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How To Update Keyholder Groups Via The Cougar Portal

Please refer to the Portal Training Guide for KH Availability if you are unfamiliar with updating Key Holder information.

You need to log into the Portal using your own Credentials. If you are unsure what these are or require a reset please email Arc@CougarMonitoring.com.

Please provide your current information if a reset is required.
Once you have logged into the Portal you will be met with this screen:
COUGAR & 575 e

Cougar Monitoring Ltd welcomes Amelia Dunn to Cougar Web Portal.

If you have any difficulties using the system, or have any queries, please contact Cougar Monitoring Ltd on 08448566685,

You may also send an email to the System Administrator.

Home Sites Reports Settings Help Log off

Please Note — Depending on your access level you may find your view of the Portal and the tabs available is slightly different, you may have less options or
only be able to read certain sections of the account. If you require access to a part of the Portal that is currently inaccessible to you please email

Arc@CougarMonitoring.com for assistance.

Cougar Monitoring HQ

Last updated 15.03.2021
Author: Amelia Dunn
Kings Technology Centre
Unit 1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath
B&64 5QR

T: 0333 222 9099

Bradford | BD4 7HH
T: 0330 678 0635

4 St Dunstans Technology Park

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate

Wishaw | ML2 OEQ
T: 01698 355 1M

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Navigate to Sites at the top right, on the drop-down menu select Search (ALT+S).

Site Search
|Cuntra:t Number |Contains |

[#]1s Commissioned []Templates Only

Records : 0 to 0 of 0 (Maximum record limit is 1000)

Contract Number

Site Name

7— COUGAR

MONITORING

O search ]
EE =

Address

ort To Filz

Enter the Contract Number for the site you are going to be updating and click Search.

This will bring up a list of the sites that match the information you have input:

Site Search
|Cantract Number |Contains IlUClO?E? _
[J1s Commissioned []Templates Only
Records : 1 to 1 of 1 (Maximum record limit is 1000) - - 1of1 --
Contract Number Site Name Address I
1000797 Training Test Dummy, B65 SNA l
| ExportTofile |

Last updated 15.03.2021  ~ouaar Monitoring HO
Author: Amelia Dunn
Kings Technology Centre
Unit1-2 Sapcote Trading Centre

Powke Lane, Cradley Heath
B&64 5QR

T: 03332229099

Regional Offices in the Kings Secure Technologies

4 St Dunstans Technology Park
Bradford | BD4 7HH

T: 0330 678 0635

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 355 1M

Group of Companies

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Click on the Contract Number that you are wanting to update and it will bring up the following screen:

[Customer Contacls”Site COI’ItEDtS‘ [Special Instructions | [Transmitters| [Areas |Agencie€||Devices||AIan’ns||Cunvemiuns‘ [User Defined ‘ ‘H'lstory‘ URNs @
E2iBing Serial 556819 SR | Correspondence
(e Number U 7 Fire Test
Line Status " Dummy B65 SNA Mone
m Site Name raining Test et
tine oK I
Cr e — Contract 1000757 —

ul
(D) User Ref None

MO Billing Ref ‘ND"E I
Mot On-Test
‘Commissioned Telephone 0138 411 1111 Mone |
Mot Commissioned Duress Code I
- Fax

Password [ i
Installer Email [ .I‘nnreﬂhods
Cougar Monitoring . —

Premise Type |Domestic v i Verification

e m— v Site Notes Technalogy Fitad
Cougar Monitoring Business | E ot N°
Link Account Line Fault & Intruder
Mot Sat Company | <5€ hd Alarms must be
‘Customer Group. confirmed
Mot Set LI
[KeyServiee | Status | <se v Fire verification req'd
Nat pravided Premise Status| < v =
Audible Alarm I = UL Burg. Certification |
MNane Reset Installer |Not Set =
Template Site | UL Fire Certification |
N
D

. Handling
-
PA Verification
Required
Ha

From this screen you will be able to see all the information that is currently set up for the account.

For this training guide we will be focusing on updating multiple Key Holder Groups.

Last updated 15.03.2021 Cougar Monitoring HQ Regional Offices in the Kings Secure Technologies Group of Companies
Author: Amelia Dunn
Kings Technology Centre 4 St Dunstans Technology Park Unit 6 Pickering House Argento House
Unit1-2 Sapcote Trading Centre Bradford | BD4 7HH Netherton Road 12 Progress Park
Powke Lane, Cradley Heath T: 0330 678 0635 Netherton Industrial Estate Ribocon Way
B&64 5QR ) Wishaw | ML2 OEQ Luton | LU4 QUR
T: 03332229099 T: 01698 355 1M T: 01582 412 000
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Navigate to the Customer Contacts Tab:

el Customer Contacts ]?ite Contacts| [Spedial Instructions| [Transmitters|[Areas| [Agencies|[Devices| [Alarms| [Conversions | [User Defined| [History | [URNS Ej

Groups (+ add group) Contacts

Open

12/03/2020 16:25 | | Group. Area Edit  Del Name Numbers permissions Priority Group Edit  Del

<Al Contacts> Key Holder 1 M:O11iii11il T o | 1 [ & | x|

Jrknen 1 Owiner Mobiles -
2 - Main Keyholder Group All areas
3 - Automation SMs All areas H X
4 - Automation Email All areas Ed X

Det ned

257082020

ach ant

m
Contact Name Key Holder 1 Email 2 key Holder
Home Phone Priority |1 [V Password TEST %@ cancel Alarms
work Phone Priority [2 [V Duress Code Edit Keyholders
Mobile Phone o111111111 Priority |3 [V Panel User number [ Edit Schedules
Pager Number Priority |4 [V Global Contact [} =/ Edit site Data
Pager Window
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As you can see there are currently 4 Groups set up:

1. Owner Mobiles — This group is purely for the Owners
Mobile numbers to be input.

2. Main Keyholder Group — This group is where you
keep the keyholders who are not the Site Owners.

3. Automation SMS — This group will contain the
Owner Mobiles and any relevant Key Holders who are
to be contacted via SMS.

4. Automation Email — This group contains any email
addresses for the Site / Installer that are set up to
receive automated emails regarding signals.

(Please be aware that the groups you see may differ slightly depending on your Protocols. Please contact ARC@CougarMonitoring.com for further
information.)

Above these groups you will see <All Contacts> this will show you all the contacts that are currently set up for an account, including any that are not
currently assigned to a Group. This is where you are able to assign your Keyholders into the relevant Groups:

Last updated 15.03.202
Author: Amelia Dunn

1 Cougar Monitoring |

Kings Technology Centre

Unit 1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath
B64 5QR

T: 0333 222 9099

4 St Dunstans Technology Park

Bradford | BD4 7HH
T: 0330 678 0635

slogies Group of Companies

Unit 6 Pickering House Argento House

Netherton Road

12 Progress Park

Netherton Industrial Estate Ribocon Way

Wishaw | ML2 OEQ
T: 01698 355 1M

Luton | LU4 QUR
T: 01582 412 000
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|Site ContactsHSpecial Instrucﬁnns”Transmittersl Areas |Agenci|=£.‘ ‘ Devicm”Alarms||Conversions‘ ‘ User DeﬁnedHHistory‘ URNs

7
=

=
o=

COUGAR

b BAE

(7]

o
1§I

Set Status Groups [+ add group)

Contacts

12/03/2020 16:2%
Line Status
Unknown

Group

<All Contacts>

- Owner Mobiles
- Main Keyholder Group
- Automation SMS

Alarm Status.
In Alarm

PR

- Automation Email

All areas @
All areas @
All areas 54
All areas |§

Numbers
T:0222 222 2222
M:0111111111

Name
Keyholder 1
Owner Mobiles

=]
5
@

.
S8
2@
HH
Qe

Edit

@Q
ﬁﬁg
o

X X g

= v =1, T
& S1E B
U R
EELE RS
s3I Flal B
Bk g5
3 (@] LN
£ 5

3

nstaller
Cougar Monitoring

Branch

4
B
219
al | &
gl |3
ai

Link Account
Not Set

Customer Group

ECEEEE
FaiEk iF 2
o|° (2] 2 |m|
SRGE R
A
o | A
FARE]

General | | Availability

Contact Mame
Home Phone
Work Phone
Mobile Phone
Pager Number

Pager Window

|

| v F
I v
I v E
[ ety [
—

Email |
Password

Duress Code

Panel User number

Global Contact

A4 Key Holder

*® cancel Alarms
@4 Edit Keyholders
Edit Schedules
=] Edit Site Data

This is how the groups are currently set up:

Last updated 15.03.2021
Author: Amelia Dunn

Cougar Monitoring HQ

Kings Technology Centre
Unit1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath
B&64 5QR

T: 03332229099

info@cougarmonitoring.com

Regional Offices in the Kings Secure Technologies Group of Companies

4 St Dunstans Technology Park
Bradford | BD4 7HH

T: 0330 678 0635

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 355 M

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Groups (+ add group) Contacts Groups (+ add croup) Contacts

ol Area Edit pel Name NUECer Group Area Edit Del Name Numbers
<All Contacts> Owner Mobiles M:0111111111 <All Contact:

2 - Main Keyholder Group All areas 1- Owner Mobiles All areas

2 - Automation S M @ X ~ Hain Keyholdor Group -n

4 - Automation Email All areas 4 ke 3 - Automation SMS All areas

4 - Automation Email All areas I§’ X

Groups (+ add group) Contacts Groups (+ add group) Contacts

Group Area Edit Del Name Numbers Group Area Edit Del MName Numbers
<All Contacts> <Al Contacts>

1 - Owner Mobiles All areas E’ 1 - Owner Mobiles All areas Ed

2 = (i (Reyiiler Sy All areas 2 - Main Keyholder Group All areas |§ X

3 - Automation SMS -n 3 - Automation SMS All areas

4 - Automation Email All areas 4 - Automation Email n

So at current the only group to have any active contacts in is the Owner Mobiles group, but we have a Keyholder set up unassigned.
(Please Note — You can leave Contacts in an unassigned state if they need to be on the account but not actionable — we will explain this further down.)

To add in a new contact for multiple groups you need to add them into any one of the groups to begin with. For this we will be adding them into the <All
Contacts> section.

Last updated 15.03.2021 Cougar Monitoring H Regional Offices in the Kings Secure Technologies Group of Companies
Author: Amelia Dunn

Kings Technology Centre 4 St Dunstans Technology Park Unit 6 Pickering House

Unit 1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath
B64 5QR

T: 0333 222 9099

Bradford | BD4 7HH
T: 0330 678 0635

Netherton Road

Netherton Industrial Estate

Wishaw | ML2 OEQ
T: 01698 355 1M

Riboc Lllv\v' 1y
Luton | LU4 QUR

T: 01582 412 000
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Once you click on Add Contact the boxes will become editable:

/,

Groups (= add group) Contacts
Group Arco Edt Dl | [Name Humbers Permissions Goup  Edt  Del
I | <o hoder o T:0222 222 2222 LPOEESR ) 2 x
1 - Owner Mobiles All areas ¥ Owner Mobiles M:0LII111111 FRABEEE @ 4 x
2 - Main Keyholder Group All areas ¥ X
3 - Automation SMS Al areas 4 x
4 - Automation Email All areas ¥ X
IR [ oty | fiotes|
Contact Name | Email | £ xey Holder O
Home Phene [ piiy1¥ password | —— A cancel Alarms 0
Work Phone [ pry[z[¥] Duress Code | B Edit Keyholders O
Mobile Bhone | ™ A Panel User number | | 5] Edit Schedules =]
Pager Humber [ phoiy[a ¥ Giobal Contact o ] Edit Site Data O
Pager Window |
[ Add contact | s ] [canen ]
Here you add your contact like normal:
Availability
Contact Name |Keyho|der 2 Email | P Key Holder
Home Phone 033333333 Priority II_E[ Password ” Cancel Alarms
Work Phone Priority IZ_E[ Duress Code Edit Keyholders
Maobile Phone Priority Panel User number E Edit Schedules
Pager Number Priority |4_E[ Global Contact (| @ Edit Site Data
Pager Window
ca comace e ] e
Last updated 15.03.2021 Cougar Monitoring HQ Regional Offices in the Kings Secure Technologies Group of Companies
Author: Amelia Dunn
Kings Technology Centre 4 St Dunstans Technology Park Unit 6 Pickering House Argento House
Unit1-2 Sapcote Trading Centre Bradford | BD4 7HH Netherton Road 12 Progress Park
Powke Lane, Cradley Heath T: 0330 678 0635 Netherton Industrial Estate Ribocon Way
B64 5QR ’ Wishaw | ML2 OEQ Luton | LU4 QUR
T: 03332229099 T: 01698 35511 T: 01582 412000
infol '71'\’_-.'_‘r| Igarmonitoring.com www.cougarmaonitornng.com

Cougar Monit

Company Number: 03223218 | VAT Number: 670 «
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Updating Key Holder Groups.

Once you click Save you will notice they have been added to the <All Contacts> group:

Groups (+ add group)

Contacts
Group Edit Del Name Numbers Permissions Group Edit Del
<All Contacts> _-- Keyholder 1 T:0222 222 2222 29 = & £ X
1 - Owner Mobiles All areas Keyholder 2 T:033 333 2333 Pal | = & 4 x
2 - Main Keyhaolder Group All areas B’ x Owner Mobiles M:0111111111 L D A = & £ X
3 - Automation SMS All areas E X
4 - Automation Email All areas 4 o
To assign them to the correct groups you need to click on the ‘Group’ Icon to the right of Permissions:
Contacts
Name Numbers Permissions Group Edit Del
Keyholder 1 T:0222 222 2222 A P R = iy £ X
Keyholder 2 T:033 333 3333 Pl . - = & E4 X
Owner Mobiles M:0111111111 FPOHAEF T £ X
This will bring up a pop up showing where that particular contact is assigned:
Last updated 15.03.2021 Cougar Monitoring HQ Regional Offices in the Kings Secure Technologies Group of Companie

Author: Amelia Dunn

Kings Technology Centre
Unit1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath
B64 5QR

T: 0333 222 9099

4 St Dunstans Technology Park
Bradford | BD4 7HH

T: 0330 678 0635

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate

Wishaw | ML2 OEQ
T: 01698 355 1M

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Updating Key Holder Groups.

Group Selection

Groups for: Owner Mol

biles

x|

Group Area Member
1 - Owner Mobiles All Areas
2 - Main Keyholder Group All Areas O
3 - Automation SMS All Areas O
4 - Automation Email All Areas |

7— COUGAR

MONITORING

At current the Owner Mobiles contact is assigned to the Owner Mobiles Group only, as we also want it in the Automation SMS we just need to tick the box

X

Group Selection

Groups for: Owner Mobiles

Group Area Member
1 - Owner Mobiles All Areas

2 - Main Keyholder Group All Areas O

3 - Automation SMS All Areas

4 - Automation Email All Areas O

Then click Update. If we now check the Automation SMS group you will see Owner Mobiles has been added:

Last updated 15.03.2021

Author: Amelia Dunn

Cougar Monitoring HQ

Kings Technology Centre
Unit1-2 Sapcote Trading Centre Bradford | BD4 7HH

Powke Lane, Cradley Heath

B64 5QR

T: 03332229099

dcougarm

LOring.com

Regional Offices in the Kings Secure Technologies Group of Companies

4 St Dunstans Technology Park

T: 0330 678 0635

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 355 M

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Groups (+ add group)

Contacts
Group Area Edit Del | Name Numbers Permissions Priority Group Edit Del |
<All Contacts> Owner Mobiles M:0111111111 Paly | = 01 3 E§ X
1 - Owner Mobiles All areas B’
2 - Main Keyholder Group All areas

3 - Automation SMS n

4 - Automation Email All areas

Go back to <All Contacts> to assign the next contact, we are going to put Keyholder 1 into the relevant groups:

x|

Group Selection

Groups for: Keyholder 1

Group Area Member
1 - Owner Mobiles All Areas O

2 - Main Keyholder Group All Areas

3 - Automation SMS All Areas

4 - Automation Email All Areas O

Last updated 15.03.2021  ~ouaar Monitoring HO

Author: Amelia Dunn
Kings Technology Centre
Unit 1-2 Sapcote Trading Centre

Powke Lane, Cradley Heath
B64 5QR

T: 0333 222 9099

Regional Offices in the Kings Secure Technologies Group of Companies

4 St Dunstans Technology Park
Bradford | BD4 7HH

T: 0330 678 0635

Unit 6 Pickering House
Netherton Road
Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 355 1M

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Then the same for Keyholder 2:
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Groups (+ =dd group) Contacts
Group Area Edit Del Name Numbers Permissions Priority Group Edit Del
<All Contacts> Keyholder 1 T:0222 222 2222 2 = 01@ 2 E4 x
1- Owner Mob|les All areas Keyholder 2 T:033 333 3333 paly . W = 02 @ 2 E4 X
-n
3 - Automation SMS All areas
4 - Automation Email All areas B’ X
Groups (+ =dd group) Contacts
Group Area Edit Del Name Numbers Permissions Priority Group Edit Del
<All Contacts> Owner Mobiles M:0111111111 Pl W = 01@ E £ X
1 - Owner Mobiles All areas B’ Keyholder 1 T:0222 222 2222 PRl | = 02 ©@ 3 E2 X
2 - Main Kevholder Group All areas Keyholder 2 T:033 333 3333 pely . W =1 0z @ 3 E4 x
-n
4 - Automation Email All areas

The contacts are added to the group in the order that you assign them.

are in the correct places:

Priority
o1 @

02 €@
03 @

Cougar Monitoring HQ

Last updated 15.03.2021

Author: Amelia Dunn
Kings Technology Centre
Unit1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath
B64 5QR

T: 0333 222 9099

Regional Offices in

4 St Dunstans Technology Park
Bradford | BD4 7HH

T: 0330 678 0635

the Kings Secure Technologi

-

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 355 1M

’

5 ro
4

up of

If you need to change the order you just use the Priority arrows like normal until they

Companies

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Please Note — For Keysafe Code and Medical Information Keyholders, these should be listed under the Main Keyholder Groups, normally called Owner
Mobile Group and Main Keyholder Group on Residential sites, this is to ensure this information is presented to the Operators. These keyholders do not need

to be listed under any ‘Automation’ Groups.

(Please see the Portal Training Guide KH Availability for further information on this.)

If we no longer need Keyholder 2 on the account we can delete them from one of the groups using the Red Cross:

Groups (+ =dd group)

Contacts
Group Area Edit Del Name Numbers Permissions Priority Group Edit Del
<All Contacts> Keyholder 1 T:0222 222 2222 Paiy . W = 01 @ 2 E4 X
1 - Owner Moblles All areas Keyholder 2 T:033 333 3333 Paly. W = 02 @ 2 E§ X
-n

3 - Automation SMS
4 - Automation Email

All areas

All areas a’ K

You will be presented with the following:

Do you want to remove the contact from this site?

Cancel

| Continue ||

If you click Continue then that contact will be removed completely from the account:

Last updated 15.03.2021
Author: Amelia Dunn

Cougar Monitorir

Kings Technolox
Unit 1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath

B64 5QR

3y Centre

T: 0333 222 9099

fhcesin

4 St Dunstans Technology Park

Bradford | BD4 7HH

T: 0330 678 0635

the Kina

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate

Wishaw | ML2 OEQ
T: 01698 355 1M

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Groups (+ add group) Contacts

Group Edit Del Name Numbers Permissions Group Edit Del
<All Contacts> _-- Keyholder 1 T:0222 222 2222 pely W= = & £} X
1 - Owner Mobiles All areas Owner Mobiles M:0111111111 ;J @ i = &5 g »
2 - Main Keyholder Group All areas B’ X

3 - Automation SMS All areas E X

4 - Automation Email All areas Ed X

However if you just need to remove them from one group you do this via <All Contacts> and the Group button, simply untick the groups you no longer need

them in.

When adding in Email Addresses for Automation or Reporting purposes please add them in in the below format as the system will not create a contact if

all of the ‘Phone Number’ fields are blank:

Availability || Motes

Contact Name |Automation Email Email IAutomation@automation.com P Key Holder
Home Phone IAutomation Email| X Ppriority Password | @ Cancel Alarms
Work Phone | Priority Duress Code I Edit Keyholders
Mobile Phone | Priority Panel User number I Edit Schedules
Pager Number Priarity Global Contact O =/ Edit Site Data
Pager Window
COuUQ fo ] HQ 15 ne K sS e Tec loqgies oup of Companies
Last updated 15.03.2021 Cougar Monitoring H Regional Offices in the Kings Secure Technologies Group of Companies

Author: Amelia Dunn

Kings Technology Centre

Unit 1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath
B&64 5QR

T: 0333 222 9099

4 St Dunstans Technology Park
Bradford | BD4 7HH

T: 0330 678 0635

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 355 1M

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000

Page 13 of 19



OUGAR

ONITORING

Portal Training Guide —
Updating Key Holder Groups.

You may find that there are already contacts set up in the Automation Email group, please do not delete these contacts, if you are unsure of any contacts
that you have not added to an account please contact us to confirm if it is something that has been setup by ourselves for a specific reason.

Please remember, when you add in a new contact to also assign them to the Automation SMS group if they are to get Automated Text messages alerting
them of signals.

Unassigned Contacts

There are times where you want a contact on the account but they are not be contacted. For example if you want a specific password to put the Fire Alarm on
test, or if your site contains multiple units and each one has their own password to gain entry. Sometimes you will have a specific contact who needs to be
able to access multiple accounts with their own password. This can be done by setting them up in the Customer Contacts section but not assigning them to
any Groups.

Here we have added in 2 ‘Units’ with Passwords, but we have not assigned them to any groups.

Last updated 15.03.2021 Cougar Monitoring H Regional Offices in the Kings Secure Technologies Group of Companies
Author: Amelia Dunn

Kings Technology Centre 4 St Dunstans Technology Park Unit 6 Pickering House Argento House
Unit 1-2 Sapcote Trading Centre Bradford | BD4 7HH Netherton Road 12 Progress Park

Uv’.n‘.rk:? Lane, Cradley Heath T: 0330 678 0635 ?\Jf:ti’w-';-n_on Industrial Estate Riboc on V‘Iv".'b,' ,
B64 5QR Wishaw | ML2 OEQ Luton | LU4 QUR
T: 0333 222 9099 T: 01698 35511 T: 01582 412 000
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Groups (+ add aroup)

Contacts
Group Area Edit  Del Name Numbers. Permissions Group pel
All Contacts: | Keyholder 1 T:i0222 222 2222 PROAREH @ x
1 - Owner Mobiles All areas El Owner Mobiles M:0111111111 AREmEE & X
2 - Main Keyholder Group Al areas ¥ X Uit 1 LRARE o x
3 - Automation SMS All areas 4 X AP dEE G
4 - Automation Email Al areas ¥ X
m_l-\vzi\zbi\ity Notes|
Contact Name unit 2 Email £ key Holder
Home Phone Priority 1 Password UNIT2 @ cancel Alarms
Work Phone Priority Duress Code &% Edit Keyholders
Mobile Phane Priority |3 Panel User number [ Edit Schedules.
pager Number Priority Global Contact O = Edit Site Data
Pager Window

Group Selection

Groups for: Unit 1

Group Area Member
1 - Owner Mobiles All Areas O
2 - Main Keyholder Group All Areas O
3 - Automation SMS All Areas O
4 - Automation Email All Areas O

Last updated 15.03.2021  ~ouaar Monitoring HO

Author: Amelia Dunn

Kings Technology Centre
Unit1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath
B64 5QR

T: 03332229099

dcougarmonitoring.com

/,

Regional Offices in the Kings Secure Technologies Group of Companies

4 St Dunstans Technology Park
Bradford | BD4 7HH

T: 0330 678 0635

w.cougarmaonitoring.com

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 35511

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Please Note — the system will prompt you to input a phone number each time you create a contact, for contacts that are purely for password purposes then
input ‘not a keyholder’ into the Home Phone Field and Save :

Availability | | Notes

Contact Name
Home Phone
Work Phone
Maobile Phone
Pager Number

Pager Window

unit 2

| priority [1 [¥]
Priority |2

|
| Priority
|

Message from webpage * I

I A key holder must have at least one contact number,
. Please ensure a number is entered and try again.

-

Priority
—

A2 Key Holder

P cancel Alarms
R Edit Keyholders
Edit Schedules
=] Edit Site Data

[ES S RS RS BCS|

Availability
Contact Name IUnit 3 Email I p Key Holder
Home Phone Mot a keyhalder X Priority Password UNIT3 @ cancel Alarms
‘Work Phone Priority Duress Code Edit Keyholders
Mobile Phone Priority |3 Panel User number [ Edit Schedules
Pager Number Priority |4 Global Contact O [ Edit Site Data
Pager Window

As you can see the contact has been added and there are no humbers listed:

Last updated 15.03.2021  ~ouaar Monitoring HO
Author: Amelia Dunn

Regional Offices in the Kings Secure Technologies

Kings Technology Centre 4 St Dunstans Technology Park
Unit1-2 Sapcote Trading Centre Bradford | BD4 7HH

Powke Lane, Cradley Heath g

Bé&4 SQR T: 0330 678 0635

T: 03332229099

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 355 1M

Group of Companies

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Portal Training Guide —

Updating Key Holder Groups.

Groups (+ add group) Contacts
Group Area Edit  pel | [Name MNumbers Permissions. Group. Edit Del
<Al Contacts> [ | Keyholder 1 T:0222 222 2222 PRHEEE &@ 4 x
1 - Owner Mobiles Al areas E] Owner Mobiles M:0111111111 PRAEE @ ¥ x
2 - Main Keyholder Group All areas E4 X Unit 1 AROEEF @ X
3 - Automation SMS All areas. 4 X Unit 2 APRBEF [+ Ed x
4= Automaton Eml Maeas W x| | - Y e | ]
@ Availability | [Notes|
Contact Name Unit 3 Email /7 Key Holder
Home Phone Priority Password UNIT3 @ cancel Alarms
‘Work Phone Priority Duress Code P Edit Keyholders
Mobile Phone priority Panel User number [ edit Schedules
Pager Number Priority |4 Global Contact ] =] Edit Site Data
Pager Window

Once you have finished updating the account you need to add this information in the User Defined section:

COUBAR

Monitoring | Keyholding | Partnering

w [Customer Contac|s| [Site Contar.ts| [Special Instructions”Transmitters\ Areas |Agencie5||Devices| [Alarms| |ConversiunsHUser Deﬂned||H'\story| URNs

Last updated 15.03.2021  ~ouaar Monitoring HO

Author: Amelia Dunn

Kings Technology Centre
Unit1-2 Sapcote Trading Centre Bradford | BD4 7HH
Powke Lane, Cradley Heath
B&64 5QR

T: 03332229099

Regional Offices in the Kings Secure Technologies

4 St Dunstans Technology Park

T: 0330 678 0635

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 355 1M
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I\/IONITORING

Group of Companies

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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Updating Key Holder Groups. M O N | TO R | NG
Here we are going to update the User Defined Comments and User Defined Dates:

User Defined Fields User Defined Dates

I
T e

1
2
3
4.
s, |
6
7
8

=0 @ N d W kW e

0.

ser Defined Comments

el
[
[
[
I

dwNre

@ N ewm

[Opfete | cancel
In the User Defined Comments we need to input why we have updated the account. For this one we will input it is a Key Holder update.

User Defined Comments
1. ||'~(e\-r Holder Update

Make sure you only ever update the number 1 field for both. To update the User Defined Dates you need to click on the 3 [l and this will bring a calendar
pop up for you to select the date:

Last updated 15.03.2021 Cougar Monitoring HQ Regional Offices in the Kings Secure Technologies Group of Companies
Author: Amelia Dunn
Kings Technology Centre 4 St Dunstans Technology Park Unit 6 Pickering House Argento House
Unit1-2 Sapcote Trading Centre Bradford | BD4 7HH Netherton Road 12 Progress Park
Powke Lane, Cradley Heath . 0330 678 0635 Netherton Industrial Estate Ribocon Way
B64 5QR o Wishaw | ML2 OEQ Luton | LU4 QUR
T: 03332229099 T: 01698 355 1M T: 01582 412 000
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Updating Key Holder Groups.

User Defined Dates QLR Ewilil)] x|

[11/08/2018 B8

1.

2.

3.
N
5

[}

7

8

< June 2018

=

Mon Tue Wed Thu Fri Sat Sun

28 29 30 31
7

— COUGAR

MONITORING

Click OK and then Update to save this information. By updating this field every time you update the account you can see at a glance when it was last

updated and why.

If you require any further information on the above, please contact us at Arc@CougarMonitoring.com

Last updated 15.03.2021

Author: Amelia Dunn

Cougar Monitoring HQ

Kings Technology Centre
Unit1-2 Sapcote Trading Centre
Powke Lane, Cradley Heath

B64 5QR
T: 03332229099

Regional Offices in the Kings Secure Technologies

4 St Dunstans Technology Park
Bradford | BD4 7HH

T: 0330 678 0635

Unit 6 Pickering House
Netherton Road

Netherton Industrial Estate
Wishaw | ML2 OEQ

T: 01698 355 1M

Group of Companies

Argento House
12 Progress Park
Ribocon Way
Luton | LU4 QUR

T: 01582 412 000
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