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Overview:
Welcome, this Manual covers Onity Integra5 v5.1.2.2 Software Usage and procedures for your Security Level.  Your Software access restricts you to only adding and removing users to locks that are relevant to your area. You also have the ability to collect and view the door opening report. 
Starting Integra:
Open Internet Explorer and enter the following URL.

https://masterapps-s.wvu.edu/Citrix/MetaFrame/auth/login.aspx
Enter your WVU Citrix username and password.

Double click on the Integra icon to start the program.
Integra takes a few seconds to load, but once it has completed loading you should get the login prompt for Integra, similar to the following:
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Enter in your Operator username and password. 

If you are having problems logging into Integra or other issues with Integra, please contact Mountaineer Card Services for assistance at 293-2273. 

Once you have successfully logged onto Onity, you should have the following screen.
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Changing your Integra Password:
If you feel that your account has been compromised, or for any other reason, you can change your password.  To change your password:

1.  Click on ‘Data’ on the main menu and select ‘Personal Settings’
[image: image4.png]. Integra client

File | Data Residents Locking Plan _Commurications_Openings Help

Tinezones

(e
Colendar »
Users eBusiness € Training

Doors

Batch Edt »

PCList

Operators

Personal Settings

Destinations




The following screen should come up with your information.
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2.  Click in the box beside ‘Change password’

3.  Enter your old password and new password then click on the ‘Change Settings’ button

NOTE:  You will not be able to see your new password being typed only the * symbol will be displayed as you type in your new password.

Logging out and Logging In:
Integra
will automatically log you out after 10 minutes of inactivity. Also, you should logout of Integra if you leave your workstation. In order to Login or Logout click ‘File’ on the main menu and select ‘Login’ or ‘Logout’.
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Exiting Integra:
To Exit out of Integra you can click on ‘File’ on the main menu and choose Exit or, as with must software, just click on the [image: image8.png])
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 icon in the upper right corner.
Adding and Removing Doors from Users:

You can grant and remove access via Pers. Locking Plan under the Residents menu.

1. From the Main menu, click on Residents and then select Pers. Locking Plan.
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2. You should then have a list of all users and have a screen similar to the one shown below. 
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NOTE:  It does take a considerable amount of time for a locking plan to load.  Please be patient white Integra loads your locking plan.
3. To search for a user click on the search icon [image: image11.png]. Integra client
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 , which will bring up the following window.
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*** If Type Ahead is not marked, Click in the box ***
4. Select the Field you want to search then start typing in the Value box. The user list behind will shift depending on what you type.
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5. When you see the name of the person you are looking for click on ‘OK’ to exit the search window and ‘double click’ on the user.
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The list on the left shows all the doors you control that haven’t been added to this user, on the right is the list door this user has access to.

Scroll down the list on the left to find the door that you want to add access to.

*** Do the following before moving a door from the left to the right ***

6. Uncheck Expiration or select the date you want the access to expire. 

7. Check Owner box to give lock/unlock privileges to certain users.

8. Add the access to that individual by first selecting what time zone they will be in or leave the default of always.

Note:  See the section on Automatic Changes
9. Double click on the door you wish to grant access to, the door should then appear on the right.
10. If you wish to remove access, double click on the door name on the right to remove it.

11. Once you are finished adding and removing doors, Click OK to save changes otherwise click CANCEL to ignore the changes.

12. If you made changes you will need to update the lock or locks you added or removed individuals to using the Portable Programmer.  Once this is done, the user(s) should then be granted or denied access.  It is helpful to write down what locks you made changes to so you will know which locks to update with the Portable Programmer.

Note:  See the section on the Portable Programmer for Updating locks.
Automatic Changes:

Automatic Changes are used to set what mode the lock functions in and at what times.  For instance; if you wanted your door to not require a PIN after a card is dipped during the day, but during the night require it. Automatic Changes are usually decided and setup when the lock is installed. However you can have Mountaineer Card make those changes for you.

The types of changes are:

Office:   

The lock is unlocked (no card needed).

Office first:
A card must be used for the first entry. After the first entry, the lock will be in Office mode (see previous entry).

Keypad:
A common keypad code is needed to unlock the lock. A card is not needed. However, users with a valid keycard for that lock may use their keycard instead of the code, and can then be individually identified by the lock.

Standard:

A card is needed for entry. A PIN code is not needed.

Security:

A card and PIN code are needed for entry.

Security Passage:
A card and PIN code are needed for entry. Owners may be able to change to office mode using a card by following a specific sequence.

Sta(E)/Key(X):
You need a card to enter and a common keypad code to exit.

Sec(E)/Sta(X):
You need both card and PIN code to enter but just a card to exit.

Sec(E)/Key(X):
Both card and PIN code are needed to enter. You need a common keypad code to exit.
Viewing the Openings Report:

The Openings Report can prove to be an asset, in that it can be used to check when a card was used to open the door.

Opening the Report:
1. To view the Openings Report, click on ‘Openings’ from the Main Menu and select ‘Reports’.
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2. Once you have selected Reports, you should get a screen similar to the following:
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The Date and time of each transaction is listed, as well as the door that was accessed and the resident or user accessing it.  This list also shows the Operation of each transaction or and whether a resident or temp card was granted or denied access to a room.  When you first open the Report it shows information for all the locks in the system.

Filtering the Report:
You can further isolate the locks you are particularly interested in by filtering the reports. If the filter menu is not open on the bottom half of the screen, click on the filter icon.
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You should see the following on the bottom half of the screen.
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*** For Filtering Details call 293-2273 and ask for Michael ***
Printing Reports:

1. You can print reports by clicking on the print icon found on the Openings Report.
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2. You should get a screen similar to the following.
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Note * you can do a print preview first or
select ‘To the Printer’ option instead of ‘To the Preview’

3. Click OK to either preview or print the report to your printer.

Exporting Your Report:
Alternatively you can export an Opening Report to an Excel Spreadsheet. This allows you to save local copy of a report on your computer.

1. Click on the print icon found on the Openings Report.
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2. You should get a screen similar to the following.
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3. Select ‘File’ then select the file format drop down box.
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 to bring up the following screen.
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5. Enter the filename and click ‘Save’

Troubleshooting:

Integra Error Messages-

Please note the error message you receive and contact Mountaineer Card at 293-2273
Lock Hardware Indicator Lights –

Red – Usually indicates an invalid Card or access denied.
Solid Green and Blinking Red - Batteries are low and need replaced.
Solid Green and Solid Red – Waiting for Keyboard input (PIN).
Red after 6 seconds – Cannot read card or card is blank; can also indicate a failed card reader.
Red and Green Alternating – Card is valid, but access isn’t permitted during this time – card expired, activation time, or not with in scheduled access time.
Other Issues:

If user complains that their card isn’t permitting them access, verify that you have indeed granted them access and that you have updated the lock.  If you are absolutely certain that the user does have access then the problem it most likely with their card. You can send them to our office and we can test their card and fix it if need be.
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