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RENTER LOCK INSTRUCTIONS

Main Hall, Kitchen and Bar

· You will be given 2 codes.  One to gain access to the hall via the main glass doors and one for the security system.

· Your door code: (6 digits) 

· Your Security system code: (4 digits) 

· To Unlock…

· Use your door code in the push button latch on the main hall doors, turn the handle when it beeps and the green light comes on.

· Go directly to the security system panel on your left as you enter the building.  Enter your 4 digit code.

· Go back to the main door and unlock the panic bar by pushing on the bar and inserting the allen wrench (attached) into the hole and turning ¼ turn.

· To lock up after your event…

· Make sure that all lights are off, chairs are neatly hung and tables are placed on their racks,garbage is put in dumpster, AV equipment is turned off with powerbar if needed,  floors are swept and kitchen is left tidy.

· If you have had access to bar lock bar door and place key under office door or in file holder on wall outside of office.

· IF you had an exterior key slide it under office door or place in file folder on wall outside of office.

· Use Allen wrench to lock main door with panic bar(ensure if you opened both doors that they are securely latched beforehand)

· Go back to security system panel and press physical button with the home on it.  Then press touch screen button to “Arm”.  Press Green Button and then Red button (Arm Away)

· You have 60 seconds to exit the building.

· ENSURE main glass doors are fully closed and locked by pressing them closed once outside.
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