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Subject: opening and closing

Body:

The front door is hanging crooked again and isn't opening and closing properly. If you are locking up the office 

you need to pull up on the silver handle so that the safe lock bolt can properly latch. Do this before checking 

the door with your swipe card. If the door isn't latched and opens up don't panic--follow these instructions:1. 

Turn off alarm pad. If the alarm goes off you'll need to hit reset also.2. The bolt will now be out and the door 

won't properly close. 3. Turn the alarm back on.4. Retract the bolt by turning the big silver button that says 

"turn" and exit. When the door shuts it will throw the bolt again.5. Now lift up on the door handle to complete 

the bolting process.6. Confirm with your swip card.7. Page me if you're still having problems.You may also 

need to pull up on the door handle to complete the opening process.
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