
1

RS2 Technologies

RS2 Technologies ACCESS It! Universal.NET

Usage - Access It! Universal.NET



General Usage - Access It! Universal.NET



1. Access It! Universal.NET will 
require that you Login.

2. Both the User Name and 
Password are Case Sensitive.



1. As soon as you launch Access It! 
Universal.NET the internal 
context sensitive HELP system is 
started, press the ‘F1’ key at any 
time to get HELP for the screen 
you are currently on.

2. This is an Example, you will 
always have the opportunity to 
use the Contents, Index, and 
Search TABs to find any Help 
screen but it will always take you 
to the section for the current 
screen you are on.



1. Once you Login the system will take you 
to the System Statistics / License info.

2. The Screen consists of
A. Pull Down Menu
B. Ribbon bar
C. Navigation (Menus)
D. Work Area
E. Events



1. The License will show what options your 
system is Licensed for, the Serial Number, 
etc.

2. The System Statistics Icons show specific 
information concerning your system, such 
as the number of Cards, Panels, Readers, 
Unlocked Doors, Alarms, etc.



1. The File pull down Menu allows:
A. An Operator to substitute their Login credential 

for the one currently in use.
B. An Operator to change their Password.
C. Choose the Options.
D. Set the Workstation settings (Probably 

controlled by your Administrator.)
E. Get Help.
F. Get information concerning the installed (version 

& copyright) Access It! Universal.NET 
G. Exit Access It! Universal.NET



1. The Advanced window control is not 
enabled by default but is very useful, 
Checkmark the Advanced Window 
Contol,  select OK, the System will 
Prompt you, that it will enable this the 
next time the Workstation is started.   
Use the File and select Login, re-enter 
your User ID, and Password.



Notice that when you Login after checking the 
Advanced window control, you now have TABs.

Click “Cardholder” on the Menu, notice an additional 
Window appears and another TAB is added.

You may click on an open TAB to quickly change 
windows, you may rearrange the screen my Left-
clicking and holding down the mouse button while 
dragging a TAB, a cross shaped pattern will appear to 
assist you rearranging the Screen.

You may use the x on a TAB to close the individual 
TAB or Right-Click on the TAB to get a pop up control 
allowing you to close that TAB or Multiple TABS.



This shows holding the left mouse 
button down while dragging a TAB it 
could be placed on any of the 4 boxes 
with a Blue header, arrow and the TAB 
will be placed Above, Below, Left, or 
Right of the Main Work area.



Usage - Cardholders



1.  This shows right-clicking on the Cardholders TAB 
opens the Options such as Close, Close All But This, 
Close All, New TAB Groups.



1. To find all Cardholders.  Click on Main, then 
Click on Cardholders.

2. At the Cardholders Screen click on the 
Magnifying glass next to the Search Box.



1. This will bring up the entire list of Cardholders.

2. Use the scroll bar to scroll thru the list of 
Cardholders.

3. Click on a specific Cardholder Name to see their 
Card(s)



Double Click the Cardholder to view their  
complete record or make changes (edit) 
the Cardholder



Double Click their Card to view or 
edit the Card information.



1. Use the View pull down and then the Preview, 
this will show the record of any Cardholder in 
the list you click on.  You can not edit the 
Cardholder only Preview information in the 
Preview Window.



You can select any TAB in the Preview to view the data such 
as their Photo / Image.  Useful if you have multiple people 
with the same last name such as Smith to find the correct 
one.  Then double click their name to Edit their information.



The Preview also works for their Cards, useful 
if a Cardholder has multiple Cards, double click 
the Card you wish to Edit, preview any TAB 
also, such as Access Levels.



1.  The box beside the Magnifying glass is allows 
you to specify what you are searching for a last 
name, partial name or first letter.  Here I put K in 
then used the Magnifying glass to get just those 
Cardholders with a Last Name beginning with K



The pull down next to the search lets you choose 
what you want to search.  Any field in the 
Cardholder Database.



1. Here I chose to search Vehicle Make, defined Ford, 
used the Magnifying glass and have a list of only 
those Cardholders having a Ford.  The database 
field for Vehicle Make is a User Definable Field it 
will depend on what your System Administrator 
has Defined in your system.



To search multiple 
fields at once use 
the Binocular Icon,

I chose to find 
Vehicle Make equal 
to Ford, and Vehicle 
Color equal to Black 
and found only 1 
Cardholder that has 
a Black Ford. All 
Boolean 
expressions are 
available for search 
conditions.



1. To Add a New Cardholder to the system you may 
use the NEW button on the Ribbon Bar while on 
the Cardholder Screen, or Right Click in the space 
directly below the Cardholder gray bar “Last 
Name, First Name, Middle Initial”, using the down 
arrow next to the NEW button allows you to add 
a New Cardholder (Person) or a New Card.  Right 
clicking in the space under the Card header bar 
allows adding a New Card to the Cardholder 
highlighted in the Cardholder list.



1. Click on a column header such as Last Name, First 
Name, Middle Initial, Card Number, Facility Code 
to Sort on that Column, in Ascending or 
Descending order, the Arrow will show if you are 
sorting Ascending or Descending, click the Arrow 
to reverse the order.



1. To view additional columns of information from the 
database pertaining to Cardholders click the View 
pull down and Select Columns or Right Click and 
Select Columns. 



1. To view additional columns of 
information from the database pertaining 
to Cardholders click the View pull down 
and Select Columns or Right Click and 
Select Columns. 



1. When the Columns available in your 
database are shown use Drag and Drop 
to put the column in the table.  (I’ve 
chosen Vehicle Make, Color Vehicle, 
and License Plate # (your database may 
or may not contain those fields).  Right 
Click on the column header to see the 
sort options.  You can change the order 
of the columns using Drag and Drop.



1. Selecting the Reports Icon on the Ribbon Bar, 
will show you only the Reports pertaining to 
the screen you are on, if in Cardholders it will 
only show Reports about Cardholders.  

2. A description will be shown on the right, 
parameters and date range settings will be 
shown below to assist you in getting just 
what you are looking for.

3. The Only Selected Items indicates if you had 
selected specific Cardholders prior to 
selecting Report “Only they will be included 
in the Report”

4. You may choose to Print, Preview (on screen) 
or save the Report with the chosen 
parameters for future use.



1. Here I selected the Report Cardholder Access 
Events, and the Date Range, Selected 
Preview, and it is showing the Report on 
screen.

2. Across the top of the Report it displays a tool 
bar allowing me to print the report see how 
many pages long the report is move to 
another page, export the report etc.

3. Notice the info in Blue in the body of the 
Report.  If you have integrated your Video 
Recorder system with Access It! 
Universal.NET the Events having stored video 
will show the Link to the stored video.  Click 
the Blue Link to see the Video directly from 
the Report.



Usage - Hardware



1. Select Hardware menu, select Installed Readers the 
work area will show all of the Installed Readers, the 
Mode they are currently using, the Door Status, and 
other information.

2. The system can have up to 64,000 Readers so the 
Installed list could be very long, as on the Cardholder 
Page, there is a Filter, and Specification box to assist 
finding something specific.



1. You may want to simply see the doors that 
are currently Closed, Open, Unsecured, 
Unlocked, etc.



1. You may wish to search by Name or Partial Name.  Wild Cards are supported.  
Searching for a Reader of any name, space and second word beginning En, only 
returned those that were called something space Entrance.  Learn to use 
Wildcard characters.  You could search on a combination of Open, with a name 
of character set.  Find items quickly.



1. Once you have found the Reader you wish to do something with, click on 
the Reader to Highlight it, then select the pull down arrow next to the 
Command Button on the Ribbon Bar, all of the Commands your Password 
is permitted to use will be displayed.  Click on the Command you wish to 
perform.



1. After choosing the command, if 
there are options for the 
command, The Advanced Device 
Command window will appear 
allowing you to select your 
choices. 



1. If you check the Don’t Show this 
again,  box the system will assume 
that every time you choose that 
command you want to use the 
settings you used when you 
checked the Don’t show this again 
and not allow you to see the box.

2. If you have this happen use the 
File pull down menu, choose 
Options, and Checkmark the Show 
Advanced Device Commands box 
again, then Login to Activate the 
Change.



After choosing a command the screen will once again show 
the Readers as before, but you will see the result of the 
command in the Reader Mode column.



Using the Reports Icon while on the Reader screen, 
will show only those Reports pertaining to Readers, 
a Description of the Report you have Highlighted, 
and the Options below, with the ability to Print, 
Preview, or Save the Report.



Selecting one of the other categories from the 
Hardware menu such as Installed Inputs, Outputs etc. 
will operater in a similar fashion as the Readers, Items 
not Licensed or your Password is prohibited from using 
will not be shown on the menu.



Usage - Configuration



The Configuration menu, allows you to 
configure or view existing Access Levels, 
Time Intervals, Timezones, Reports etc.



The Configuration menu, Reports selection 
shows all available Reports in the system. 
Provides a brief description of each report 
next to the report.   When a Report is 
selected a Wizard will assist you to make 
selections to get the specific information 
you want included in the Report.



Here I chose the Card Access 
Events report and the wizard 
starts by asking me to move the 
Sites I want included in the 
report.  I have the System 
Events, and the Class Demo 
Case Sites moved to the right 
window to select those Sites.



When I chose the Next button 
the wizard prompts me for the 
Date Range I want included in 
the Report.



Using Next again, the wizard 
prompts me to choose the 
Card(s) I want included in the 
Report.  This is similar to 
using the binocular icon 
when searching for multiple 
items in the Cardholder 
screen.



Next the wizard prompts me 
for the Locations I want 
included in the Report.  Those 
on the Right are what I have 
selected.



Next the wizard prompts 
me to either put the 
Report on the screen or 
send it to the Printer, I can 
Save the Report for future 
use.

When ready I can use the 
Finish button to produce 
the Report.



Now with the Report generated and displayed on the 
screen there is the Report, the Tool Bar, and again if 
one of the Events included has Video associated by the 
DVR a Hyperlink allowing me to view the video on the 
DVR.



This shows Access It! Universal.NET calling the video 
from the integrated DVR, when I click on the blue 
Hyperlink.  Access It! Universal.NET does not store the 
video the DVR does we only make a link and call for the 
video from the DVR.  A License-able Option.


