale Lack far Surface Pro and Surfae Go
for Surface Proand Surtace 6o
£2055 - Weyed Catée Lock for Surface™ Pra
SEASEATBAEA - CTkSale Kieyed Lyptng Lock fer DedE Laptops 3nd Tablets — Master Keyed
HUHATRASS - C1ekSate D Riprd 163250 Lock for DetHE Lapkops 5rd Fableds — Superanss Keyhd

Add to New User

Device model

Product®
Piaae caler

[or—

Nen i grop

Allcate lock t0

User

© New user  Existing user

Firstrame*

Last name® THeghone

Address 1

FOR MORE INFORMATION CONTACT:

Select Group

Add lock infarrmation

Asinge keyedlock  Bubkeyed locks 25 padk seriakaed lodk
Phese Compene the faem Below 10 00 I e 10CK's Infommation 2o the fystem

Lack/key code® Device marke

[

st grous i)

Add to Existing User

Add leck information

Asingle beyed lock  Bulk leyed lodks 28 pack sevialized bocks
Plaate complete the farm hes o 583 the Ae loocs INSFmasan Nt the sysssm

Lock/ey code” Device make

Prod

Preate satec

o—

Hiotin a grop

Allocate ok o

Lar

Newuser o Bxisting use
vers
[ Gow (sabeshsringien com)

Do notsend wner emall

1.855.692.0054 - sales@kensington.com https://registerandretrieve.kensington.com 10
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Add New Locks (continued) — Bulk Keyed Locks

Download template for
adding locks in bulk upload

Add lock information

A single keyed lock

Bulk keyed locks 25 pack serialized locks

Use this option to upload lock information in bulk. You can add details of up to 500 locks per upload.

Download Excel template

Excel file*

Browse...

No file selected.

Depending on the amount of data uploaded, processing can take up to 5 minutes.

Upload populated template

IMPORTANT: Locks can be
added to a Group individually
orin bulk using a bulk CSV
upload tool.

If you wish to use the CSV tool
you must do this when the
Group is first created. If you

do not use the CSV upload
functionality when the Group
is created you may only add
Locks to the Group individually
at a later date.

If you would like to use the
CSV tool at a later date we
recommend that you create

a new Group once you have
prepared your CSV upload file.

FOR MORE INFORMATION CONTACT:

1.855.692.0054 ¢ sales@kensington.com

B

C ]
B L ovck Lock/Key code  Master code

Device make  Device model

bl KG73G0US - WindFall® Frame tor iPad Pro 12.9" 1 & 2nd gen 5957
el K61675EU - Combination Ultra Laptop Lock. 1726 1234
Bl k64659015 - ClickSafe® Partable Keyed Laptop Lock %asa
Bl 55596650420 - Microsaver® 2.0 Keyed Laptop Lock — Maste 385 M2
[ KG44255 - Desktop B Peripherals Locking Kit 2.0 — Supervis-':ima
Ll F64665U5 - Desklop and Peripherals Master Keyed Locking 3120 M234
Bl k644450 - NanaSaver™ Keyed Laptop Lock - Master Keyed “aas7
Bl 559067925 - Windfall® Tablet Frame for Dell® Venue § Pro 5348 234
Pl KGTTTIEL - Charge & Sync Cabinet for iPad® 5675
JBY 16459505 - Microsaver® Keyed Laptop Lock 512 M234

Pl K EART1EL - MicroSaver® D5 Ultra-Thin Keyed Laptop Lock s

Kensington =

Locks uploaded today

& Back to full list

Show [100 | entries gearch: [ ]
] Lodc¥eycode § Mastercode §  Growp @ Type # Assignedio §  Device make/model §  Emalled §  Added #
L0 MIOJIEGIS  Test Unallceated Feb 18 2021
541 M204. Test Unallecated Feb 18 2021
1670 MIOAIEGE Test Unallccated Feb 18 2021
2819 M20420G35 Test Unallocated Feb 18 2021
058 M20A2EG 35 Ten Unallecated Feb 18 2021

https://registerandretrieve.kensington.com 11
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Add New Locks (continued) — Bulk Keyed Locks

1
2

w

1

A B
Lock Lock/Key code
8589664448 - NanoSaver™ Dual Head Keyed Laptop Lock ﬁ.234
8589664432 - MicroSaver® 2.0 Keyed Ultra Laptop Lock H234
KTGOO04DB - Travel Bundle - Contour™ Roller + Travel Adapter - 17"/43.3cm - Black Fi234
K64665US - Desktop and Peripherals Master Keyed Locking Kit - On Demand M234
K64449M - NanoSaver™ Keyed Dual Head Laptop Lock - Master Keyed A234
K6G6GA1EUS - NanoSaver™ Portable Keyed Laptop Lock — Supervisor Keyed F23a
K64681US - ClickSafe® Combination Ultra Laptop Lock - Master Coded M234
K65020WW - MicroSaver® 2.0 Keyed Laptop Lock R34
K63331WW - NanaSaver™ Serialized Cambination Laptop Lack M23a
8589664436M - ClickSafe® 2.0 Keyed Laptop Lock — Master M234
K64698EU - ClickSafe® Portable Combination Laptop Lock F234
The bulk template has a
drop-down for the lock
A B
Lock Lock/Key code
8589664448 - NanoSaver™ Dual Head Keyed Laptop Lock 5_234

2

w

1500298 - TAC

450-1404-00-US - SECUREBACK 3 VESA, SKUKF KB/ /87
AT78N - DFLL COMBINATION LOCK AR

64020 - MicroSaver® Laptop Lock - Keyed Different
64021 - MicroSaver® Notebook Lock Bulk pack

64025 - MicroSaver® Twin Laptop Lock - Keyed Different
B4088 - Nolebook MicroSaver

650425 - MICORSAVER 2.0, 5K

77Pvd - Dell Laptop Keyed Lock

7YEEH - Dell Laptop Combination Lock

B5B9638400 = LDAGSOP Single-User USE-C 10Gbps Dual 1080p Dock wf K=Fob™ Smart Lock = 110W adapter - Windows
8589638401 - LDAE50P Multi-User USB-C 10Cbps Dual 1080p Dock wi K-Fob™ Smart Lock - 110W adapter - Windows
r

K64698EU - ClickSafe® Portable Combination Laptop Lock

FOR MORE INFORMATION CONTACT:

1.855.692.0054 ¢ sales@kensington.com

c D E

Master code Device make Device model
5678
5678
5678
5678

Y5678

c D E

Master code Device make Device model
5678
5678
5678
5678

Y5678

https://registerandretrieve.kensington.com
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Add New Locks (continued) — 25-Pack Serialized Locks

There is an insert page on the top of
the package which has the master
registration code on it and also sent
via e-mail to customer.

Add lock information

A single keyed lock Bulk keyed locks 25 pack serialized locks

Enter your ComboSaver registration code below:

Registration code

Add to group

Mot in a group

Add to group —allows you to Kensmgton'
organize locks by department, 1250Bsshoke Ha, St 25

function for ease of managing

Serialized Combination Lock RO#H[OF & Retrieve Program

Thank you for choosing the Kensington Sefalized Combination Laptop Lock for your physical security
needs. To help better manage your locks, their serial numbers and assigned preset combination codes,
Kensington has a free online system for admini s — Register & Retrieve

If you already have an aceount Ing in wikh your usemama and passward and anter the regisiration code
betow 10 add Bhe new hocks 1o your account

If you are & new cusiomer and would ke to sef up an administrator account to add your new Sarialized
Combination Laptop Locks, visht presel kensington com and ciick Register Now fo get started

Once your sccount has been activated. you can enter the registration code below. The sesial numbers will
automatically populate into the cystem, along with the comecponding prosot combination codes.

REGISTRATION CODE FOR THESE 25 SERIAL NUMBERS:

Serialized combination registration w
code insert example

IVOWINIAP

Seorial Numbers:

[ L L TLEEE!
ETT402)  ET7415

[_6r7ana|_erTaig
[ Trana_&rr
| b/ 7405 A TA1E]

TTA0E] ERE]

7T G ITA
77400] _GTT4Z]
o

) WL
T7410] _B774Z))
T7d11]  RiTd2d)
¥
k!

il 174
T

Fur your safely. Kermsington Swroughly vesifies eacs new registration for authenticly. As such. it can lake
1-t-3 business days to view your information and activale your account afler registration

For more information, please feed free to call us 8t 18002356708 (Noth America) or 165005722700
(outside Norh America) or visil us onfive &l www kensinglon com

smart. safe. simple: B

FOR MORE INFORMATION CONTACT:
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Assigning a Lock

Your lock infarmation

ngton etrieve

KR
L]

i} It thiere are problems with mesgage ko dispiayed, click here to view it in 3 web browcer,

I(ensington Reglster & Retrieve

You have been assigned a lock by al Kensinglon

To view these details or order a replacement key, piease visit
ips.tiregt randretr sIngion. com

Regards

When a user is assigned a lock, Kensington Regisier & Refrieve™ team

they will get an email inviting them © 2021 ACCO Brands. All Rights Reserved M
to set up their account

Advanced Actions

Kensington ~ @ ®

Your lock information

Yaur locks are shown belaw, click an a lack to edit its values, ar select multiple to make batch

changes. > Order replacement key
> Download lock data

> Emall selected users
> Lhange location
> Change group

show 1008 entries > Delete lock data

Select lock(s)
to take action

ClickSafe™ NanaSaver Kensington  Location  San Mateo HP Sep 16
Laptop Lock Lock 2020
(KB4GROLIS)

MicroSaver®  abcdefghi Salesteam  User Sarah Select Action from DI’OdeWn List:

Motebook

Lock Bulk - Order replacement key(s)

pack .

it o Dow'nload Iocl'< data

@, - Email users with locks allocated to them

+ Change location of lock(s)
+ Change the group a lock(s) are assigned to
- Delete lock data

o /

Showing 1 to 2 of 2 entries

FOR MORE INFORMATION CONTACT:
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ACTION: Order Replacement Key

Order replacement key

Kensington is happy to provide replacement keys for its keyed security products when a customer has lost their key. This service
is free of charge. Please note that we review all applications and replacement keys are issued at oor discretion. We regret we
cannot issue replacements when keys are lost multiple times.

Product(s) you require a replacement key for:

» ClickSafe™ Laptop Lock (K64680U5) - Lock/Key code: NanoSaver Lock

Delivery address

First name*

Last name* Company name

Address 1* Address 2

Town/city* State/Region*

Zip/Post code* Country®

Telephone EORINumber (Mandatory for Country UK)

ACTION: Email Selected Users

Send users notification that a lock
has been assigned to them

Email selected users X

Select the button below to resend lock information to users Email selected users
assigned to the selected locks. —_—>

Email selected users

The emails have been sent now

KEHSiI"IgtOI"‘I Register & Retrieve

You have been assigned a lock by at Kensington

To view these details or order a replacement Key, please visit
s i 2 e

Regards

FOR MORE INFORMATION CONTACT:
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ACTION: Change Location

Change location

Please note; locks assigned to a user cannot be reassigned to a new or existing location using this
form.

© New location Existing location

Location*

Address 1 Address 2

Town/city State/Region

Zip/Post code

ACTION: Change Group ACTION: Delete Lock Data

Change group Delete lock data

Are you sure you want to delete the lock information?

Delete lock data

Please choose the lock group from the list below (all selected
locks will be changed to the group chosen, including locks
which are currently not in a group):

Move to group

Not in a group

FOR MORE INFORMATION CONTACT:

1.855.692.0054 + sales@kensington.com

https://registerandretrieve.kensington.com 16


mailto:sales%40kensington.com?subject=
 https://registerandretrieve.kensington.com

Frequently Asked Questions

How do | order a replacement key?

Administrators can order Replacement Keys free of charge.
This is a service provided at Kensington’s discretion.
Replacement Keys can take up to 28 days to be delivered
and longer during seasonal periods. Locate the Lock you
need the replacement key for using the search tool or
from within a particular Group. Click “VIEW”. Click “ORDER
REPLACEMENT KEY”. Enter the delivery details, if previously
registered address is not available or if the address needs
to be different or updated for any reason.

What should | do if my replacement key
doesn’t arrive?

Please contact your primary Kensington contact. We will
be able to confirm if the order was placed and provide a
tracking ID. There is no need for you to simply order again.

How do | create a Group?

First you'll need to decide how you want to manage
your Locks. Register & Retrieve™ allows you to manage
your Locks in Groups. You can give each Group its own
name. You can have as many different Groups as you
need. A Group can be created before you have your Locks
(excluding preset locks). Once a Group is created you can
add your Locks to that Group. IMPORTANT: Locks can be
added to a Group individually or in bulk using a bulk CSV
upload tool. If you wish to use the CSV tool you must do
this when the Group is first created. If you do not use the
CSV upload functionality when the Group is created you
may only add Locks to the Group individually at a later
date. If you would like to use the CSV tool at a later date
we recommend that you create a new Group once you
have prepared your CSV upload file. Locks can either be
registered to Holder (email address is required) orto a
Location (no email address is required).

How do | add a Lock to an existing Group?

From the MANAGE LOCKS drop down select the group you
would like to edit. Click ADD A LOCK button. Enter Lock
details. You must now select to allocate the Lock to:

USER — an individual with an email address
LOCATION —a physical location

You can change whether a Lock is allocated to a user or a
location at a later date. If you do not wish to allocate the
Lock to a user or a location you can add it to the Group as
an UNALLOCATED Lock. TIP: You can use the UNALLOCATED
option for keeping track of spare Locks. Each Group

can contain Locks allocated to Holders, Locations and
unallocated Locks.

How do | unallocate a Lock?

From the MANAGE LOCKS select the lock you would like to
edit. Click on the lock name under the lock column, Select
“UNALLOCATE” on the "ALLOCATE LOCK TO” dropdown and
click on “UPDATE LOCK INFORMATION". Your lock is now
unallocated and available in the UNALLOCATED Type.

How secure is the portal?

We secure your data using the latest best practice
methods. We use 128bit encryption with authenticated
CSC SSL certification. Passwords are never sent with their
user name and are hashed and salted to defeat code
breakers. Ultimately it is your responsibility to keep your
passwords safe. Never write them down.

What is MFA?

In our commitment to provide you with the highest level of
security and privacy, we've added an optional Multi-Factor
Authentication (MFA) feature to your Register & Retrieve™
login. MFA is the latest technology to prevent unauthorised
access to an account. Once enabled, MFA will send a one-
time code to your email. Without this code, unauthorised
users cannot log in to your Register & Retrieve account.

Register & Retrieve™ Lock Management Portal

Simplify the allocation and management of all locks and keys today
by creating an account at https://registerandretrieve.kensington.com

FOR MORE INFORMATION CONTACT:
A

Kensington and the ACCO name and design are registered trademarks of ACCO Brands. Kensington The
Professionals’ Choice and Register & Retrieve are trademarks of ACCO Brands. All other registered and unregistered

Pas] trademarks are the property of their respective owners. © 2024 Kensington Computer Products Group, a division of

1.855.692.0054 - sales@kensington.com &%

ACCO Brands. All rights reserved. K24-4390
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