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Create a Contractor Record
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Create a Contractor Record

From the Maintain menu select Contractor Detail

@ tdsaccess

Maintain

Access Control Panel
Contractor Detail
Access Profile

Badge

Task

View

Setting

Help

1. To set up a new Contractor, click on the Add button on the top left corner of the screen.
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2. Enter the following details on the screen below:-

Note all mandatory fields are marked with an *
e Person ID (Automatically generated)

e First Name*(Mandatory)
e Last Name*(Mandatory)
e Company - UCCis company 7
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3.

e Uncheck “T & A posting”
e Uncheck “Is A Sponsor”

@ Add Person x
PersonType Contractor Person Catagory - Comments
o -
Gender de
Berson o= Automatcslly Generste Address
Active® [ Check to mark active
Tide (e - -
Contacts

rs (0 Check to allow

Extra Contacts

T&Aposing [ Checktoallow

Known As |Enter known =5 Life Safety Information
IsASponsor ¥ Check to allow

Cashless
Birth Details
pany* Select com - Cashless Export -
*Employment Export To O Check t allow
Cashless
*Access

Click on *Employment to display Employment Form fields.

*Employment

Jeb Title | Selectjob ttle -
Sub Department |Select sub department -
Stert Dete  02/06/2020 =
Leave Date |mm/ddfy i
HR Code |Enter hr cade
Cost Centre | Select cost centre -
Enter the following Employment details:-
e Department *(Mandatory)- Select from pick list
e Start Date - is defaulted to the current date.
Click on *Access to display Access Form fields.
*Access
Suppress InfOut Check [ Check to allow
ypass Biometric L Check to allow
Zone Description® | Select zone description -
frrezz Bezzon  Select access reszor -



6. Enter the following access details:-
e Zone Description *(Mandatory) — select your department zone from the pick list

e Access Reason: Select Temporary Contractor from the pick list

7. Click ‘Save’ Button. The Person ID will be auto generated with ‘C’ in front of the number. As
this number is'system generated it cannot be changed.

® Add Person

Comments

Address
tive* [ Check to mark active

Contacts
eck to allow

Extra Contacts

T&Aposting ¥ Checktoal

Life Safety Information
r (O Check to allow

Cashless

Birth Details

*Employment

(M Check to allow

8. The Contractor Detail record is displayed on screen
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Assign a Badge

1. From the Maintain menu select Access Control Panel

@ tdsaccess

Maintain

Access Control Panel

Contractor Detail

Access Profile

Badge

Task

o View

Setting

Help
2. Select the Person by entering the Contractor’s name or ID on the ACP Person combo.

antrol Panel R L L rpu————

T AuoRefresh v Include inactive

3. On the Access Control Panel click on the Badge icon to open up the badge portlet.
=

Valid -
1170172017 14:37
150472020 2359




4. Click on Add button.

Badge / 082 - Camilla Butterfield / Active

Q

Active Badge Numnber

Enter new badge number (This number is displayed on the front of the contractor card):-
Note all mandatory fields are marked with an *

e Badge Number* (mandatory),

Version * (mandatory — this should be set to 1)

Active Date for the badge (this will default to the current date and time),

Expiry Date can be entered if known or it can be left blank and entered at a later date

5. Once the required data is entered click the Save Button and a badge record (with badge status =
Valid) will be displayed in the portlet.

Add Badge x

— 0 BEE)

Note:

You cannot allocate a new badge to a person who already has a valid badge. Any existing valid badge must be
reclaimed first by clicking on the red reclaim badge icon in the Action column.




Reclaim a Badge

Badges need to be reclaimed before a person can be assigned a new valid badge and also before the
same badge number can be assigned again.

Note: Only Contractor Badges can be reclaimed — Staff or Student Badges cannot be reclaimed.

1. From the Maintain menu select Badge

@ tdsaccess

~, Maintain
Access Control Panel
Contractor Detail
Access Profile

Badge

2. Enter the Badge Number in the Keyword search box on the Badge Portlet
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Dashboard @ Badge s Active f Valid
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3. Click the Reclaim icon on the left of the Action column for the Badge to be reclaimed.

Badge / 082 - Camilla Butterfield / Active




Once confirmed the badge status will be changed to reclaimed and the action icons will be greyed
out on the portlet.

Note:

Once a badge is reclaimed this cannot be undone. If a badge is reclaimed by mistake it must be added again.

Assign Access Profile

Access profiles can be assigned to people via the Access Control Panel. A person's access
profile is a list of all their assigned access groups. The active date/time indicates from when
the person has access to the doors in the access group. Once the expiry date/time is reached,
the person will no longer have access to doors linked to that access group

‘ Note: Access Groups are created originally within the Reference Data

1. From the Maintain menu select Access Control Panel

@ tdsaccess

~, Maintain
Access Control Panel
Contractor Detail
Access Profile

Badge

P Task

> View

2. Enter the Contractor Badge Number into the Badge field to retrieve the Contractor details. (You
can also search by the Person’s Name using the first search box at the top left of the screen).



x
@ Access Control Panel

Person [Selec: an

a

(A=
Last Seen
d
Title
Job Title
Home Zane
Active

Deparzment

Sub Department

Assembly

Parson Category

L%

2]

Access Profile

Profile Override

[ include inactive

Security Clearance

3. Click on the Key Icon beside Access Profile to open the Access Profile Portlet

H
D; W @ Access Control Panel

Person 7753 - Arss Na

Aras Na Laoi Security, Contractor

Executive Development Room Aras Na Laoi

Economics {Aras na Laoi)

Auto Refresh k3 ¥

[ Include inactive

Department

Sub Department

1909125

05/02/2018 09:27

Parson Categary

=N Access pate Time

285 days age
d [=eEE]
Title
Home Zone Seaff
Active Yes

General Services

Boole Library Global, Boole Quad Reading Room Global, Brookfield General
Service Doors Global, UCC Security - Aras na Laoi. Brookfield Library All

r
“TH Profile ouerrice No

Security Clearance

e
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4. Within the Access Profile Portlet, click +Add button to assign a new Access Profile for the

Contractor.



@ Access Profile f C77533 - Aras Na Laoi Security / Active x

Action Person type ... Active Access Group... Access Group... Time Profile Active Date T... Expiry Date Time

No data to display

Q

Page of 0 Mo data to display @ @

5. Enter new access profile information for the Contractor. Note all required fields are marked
with an *
e Access Group *(required) can be selected by using the drop-down arrow or typing in the
combo to search.
e The Time Profile can be left blank as the time profile was already assigned when the
access group was created.
e The Active Date Time *(required) will default to the current date and time and can be
changed as required.
e If you wish the contractor to have access for a particular length of time you can enter an
Expiry Date and Time against the access profile.
6. The Save button will remain greyed out until all the required fields are entered. Click Save to
save all your entries.

Add Access Profile x Add Access Profile x
Required Fields==T""""" ’ Access Group® o0 1.0ata Cente Accesd x -




