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ADD AND ASSIGN A CARD TO A USER

1. Hold a new fob to the sensor on the outside of the door. The card reader
beeps and the LED flashes red. The card will be denied access.

2. Login to the ATRIUM program which is pinned in the task bar at the top of
the screen. The user name and password are admin.
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3. On the main menu at the top of the page, click on the EVENTS tab. A “User
Access Denied. Card Unknown” event appears in red at the top of the list.
Click the ADD button to add the card to the system.

2021-10-21 15:54:03 Uss Accass Daried . 00-00-A1-48. Downstans , 00-00-A1-48: Downstaics ([098 45675)628268]) - Card Unknown m
2021-10-21 15:54:00 Usor Aocoss Denied | 00-00-A1 1B Downgtaws . 00-00-A1.48; Downstairs ([088:15675)828288] - Card Unknown
2021-10-21 15:07:54 Mirka Fulion Entered 00-00-A1-4B Upstars . 00-00-A1-48° Upstaine

2021-10-21 15:07:54 Minka Fulton Access Granted . 00 00 A1 4B Upetairs , 00-00-A1.48 Upetairs , Minka Fulton ([098:383941[B285FA]) - 00-00-A1-4B:Upstairs

2021-10-21 14:32:53 Dana Wallpeper Entarad 00-00-A1-48 Downstars , 00-00-A1-4B: Desnatairs

202 1-10=21 14: 3253 Danas Walpasper Accsss Grarntsd | 00-00-A1-4E Downotars | 00-00-A1. 48 Downatairs | Dans Wallaeper (050458401 [E2E248]) - 00-00-A1-48; Cownmtairs
FOPVN0-2T 18: 2732 User Access Denied . 00-00-41-48: Downstars | 00-00-A1-48; Downgtang (J088 45840][628248)) - Dana Wailjasper Unknown

2021902 142720 Ugsr Accaes Danied . 00-00-A1-48. Downatars | 00-00-A 148 Downatains ([0 45640 [620248)) - Dana Waljasper Unknown

2021-10-27 11:3:18 Uses Accass Danied . D0-C0-A1-48. Downataira | D0-00-A1-48; Downstaine , Duanc Manay ([0G5:235TE|[ZISC1A]) - User Unknoam



4. This opens the card information window. ATRIUM automatically detects the
Card Format and the Card Number (Hex), and populates the appropriate
fields. Verify that the information in the Family and Number text boxes match
the numbers on the fob.

5. Enter the user name in the Display Name text box. Click ADD.
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7. Assign the card to a new User by entering the name in the box then click
ASSIGN to create and assign the card to a new user.
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8. The new User properties GENERAL INFORMATION tab is displayed. Enter
the First Name and Last Name of the new User then click Save.
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9. A card will only work once you have assigned an Access Level (access
rights) to the USER. Click on the USER name at the top of the page.
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10. Click on the ACCESS LEVELS ALWAYS from the dropdown then click Assign.
Access Levels Always gives a 24-hour, 7 days a week access on any door in
the system. Do not assign Access Levels Programming to a user unless you are
told otherwise.

11. To verify that a card has been assigned to a new USER, go to the main
page and click on the USERS tab. Scroll down to the new USER name with a
white arrow inside a green ¢

12. Hold fob to the sensor on the

outside of the door. The card reader

beeps and the LED turns green to

Indicate that fob has been activated.
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REMOVE A USER AND DEACTIVATE CARD

1. Log into ATRIUM and click on the USERS tab at the top of the main page.
Scroll down to find the USER name to be removed and click on the gear to

the right of the name.
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3. On the main page, click on the USERS tab then click on Cards in the
dropdown menu. Scroll down to find USER card number you want to deacti-
vate (highlighted in blue) and click on the gear to the right of the name. Click

on Delete
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4. Click on Access Levels then Unassign. Return to main page, locate card
number to verify that USER fob has been unassigned and deactivated.

5. Hold fob to the sensor on the outside of the door. The card reader beeps
and the LED flashes red. The card will be deactivated and the USER will be
denied access.
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ADD AND ASSIGN A CARD TO A USER

1. Hold a new fob to the sensor on the outside of the door. The card reader
beeps and the LED flashes red. The card will be denied access.

2. Login to the ATRIUM program which is pinned in the task bar at the top of
the screen. The user name and password are admin.
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3. On the main menu at the top of the page, click on the EVENTS tab. A “User
Access Denied. Card Unknown” event appears in red at the top of the list.
Click the ADD button to add the card to the system.
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4. This opens the card information window. ATRIUM automatically detects the
Card Format and the Card Number (Hex), and populates the appropriate
fields. Verify that the information in the Family and Number text boxes match
the numbers on the fob.

5. Enter the user name in the Display Name text box. Click ADD.
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6. Verify card name and click Assign.

&« C O A totseswrs | IALL0230M cand LT3

S Google @ ATRMUM -iopn @ URECempusihexb. ST ComB M Susesd

Impavted From (2

Diaglay Mame

Damiod Christophod

Ko
Srolan Loal
Mo Mo
Humber
Farmal
28-bir
Fanily M ey Hux
o8 45675 EZBLED

ASge Guorgia RE D,

@ Fapets County Soa

W Kyocers G Lagin - Shap

w« & # NGB
= [B] Pesding st

€ Gand : Danipl Christopher - User @ unassignad
State Daphay N

Bntieg Danie! Chrstaphes
Proqgramming card (snrolbment moda)
Stelen Lost

o -

Numbar
Formnt
Faanily Huirbur Hax

¥ AEETS G2E2aR




7. Assign the card to a new User by entering the name in the box then click
ASSIGN to create and assign the card to a new user.
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8. The new User properties GENERAL INFORMATION tab is displayed. Enter
the First Name and Last Name of the new User then click Save.
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9. A card will only work once you have assigned an Access Level (access
rights) to the USER. Click on the USER name at the top of the page.
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Click the ACCESS LEVELS tab then click Assign. /

10. Click on the ACCESS LEVELS ALWAYS from the dropdown then click Assign.
Access Levels Always gives a 24-hour, 7 days a week access on any door in

the system. Do not assign Access Levels Programming to a user unless you are
told otherwise.

11. To verify that a card has been assigned to a new USER, go to the main
page and click on the USERS tab. Scroll down to the new USER name with a
white arrow inside a green ¢

12. Hold fob to the sensor on the

outside of the door. The card reader

beeps and the LED turns green to

GENT 1[0 ecaa s ,5‘] <eesmuwsewn g ] Indicate that fob has been activated.
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REMOVE A USER AND DEACTIVATE CARD

1. Log into ATRIUM and click on the USERS tab at the top of the main page.
Scroll down to find the USER name to be removed and click on the gear to
the right of the name.
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3. On the main page, click on the USERS tab then click on Cards in the
dropdown menu. Scroll down to find USER card number you want to deacti-

vate (highlighted in blue) and click on the gear to the right of the name. Click
on Delete
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4. Click on Access Levels then Unassign. Return to main page, locate card
number to verify that USER fob has been unassigned and deactivated.

5. Hold fob to the sensor on the outside of the door. The card reader beeps

and the LED flashes red. The card will be deactivated and the USER will be
denied access.
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