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In some instances, you will want to update a keys access. 

 

We will review simple direct lock access. 

 
Also note: every page on the website has a question mark that is the link to help for that particular page. 

 

Adding Direct Lock Access 

Log in to your account and choose "Cyberkeys" from the top bar menu to add direct lock 

access. 



 
 

The page to manage your CyberKeys will load. 

 

 
 

You will have a page similar to the above image. You can use the filter on the left to help find 

the key or person you wish to provide access to a new lock(s). Left-click on the person or key 

you wish to change. Then choose Properties. 



 
 

Now we have the individual key properties ( Key Details). 

 

 
You will want to left-click on the pencil icon next to the “Direct Lock Assignments” to edit. 



 
 

Now we can add locks we wish to provide access to. 

 

 
 

On the left, we have an available lock list. On the right, we have schedules to apply. We can 

add a lock or multiple locks. 



 
As shown above, locks have been added, but still require schedules. 

 

Highlight a Key to add the schedule. If you wish to apply the same schedule to more than one 

key, hold "ctrl" on your keyboard and left-click to highlight additional locks. 

 

 
 

When you have added all the locks and schedules, you want to give the key. You will click on 

"Save" below. 



 
 

It will bring you back to the Key properties ( Key Details). You will see your change reflected in 

the “Direct Lock assignments.” 

 
To finalize this change and apply it to the key, please update the key by either docking with a 

communicator or syncing the key wirelessly. 

 

You should see an icon that indicates the key needs to be updated.  



After you sync that icon should disappear. 

 

If the key is not updated the new lock settings will not be applied. 

 

 

 

 

If you still have questions or issues. Please use the support portal to create a ticket for 

assistance. 

 

https://support.tecsolutionsinc.com/ 

 

 
 

https://support.tecsolutionsinc.com/

