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REGENCY OFFICE PLAZA  
SECURITY ACCESS SYSTEM INSTRUCTIONS 

 
Regency Office Plaza is pleased to provide an electronic security access system for after-hours 
access to the building. 
 
The key reader is located at the east entry and on the west entry, the door is connected to the 
automated door for disabled persons to insure available access to the building by all tenants 
after hours. The reader is a "proximity" type - simply present the electronic key to the reader to 
release the lock on the door. The green light will show you the door is open for access. The 
program is timed to relock the door within a prescribed number of seconds. 
 
The Office of the Building is providing you with the enclosed "electronic key" which is 
specifically encoded and recorded in the computer for you alone. Each time you use this system 
to enter the building, the electronic key will send information to our computer specifically 
identifying you as the user. For your safety and that of the building, it is imperative that you 
notify your office manager immediately of the loss or misplacement of your electronic key, and 
it is just as important that these electronic keys not be shared. If someone in your company 
needs access and does not have an electronic key, they should arrange for one through their 
office/ facilities administrator. 
 
As you are provided with your electronic key, please verify the number on the side of it with 
the information below. 
 

Issued to:  
 

Company Name:  
 

Electronic Key Access Number:  
 
Currently, the building is locked at 8:00 pm, Monday through Friday.  The building is open 
from 9:00 am to 3:00 pm on Saturday and locked all day Sundays and Holidays. 
 
Should you experience difficulties with this system or your access fob, please contact your office 
administrator, who will coordinate with the Office of the Building to solve the difficulty. 
 
 
 


