Symmetry Starter Guide

Gaining Access to Symmetry:

All UCOP employees have the ability to gain hosting rights for visitors to the UCOP Oakland campus. To
establish a login for accessing Symmetry, contact Building Services at building.services@ucop.edu

Logging into Symmetry for the first time:

1.

You will receive a confirmation email that
includes your username and temporary
password. A sample registration email can be
seen on the right. The new user will click the link
in order to register (create a user name

and password).

2. The useris able to register by clicking the link

in the email. The user will then designate a
Login name and password to access Symmetry
Guest.
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Hello Ryan Greene
Welcome to Symmetry

Your system administrator or building manager has created a Symmetry account for
you

To sign on to the system, you'll first need to set up your user name and password. To do
this, click the following link:

https:/prod.symmetry.net/ AMAG Portal/public/shell. himl?url=https%3a%2f%2fprod
symmetry.net/G4S Registration. Web%2f%23%2fwebusersignup%
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Alternatively, you can copy the link and paste it into your browser’s address field
The link takes you to a page with complete instructions on signing on to the system
For more information, please contact your system administrator or building manager.

Please do not reply to this message (it is from an automated service of Symmetry, and
cannot accept replies)

This link will expire in seven days

Thank you.

www.amag.com
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Welcome Ryan Greene. ?

Please enter your desired user name and password

Login Name
(1

Password %

Als required

Verify Password =


mailto:building.services@ucop.edu

Logging into Symmetry:

1. Go to https://1100broadway.symmetry.net and

enter your username and password. Your
username should be your ucop.edu email.

2. If you need to reset your password, click the

“Forgot your password?” link on the login page

and enter the required information.

3. Anemail is sent to the user with a link that
allows them to reset their password.

4. When a user logs in for the first time, they are
required to accept the terms and conditions of

the End User License Agreement (EULA).
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"Forgot your password?”

If you don't have Symmetry CONNECT credentials, contact your system administrator or building manager
For Symmetry CONNECT support, please email the support center or call 1-877-724-8268
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| Cancel Submit Request

If you don’t have Symmetry COMNECT credentials, contact your system aclmlmstratol or bulldmg manager.
For Symmeiry CORNECT support, please email the support center or call 1-3 24-8:
> AMAG Technology

Thank you.
We will verify your informaticn and will email you 2 link with reset instructions.

If you don't have Symmetry CONNECT credentials, contact your system admini:
For Symmetry COMNECT support, please email the support center or call 1-&
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ator or building manager.
24-8266.
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All sales of rights to access G4S Technology Limited (‘G4S') Web Sites and related Software and ¢
2 G48 authorised reseller must be on terms which are consistent with the terms of this Agre¢

TERMS OF I.ISE AGREEMENT - HOSTED SOLUTIONS
House, or Infe

G4S Technology Lid. (‘G4S™), located at_ Challen
Inematonal Dive, Tewkssoury, Glascostershir, GL20 8UG, UK
provides certain Web Siles and related Web Site services.
(collectively, the “Web Sites") content made available through the.
Web Sies (the Site Content') and software services made available
a its Web Stes (tho Sofware’) Colectvely 1o Web Stes, he
s Contart and o Souers ary i 18 i Sard”

D CAREFULLY. THS TERM
ey “TAGREEMENT) 15 A Ui
AGREEMENT. USE OF THE SERVICE IS CONDITIONED UPON
COMPLIANCE WITH AND ACCEPTANCE OF THESE TERMS.
References in this Terms of Use to you' are a reference 1o
customers of authorised G4S resellers who have contracted to
subscribe to the Service.

rems of Use Agreement s incorporated in and forms part
of your contract with the G4S authorised reseller from whom you
have contracied (o subscribe 1o he Service. When used as part of
that contract, references to G4S shall be interpreted s a reference
to the duly authorised reseller from whom you have cantracted to
subscribe 1o the Service except hat in clause 2
are to G4S Technology Ltd. who is the owner of all intelectual
property rights in relation 1o the Service. G4S Technology i also an
express beneficiary of the femms of this Agreement and can enforce
the terms for its own benefit as It considers necassary.

345 RESERVES THE RIGHT TO CHANGE, SUPPLEMENT OR
MONIEY THE TERMS [INNER_WHICH THE SERVICE 1S

jormation through any means thal G4S has 1
made available through the Service.
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imited to, using any software that sends
Service for the purpose of bypassing the functiona
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https://1100broadway.symmetry.net/

5. The default launch screen is the Symmetry GUEST Dashboard with the Home ribbon (Menu) bar.

6. The main menu displays the GUEST ‘My Visits’ home page by default. Here you can find the
visitors you’ve input. The currently logged in user is also displayed, along with the message
indicator (in blue below) and sign out button to log out of the application.
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Adding a Visitor: Bl B o
1. To add a visitor, navigate to Naw Vist
GUEST > New Visit. Vf:i’ﬂ'f”""a"“"
2. Enter the Arrival and Departure Date
and Time for the visit, and select Visi Information
Building.

1111 Franken

o Al UCORP visitors will check in
at the 1111 Franklin security

Visit Type®

ArrivaliDeparture Date

deSk, even |f yOU’Ve Selected Mar 31, 2022, 10.00 AM == Mar 31, 2022, 400 PM (Americallos_Angeles)
‘Broadway1' USGrS may Only Additional information
have Broadway or Franklin —

available as an option, this
doesn’t effect visitor access. [ cnvoromoeny ]

3. Select the Visit Type for this visit.
o Select ‘Visitor’, * Vendor’, or ‘Contractor’. UCOP staff with up to date ID badges
do not need to be input into Symmetry.

4. To manually Add Visitors to this Visitors & A s required.
visit, simply start typing in
the “Visitors” field. Any existing
visitors that match a previous visit PG ey
will appear automatically and can
be added to the visit. Additional visitors can be added in the same field.
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5.

If a new visitor needs to be created, a Define New Visitors °
window labeled “Define New Visitor” will  Contactinformation

appear, see the image to the right. Some
information about the new visitor will have ...
to be added (Name and Company are | veiol

required)

Citizenships

Select.
Notifications & Preferences (not required)

Notifications

o]

Preferred Email Address

B
Specific users with the appropriate user role will have the ability to register
visits “On behalf of” other active users in the system. To register this visit on
behalf of another user, search for the user and add them to the visit.
o Please contact building services if  onbenaror

you require the ability to register i

visits on someone’s behalf by e

sending an email to : o e

building.services@ucop.edu

Click “Next” to proceed to the next page. This step is only required because a
new visitor was added and some additional data is required. Visit Registration
is typically complete at this stage if only existing visitors were selected for
the visit.
o Enter the required information on the new visitor(s) on this page and click “Save”.
Visit Registration is complete
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