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ARC-BC (District Contacts) 
 
Approving User Registrations 
 
Introduction 
 
Each BC school district has a designated ARC-BC District Contact.  One of the 
responsibilities of this position is to approve or deny registration requests from users in 
the district.  In this tutorial, you will learn how to approve or deny these requests. 
 
This tutorial assumes… 

 you have high speed internet access 

 you have received an email from the ARC-BC provincial team with your ARC-
BC username and password 

 you understand fully the Canadian Copyright legislation as it pertains to the 
use of alternate format materials 

 

Learning Objectives 
 
Completion of this tutorial will give you experience with the following: 

 Logging into ARC-BC using your username and password 

 Changing your password 

 Approving user registration requests and notifying users 

 Denying user registration requests 
 

Logging into ARC-BC Website and Changing Your Password 

1 

 
As an ARC-BC District Contact, you should 
have received an email containing your 
ARC-BC username and password.  If you 
did not receive this information, please 
contact arc@setbc.org for instructions. 
 
Go to http://www.arc-bc.org and click the 
Login Now button that is located on the 
ARC-BC home page. 
 
 
On the Login page, enter your username 
and password EXACTLY – these are case 
sensitive! 
 
Click the Login button to complete the login 
process. 
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It is recommended that you change your 
password to something that is meaningful to 
you and that you will remember.   
 
To do this, click the My Account link that is 
located at the top of the ARC-BC site. 
 
On your account page, click the Change 
Password button. 
 
On this page, you can change your 
password at any time.  Enter your current 
password, then enter your new password.  
NOTE:  ARC-BC passwords must contain 8 
characters, one of which must be a special 
(e.g. $, %, #, &) character. 
 
You must also, at this time, enter a security 
question and answer.  This will be used to 
verify your identity should you forget your 
password and request a reminder. 
 
Once you have entered all the required 
information, click the Change Password 
button at the bottom of the page. 
 
 
 
 
 
 
Note: You can also change your password 
from the My Account – Edit Profile page.  
You should keep your user profile 
information up to date at all times as this is 
the contact information that will be used to 
send you correspondence from the ARC-BC 
provincial team. 

 
 
 
 

 
 

 
 

 
 

 
 

 

Approving and Denying User Registration Requests 

1 

 
When users in your school district want to 
access ARC-BC resources, they must go to 
the website (www.arc-bc.org) and click the 
Register Here button. 
 
When they complete and submit the 
registration process, you, as the ARC-BC 
District Contact, will receive an automated 
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email informing you that an individual in your 
district is seeking ARC-BC registration 
approval. 
 
This email contains information about the 
user, his or her username, email address, 
school, and phone number.  This information 
is included so you can make an informed 
decision as to whether or not to approve this 
user’s request (is the person working with a 
student with perceptual disabilities?). 
 
The email also contains a link that will take 
you directly to your district’s user list. 
 
Click that link (“Please go to…”). 
 
You will be asked to log into the ARC-BC 
site before proceeding to your user list. 

 
 
 

 
 

2 

 
Once you reach your user list, you can sort 
your list by, for example, last name to find 
the user more quickly.  Click on Last Name 
at the top of the column to sort by that 
parameter. 
 
To view your user’s profile, locate his or her 
name in your list and click the Edit button 
on the extreme right of the chart. 
 
If your user list is lengthy, you may need to 
use the right and left arrows or slider bar at 
the bottom of the page to navigate your list. 

 
 

 
 

 
 

 

 

 

 

 

 
On the user’s profile page, BEFORE 
approving a request, you must check your 
user’s information to ensure it is correct.  
The user role, username and email address 
are of primary concern. 
 
The user role should be “user”.  This 
permits the user to search AND contribute to 
the ARC-BC collection. 
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The username should be “first initial, 
lastname” (e.g. jsmith).  Users may not use 
obscure usernames or school names and so 
on as each user’s activities in ARC-BC is 
connected to this and must be identifiable.  
 
The email must be a professional email 
address – most likely the school district 
email address (e.g. jsmith@sd4.bc.ca).  
 
You can go ahead and change these if they 
do not comply. 
 
Once you are satisfied with the information 
that is recorded for your user, click the 
Approve and Notify button that is located 
at the top of the page. 
 
When you do this, an email is automatically 
sent to your user with confirmation that his 
or her registration has been approved and 
he or she can now log into ARC-BC to begin 
accessing the resources. 
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If you want to Deny the user’s request for 
whatever reason you can do one of two 
things: 

 If this user will likely never be approved, 
you can delete the record entirely by 
clicking the Delete button.  You will 
need to send an email to that user 
informing him or her of your decision 
(note the email address before you 
delete!!). 

 If you feel this user may be approved at 
a later date, you can simply leave the 
profile as is (unapproved) and send an 
email to the user explaining his or her 
status. 

 
You have now finished approving or denying 
your user’s ARC-BC registration request.  
This process will be repeated for each user 
in your district who registers with ARC-BC. 

 
 
 
 

 

 
 

 

 

Approve and Notify 

Tip… 
 
You can always go back to view, edit, or delete any of your user’s profiles at any time.  Log into ARC-
BC and click the Manage District Users link at the top of the website.  This will take you to your user 
list where you can access your user’s profiles. 
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