User Portal Guide

The Single Tenant portal offers you many options to help you manage your security. This guide will
walk through all the options on the portal.

NaVigation Bar @DASHBOARD {o MANAGE CALLGROUP '.S.USERS LOGS &MYACCOUNT EB\LUNG

The navigation bar displays at the top of every page. You use the navigation bar to access options on
the portal. The definitions of the entires on the navigation bar are below.

Dashboard I @B ossHeoarD {& ManAGE CALLGROUP '.ﬁ" USERS LOGS & MY ACCOUNT E BILLING

The Dashboard is the first page you see when
you log in. The dashboard allows access to other
areas and common tasks.

Manage Ca"group ﬁDASHBOARD \OMANAGE CALLGROUP ...USERS LOGS 6MVACCOUNT EBILUNG

You’'ll use Manage Callgroup to manage the
callgroups you've created.

=

U sers @ DASHBOARD {c MANAGE CALLGROUP ';‘ USERS LOGS ﬁ MY ACCOUNT E BILLING
The Users section shows you the users in

your system. You can add users and edit user

permissions.

=

Logs ﬁDASHBOARD ‘o MANAGE CALLGROUP '..USERS LOGS 6MY ACCOUNT EB\LL\NG

The Logs page show the recent logs. The logs
record activity by device. From this page you
can determine how you’ll see the logs, track
the information about who has accessed your
property, when they access it, and how they
gained access.

My Accou nt ﬁDASHBOARD ‘o MANAGE CALLGROUP '..USERS LOGS 6MYACCOUNT EB\LL\NG

The My Account tab opens the My Account page.
This page holds information about your account,
including your username and address.

BI I I 1 ng ﬁ DASHBOARD ‘c MANAGE CALLGROUP '.‘.' USERS LOGS a MY ACCOUNT E B\LL\NCI
The Billing page allows you to edit your billing

information and allows you to review your past

invoices.

=
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Fiter Al v = Collapse All

Front Gate 3 7‘ -

Edit Logs Notifications

Device Type Gate Status Actions
Trigger Gate M vatchman Gate . 4@ %
ag ed Unknown Edit Logs Schedule
(Relay 1)
[ Take Picture [ inemal Camera [ i No Image Available
Edit Logs Schedule
Activity View Al
No Activity Data
Dashboard

The Dashboard is the first page you see when you log in. The dashboard offers you access to other
areas and an easy way to perform common tasks.

Filter: if you have multiple install locations, you can filter to a specific install location.
sends a signal to open the gate

el takes picture from the device at the gate
Edit : edit install information
Logs : shows logs for this device

Schedule 2] create or edit the schedule for open and close for this gate or door.

N oo s wbd =

Notifications Ime': allows you to set up notifications
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Man dage Call group @ossieosro | e maeoe catorowe | & users locs  alMyAccoNT  EdBiune

Depending on your account, you can manage voice
or video callgroups.

NOTE

A callgroup is the group of people who are called
simultaneously when a guest arrives at the gate.

Filter

1 Display Name 2 Address 3 Phone Number 4Selecl Device

User Login Created Video Callgroup Active 5

Y " ) Aetive () -
( Active U In Active L Active L In Active Clear

®
Video Callgroups 1 Resend Notifications | €] Copy to Devices | @ Remove h

u] Display Name Address User Login Created Callgroup Active Device Action

O John Smith 441 West Street [ ] 1 Dg}_‘_ice_
Callgroups
You can find the callgroups in the portal.

From this location you access callgroups and callgroup functionality. The Filter section lets you select
how you want to view the information.

Display Name: enter the name of your callgroup.
Address: enter the callgroup description you want to search.
Phone Number: enter the phone number associated with the callgroup you want to display.

Select Device: select the device associated with the callgroup you want to search for from the
dropdown menu.

W=

Click to filter the callgroups according to your entries.
Click to remove the a selected callgroup.
Click to add a new callgroup.

Click to edit the callgroup.

© N o o

When you receive a call, press * to open the gate.

NOTE
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Users @oseomo Smmucecaicror | Gosers| Bioos  @mvaccont  Fawung
A user is anyone who uses the CellGate service. Users are divided into types and roles.

User Types are categories of users with the same permissions and restrictions.

Users can be administrators, who access the online portal; residents (or employees), who can enter
the property and can open the gate when contacted by the Cellgate device; or guests, who can only
access your property with an assigned code.

A User Role creates more specific restrictions within a the User Type. A role give specific information
about the individual user. For example, an Account Admin can access the CellGate portal and
manage their account. A Vendor Code denotes someone who only enters the property at certain
times using a code, like a lawn service.

The users page shows the users in your account, and allows you to manage those users.

ACCOUNT USERS (7]

Access Codes with an asterisk are stored on device.

1 2 3 ;
Select... v /|| Filter... @W + Add Code

Name Properties/Locations Access Callgroups Restrictions Role

Amanda C 7 All devices on this account Account Admin

1. Select the options for the way in which you want to view the user. You can choose Name, Code/
Credential, Phone Number, Property/Location, or Role.

In the Filter menu, w

Click to filter the users with the terms.

Click to clear your search results. You can then start your search again.
Click to add a code only user.

Click to add a new user.

Click on a user’s name to select the user you want to edit.

2.
3.
4.
5.
6.
7.
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Create Users

1. Click Users icon from the navigation bar. ﬁDASHBOARD &AMANAGECALLGROUP %USERS LOGS &MVACCOUNT EB\LLING
2. Click [T T T |
3. Enter Name, Email, Phone Number,
Timezone, and click .
4. Select User Type and User Role from Ll e i )
dropdown; click . —— '
-
5. Create user restrictions. See the
Restrictions section for more information. °
., |
-
ate
.
[ssoscmie N oo s ]
e T e } ‘\ e T J\
[ I
= |
6. Enter information about how you want
the user to access the system. You might |.w-
Choose to have the user enter a gate HOW SHOULD JASON SMITH ACCESS THE SYSTEM?
code, use an RFID/Card/Clicker, or a Web " 7
Smartphone login. Click .
et E
HOW ELSE SHOULD JASON SMITH ACCESS THE SYSTEM?
B m
7 CIICk il HOW ELSE SHOULD JASON SMITH ACCESS THE SYSTEM?
itz Callgroup Manager User
sm
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Restrictions

1ﬂw\dual Resvictions Z e
Search
Restriction For » Front Gate
~ @ Amanda SR
Select Preset (Optional) -
~ 8 @ Front Gate
What date range? Any
Cancer  [REV
From To
01/03/2022 03/03/2023
What timeframe? any
From To
~ -~ ~ ~
05 00 | AM 12 o0 | PM
- - -~ -
How many times? oy
10 =
Add 1o Schedule Clear Schedules
13 Start Date End Date How many times?
9 1/3/2022 08:00 AM 3/3/2023 12:00 PM ] 10 2]
TinE A )
DAY ofx]z2]z]als]e[s]a]o[w[u|z[z]ra]as]e]17[1a]2s]20]2a]22]z2s
MOMDAY (=]
TUESDAY
WECHESDAY| (=]
THURSDAY
FRIDAY (=]
SATURDAY
SUNDEY
EE  cancel

The restrictions page has three parts.

-_—

Property, Location Access
Create Restrictions (top half of page)
Review (bottom half of page)

w N

-_—

. Property, Location Access

A. Select checkboxes for property,
devices, and gates to which you
want to add restrictions.

B. If you only want to create Q Search

restrictions for the property the * @ Amanda SR
user can access, click

Individual Restrictions

- Front Gate

Cancel h
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2. Create Restrictions A

Restriction For = Front Gate'

A. Shows the device to which the
restriction applies.

B. If you have preset template/ Whet it g2 C ay
exiting restriction, select it.

Select Preset (Optional) B v

From To
C. For date range, click o w03
and choose th.e §tart and end — D .
dates for restrictions to apply.
D. For days of the week to allow SE‘wDavm T M ™ s s

access, click . Choose  |uminefane? E o
the days to allow access.

From To
E. Fortimeframe, click A N A
and select the times to allow :
08 [ 00 | AM 270 | M
property access, such as From
¥ ¥ ¥ v

9:00 AM To 5:00 PM.

F. For how many times, click Hon ey nes? F iy

and enter the number
of times to allow access to the

10 ;

roperty.
Propel G
3. Preview A B
Start Date End Date How many times?
You'll see a preview of your restrictions. P S " p "
A. The Start and End Dates for the - m "
SChedUIGdiSplay. o [olafafa]a]s]s 7 e]s]ulu]e[u]ulu]e]v]e]u]a]a]e]n
“ . y MONDAY 5]
B. “How many times?” is the number (=
of entries allowed. 0
THURSDAY
C. The schedule preview displays in | 0
SATURDAY
green.
SUNDAY
D. Click Save to save the restriction.
% Cancel
Back m

E. If you've created new restrictions, Save Preset
enter the Preset Name. Click

Save Preset Name I

Cancel
F. C“Ck Next . Cancel

Eac
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Edit a User
1. Click the User tab.

ﬁ DASHBOARD ‘c MANAGE CALLGROUP g‘ USERS LOGS & MY ACCOUNT E BILLING

2. Click the user you want to

edit. ACCOUNT USERS

Access Codes eithan st are storedon device,

Select V|| File #Add Code n

Name PropertiesLocations hotess Callgraups Restrctions Group
Al devices ontis account Joh Doe: AccountAdin
Jane Doe Front Gate Gate Code: 52481 WinterAccess Guest Code

The Edit User screen has 3 EDIT USER
sections: A s %)

Name | AmandaC

1. User Information

2. Access Methods, User

Group and User Role

. . Actions. BDeler
3. Restrictions S

~ Access Methods
4 e e 2)

User Types Agmin

User Role Account Admin - Help 7

User RolelDescription

from the CellCate app

Restrictions

o

6 ot Edis on this age il oy aectAmanda C

([}

«Bamanca SR

~8.Q Fron Gae

What date range?

Specific [N

oy . o [

What timeframe? specific [

How many times? specific Y

\ o \ pores | pep—— N

‘ No ecords found ‘ ‘ No ecords found ‘

TivE AM e

oar of1fz[z[a]s]s|7]a]o ] w]u|e]n]u]s]s][r]s[n]a]a]z]z

MONDAY

TUESDAY

[vEonEsoa]

THORSDAY

FRDAY

‘SaTURDAY

SUnDAY,
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1. User
Information Name A\

In this section you i3 et
can update the

following:

A. Name

. Phone Number -
. Email D

B
C. Password TimemneE (UTC -5) Cenwal Standard Time v
D

. Phone
Number Actons |

Timezone Smartphone Login ExpirationF Y5 m
Login
expiration Notes(5

G. Notes &
H. When you're
done, click

Save |

2' Access! User Access Methods A
Group, User

Role BTwe oot %D 0
A. Migrate all T e b
methods wE v

B. Delete
credential 0

User Role
C. Edit user
access User Types FResidem

D. Migrate tO a User Role Gziceca\gmuph’lanaqw .
user
Voice Call Group: Johnny v

E. Add access

mom

methOd User RolelDescription
F- C h an g e U ser Voice Callgroup Manager : A Rols that can makes changes to their assigned Callgroup. Cannot access any oiher area of he WWeb Porial. This Role
Typ es can access he CeliGate app but cannot add codes or take pictures.
G. Change User H

Role M

H. When you'’re
done, click

Apply |

3. Edit the Restrictions
Edit the user’s restrictions and click B2, For more information, see the Restrictions section.
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Log s ﬁ DASHBOARD ‘. MANAGE CALLGROUP g‘ USERS LOGS & MY ACCOUNT E BILLING|

To see the logs for your CellGate devices,
click Logs on the navigation bar.

LOGS

Log Filter

Install Logation v

CadelCredzntial Date | Fom..

A A A A
Zap Open Number

Wy |m 04 37 | W
Phane Number v v v v

Callgroup Name Timezone (UTC-5) Central Sandard Time

LogTypes  Elimages B Devices B larms BDevice Actions B Aceess Response O Supcessful O Failed O Pending

Filier By Schedule [ Sehedule

Clezr

Activity Expart

The Log Filter allows you to specify how your information displays in the portal. The Logs options are
explained below.

LOGS

Log Filter

Install Location 1 w
Code/Credentizl
Zap Open Number 3
Phone Number 4
Callgroup Name 5

Log Types 6 Images & Devices & Alarms B4 Device Actions & Access

1. Install location is the gate or door where the device is located.
2. Code or credentials searches for information according to the user’s credentials.

3. Zap Open Number searches by the Zap Open Number. Some accounts do not have access to this
feature.

4. Phone Number displays results associated with the phone number.

5. Callgroup Name allows you to see activity according to the name that displays on the Cellgate
device.

6. For Log Types, select the checkbox for the type of logs you want to display, including Images,
Devices, Alarms, Device Actions, and Access.
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Date 1 From... To...
A Y ~ A
2 o Ho a7 P 04 |7 37 PM
w - - w

Timezone 3 [UTC -5) Central Standard Time -

Response 40 Successful O Failed O Pending

Filter By Schedule 5|:| Schedule

6

The Log Filter allows you to specify how your information displays in the portal. Fill out the
information for the item you want to search.

1. The selection for Dates displays the dates for which you want to view logs.

2. These times specify that you only want to see the activity between certain times, for example from
8to 10 pm.

3. Timezone specifies the timezone of the device.

4. Responses lets you specify whether access was successful, failed, or pending. Failed indicates a
transaction that was not successful.

5. Filter by Schedule lets you view data by the schedule name, so you see all results for one
schedule, but only for that schedule.

6. Click to filter according to the options you've selected.

7. Click =*°* to export logs to a spreadsheet. The export function exports up to 500 transactions.
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EBILLING

My Account

ﬁDASHBOARD ‘a MANAGE CALLGROUP g‘ USERS

LOGS

a MY ACCOUNT

To see your account information, click My Account on the Navigation Bar.

MY ACCOUNT

Account Contacts 1

2@ Account Status

Account Amanda C m m
Billng m Account Number: 21311
Timezone: Central Standard Time
Property Contacts Q
Amanda Mt Amanga © . . (@ edt
Email azalzmanl@mail com

1. Your primary account contact displays.

2. Click FELEE to add another contact.

3. Click to update contact information.

855.694-2837
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B i I I i n g ﬁ DASHBOARD \n MANAGE CALLGROUP g‘ USERS LOGS 6 MY ACCOUNT E B\LLINGI
To view your billing information, click Billing on the navigation bar.
BILLING (7]

Monthly Recurring 1

INVOICES

Wonthly would bill 50.00 + tax bill every month

M invaioes Found

Payment Information
MONTHLY RECURRING
| :
1. The screen shows your Monthly EDIT PAYMENT METHOD

Recurring Bill.

Click to update your credit
card information, which opens the
Edit Payment screen. You can update
your contact information, including
the billing address and email, and
where invoices and receipts are sent.

3. Click

Save |

cell-gate.com

Comact Information

Contact John Doe

Unitzd States v

3220 Keller Springs Rd Unit#

Carroliton Texas v
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Glossary: Group Terms
Admins

Account Admin: Account owner; has full Admin privileges in entire portal and app, and can create
codes from the CellGate app.

Billing Admin: Can input and update Billing information, including credit card info. Has no app
permissions and can’t see the rest of the web portal.

Site Admin: Role that can create and edit users and perform most duties of the Account Admin, but
can’t access Billing information. Has full access to the app, but can’t add codes.

Read Only Admin: Can view all portal tabs except Billing, but can’t add or edit information. Has no
CellGate app access.

Residents/Employees

Video Callgroup User with Remote Access: Role that can’t access the portal. Can access app to
send Momentary Open commands, but can’t add codes or take pictures.

Voice Callgroup User with Remote Access: Role that can’t access the portal. Can access app to
send Momentary Open commands, but can’t add codes or take pictures.

Video Callgroup User: Role that can’t access the portal. Role can access app, but can’t send
remote commands, take pictures, or add codes. Voice Callgroup User

Voice Callgroup User: Role that can’t access the portal. Role can access app, but can’t send
remote commands, take pictures, or add codes.

Credential Only User: Role can’t access the portal or app. You can assign a code or credential to
this user, and you can add their phone number to a voice callgroup.

Visitor
Guest Code: Role with no access to portal or app. You can use this role to assign codes or
credentials.

Vendor Code: Role with no access to portal or app. You can use this role to assign codes or
credentials to vendors.

No Access

No Access: Role with no access to the portal or app. Any credentials a user has when moved to this
Role are invalidated, so codes and credentials assigned to users under this Role will not work.
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