Building Management System
Building Schedule Tutorial

Building schedules for buildings not locked using the S2 system are edited using an online
system that can be found in Vault. This tutorial will describe the 3 scheduling options and how to
use them.

Vault can be found here: https://vault.andrews.edu/vault/goto/home?vsf=et

This link will take you to this page:

"8 4 &# O

8 Most Visited (Y Andvews Universty (3 AUDCS Empioyee Hel.. 52 Login- Griggs (Y Human Resources « A @) Fy for Work/Business & 7-Day Forecastfor Lati (Y Lesminghub Lagin P

Welcome to Vault

Click on the Campus Safety link and login using your Andrews University username and
password. This page will come up:
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» » Campus Safety

Office of Campus Safety

Find Citations My Address

Find/Appeal Citations. Update your =ddresses and phone num bers.
Register Vehicles Temporary/Guest Parking Permit
Find/Manage Vehicle Registrations. Find/Manage Temporary or Guest Parking Permits.
Configuration Reports

Manage attributes/Permits/Viclations. Report menu.

Building Management System

Building management.

Search

These are the droids you'rs looking for.
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https://vault.andrews.edu/vault/goto/home?vsf=et

Click on the link for the Building Management System link to get to the Building Management
Home Page:
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Building Management Home

The Buiiding Mansgement System allovs Campus Safety and building man=gers to man=gs the daily locking/unlecking schedule of buildings and reems in these buildings by Campus Safety officers.
There are several functions you may perform within this system:

Schedule Functions Administration Functions

I. Building Schedule - Manags the scheduls for individual buildmgs‘l « Building Manager Setup - Configure the managers authorized to make changes te building schedules.
« View WIE - V2w NS BTNt Sohegulzs Tor pongings. « Holidays Setup - configure date ranges that require special holiday schedules.
« Buildings Setup - configurs buildings.
« Notify Managers - Send e-mail messages to all building managers.
« View/Manage Building Access - viev/Manage building access.
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Click on the link for Building Schedule. This will lead to a page that will allow you to begin
editing. There are several dropdown menus to choose from:

Andrews ) University

w » #» Buildings Schedule

Building Schedule

Fleasze =elect a =emestern.. |« Select
Flease =elect a building... w | Select

Default Term Schedules |« | Select

Default Term Schedule

Default Term Schedule will be the regular schedule followed during the selected term.

To begin, you must select the semester and building. In the example below, we have selected the
Spring Semester 2017, Nethery Hall, and the Default Term Schedule. In the example below,



Nethery Hall is scheduled to open at 8:00am and close at 10:00pm on Sunday. Each day of the
week is represented by one line in the table.

Home # Vault » Building Management System » Buildings Schedule
Building Schedule

| Spring Semester 2017 | Select

| Nethery Hall v | Select

|Defa|.|lt Term Schedules || Select

Default Term Schedule

This schedule is the default schedule for all days within a term. Holiday and special schedules have priority over this schedule.

Day Open _[Close __[Rooms| |
- 08:00 AM Del Add New Schedule Entry
10:00 PM Del Days Of Week:| sunday
07:00 AM Del You may select more{ Monday
10:00 BM Del than one day.|Tuesda
¥ Y
07:00 AM Del Wednesday
uesday Tein o Del Thursday
07:00 AM Del Fridav
ednesda 10:00 PM Del Saturday
57100 ANl = Open or Close: Open
10:00 PM Del L
frme ] Del Time Of Day: {e.g. 12pm, 10:45 am, or 5:36pm)
11:00 PM Del Rooms (Optional):
08:00 AM Del Add
11:00 PM Del

To add a new schedule entry, select the day and Open or Close. Then, type in the time you want
the building opened. In the figure below, we have selected to open the building on Sunday at
8am. Then, click on the “Add” button.

Default Term Schedule
This schedule is the default schedule for all days within 2 term. Holiday and special schedules have priority over this schedule.

Add New Schedule Entry
Days Of Week:

You may select more Monday
Day  [Open(CloselRooms|] than one day,| Tuesday
Closed Wednesday
Monday | Clased Thursday
Closed Friday
Closed Saturday
[Thursday | Closed Open or Close:
Closed Close
acordsy [N :

o= Time Of Day:|Bam| (e.g. 12pm, 10:45 am, or 5:36pm)
Rooms (Optional):

Add

In the figure below, we can see that the open time of 8 am is displayed in the table to the left. In
the table to the right, we have entered a close time of 5pm on Sunday.

Default Term Schedule
This schedule is the default schedule for all days within 2 tarm. Holiday and special schedules have priority over this schadule.

Add New Schedule Entry
Days Of Week:
You may select more) Monday

oy [Open |closcRooms | than one dar Tuesdey

Sundey  [EPTS = Wetmeadzy

Closed Thursday

Closed Friday

Closed Saturday

Closed Open or Close:| Open

Closed

D=zt Time Of Day: 5DI'|'I| (=.g. 12pm, 10:45 am, or 5:36pm)

Rooms (Opticnal ):
Add



After clicking on the “Add” button, the left table will display:

Default Term Schedule

This schedule is the default schedule for all days within a term. Holiday and special schedules have priority over this schedule.

ay  Oven [dlose Rooms
08:00 AM
05:00 PM
Clozed
Closed
Glosed
Closed
Closed
Closed

el
Dl

Add New Schedule Entry
Days Of Week:

You may select mare Monday
than ene day. Tuesday
Wednesday
Thursday
Friday
Saturday
Open or Close:
Close
Time Of Day: (e.g. 1Z2pm, 10:45 am, or 5:36pm)
Rooms (Optional):
Add

Multiple days can be selected for editing at one time. For example, if the building schedule is
the same Monday thru Friday, we can select all 5 days to enter open and close times.

Default Term Schedule

This schedule is the default schedule for all days within a term. Holiday and special schedules have priority over this schedule.

05:00 PM
Closed
Clesed
Closed
Clased
Closed
Clasad

Add New Schedule Entry

Days Of Week:| sunday

You may select morefiREN
than cne day. Qe

Wednesday
Thursday
Friday

Saturday

Open or Close:

Close
Time Of Day: ?aml
Rooms (Opticnal):

(e.g. 12pm, 10:45 am, or 3:36pm)

Add

After clicking on the “Add” button and then repeating by entering a close time, the page displays

as in the figure below:

Default Term Schedule

This schedule is the default schedule for all days within a term. Holiday and special schedules have priority over this schedule.

pay  open _[close _|Rooms|

08:00 AM
05:00 PM

07:00 AM
Monday
0&:00 PM
07:00 AM
vesday
0g:00 PM
07:00 AM
Wednesda
0&:00 PM

07:00 AM
0&6:00 PM

Sunday

07:00 AM
06:00 PM
Closed

peeeree2ze 22

Add New Schedule Entry
Days Of Week:| sunday
You may select morcfERTRTEW
than one day. Tuesday
Wednesday
Thursday
Friday
Saturday

Open or Close:

Close

Time Of Day: (e.g. 12pm, 10:45 am, or 5:36pm)

Rooms (Optional):
Add

When no Open or Close times are selected, like on Saturday in the figure above, the building will

remain closed.



If you want to remove an open or close time, click the “Delete” button in the far right column in
the left-hand table for the open or close time you want to delete.

Special Schedules

Special Schedules can be used as a temporary change from the Default Term Schedule. For
example, Special Schedules would be used if an event were taking place in your building.

To add a special building schedule entry, select “Special Schedules” (1. In the figure below).
Then enter the New Date (06/16/2017 below), Open or Close, and the Time of Day (4am in the
figure below.)

Home % Vault # Building Management System # Buildings Schedule
Building Schedule

| Spring Semester 2017 | Select

|Safety ~ | Select

|S|Jec:ia| Schedules v | Select <+— 1.

Special Schedules

Mote: you may use this page to override the default schedule for non-holidays. Note that once you have specified a special schedule for a day, the defaul
schedules from this page.

m. m_ ._m:
e I Add New Schedule Entry

Dates:

You may select more

than one day.

Or New Date:|psf16/2017 Ccal
Open or Close:
Close
Time Of Day: 4EII'I'I| {e2.g. 12pm, 10:45 am, or 5:26pm)

Rooms (Optional):
Add

Once you have added the new open and the new close time, the page will display:

Special Schedules
Note: you may use this page to override the default schedule for non-holidays. Note that once you have specified a special schedule for a day, the defaul
schedules from this page.

pay  lopen [Close  [Rooms| |
Jun 16, 2017 (Fri)04:00 AM Del Add New Schedule Entry
09:00 PM Dl Dates: __
You may select more BNy EETE )]

than one day.

Or Mew Date: Cal
Open or Close:

Close

Time Of Day: (2.g. 12pm, 10:45 am, or 5:26pm)

Rooms (Optional):
Add

The new open and close time will be reflected in the daily building schedule.



Holiday Schedules

Holiday Schedules are dates during regular Andrews University Holidays. If your building
follows a Holiday/Break schedule that is different than the predefined dates, you may edit the
schedule using the Special Schedule function.

Holiday Schedules work similarly to the previous options. Multiple dates may be selected so that
your building is scheduled to be opened for certain dates during a break, or the building may be

left closed for the duration of the holiday.

Building Schedule

| Fall Semester 2013 w  Select
| safety | select
[Holiday Schedules 'v| Select

Holiday Schedules

Note: the schedules specified on this page override the default schedules for the term. If you fail to specify a holiday schedule, the building will remain closed.

Labor Day (September 02, 2013 - September 02, 2013)
Open|close|Rooms| |

Closed

Day

Fall Break (October 14, 2013 - October 15, 2013)
Day  lOpenlcloselRooms |
[Oct 14, 2013 (Mon)) Closed

Closed
Thanksgiving Break (November 27, 2013 - December 01, 2013)

T
Ciozed
Closed
Closed
Closad
Closed

Nov 30, 2013 (Sat)

Winter Break (December 13, 2013 - January 05, 2014)

Day _ |Open|CloselRooms! |

Dec 13, 2013 (Fr) | Closed
Clozed

Closed

c Closed
Closed
Ciased
Closed

Closed

Closed

Dec 22, 2013 (Sun) Closed
Closad

Dec 24, 2013 (Tue) Closed
Dec 25, 2012 (Weod) Clozad
Dec 26, 2013 (Thu) Closed
Dec 27, 2013 (Fri) | Closed
Clased
Dec 29, 2013 (Sun) Closed
Dec 30, 2013 (Mon) Clozed
Dec 31, 2013 (Tue) Clozed
Jan 01, 2014 (Wed) Closed
Closed
Closed
an 04, 2014 (Sat) Clozed

Jan 05, 2014 (Sun) Clozed

Add New Schedule Entry

Dates:
You may salact more
than one day

-- Labor Day --
Sep 02, 2013 (Mon)
-« Fall Break «-
Oct 14, 2013 (Mon)
Oct 15, 2013 (Tue)

-- Thanksgiving Break --

Nov 27, 2013 (Wed)
Nov 28, 2013 (Thu)
Nov 29, 2013 (Fri)
Nov 30, 2013 (Sat)
Dec 01, 2013 (Sun)
-- Winter Sreak --
Dec 13, 2013 (Fri)
Dec 14, 2013 (Sat)
Dec 15, 2013 (Sun)
Dec 16, 2013 (Mon)
Dec 17, 2013 (Tue)
Dec 18, 2013 (Wed)
Dec 18, 2013 (Thu)
Dec 20, 2013 (Fri)
Dec 21, 2013 (Sat)
Dec 22, 2013 (Sun)
Dec 23, 2013 (Mon)
Dec 24, 2013 (Tue)
Dec 25, 2013 (Wed)
Dec 26, 2013 (Thu)
Dec 27, 2013 (Fni)
Dec 28, 2013 (Sat)
Dec 29, 2013 (Sun)
Dec 30, 2013 (Mon)
Dec 31, 2013 (Tue)
Jan 01, 2014 (Wed)
Jan 02, 2014 (Thu)
Jan 03, 2014 (Fri)
Jan 04, 2014 (Sat)
Jan 05, 2014 (Sun)

Open or Close: =

Time Of Day:

Close

{e.g.
Add

12pm, 10:45 am, or 5:36pm)




