
Quick Start User Guide 
 
 
Priory Access Portal 
 
All of your Priory Access Open-XG controllers can be programmed 
and controlled as a group via the online portal. The portal allows for a 
common group of users to be added and removed at once from 
your devices and offers a global view of all of your devices and users. 

 
To get started, please visit https://www.priory-access.com or scan the 
QR code to the right 
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Users 
 

 
 

 
Group Management 

 
Users and devices can be added to groups in order to 
make adding users to a common set of doors easier. 
To create or delete a group click the ‘Manage’ 
button which brings the user to the groups 
management page. Both users and devices can be 
added to these groups. 

 
To search for a group, start typing the group name into the group search box. Once the 
group has been found, click ‘Select’. This will display all of the devices and users in that 
group. There are some special predefined groups including ‘Online’ and ‘Offline’ which 
show devices that are communicating with the portal and devices which have not been 
seen for over 10 minutes. 
 
User Details Screen 
 
To view a user’s details, click on the user’s name. This brings up the user detail modal. 
 
The user details screen is broken down into 4 sections. Clicking the section heading, hides 
and reveals that section. 

 
The Access Control Media screen allows the 
administrator to enter a keypad code for the user.  
 
If desired, the checkbox can be checked in order 
to send the user a SMS message containing the 
new keypad code. The telephone number of the 
user must be added in the ‘User Details’ section. 
 
When the section is opened, the cursor is 
automatically placed into the Tag Code box. This 
allows the USB readers to enter text into this box. 

Search Box – Type a name, email 
address, phone number, keypad 
code or scan a tag into this box 
to find a user 

Click to add a 
new user 

Users in red do 
not have access 

Admin users are 
coloured in blue 
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Clicking the ‘Void’ checkbox disables the user’s tag but keeps the tag code within the 
database allowing it to be re-enabled in future. 
 
Checking the ‘Mail Tag’ box generates a random tag code and takes to user to the ‘Mail 
Tag Address Page’ once the save button has been clicked. This allows the administrator 
to request a new, already enrolled tag to be mailed to the user. 
 
 
Groups and Devices 

 
The Groups and Devices section allows the 
administrator to add and remove a user from an 
individual door or group. 
 
If the user does not currently have access to a 
group or door it will appear in the ‘+’ select list 
allowing the administrator to add this group or 
door. 
 
Any groups or doors the user currently has access 
to will appear in the ‘-‘ select list allowing the 
administrator to remove access to this door or 
group. 
 
 
 
 
 
 
 
 
 

 
User Details 
 
The User Details section allows phone and 
email access control to be specified. 
The phone number is used for a number of 
things depending on your requirements 
 
Number Types 
 
If a number is set to Admin, Two Factor Authentication (2FA) is available for this number. 
2FA is an additional security layer used when changing passwords or logging in on a new 
device. 
The Admin numbers are sent important SMS messages by the portal when, for example, a 
device’s credit balance is low or a device has been missing from the portal for over 1 
hour. 
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Additionally, admin number are able to operate ‘dial-to-open’ controllers. 
 
Text and call numbers are sent SMS text messages and dialled with a text-to-speech 
voice call when an enabled event occurs, such as, the fire alarm is sounding. 
 
User Numbers are able to operate ‘dial-to-open’ devices 
 
Email Addresses 
 
Email addresses are used by the portal to uniquely identify users. Tags codes and 
telephone numbers are also used to identify a unique user. User names are only used 
when a kepad code is specified. 
 
Users whose email address is present as a Full Access email address are able to create 
their own account on the portal and access a device as per other admin users. 
Most users should have their access set to ‘No Access’.  
Installers are able to retain basic access to the portal to investigate technical issues but 
are unable to add and remove users. 
Users with email addresses can be sent important notifications on certain events, such as 
a fire alarm sounding. 
 
Optional Time Settings 
 

If you would like to control the time of day and 
which days of the week a user has access to the 
door, you can program this in the optional time 
settings menu. 
 
Start hours are inclusive and end hours are 
exclusive. For example, 01:00 to 23:00 gives access 
to the door from 1am until 10:59pm. 
 
The system also allows an expiry date for each user 
to be set. After this date their credentials are 
removed from the device and they are no longer 
able to log into the portal – do not set this date on 
your own account! 
 

 
 
The delete button removes the user from all devices and the portal 
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Device View 
 

 
 

Clicking the device name in the device 
menu loads the Device View screen. 
 
Here you can see important device details, 
name the device and add it to groups. 
 
In the + select drop down menu are all of 
the groups available to the device. Select 
a device and click the ‘+’ icon. 
 
Similarly, in the ‘-‘ drop down menu are all 
of the groups the unit currently belongs to. 
Select a group you would like to remove 
the device from and click the ‘-‘ icon. 

 
NB. When a device is added to a new group, all of the users already in that group are 
added to the joining device. Similarly, all of the users already associated with the joining 
device are added to the group and other members of the group. 
 
To change the device name, change the text in the orange box and click ‘Save’. The 
portal webpage must be reloaded after saving a new name. 
 
The network information window displays 
information about the current network 
used by the device. 
 
The ‘Last Seen’ time shows the last time 
the portal made successful contact with 
the device. This should be within 10 
minutes under normal circumstances. 
 
The billing information is for PAYG 
customers who receive SMS and 
telephone calls or use the ‘dial-to-open’ 
system. 


