
How to Use Shared Codes, Emergency Codes, 

Set Door Modes, and Special Days 

 

 
Shared Access Code 
 

1. Click Access > Shared Access Code 

 
 

2. Click Create 

 
 



3. Enter all required information and click Save at the top to finalize the changes. Ensure that 

the correct Access Levels are selected for the shared code. 

 

Note: It is recommended to use Access Levels instead of Door Access, as backup and restore 

procedures do not retain door access permissions. 

 

 

 
 

 

 

 

 

 

 

 

 



4. Once the shared code is saved, the left-panel list will populate with the name of the newly 

created shared code. 

 
 

Emergency Codes 
 

5. Click Access > Emergency Codes 

 
 

 

 

 

 

 

 

 



6. Using the same process as with a shared code, enter all required information, select the 

correct Access Levels, and click Save at the top. 

 
 

Door Mode Schedules 
 

7. Click Access > Door Mode Schedules 

 
 

 

 

 

 

 

 

 

 



8. Click Create 

 
 

9. Click Add, then adjust the information on the left to configure the desired door mode. In the 

example, the door mode is set to remain open (Unlocked) during business hours (8 AM–5 

PM). To select a different mode, expand the drop-down list on the left and choose the 

preferred option. 

 
 

 

 

 

 

 

 

 

 

 



Special Days 
 

10. Click Access > Special Days 

 
 

11. Define names for each special day type if needed. A total of eight special day types are 

available. In the example, only the first type is defined as HolidayTest, which can be used 

for all office holidays within a year, allowing a single special day type to cover all annual 

holidays (1). Next, select the special day type to be applied on the calendar. If the date should 

repeat every year, enable Set As Repeating to avoid re-entering the same date in future years 

(2). Click the desired dates, and the corresponding color will highlight each selected date. For 

dates set to repeat annually, an R will appear in the top-right corner. Click Save to finalize 

the changes. 

  


