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[bookmark: _GoBack]CCURE Training Series: #4 – Creating / Editing Events

[image: ]Events are single-use overrides to an existing door schedule and are programmed through the Monitoring Client (versus the Admin Client) 

Best Practices:
· Never delete or edit events for areas not under your control unless directed to do so by an authorized person.  This is especially important in shared buildings where multiple departments share a common partition.  

To create an Event, (starting from the Monitoring Client HOME screen):
[image: ]- Click the green “Door” button from the toolbar.  


The following screen should appear (Doors listed will correspond the Partitions to which you have access and may differ from that shown below):
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· Highlight the door you wish to schedule and select the desired Event type, as appropriate: “Unlock Selected” or “Lock Selected”
(Note: This may also be accomplished by Double Clicking on the desired function: “Unlock” or “Lock”
· NOTE: You may also momentarily remotely unlock a door by clicking “Momentarily Unlock selected” which will unlock the door for a few seconds.  THIS SHOULD ONLY BE DONE WHEN YOU KNOW FOR CERTAIN WHO IS ENTERING THE DOOR IN QUESTION so as to prevent unauthorized entrance.
· The following screen should appear: 
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· Adjust the dates & times and click “OK”
(Note: The Priority field is only used to establish a ‘hierarchy’ of commands in the instance where conflicting programming instructions are present.  “75” is normally sufficient and should not be increased without justification.)
[image: ]To View / Cancel an Event:
- Click the “Manual Actions” button in the toolbar:
 	The following screen should appear:
[image: ]
- Highlight the Event you wish to Cancel and click “Cancel Selected Manual Action”
(Note: You cannot edit an event, but only delete and create a new event.)
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Academi . Locked (Closed). None None
Academic Projects C... Unlocked (Closed).  Normal In:1
Academic Projects C... Unlocked (Closed).  Normal In:1
Calder Square Il AP ... Locked [Closed), None None
Calder Square I CR ... Unlocked (Closed),  Normal

ERESRm 301Lab  Locked [Closed), Normal

ERESRm 304Lab  Locked (Closed), Normal

EE East CRRm 111 ... Locked [Closed), Normal

EE East CRRm 119 ... Unlocked (Forced, ... Normal

EE East CR Rm

<

Manual Actions.

Momentarily Unlock selected ‘ Unlock selected... ‘ Lock selected... ‘

. Unlocke

(Closed).

Normal

Show Causes.

Close

i

Selection
Locked State

& Both
€ Locked only
C Unlocked only

Door State
“ Al
C Normal only
€ Forced only
C Held only
€ Forced and Held only
 Alarms only

Error State

& Al
 Normal only

€ Tamper only
 Comm Errors only

C Tamper and Comm Errors

ldcard Search

Search...

|




image4.png
Lock Door: Academic Projects CR G101 SW Lobby

CurrentUser:  User Engineering Facili

o«
To: | 0171816 3 [CES Lancel

Time Zone: =

Note:





image5.png




image6.png
Manual Actions

Start Time_| End Time | Actior: User Name. Pil._ | State:
01180700 01/1816:.. Urlack Deor User OC Nawy..OC Phila 7 CR ENT East. 075 Active

01190700 0171316, Urlack Deor. User OCNawy. OC Phia B7 CR ENT East . 075 Schedled
01/2007.00 01/2016:.. Urlack Deor. User OCNavwy. OC Phia B7 CR ENT East . 075 Schedled
01210700 01/2116...  Urlack Deor. User OCNavwy. OC Phia B7 CR ENT East . 075 Schedled
017220700 01/221... Urlack Deor User OCNavwy.. OC Phia R7 CR ENT East. 075 Schedled
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