€ TEKWAVE Solutions

How To edit Access Control Schedules

As an Administrator of the TekControl Portal, there may be instances where you will need to edit
Access Control Schedules. In order to do so, you will need to be a site administrator or higher to
access this feature.

Logged in as a Site Administrator or higher user, access the TekControl Web Portal:
https://webapp.tekcontrol-site.com/
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In the navigation bar, click on Administration, which will give you a drop-down where you can access
General Administration. Click on General Administration to be brought to the Site Administration

page.

If you are a client administrator, you will need to select the specific site in the top right.

TEKControl Portal Site Administration -TEKWave Headqu v | | --Select Site-- v p ?

@

existing client.

to a user will allow the user to only login from that IP range

on % Voicemail Branding & Central Stations @ Dynamic Dashboard Panels

Administration

1 Devices Activity Log
General Administration L] y Log

ouncements and alerts.

e documents, document ty

ument Types | (3 Manag

nd document folders,

You are now on the General Site Administration page.



Scroll down the page and locate Access Control Settings.
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Select Schedule(s) to open a sidebar with scheduling options.
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The first tab labeled "Holidays" are for entering date-specific settings for a schedule.

The second tab labeled "Schedule Settings" is for creating or editing schedules.
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Holidays allow you to add specific dates where the scheduled hours will not apply and you may set

custom hours for those dates.

There are some pre-set holiday dates you may choose from:
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Christmas*Day

New Years Day
Independence Day

Save Holiday
Delete Holiday

Cancel
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Or you can add your own holiday if it is not listed:



--Add New Holiday-- v

Thanksgiving

--Select a Holiday-- v

Save Holiday
.

Delete Holiday

Cancel

-Select Controller-- v

Push All Holidays/Schedules To Controller

On the Schedule Settings tab, you may add the holidays to specific schedules:



For ALL DAY holiday schedules, leave hour:minute values at z¢
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Added holidays will appear on the Scheduled Hours:



Day/Holiday Start Time End Time

Independence Day 0:0:0 0:0:0 Remove
11/23/2023 0:0:0 0:0:0 Remove
New Years Day 0:0:0 0:0:0 Remove
Monday :0: 23:59:58 Remove
Tuesday B 23:59:59 Remove

Wednesday :0: 235855 Remove

Thursday :0: 235958 Remove

Friday 0 23:59:59 Remove

Saturday H 23:59:59 Remove

Sunday :0: 23:59:58 Remove
Save Schedule

Delete Schedule

Cancel

When editing an existing schedule, you will use the drop-down to select the schedule you would like
to edit.



24-7

--Add New Schedule--
Hold Open

MonWed,Fri 8am - 12pm
Tuesday and Thursday

For ALL DAY holiday schedules, leave hour:minute values at zeros.
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When editing a particular day of the week, you may just click remove on that day:



Day/Holiday

Monday :0: :0: Undo Remove

Wednesday B0 Remove

Friday 8.0 Remove

Save Schedule

Delete Schedule

Cancel

Add the new hours you would like to set:

--Select a Holiday

‘

Monday
08
00
00
12
00

00

Add To Sthedule

W

Add To Schedule - All Week

Add To Schedule - Week Days




Once you have removed and added the changes, hit save to preserve the changes.

Day/Holiday Start Time End Time

Monday 9:0:0 6:0:0 Undo Remove

Wednesday 8:0:0 12:0:0 Remove

Friday 8:0:0 12:0:0 Remove

Monday 8:0:.0 12:0:0 Remove

Save Schedule

W

Delete Schedule

Cancel

If you wish to make changes to the whole week, you can remove all the set hours and use the button
"Add to Schedule - All Week" or "Add to Schedule - Week Days":

Add To Schedule

Add To Schedule - All Week

Add To Schedu‘hﬂ: - Week Days

Then save the schedule once you confirm the schedule changes:



Day/Holiday Start Time

Monday 7:0:0 :0: Undo Remove
Tuesday 7:0:.0 L3 Undo Remove
Wednesday 7:0:0 0 Undo Remove
Thursday 7:0.0 :0: Undo Remove
Friday 7:0:.0 0 Undo Remove
Monday 6:0:0 Remove
Tuesday 6:0.0 Remove
Wednesday :0: Remove
Thursday Remove

Friday -0: Remove

Save Sﬁhedule

Delete Schedule

Cancel

On successful saves, you will see a pop-up at the bottom right to confirm your saved changes:
tem processed successfully. You may process another or cancel

out.

Once you have made all the changes, make sure to push the schedules to the controller at the
bottom:
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Push All Holidays/Schedules To Controller

The Controller you will push to will depend on your configuration. This can be checked by going into
the Systems/Controller(s) and Interface(s) page in the Access Control Settings on the General
Administration page. As a general rule, these will be named according to the configuration and
accessways. If you need schedules available for all, push to all controllers. You may check its status by
checking the configuration status in the Access Control Settings:
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Send Schedule
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