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Introduction

Purpose
This Admin guide explains the various options available to the customer to configure the Splan

Visitor Management system as desired.

Intended Audience and Reading Suggestions
This admin guide is intended to be used by the system administrators who will be responsible

for setting up the Visitor Management System.

Support
For additional support on installation procedure and guidelines, reach out to us at:

Phone: +1 510 320 3305
Email: support@splan.com
Support Portal: http://support.splan.com

Website: www.splan.com



mailto:support@splan.com
http://support.splan.com/
http://www.splan.com/

Overview

Once the Splan Visitor system is installed successfully, this guide can be used to set up the

system as per business processes. After logging in, under Global Settings (Global Location), click

on Setup to access the different options that can be configured for the application.
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The kiosk component allows the admin to configure the self-service kiosk for each active

lobby/location. In order to perform this activity, select the location for which the kiosk is to be

configured. Once in the selected location, navigate to Setup -> Kiosk.

Clicking on Kiosk, displays the Kiosk Setup page. If devices are already configured a list of these

devices is displayed.



I Kiosk Setup 2 refresniia=:

Name

Skiosk-stand

Outlook2016

Outlook

Cancel

Description

Test

Outlook2016

Outlook

Status

Active

Active

Active

Device Type

Ipad

Outlook 2016

Outlock 2016

Registration Code

1409029-131072

Created Date Last Accessed Time Created By

07-24-2015 -23-2013 0845 PM Taby Jones
05-15-201905:02 AM Splan Administrator
12-24-2018 0335 PM Splan Administrator

If no device has been configured yet, the following screen is displayed

0 Kiosk Configuration

[J Kiosks are not configured yet, click the link below to configure Kiosks.

1. To add a new device, click on the ‘+Add New Device’ button.

App Version

* Add New Device

I°

Action

2. The ‘Add Device’ grid is displayed. Enter all the required details here such as the Device

Name, Device Description and Device Status. Select the relevant Device Type from the

dropdown field provided.

3. The device can also be configured to display a particular language by default. You can also

configure the device to support multiple language options. Use the Language section to enable

multiple languages and select a default option

4. The ‘Show Flag’ column provides the option to display the flag corresponding to the

configured language



Kiosk Setup o refresnas

Name Description Status Device Type Registration Code Created Date
Skiosk-stand Test Active Ipad 1408029131072 07.24-2015
Outlook2016 Outlook2016 Active Outlook 2016 2621446-131072 07.08-2016
Outlook Outlook Active Outlook 2016 2686982-131072 07.27-2016
Cancel
& Add Device
Device Name Device Name
Device Type Outlock 2016 v
Language Language Enable Default Show Flag
Engiish ) 5 &4
Spanish 4 @ 2
French L4 5] 4
panese r) (=] c)
German 7} 5] d
Chinese 4 (9] [
Portuguese v (m)] v
Swedish [+ (5] [+
Dutch Il 3] @
Ukrainian "} 5] d
Vietnamese 4 (9] [
Hindi L4 5] v
Arabic [+ (5] 4
Hebrew ) (9] 4

E caneel

Last Accessed Time Created By App Version
0507-2019 11:46 PM Splan Administrator
05152019 09:02 AM Splan Administrator
12.24-2015 03:35 PM Splan Administrator
Device Description % Device Description
Device Status Active

+ Add New Device

IO

Action

5. Once all the details are entered, click on the Save button. The device is successfully added

6. Clicking on the Action button against a device record displays the following options:

A) Edit
B) Edit Preferences
C) Delete

D) Unregister (OR) Register

Kiosk Setup @ RetresniLast refreshed - 05

Name Description Status Device Type Registration Code
SplanKiosk Splankiosk Active Ipad 7143426-3211265
520 e

Cancel

Created Date Last Accessed Time

05-30-2019

05-30-2019 05:09 PM

Created By

Test Provider

App Version

Edit

Edit Preferences
n Delete
Unregister
| Launch



7. The ‘Edit’ option can be used to update device details. Update device details in the Edit
screen and click on Save to update the details.

8. Kiosk preferences can be accessed when the ‘Edit Preferences’ option is selected. You can
update the preference options based on the configuration desired

9. Use the Unregister option to unassign a kiosk that is configured for a location.

10. Once unregistered, the ‘Register’ option is displayed. Click on Register, and then enter the
kiosk Registration code into the device to configure the self-service kiosk for the lobby. You can
also use the Scan QR Code option at this point. Click on the Scan QR Code link and scan the
image from the Splan kiosk app. Once done, the version of the application that is configured on
the self-service kiosk is populated under the App version column for that device

11. In order to delete a device, use the Delete option. Please note that you will no longer be

able to view the deleted device details

= Kiosk Setup o Refreshilasz refrashed : 05-30-2015 4:54 7 Edit
Edit Preferences
e
Name Description Status Device Type Registration Code Created Date Last Accessed Time Created By App Version | Launch
Splankiosk Splankiosk Active Ipad 7143425-3211265 05-30-2019 05-30-2019 04:56 PM Test Provider m
Cancel
i= Kiosk SEtUp £ Refresh(last refreshed: 05302019 454 P (7]

@ The kiosk SplanKiosk has been deleted successfully.

Name Description Status Device Type Registration Code Created Date Last Accessed Time Created By App Version Action

Cancel

Badge Designer

The Badge Designer module allows you to configure the layout of the badge template based on
your business requirements. Click on the Badge Designer component in Setup to view the

configured templates.



& Badge Designer <oack | @

Change Template

VISITOR Test Provider

Mogen Adli
Representing Company
Meeting: Williams
EEE
Sign In Date : ¥
0530-2019 0011 Ab [=]
12345678

www.splan.com

& Edit Template

1. Click on the ‘Edit Template’ button under the badge template to view the Badge Details page.
Here the admin can customize the badge layout in the Edit Badge Details section to include any
changes needed from a business perspective. A badge template can also be configured for
specific visit/visitor types using the options in the multi select ‘Apply To’ field.

2. Once the changes are done, click on ‘Preview’. This action displays the badge layout based on

the changes made. Changes can be made if necessary based on the reaction to the preview.

[ Badge Details
@ Edit Badge Details

Edit Badge Details

<IDOCTYPE html><html><head>
<style>BODY{font-family:Arial sans-serif;font-weight:600;font-style:normal;color:#000:}
.maint{width: 450px;}.fname{font-weight: bold; font-size: 24px; display:

.datal{font-weight: bold; font-size: 1 play:
block;}.data2{font-weightbold; fo :
.data3{display: block:font-size:17px; veight:bold;
text-align:center;}.header{font-weight: bold;line-height: 12px;
font-size: 28px;}
logoftext-aligniright:font-size:18px;}.data4{border-bottom: 1 px solid
#333;}.footer{width:100%;text-align:right:font-size: 16px; height:28px:}
</style></head><body><table width="450" border="0"><tr><td

Apply To VIP Visitors
Watch Listed Visitors
QOvernight Visit
Regular Visit -

E concel m

3. The application comes with pre-defined badge templates that the customer can select from.
To access these templates, click on the Change Template button on the Badge Designer page.

The templates will be displayed as below:



6 Visitor Badge Temp\ate

Test Provider

Mogen Adli
Representing Company

EXE

Sign In Date : E:
05302019 08:14 AM E

Meeting: Williams

12345678

www.splan.com

VISITOR

Mogen Adli
Representing Company
Meeling: Williams

Test Provider
Sign In Date: 05-30-2019 08:14 AM

1"
[

VISITOR Test Provider

#3

VISITOR

Test Provider

Mogen Adli

Host : Williams
TR ) A
- Eﬁ

Reg# 12343678

www.splan.com

[=][s]

ey

Mogen Adli 12345678

williams

Valid Through:
05-30-2019 08:14 AM

Tesl Provider
Welcomes

Mogen Adli

Representing Company

e

iy

12345678

Cancel

3. Select a template by clicking on the radio button on the top left corner of the desired

template and then click on Next to continue with the edit.

VISITOR
Mogen Adli ENE
Represenling Company
Meeting:Williams E
12345678
Test
Provider

Sign In Date: 05-30-2018 08:14 AM

www.splan.com

#8

VISITOR

Person Name:

Mogen Adli
Represenling Company:
Representing Company
Meeting:Williams

[=]2![w]
B
12345678
www.splan.com
#1
VISITOR Test Provider
. Mogen Adli [=]%*[=]

Meeting:Williams K
Sign In Date:
05-30-2019 12345678

www.splan.com

L]
=

Mogen Adli

Representing Company

Meeting:Williams

Sign In Date : iOf0]

30/05/2019

08:14 AM El'%
12345678

#6

www.splan.com

VISITOR Test Provider
Mogen Adli
Meeting:Williams
[=]2'[x]
R
12345678

Sign In Date: 05-30-2019 08:14 AM

www.splan.com

Test Provider
Welcomes

Mogen Adli

Represenling Company

=1



& Visitor Badge Template
i = Dadge and click on Next button

VISITOR Test Provider

Mogen Adli
Representing Company

Meeting:Williams

EE
Sign In Date : E:
05-30-2019 08:14 AM E
12345678
wiwiw.splan.com
#4
VISITOR

Maogen Adli
Representing Company
Meeting: Williams

Teslt Provider

Sign In Date: 05-30-2019 08:14 AM

www.splan.com

[E][=]
R
=

Mogen Adli 12345678

Williams

Valid Through:
05-30-2019 08:14 AM

Tesl Provider
Welcomes

Mogen Adli
Represenling Company
EXE
R
O]

12345678

Cancel

Test Provider
Mogen Adli

Host : Williams

Signed In :
05-30-2019 08:14
am

Rags 12345675

[=]:7[=]

VISITOR
Mogen Adli [=2'[=]
Representing Company ﬁ%
Meeling:Williams =
12345678
Tesk
Provider

Sign In Date: 05-30-2019 08:14 AM

www.splan.com

VISITOR

Person Name:

Mogen Adli
Representing Company:
Representing Company
Meeting:Williams

[ )
-

12345678
www.splan.com
#1

VISITOR Test Provider
. Mogen Adli [=]2![s]

Meeting:Williams Fi

- Sign In Date: E
05-30-2019 12345678

www.splan.com

#3

VISITOR

Test Provider
Mogen Adli

Representing Company

Meeting:Williams
- Sign In Date : [=]&![x]
30/05/2019 F.
12345678

www.splan.com

#5
VISITOR Test Provider
Mogen Adli
Meeling:Williams
EXE

¥
12345678

Sign In Dale: 05-30-2019 08:14 AM

www.splan.com

Test Provider
Welcomes

Mogen Adli

Represenling Company

4. Select the type of visits/visitors that the badge must be applied to in the ‘Apply To’ field. If left
blank the badge gets applied to all visit types and visitors. Click on the Save button to save the

changes or click on Cancel to go back to the templates and choose another option.



(# Badge Details
@ Add the badge details

VISITOR Test Provider
Mogen Adli

Host : Williams

Signed In : Eﬁ{m

05-30-2019 0B:14 ]
am F:

Reg# 12345678 E

Apply To VIP Visitors
Watch Listed Visitors
Overnight Visit
Regular Visit -

Preferences

Different preference parameters can be changed to configure workflows at the global and
location levels as per business processes. Splan also provides default values for preferences

that can be retained and used if the customer so desires.



# Preferences

@ Manage System defaults, preferences and semings of the Kiosk

Parameter Name Description
Visitor Time out Visitor Time out

Badge Print Badge Print

Sponsor Required? Sponsor Required?

NDA For Kiosk NDA For Kiosk

Biometric Biometric

Escort Checkn Escort Check-In

Badge Print Timeout (in seconds) Bagge Print Timeout (in seconds)
SMS Enabied SMS Enabled

Auto Check-In/Out Enabled on Kiosk Auto Check-In/Out Enabled on Kiosk
PIN y for Escor? PIN mandatory for Escort?

Auto Badge Print Auto Badge Print

Escort Can CheckOut Visitor Escort Can CheckOut Visitor

Badge Pickup Location Badge Pickup Location

prure On Kiosk

ks On Kiosk

or Returning Visitor Searct Show Mobile Number for Returning Visitor Search

Enable Visitor Registration on Kiosk Enable Visitor Registration an Kiosk

1. A dropdown field at the top right corner allows the user to filter specific preference sets

based on functionality, device and workflows.

2. Click on ‘Assign Value’ under the Global Value column to change a preference at the Global

level. This value then overrides the default value and gets carried over to the location level as

well.

# Preferences

@ Manage System defaults, preferences and settings of the Kiosk

Parameter Name Description
Visitor Time out Visitor Time out
Badge Print Badge Print

3. To change the preference for a specific location, click on View/Edit under the Location Value

column.

Default Value

Default Value

30

Global Value

Assign Valus

Assign Value

Assign Value

Assign Value

Assign Valus

Assign Valus

Assign Value

Assign Valug

Assign Value

Assign Value

Assign Value

Assign Value

Assign Value

Global Value

Assign Value

All

Location

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

View/Edit

All

Location

View/Edit

View/Edit



= Preference Details

Preference Name Badge Print

Default Value ENABLE

Location Name Global Value Location Value

Paris

Reset Global Reset Default Cancel

4. A pop-up is displayed with the list of locations and fields corresponding to each location.

Images

Use the Images component to add/edit/delete images and videos to be displayed on the self-
service kiosk configured for your lobbies.
The admin can activate/ deactivate/ add new/ delete kiosk images. Video files (.mp4) can also

be uploaded along with images. A video URL can also be provided.

0 Kiosk Home Screen Auto Rotating Images

peete o - =

1. To upload an image or video file click on Add New and select the image or video file



D Kiosk Home Screen Auto Rotating Images

\: o B S

€ Open X

- v <« Pictures Documents & Videos » Logos [N} Search Logos 0

Organize ~ Mew folder = - | 0
_J 3D Objects 0

[ Desktop V
Documents G
splan

; Downloads
Jﬂ Music
[&] Pictures

m Videos

am Local Disk (C)

Splan logo

- Mew Volume (B

2. The uploaded image/video file is displayed along with a checkbox on the top left corner.

0 Kiosk Home Screen Auto Rotating Images

@ Image added successfully.

\: pelese B -
!

3. Use this checkbox to select the image and perform the following activities:

A) Deactivate: Select the checkbox of the image and click on Deactivate to deactivate the image
from displaying on the kiosk

B) Activate: Select a deactivated image/video and click on Activate to activate the image/video
again

C) Delete: Select the image/video and click on Delete to remove the image/video completely

4. Add a video URL into the Kiosk video URL box and click on Save URL to add a video from a

URL



O Kiosk Home Screen Auto Rotating Images

@® URL has been saved successfully

E Delete https://youtu.be/u2NINIpAOOE Save URL
(

5. To remove a video URL delete the URL from the Kiosk video URL box and click on Save URL

again. Select the Yes option on the pop-up

| e Confirmation

Do you want to remove Video URL?

-

Notifications

Splan visitor management includes a set of default templates that are pre-configured with
content and can be used right away once the required services are setup (Email / SMS). These

can be accessed by navigating to Setup -> Notifications.



O Notification Templates

Search templates n «Email SMS  Others From Email % From Email Update
“ 1d © | Template Name Recipients Template Type Status Action Type Delete
B 1 Check-In Notification Visitor EMAIL Active After Admin Checkin
0 2 Visitor Arrival Notification to Sponsor Sponsor EMAIL Active After Admin Checkin
0 3 Check-Out Notification Visitor EMAIL Active After Admin Checkout
o oa Visitor Check-Out Naotification to Sponsor Sponsor EMAIL Active After Admin Checkout
8 s Check-In Notification Visitor EMAIL Active After Visitor Checkin
|0} Visitor Arrival Notification to Sponsor Sponsor EMAIL Active After Visitor Checkin
a 7 Check-Out Notification Wisitor EMAIL Active After Visitor Checkout
) s Visitor Check-Out Notification to Sponsor Sponsor EMAIL Active After Visitor Checkout
O 9 Pre-Registration Notification to Visitor Visitor EMAIL Active After Visitor Registration
L 10 Registration Notification to Sponsor Sponsor EMAIL Active After Visitor Registration
Show 10  ¥|emries  Showing 1 to 10 of 16 entries w|<l1]2]s] s

n cenee

Notification templates can be customized. The admin can Add / Copy / Edit templates as
desired.
1. Click on Add to navigate to the Add Notification Template page. Select the Action type from

the ‘Use This Template For’ field. Splan provides default content which can again be edited or



modified to be customized as per business needs.

[# Add Notification Template

Template Name Check-In Notification Use This Template For # After visitor Checkin v
Template Type Email v Content Type # HTML v
Description From Email # donot-reply@splan.com
Apply T
privTe Other Visitars
Watch Listed Visitors
VIP Visitors
Subject * Check-In Notification
Message Text i s ||B| I | U| &/ OpenSanss || (5| A|r| = | == E- || T R | <
Setup
Hi {MEMBER_ID.FIRSTNAME} {MEMBER_ID.LASTNAME}
@ You are successfully checked-in and your host, {SPONSOR_ID.FIRSTNAME}
{SPONSOR_ID.LASTNAME} has been notified about your arrval
APPOINTMENT DETAILS :
?
Host : (SPONSOR_ID FIRSTNAME} {SPONSOR_ID.LASTNAME} -
To Reclplents Visitor Reauess ording
CC Reclplents Visitor [Lor— caling
BCC Reciplents Visito [ ordine
Status Active v Send Signed NDA? No v Send lcs? No

2. Select a template from the list and click on Copy to open a copy of the selected template

with all the values pre-populated. This can be edited as desired and saved to be used for the

selected action type

3. In order to edit a template, select the checkbox next to it and click on the Edit button. The

admin can also click on the Template Name to edit the template.



(& Edit Notification Template

Template Name Check-In Notification Use This Template For % After Visitor Checkin v
Template Type Email v Content Type # HTML v
Description From Email # donot-reply@splan.com
Apply T
prte Other Visitors
Watch Listed Visitors
VIP Visitors
Subject * Check-In Notification
Message Text # 7 B|I|Uu| & cpen e ol A = | = | = B T X |«

To Recipients

CC Reclplents

BCC Reciplents

E conee

Roles

Hi {MEMBER_ID.FIRSTNAME) {MEMBER_ID.LASTNAME}

#  visitor Requeste endor Coordi
Othe
tor Requeste endor Coord
Othe
Visitor Requeste vendor Coordinator
Othe
Status Active ¥ Send Signed NDA? No send lcs? No

Employees can be assigned roles in the visitor management application. These roles are a

collection of privileges that provide the employee with the access to view and perform selected

functionalities and workflows in the application. Some basic roles are that of the Employee,

Lobby Ambassador/Security Manager/Receptionist and Administrator.

To access the Roles component, navigate to Setup -> Roles

& Roles Maintenance
@ Please select one Role and click on edit

Role Name
Employee
Lobby Ambassador

Administrator

-

Role Description Assignee Count

Employee
Lobby Ambassador

Administrator

g 1to 3 of 3 entries

Cancel

The admin has the options to Create New / Edit / Delete a role.



1. Create New: In order to create a new role click on the Create New button. Enter the Role
Name, Role Description fields. Select all the privileges required for that role from the Privileges

section and click on Save to create the role.

& create new role
O Pleas v role And Assign P

Role Name Tenant Employes x

Role Description Tenant Employee

Default Role

Privileges
Dashboard

Show Print Badge
No Show

Add New Visitor

Visitor Approvals From Dashboard

Visitor Reject From Dashboard For Watchlist

¥ visitors
¥ New Visitor
#)  EditHost Name

ceneel E

2. Arole can be selected as a default role by selecting the Default Role checkbox. In such a case,
any employee who is not assigned a role can still login to the application and access the
functionalities and workflows enabled for the default role. The form contains "Default role" and
"Privileges".

3. Privileges: When a privilege or a block of privileges is selected for a role, only those
functionalities and workflows are enabled for the employee assigned to said role.

4. In order to edit a role, select the role and click on Edit. The admin can also click on the Role
Name to access the Edit The Role page. Make the necessary changes here and click on Save.

The role is updated successfully.



& edit the role
© Please edit the role A

Role Name # Administrator

Role Description Administrator
Default Role
Privileges

¥  Dashboard

#)  Show Print Badge
¥ NoShow
¥ Add New Visitor
Visitor Approvals From Dashboard
Visitor Reject From Dashboard For Watchlist

#  visitors
Setup
#  New Visitor

#  Edit Host Name

5. In order to delete a role, select the checkbox for the role and click on Delete.

Employee Sync

This module allows the admin to upload employee details in bulk. As a pre-requisite, the CSV

connector must be configured for the provider. Other methods of syncing employees are also

available as can be seen on the top right hand side of the screen below:

= Employee Sync

'-?Eu Download and view Sample Employee List

FTP

Up\oad your CSV File

1 - Click the upload
2-You can find
3 - Click the Pracess button to start

o £= Employee Sync Results & Refresh (Last refreshed 05-27-2019 1:39 A

Source Total Records Created Records Updated Records Deleted Records

Sample_Upload_Templat

Failed Records

You can also link your account to upload Employees list

v m

Processed Start Time

319 AM

317 AM

1. For the CSV file upload, click on the Download link for the sample file.

2. Enter all the required details under the relevant headers

Process End Time

Action

3. Click on the Upload button and select the updated CSV file that holds the employee details to

be uploaded



4. The file is uploaded successfully. A record is created for the uploaded file along with an

Action button dropdown. A success message is displayed as follows:

= Employee Sync 12]
@*
. .;Lm Download and view Sample Employee List You can also link your account to upload Employees list
. L
-
b Upload your CSV File
+
° 1 - Click the upload butts
2-You can find
S8 he Br
. 3 - Click the Prox
il
@ Successfully uploaded the file Sample_Upload_Template_Sponsor (5).csv
Setup
= Employee Sync Results & refresh (Last refresned 05-27-2019 1:52 A
[
; Source Total Records Created Records Updated Records Deleted Records Failed Records Processed Start Time Process End Time Action
) Sample_Upload_Template_Sponsor (5).cst 0 .
ad_Temp csv ®
Sample_Upload_Template 3)c 0 0 0 ®
=
2 @

Cancel

5. Click on the Action button dropdown and select the Process option. The processing begins

and clicking on the refresh button displays the processing status.

i= Employee Sync (2]
@®
c .;Lm Download_ and view Sample Employee List You can also link your account to upload Employees list
. e
-
+ Up\oad your CSV File
-
1 - Click the upio:
2-You can find
2ol
- 3 - Click the P
a -
llal
@ Document processing has started, Please check the status after some time.
Setup
= Employee Sync Results & Refresn (ast 2 A
-
Source Total Records Created Records Updated Records Deleted Records Falled Records Processed Start Time Process End Time Action
® 0




6. Once processing is completed, the record is updated with the total number of records

processed and the number of employee profiles that were created, updated, deleted or failed

as part of this sync process

= Employee Sync

'S‘Eﬂ Download and view Sample Employee List

Upload your CSV File

1 - Click the upload burton to find .CSV file from your computer and upload.
2-You can find the uploaded file in below table after upload is completed.
3- Click the Process button to Start processin

e file.

P = Employee Sync Results o refresh (Last refreshed 05272019 2:02 &

Source Total Records Created Records

Sample_Upload_

4 4

VIP List

Updated Records

You can also link your account to u

FTP

Deleted Records Falled Records

(2}
ipload Employees list
v 2 Sync
Processed Start Time Process End Time Action
(€]
[©]
[©]
@

The VIP List component allows for pro-active management of VIP visitors who are visiting the

premises. The component can be access by navigating to Setup -> VIP List.

1. Click on VIP List from the Setup component

&R i= Visitors : VI P List
Dashboard @ Manage VIP Visitors
n Advance Searen
Member Id Name Email
Addison lee

Anderson Clark

Andrew kim veena@smart

Mobile Number

9876543210

Representing

Company Location Name
Splan Hyd v
Splan Hyd v
Splan Hyd v

7]
+ AddVIP Upload / Export v
Home Phone Edit Delete
= w
= w
= w

2. Click on + Add VIP button to enter VIP profile details. Enter all the details and click on Save.



iIEAAdVIP

Personal Information

First Name + First Name Home Phone Home Phone
- Last Name * Last Name Representing Company Representing Compan

Email Ema Comments

Mobile Number

E Cancel

3. VIP registration confirmation message is displayed

V| P Registration Confirmation

©

John Castle added successfully

GoToVIP List

3. The 'Go to VIP List’ button redirects the admin to the VIP List page that shows all VIP profile
records
4. Multiple VIP profile details can be added by uploading a file that has the required details. To

achieve this, click on Upload/Export option and then click on Upload

& Upload VIP Visitors (7]

@Eﬂ Download Template

Upload your CSV File -
Upload

1 - Click the upload but
2-You can find the able after upload is completed.
3 - Click the Progess button to start processing the file.

& VIP Upload List

5. Click on the Download link for the sample file and enter all the VIP profile details that need to
be uploaded
6. Enter all the details in the file and save. Click on the Upload button and select the file that is

to be uploaded. The uploaded record gets added to the grid along with a Process button



& Upload VIP Visitors 2]

¥ Download Template

Upload your CSV File -
Upload

1 - Click the upload button to find .CSV file from your computer and upload
2 - You can find the uploaded file in below table sfter upload is completed
3 - Click the Process button to start processing the file.

@ Successfully uploaded the file Sample_Upload_Template_VIP.csv

& VIP Upload List

@ Click on Download to download the log file

n £ Refresh (Last refreshed : 05-27-2019 2:51 AM)

Id Document Name Status Uploaded By Uploaded Date / Time Processed By Processed Date / Time Process Action

6750208 Sample_Upload_Template_VIP.csv Pending iﬂ"i\’n . 05-27-2019 02:51 AM x
7. Click on the Process button to initiate file processing. Clicking on the Refresh button updates
processing status along with the number of successful and failed records.
8. Selecting the Export button in the VIP List page results in a downloaded file that contains all

VIP profile records

i= Visitors : V| P List e
® Manage VIP Visitors
search VI P n Advance Search v + AddV1P Upload / Export v
Representing Company Upload
Member Id Name Email Mobile Number Location Name Edit - =

Watch List

The watchlist module enables the admin to maintain a database of watchlist profiles. The
component provides the ability for a background check of sorts to be run whenever a visitor is

pre-registered, checks in or walks in to meet their host.

1. Click on Watch List from the setup component to go to the Watch List page

= Visitors : Watch List e

9 Manage W
n Advance Search v + Add Watch List Upload / Export v

Representing Company
Member Id Name Emall Mobile Number Location Name Edit ~ | Delete

ist Visitors

Vinson Matthew Vinson@smartnetsol.com 4321567890 Splan Hyd v @ o

2. Clicking on the +Add Watch List button redirects the admin to the watchlist form that can be

used to add a potential watch list profile to the database



i= Add Watch List

Personal Information

First Name

Last Name %

Email

Upload Profile Picture

Mobile Number

Gender

Helght

Weight

Ethnicity

Date Effective

Hair Color

Build

Country

E conee

4. Enter all the details and click on Save

First Name

Last Name

Ema

Mobile Number

Male

Height
Weight
Ethnicity

mm-dd-yyyy

Hair Color

- Select -

First Name Alias

Last Name Alias

Representing Company

Comments

Access Level

Reason / Action

Addl Description

Requestor

Instructions

Eye Color

Home Phone

First Name Alias

Last Name Alias

Representing Company

Comments

- Select -

Reason / Action

Addl Description

Requestor

nstructions

Eye Color

Home Phone

5. 'Watch List Registration Confirmation' message is displayed. Clicking on 'Go to Watch List'

button redirects the admin to the Watch List

6. Search for the newly created watchlist profile by entering the name in the search box and

clicking on the search icon

Watch List Registration Confirmation

o

Kieron Ballad added successfully

Go To Watch List

= Visitors : Watch List
@ Manage Warch List Visitors

kieron n Advance Search v

Member Id Name

655365 Kieron Ballad

Cancel

Email

k ballad@splantest.com

Mobile Number

9786768767

Showing 1-1 of 1 WatchList

Representing Company

e

Location Name

Global Settings

Edit

&

~ Delete

]



7. Click on the icon under the Edit column to update any value(s) in the any of the fields in the
form and then click on Save

8. A confirmation message is displayed for successful update along with the watchlist profile

& Profile 17}
& Kieron Ballad updated successfully

First Name Kieron First Name Alias First Name Alias
Last Name # Ballad Last Name Alias Last Name Alias

Kieron Ballad Mobile Number 9786768767 Comments Comments

Prefie Gender Male
Aci Level L s Visi
Check-In/Out Histary cessbeve Allowvisit '
Height 5.9
Reason / Action OBSERVE AND REPORT
Weight 70
Addl Description | ption
Ethnicity thnicit
Requestor stor
Date Effective mir
Instructions 1str 1
Hair Calor
Eye Color olor
Build
Home Phone
Country - Select -

ﬂ conee

9. In order to upload multiple watchlist profiles at one go, navigate to Setup -> Watch List and

then click on the Upload/Export button

i= Visitors : Watch List (2]
@ Manage Warch List Visitors
Search Watch List n Advance Search v + Add Watch List Upload / Export v
Representing Company Upload
Member Id Name Email Location Name Edit - Export

10. In the Upload page, click on the Download link to download the sample file. This file can

then be updated with the details of the watchlist profiles to be added.



& Upload Watch List Visitors

¥zm Download Template

Upload your CSV File

1 - Click the upload button to find .CSV file from your computer and upload.

2-You can find the uploaded file in below table after upload is completed
3- Click the Process button to start processing the file.

& Watch List Upload List

@ Click on Download to download the log file

Search templates n & Refresh (Last refreshed : 05-27-2019 4:26 AM)

Id Document Name

Status Uploaded By Uploaded Date / Time Processed By Processed Date / Time Process Action

11. Once the sample file is updated with the details, click on the Upload button and select the

updated file. The document is uploaded successfully and a record is added to the grid along

with a Process button

& Upload Watch List Visitors

@Q Download Template

Upload your CSV File

1 - Click the upload button to find .CSV file from your computer and upload.

2 - You can find the uploaded file in below table after upload is completed
3.- Click the Process button to start processing the file.

@ Successfully uploaded the file Sample_Upload_Template_WatchList.csv

& Watch List Upload List

@ Click on Download to download the log file

Search templates n Z Refresh (Last refreshed © 05-27-2019 4:44 AM)

1d Document Name Status Uploaded By Uploaded Date / Time

Processed By Processed Date / Time
Sample_Upload_Template WatchList.csv Pending

Process Action
6750209

Process x

12. To initiate document processing, click on the Process button. A confirmation message is

Toby Jones 05-27-2019 04:43 AM

displayed with the message ‘Document processing has started, Please check the status after

some time.” Clicking on the refresh button updates the status of the uploaded file with the

number of successful and failed records.



& Upload Watch List Visitors

¥ Download Template
Upload your CSV File
1 - Click the upload button to find .CSV file from your computer and upload.
2. You can find the uploaded file in below table after upload is completed
3- Click the Process button to start processing the file.
@ Document processing has started, Please check the status after some time.
& Watch List Upload List
@ Click on Download to download the log file
Search templates n £ Refresh (Last refreshed - 05-27-2019 4:47 AM)
Id Document Name Status Uploaded By Uploaded Date / Time Processed By Processed Date / Time Process Action
6750208 Sample_Upload_Template_WatchList.csv Success: 2 Toby Jones 05272019 04:43 AM Toby Jones 0527-2019 04:47 AM
Failed: 0

®

16. To export the list of all watch list profiles in the application, navigate to Setup -> Watch List

and click on Upload/Export to choose the Export option. A file with the list of all watch list

profiles is downloaded as a result.

i= Visitors : Watch List

Q
© Manage Watch List Visitors
Search Watch List n Advance Search v + Add Watch List Upload / Export v
Representing Company Upload
Member Id Name Email Mobile Number Location Name Edit - |

| Export

User Roles and Permissions
The User Roles and Permissions component can be used to assign roles to employees for

different locations. Click on Setup -> User Roles and Permissions to access this component.

User Roles And Location Details
@ Select User Role Assign To Location

Search User name Role Location n

[ = | user name Role

Location
@ Gerald Durrell { 13959325 )

Lobby Ambassador Paris

Show| 10 ¥ |entries Showing 1 to 1 of 1 entries

‘ | pelete caneel

LRI I

1. In order to create a new user role, click on Create New to view the Create New User Role

page



& Create New User Role

@ Please choose User Name, Role, Locations and Create User Role 9

User name n

Role Administrator v

Selected Locations Global Settings m

canee

In the Create New User Role page, click on the User Name field to view a User Lookup. This pop-

up contains the list of employees. Search for and select an employee from this list.

Users Lookup
@ Please choose a user to go forward

Search n

. Albert Einstein a.einstein @splantest.com a.einstein
) Gerald Durrell g-durrell@splantest. com g-durrell

Marie Curie m.curie@splantest.com m.curie

Cancel

& Create New User Role

@ Please choose User Name, Role, Locations and Create User Role (2]

User name + Marie Curie ( 13959327) n

Role Administrator v

Selected Locati
clected Locations Global Settings m

ceneel



Click on Add to select the required location. Click on Update

@ Update Provider Locations for Marie Curie ( 13959327 ) - Administrator

@ Please select the Provider Location

Search Location n

Allowed “ | Location Name

(0] Global Settings

« Paris
Show| 10 v entries Showing 1 to 2 of 2 entries
Update Cancel

Now select the desired role from the Role dropdown and click on Save.

& Create New User Role

@ Please choose User Name, Role, Locations and Create User Role

User name % Marie Curie ( 13959327 ) n

Role Lobby Ambassador v

Selected Locarlans . [ 7ca |
Paris

E coneel

The employee is now assigned with the selected role to the required location

= User Roles And Location Details
@ Select User Role Assign To Location

Search User name Role Location n

@ The role Lobby Ambassador is assigned to Marie Curie ( 13959327 ) in Paris |ocation successfully

) = | user name Role Location

| Gerald Durrell { 13959325 ) Lobby Ambassador Paris

| Marie Curie ( 13959327) Lobby Ambassador Paris
Show| 10 v entries Showing 1 to 2 of 2 entries

m | ‘ peete ceneel

< 1>

> e

2. Edit a user role by selecting the checkbox next to the user name and clicking on the edit

button. The admin can access the Edit User Role page by clicking on the User Name itself.



= User Roles And Location Details
@ Select User Role Assign To Location

Search User name Role Location n

[J * | username Role

72 Gerald Durrell ( 13959325 ) Lobby Ambassador

(] Marie Curie { 13959327 ) Lobby Ambassador
Show| 10 v entries Showing 110 2 of 2 entries

E ‘ | P fonee

In the Edit User Role page make the necessary changes and click on Save

& Edit User Role
hoose User Na

© Please choos Name, Role, Locations and Edit User Role
User name Gerald Durrell { 13859325)

Role Lobby Ambassador

Selected Locations
Paris

ﬂ concel

Location

Paris

Paris

< 1>

3. The admin can clone an existing user role to make a copy of the same for another employee

or for a different role. Select the checkbox next to the user name and click on the Clone button

to view the Create New User Role page with the values pre-populated. These can now be edited

as needed. Click on Save to save the changes made.

User Roles And Location Details
@ Select User Role Assign To Location

Search User name Role Location n

[ * | username Role

L Gerald Durrell { 13959325) Lobby Ambassador

I WMarie Curie (13959327 Lobby Ambassador
Show| 10 ¥ |entries Showing 110 2 of 2 entries

m

| Delete Cancel

Location

Paris

Paris

LI



& Create New User Role

® Pleas: ame, Role, Lo and Create User Role 7]
User name * Marie Curie ( 13959327 ) n
Role Lobby Ambassador v
Selected Locations parie m

ﬂ conee

4. Select a checkbox next to a user name and click on Delete. This action deletes the roles

assigned to the employee. The employee details are also removed from the list.

Locations

The admin can view / add / edit the locations configured for a provider by navigating to Setup -
> Locations.

9 Locations e
Search provider location n  Active Inactive Show All
= | Provider Location Id Location Name Assigned Campus Status Display Sequence Delete
L 3211264 Global Semings Active 1 W
i 3211265 Paris Active 2 ]
Show| 10 v [entries Showing 1 to 2 of 2 entries « 1 2

m m caneel

1. In order to add a location click on the Add button. In the Add Provider Location page enter all
the required details.



(& Add Provider Location (2}

Location Name # London Address Line 1
Display Name * London Address Line 2 Addre:
Display Sequence Display Sequence City Cit State
Primary Contact tact Name Primary Email Primary Ema Primary mary Phone
Phone
Secondary Contact Contact Name Secondary Email Secondary Ema Secondary Secondary Phone
Phone
Status Active ¥
Time Zone Africa/Abidjan(UTC) - GMT+0:0 - Language English Y. Field
Separator
Location Description Long Description Enable Duplicates

Enable WatchlList 4

Enable WatchLIstSMS (¢
Subscription

Request WIFI access for visitor

Directions / Parking Instructions
( Instructions will be shared with visitors via emall

notifications. )

e E

A display sequence gets assigned to the location based on which it is displayed in the list. The
admin can also enter this sequence to control the display sequence in the list. A timezone can
also be assigned to the location in the Timezone field. Additional details that can be added
include the default language to be displayed (Language dropdown) and Parking instructions.
2. To edit a location, select the checkbox next to the Provider Location Id and click on the Edit
button. The admin can also access the Edit Provider Location role by clicking on the Provider

Location Id



(# Edit Provider Location

Location Name % Paris Address Line 1 €
Display Name # Paris Address Line 2
Display Sequence 2 City City State State
Primary Contact Contact Name Primary Email Primary Ema Primary Primary Phone
Phone
Secondary Contact Secondary Email Secondary Ema Secondary Secondary Phone
Phone
Status Active Y
Time Zone Europe/Paris(CET) - GMT+2:0 v Language English v Field Field Separator
Separator
Location Description Long Description Enable Duplicates

Enable WatchList 4

Enable WatchListSMS ()
Subscription

Request WIFI access for visitor

Directlons / Parking Instructions
( Instructions will be shared with visitors via emall

notifications. )

e E

Connectors

Connectors are used to interface and integrate with third party services such as email, SMS,
Active Directory, Access Control Systems, etc. An admin can setup connectors on demand using

the Connectors module. To access this module, navigate to Setup -> Connectors



s Connectors

@ Please click on '+ icon to add 3 new connector 'Edit’ icon to modify/update an existing connector

Authentication

]| (M)
L | a

LDAP SSO

Access Control

+
7‘\
SOFTWARE HOUSE
fecHNDIOGT
C-Cure 9000 AMAG
+
& 52 secumr =
Lenel s2
Employee Sync
+
- [
=
Active Directory
FTP LDAPSYNC
Others
o
SMS Clear Pass

1. To setup a connector, click on ‘+’ icon against the connector.

For example, to setup Email connector, click on ‘+’ against EMAIL connector.

RS2

Google

EMAIL

+
avigiLon
AVIGILON
R
Bostex
+

Lenel SponsorSync

csv

csv

Enter all the required connector details and click on Save

©brivo

BRIVO

OKTA

csv

CSVWatchlList

Genetec

GENETEC

csv

CSWVIPWatchList



«a Add Connector Parameters -

@ Please Fill Connector Parameters

Connection Type : EMAIL

Connector Parameters

SMTP Host * smtp.testgrid.net Mail Format % text/html
Port 29 Enable Emall % 1
User Name * apikey Password
protocol % smtp Max Relay * 300
Enable Start TLS 4 SMTP Authorization Required |
General Pool 5 AdditionalFields AdditionalFields
Send Email Send Email Asynchronou Values: Yes, No) Email Socket TimeOut Email Socket TimeOut

Asynchronously{Possible

Values: Yes, No)
Connection Name # Email

ﬂ cance

In the ‘Add Provider Location’ choose the locations where this connector will be applicable for.

Upon choosing ‘Global Settings’ the connector will be applicable for all the locations.

9 Add Provider Location

@ Please select the Provider Location

Connection Name : Email Connection Type : EMAIL

Search Location n

Allowed * | Location Name

52 Global Settings

Show 10 ¥ |entries  Showing1to1of 1 entries < <13

E cone

Once the locations are chosen and clicking on Save button, connector is created successfully



«a Set Connector Parameters
® Click on "Edit" to edit Connector parameters. Q

Connection Type : EMAIL

Connector Parameters E

SMTPHost#  smip.testgrid.net Mail Format text/html
Portx 29 Enable Email + 1
User Name *  apikey Password
protocol #  smtp MaxRelay # 300
Enable StartTLS  true SMTP Authorization Required  false
General Pool  true AdditionalFields
Send Emall Emall Socket TimeQut

Asynchronously(Possible
Values: Yoz, No} Connection Name #  Email

Connector Settings

Locations

Location Id Location Name

3276801 Global Settings

cancel

2. To edit the connector, navigate to Setup -> Connectors. Click on the Edit icon on the top right

corner of the connector



«h Connectors
@ Please dick on '+ icon to add a new connector 'Edit’ icon to modify/update an existing connector

Authentication

1| (m)
L] | a

LDAP S50

Access Control

+ + + + +
N\
Sorrware House AMAG %_EQ.LQ avigiLon ©brivo. Genetec
feCHNOIOEY
C-Cure 9000 AMAG Apollo AVIGILON BRIVO GENETEC
+ + + +
2 S @ b
Lenel S2 RS2 Bostex
Employee Sync
+ + + + +
R &
D Active Directory LENnEL
FTP LDAPSYNC Google Lenel SponsorSync OKTA
Others
+ + + @ + +
SMS Clear Pass EMAIL Ccsv CSVWatchList CSWIPWatchList
Global Settings

Clicking on this icon redirects the admin to the ‘Set Connector Parameters’ page. Click on the

Edit buttons to update connector parameters or connector settings



«a Set Connector Parameters
© Ciick on "Edit” to edit Connector parameters. 7]

Connection Type : EMAIL

Connector Parameters Edit
SMTPHost#  smrp.testgridnet Mail Format+  texv/htmi
Portsx 29 Enable Emall + 1
User Name % apikey Password
protocol & smp MaxRelay + 300
Enable Start LS~ true SMTP Authorization Required  false
General Pool  true AdditionalFields
Send Email Email Socket TimeOut
Asynchronously(Possible
Values: Yes, No) Connection Name #  Emall

Connector Settings

Locations

Location Id Location Name

3276801 Global Settings

cancel

3. Click on the Delete button to delete the connector

4. Connectors for access control systems come with connector attributes included in the
framework. For example, the Lenel connector below is already programmed with the connector
attributes. The admin need only provide the action mapping and access levels once the
connector parameters and locations have been configured.

Connector Settings

Action Mapping Connector Attributes Access Levels Locations
Group Name Description Status
LenelCreatelser LenelCreateUser ACTIVE
LenelCreateBadge LenelCreateBadge ACTIVE
LenelAssignRoles LenelAssignRoles ACTIVE
LenelRemoveRales LenelRemoveRales ACTIVE
LenelDeleteBadge LenelDeleteBadge ACTIVE
LenelDeleteUser LenelDeleteUser ACTIVE
LenelUpdateUser LenelUpdatelser ACTIVE
Lene|CreateVisit LenelCreateVisit ACTIVE
LenelUpdateVisit LenelUpdateVisit ACTIVE
LenelSigninvisit LenelSigninVisit ACTIVE
LenelSignOutyisit LenelSignOutVisit ACTIVE
LenelGetBadgeKey LenelGetBadgekey ACTIVE
LenelAssignBadge LenelAssignBadge ACTIVE
LenellnactiveBadge LenelinactiveBadge ACTIVE

4. To add Action Mapping, click on Action Mapping tab, click on +Add button



Connector Settings
Action Mapping Connector Attributes Access Levels Locations
Wisitor Action Connector Action Connector Attributes Sequence Status

REGISTRATION v CREATE USER v LenelCreateUser
LenelCreateBadge
LenelAssignRoles
LenelRemoveRoles

ACTIVE v

5. The admin can select the visitor action and map the same to the connector action and
connector attributes. The provisioning sequence can also be selected from the Sequence
column. The status of a visitor action can be made active / inactive based on the desired
configuration. Once the mapping is complete, click on Save

6. To add access levels, click on the Access Levels tab, click on the +Add button

i= New Connector Role
 Please Fill Role Details

Role Name * Role Technical
Name +

Role Description

Status ACTIVE r
Type Visitors ¥
Location Mame
| Global Settings
Role Name + Role Technical
Name
Role Description Status ACTIVE v
Type Visitors v

Location Name

Global Settings

A pop-up is displayed where the admin can provide details of the access level such as the role

name, technical name, status and type. Enter all the details and click on Save. Once all the



details of the action mapping and access levels are configured, the connector is ready to be

used to provision visitor details across various visit types and badge ranges.

NDA (Non-Disclosure agreement )

The application allows for the creation and maintenance of Non Disclosure Agreements. These
can be mandated for visitors to sign when they check-in and can be a single document or a
sequence of documents with .pdf, .txt and .docx extensions.

The admin can access the NDA module by navigating to Setup -> NDA

# NDA Preferences

@ Manage NDA Preferences
Parameter Name Description Default Value Global Value Location
NDA For Kiosk NDA For Kiosk Disabled Assign Value View/Edit
Skip Display OF NDA Skip Display Of NDA False Assign Value View/Edit
Do Not Display NDA When Login For Employees Do Not Display NDA When Login For Employees False Assign Value View/Edit
NDA For Provider NDA For Provider Disabled Assign Value View/Edit
0 NDA

L\ All active NDAs will be presented to visitor in sequential order
A Template: n All « Active Inactive

* | NDA Name NDA Description Status Created Date/By Updated Date/By Location Name

No records found.

show| 10 ¥ |entries Showing 010 0 of 0 records

Delete Cancel

NDA specific preferences are made available in this page for ease of configuration. The
preferences available are:

A) NDA for Kiosk : If you enable this flag, a walk-in visitor can view the NDA form, sign the form
and then complete the registration process all on the self-service kiosk.

B) Skip Display Of NDA : This preference can be enabled for locations where the NDA need not
be viewed/signed by the visitor. NDA display is skipped and the visitor can move directly through
the registration process.

C) Do Not Display NDA When Login For Employees : Enable this preference when the NDA for

employees need not be displayed



D) NDA For Provider: This preference when enabled allows the LA to ensure walk-in visitors and

pre-registered visitors who are yet to check-in, sign the NDA before their appointment

1. To create the NDA, click on Create New

# Add NDA Template e
NDA Name + NDA Name NDA Description Description
NDA For LA & Kiosk v Status Active ¥
NDA Source Type Text v Location — Select - v
NDA Version # NDA Version Display Sequence Display Sequence
Language English v Capture visitor signature (
Apply To Other Visitors - Applicable to email NDA [
Watch Listed Visitors
VIP Visitars
Overnight Visit Request -
NDA Prompt All the time | Whenever version Changes | Ask visitor to sign NDA for every months |
Modules  Visitor | Is Display [
NDA Tent o[BI |u|a|~|e o ’|| === BBy (| T x|«

E coned

Enter all the details and click on Save. The NDA is added to the grid.



# NDA Preferences
@ Manage NDA Preferences

Parameter Name Description Default Value Global Value Location
NDA For Kiosk NDA For Kiosk Disabled Assign Value View/Edit
Skip Display Of NDA Skip Display Of MDA False Assign Value View/Edit
Do Not Display NDA When Login For Employees Do Not Display NDA When Login For Employees False Assign Value WView/Edit
NDA For Provider NDA For Provider Disabled Assign Value View/Edit
0O NDA

L\ All active NDAs will be presented to visitor in sequential order

Search NDA Templates n All

@ Template has been added Successfully.

* | NDA Name NDA Description Status Created Date/By Updated Date/By Location Name
(] Visitor NDA Visitor NDA Active 05-27-2019 / Test Provider 05-27-2019 / Test Provider Global Settings
Show| 10 ¥ | entries Showing 1 to 1.of 1 entries < | <

Delete Cancel

2. To edit the NDA, click on the NDA name.

[# Edit NDA Template

NDA Name # Visitor NDA NDA Description Visitor NDA
NDA For LA & Kiosk v Status Active v
NDA Source Type Text v Location Global Settings v
NDA Version + 1 Display Sequence 20
Language English A ‘Capture visitor signature (¥
Apply To Other Visitors - Applicable to email NDA )
Watch Listed Visitors
VIP Visitors
Overnight Visit Request -
NDA Prompt All the time (o) Whenever version Changes | | Ask visitor to sign NDA for every months |
Modules  Visitor [¢f) Is Display [}

NDA Text

B|I U|= Open Sans + o |(ch|| Al El=|=- B~ Ti* x| <

1. I may be given access to confidential information belonging to (the “Company”) through my relationship with Company or as a result of
my access to Company’s premises.

2. | understand and acknowledge that Company’s trade secrets consist of information and materials that are valuable and not generally
known by Company’s competitors, including

(a) Any and all information concerning Company's current, future or proposed products, including, but not limited to, computer code, o

cencel

In the Edit NDA Template page, make the necessary changes and click on the Save button



# NDA Preferences
@ Manage NDA Preferences

Parameter Name Description Default Value Global Value Location
NDA For Kiosk NDA For Kiosk Disabled Assign Value View/Edit
Skip Display OF NDA Skip Display O MDA alse Assign Value View/Edit
Do Not Display NDA When Login For Employees Do Not Display NDA When Login For Employees False Assign Value View/Edit
NDA For Provider NDA For Provider isabled Assign Value View/Edit

O NDA

LL All active NDAs will be presented to visitor in sequential order

Search NDA Template n All  Active  Inactive

@ Template has been edited Successfully.

“ | NDA Name NDA Description Status Created Date/By Updated Date/By Location Name
L Visitor NDA Visitor NDA Active 05-27-2019 / Test Provider 05-27-2019 / Test Provider Global Settings
Show| 10 ¥ |entries Showing 1 te 1 of 1 entries

«@ <1 > >

petete conee

3. To delete the NDA, select the desired NDA record to be deleted and click on the Delete button.

Tenants

The Tenants component allows an admin to view and maintain tenants and their profiles at one
place. The admin can create and maintain tenant information including assigning roles and
permissions, all in the Tenant module.

1. In order to create a new tenant, click on the ‘New Tenant’ button.

@ Tenants [}
In the New Tenant page, enter the details such as the Tenant Name, Profile Name. Tenant contact
information and admin credential details will need to be provided. These credentials can then be

used to access the application.



(& New Tenant

Tenant Name # East Watch Short Description Short Description
Address Address Profile Name # East Watch
Department Department

Provide tenant contact information and admin credentials for tenants to access the application.

First Name # Admin Last Name # East Watch
Tenant Admin Id admin.eastwatch Tenant Admin
Password *
Select Roles.
Apply Roles for - Select - v
Admin

Tenant locations

conee

Click on Add Location to select the list of locations that the tenant would be based out of and

then click on the OK button

9 Edit Provider Location Q
@ Please select the Provider Location
Search Location n
Allowed
= | Location Name Tenant / Location Name
@ 5
2 EEEIE=mz East Watch - Global Settings
v a i
“ Paris East Watch - Paris
Show| 10 v entries Showing 1 to 2 of 2 entries w [ < |1 > >

n coneel

Now select a role from the Apply Roles for Admin dropdown and click on Save.



& New Tenant

Tenant Name East Watch Short Description Sho

Address Add Profile Name East Watch
Department
Provide tenant contact information and admin credentials for tenants to access the application.
First Name # Admin Last Name % East Watch
Tenant Admin Id admin.eastwatch Tenant Admin .
Password ¥

Apply Roles for Administrator v
Admin

Location Id =  Location Name

3311265 Paris

Show | 10 v |entries

of 2 entries

conee E

£ Edit Tenant

@ East Watch Tenant successfully created.

Tenant Name East Watch Short Description
Address Address Profile Name * East Watch
Edit Profile Picture
Department
East Watch
= Provide tenant information and admin credentials for tenants to ccess the application.
First Name Admin Last Name East Watch
Employees
Roles and Permissions Tenant Admin Id + admin.eastwatch Tenant Admin

Password
WatchList

Select Roles.

Apply Roles for Administrator M
Admin

Tenan!

Location Id ~ | Location Name
3211265 Paris
show| 10 v |entries

ies

The admin can now upload a profile picture for the tenant. The list of employees can be viewed

by clicking on the Employees link under tenant profile.



i= Employees list 2]

Search Employee n

Name = | Member ID Login Name Location Name Mobile Phone Status
@  Admin East Watch 13959328 admin.eastwatch East Watch - Global Settings Active
-
Showing 1-1 of 1 Emplayees

Edit Profile Picture

Cancel

East Watch
Profile
Employees
Roles and Permissions

WatchList

User roles and permissions can be assigned to tenant employees just as they are done at the

parent provider level.

User Roles And Location Details
@ Select User Role Assign To Location (7]

Search User name Role Location n

() = | user name Role Location
L Admin East Watch ( 13959328 ) Administrator East Watch - Global Settings
Show| 10 ¥ |entries

Showing 1to 1 of 1 entries

e 1 >
Edit Profile Picture
East Watch m Delete Cancel

Profile

Employees

The watchlist profiles can be viewed in the Watch List link

i= Visitors : Watch List e
@ Manage Watch List Visitors

Search Watch List n

Member Id *  Name Email Mobile Number Representing Company® | Location Name Edit
No records found

Edit Profile Picture

Cancel

East Watch
Profile
Employees
Roles and Permissions

WatchList

Provider Details
In order to access the provider details component, click on Setup -> Provider Details. This
component gives the admin the ability to add details such

A) enabling LDAP authentication by clicking on the LDAP checkbox



B) selecting a default language along with other supported languages that are required

Additionally, the admin can Add New / Edit / Delete provider, report, badge and kiosk logos.

[ Provider Details

Provider Name #

Profile Name *

Work Phone1

Email

Address

Language

Splan

Splan

info@splan.com

Language
English
Spanish
French

Japanese

Chinese

Portuguese

L Provider Logo setup

L Badge Logo setup

Enable

v

4 U NN

Short Description Splan provider
Long Description
Work Phone2
Fax
LoaP

Default

4

L Kiosk Logo setup

O Report Logo setup

1. To add the provider logo, click on Add New under the Provider Logo setup



Japanese 7]

German 2] 2
Chinese [ 0
Portuguese 2] 2
Swedish I« m]|
Dutch| G Open X
k) A4 ||| « Pictures Documents & Videos » Lagos v|®| | Search Logos )
=- 3 e
Hindi Pictures Docu
AED g OneDrive
Heb
= @ ThispC
i 3D Objects
J Splan logo
[ Desktop
Cancel Documents
4 Downloads
D Music
L Provider Logo setup ) Pictures
‘ e
‘&, Local Disk (C2)
0 Badge Logo setup = New Volume (E ¥
File name: | Splan logo v| | Al Files v

concs

Select the logo and click on Open in the explorer window. The logo gets uploaded successfully.

& Provider Logo has been added
O Provider Logo setup

T

splan

pelee E

L0 Badge Logo setup

2. To edit the logo, click on the Edit button and select the required logo. Click on Open in the

successfully

explorer window

L0 Kiosk Logo setup

L Report Logo setup

conest

@ Provider Logo has been added
2 Provider Logo setup
T4

splan

Delete Edit

L Badge Logo setup

« A
Organize v New folder
Pictures Docum *

«

splan

@ OneDrive

@ ThisPC
“J 3D Objects
[ Desktop
Documents
< Downloads
D Music
[&] Pictures

B Videos

‘&, Local Disk (C2)

Splan loge

- New Volume (B v

<« Pictures Documents & Videos » Logos

splan Gj

Splan logo_1

v @ | SearchLogos )

=~ ™ @

File name: | Splan loge_1

| [AnFies

¥

)

The provider logo is updated successfully.




& Provider Logo has been updated successfully

Q Provider Logo setup 0 Kiosk Logo setup

splan& ]
Delete m

0 Badge Logo setup L Report Logo setup

Cem

3. To delete a logo, click on the Delete button

@ Provider Logo has been deleted successfully

L Provider Logo setup L Kiosk Logo setup
L Badge Logo setup L Report Logo setup

Similarly, the admin can add, edit and delete the kiosk, badge and report logos.

Employee Delegates

The visitor management application provides the ability for employees to delegate tasks to other
employees. The setup for this functionality involved assigning one or more delegatees employees
to one or more delegator employees. The admin can access the Employee Delegates functionality

by navigating to Setup -> Employee Delegates

& Delegates

Search Delegates n Add Delegate

Delegatee Delegate for Can Create Visitor Can receive e-mails Start Date End Date Status Delete

No records found

Show 10 ¥ entries  Showing 0to 0 of O records

Cancel

1. To set up an employee delegate, click on the Add Delegate button



& Add Delegate

Delegatee +
Delegate for +
Start Date
End Date

Status

Cancel

Delegatee Name Q
Delegate for Q
05-30-2019
05-30-2019

Active v

Can Create Visitor

Can receive e-mails

Make it as permanent delegate

[m]
(m]

a

In the Add Delegate page, click on the Delegatee field and select the delegatee employee from

the Employee Lookup pop-up.

& Add Delegate

Delegatee &
Delegate for &
Start Date
End Date

Status

Cancel

Employee Lookup

Search by First Name or Last Name
Name Location User Id

Albert Einstein

a einstein@splantest com

Global Settings  a.einstein

Gerald Durrell

Employee Type

- Global Settings ~ gdurrel
gdurreli@splantest.com
Marie Curie Global Sertings  m.curie
m_curie@splantest com
Cancel
Albert Einstein Q

Delegate for Q
05-30-2019
05-30-2019

Active v

Can Create Visitor

Can receive e-mails

Make it as permanent delegate

[m]

a

[m]

Similarly, click on the Delegate for field and select the delegator from the Employee Lookup pop-

up



Employee Lookup ]

Search by First Name or Last Name n

Name Location User Id Employee Type

Albert Einstein

Cancel

Select the Start Date and End Date. Select the privileges to be provided to the delegatee (Can
Create Visitor and/or Can receive e-mails). (Selecting the Make it as permanent delegate’ makes

the delegate setup permanent irrespective of the end date)

& Add Delegate

Can Create Visitor [
Delegatee Albert Einstein Q
Can receive e-mails [
Delegate for Gerald Durrell Q
Make it as permanent delegate [
Start Date 05-30-2019
End Date 05-30-2019
Status Active v

e E

Click on Save.
& Delegates

Search Delegates n Add Delegate

@ Albert Einstein delegate is saved successfully.

Delegatee “ | Delegate for Can Create Visitor Can receive e-mails Start Date End Date

Status Delete
Albert Einstein Gerald Durrell v v 05-30-2019 05-30-2019 Active @}
Show| 10 v |entries Showing 1 to 1 of 1 entries < 1>
Cancel

2. To edit the delegate setup click on the Delegatee. In the Edit Delegate page make the required

changes.



& Edit Delegate 2]

Can Create Visitor ()

Delegatee Albert Einstein Q
Can receive emails (]
Delegate for # Gerald Durrel Q
Make it as permanent delegate [
Start Date 05-30-2019
End Date 06-01-2019
Status Active v

canee E

Click on Save

& Delegates
Search Delegates n Add Delegate

@ Albert Einstein delegate is updated successfully.

Delegatee | Delegate for Can Create Visitor Can receive e-mails Start Date End Date Status Delete
Albert Einstein Gerald Durrell v v 05-30-2019 06-01-2019 Active 3]
Show| 10 v |entries Showing 1 to 1 of 1 entries w|<|1]>]2

Cancel

3. To delete the delegate, click on the delete icon in the Delete column

& Delegates
Search Delegates n Add Delegate

@ Albert Einstein delegate deleted successfully.

Delegatee “ | Delegate for Can Create Visitor Can receive e-mails Start Date End Date Status Delete
No records found
Show| 10 v entries  Showing 0 to 0of O records | <| >
Cancel

Additional Checkin Flow

The admin can use the Additional Check-in Flow component to configure additional
images/videos/documents for the visitor to review/sign/accept terms and conditions during
check-in. This flow can also be configured to be displayed for specific visit types. The admin can
also configure the sequence in which the documents appear by providing a display sequence. The
admin can access the Additional Check-in Flow component by navigating to Setup -> Additional

Checkin Flow.



= Additional Checkin Flow (2]

Search Check-In Flows n All  Active  Inactive

Name | Description Visit Type Status Sequence Location Name Delete

No records found.

Show| 10 ¥ entries Showing 0 to 0 of O records

coned

P ARt

1. To add files to the additional checkin flow, click on Create New to access the Add Check-In Flow

Template screen. Enter all the required details.

& Add Check-In Flow Template (2]
Name % Fire Escape Instructions x Description Safety instructions to be followed during a fire
emergency
Document Type Image v Status Active v
Display Sequence # 1 Location Global Settings N
Visit Type Constructor -
Vendor
No Of Validity Days 30

0 Upload Images

peete
ceneel E

Click on the Add New button to upload the image

# Add Check-In Flow Template 2]
Name * Fire Escape Instructions x Description Safety instructions to be followed during a fire
emergency
€ Open x |
Document Type B v
« v <« New ... » Pictures Documents & Vid... » v O Search Pictures Documents &... @ | |
Display Sequence * Organize New folder EE ~ [ e | Settings v
Visit Type Pictures Docum * | 5| Evacuation Plan Sample Insurance Doc
& OneDrive Fire_ Emergency Evacuation Procedures sample-ce-notice-chin
HB @ Software_House_Lego.
B ThispC [ hospital-emergency-evacuation-floorplan-example i) Software-House-Tyco|
1 3D Objects Binsead Logos (1) [ Swan
No Of Validity Days [ Desktop INSEAD_logo1 [&] VID-20180608-WAD0T5
Documents |&] INSEAD_logo2 [&d] wms
O Upload Images - Downloads (&) Kiosk & vms1

. oocep & Waitrose_Logo
Delete b Music Ormat_Logo &l Woodpecker

=] Pictures Philips_Logo
[ Videos [ Renault_1
i, Local Disk (C:) & Report Logo_Splan
Cancel = NewVolume (E: v < > ﬂ

File name: | Evacuation Plan | anFies v

Click on Save



0 Upload Images

@ Please click on Save to submit the Images

petete

Evacuation Plan

cenee ﬂ

The document is saved successfully for the selected visit type.

= Additional Checkin Flow o
Search Check-In Flows n All  Active  Inactive

& Fire Escape Instructions Added Successfully

Name | Description Visit Type Status Sequence Location Name Delete
Fire Escape Instructions Safety instructions to be followed during a fire emergency Constructor Active 8 Global Settings I}
Show 10 ¥ |entries Showing 1t 1 of 1 entries w < 1>

cene

A) The type of documents that can be uploaded / added include Image, Text and PDF. The admin

can also add a video URL to be added to the check-in flow.

[# Add Check-In Flow Template [ 2]
Name # Name Description Description
Document e sows [ pcave .
Image
Display Sequence Text Location Global Settings v
URL

Visit Type PDF -
Vendor

-

No Of Validity Days No Of Validity Days

2 Upload Images

peete
el E

B) The No. Of Validity Days can be configured as per business processes. The next time the same
visitor walks-in or is checking in, the check-in flow is triggered only if the validity has expired.
C) When the document type ‘Text’ is selected, the admin can configure the checkin flow to

capture the visitor signature by selecting the ‘Capture Signature’ checkbox



D) A checkbox requiring the visitor to accept terms and conditions can be selected by selecting

the ‘Show Checkbox’ checkbox
E) The text for terms and conditions can be added in the Text for T&C field

& Add Check-In Flow Template (2]
Name # Name Description Description

Document Type Text v Status Active v
Display Sequence Display Sequence Location Global Settings v
Capture Signature | I Show Checkbox [ ( Used for Accepting the Instructions/Terms | I

IText For T&C Text For T&C I

Visit Type Constructor -
Vendor

No Of Validity Days

iii
1]
m
]

Tt B |I|U|&| S| 4 [|[A]~

canee E

Employees
The Employee component allows the admin to view / add / edit employees to the application.

The list of employees synced via active directories, FTP upload etc can also be viewed in the

Employee component. In order to access this component, click on Setup -> Employee

= Employees list [ 2]

Search Employee n # Active  Inactive ~ ShowAll +Add Employee + Add Existing Employee

Name “ | Member ID Login Name Location Name Mobile Phone Status Delete
. Albert Einstein 13959326 a.einstein Global Settings Acti b
. Gerald Durrell 13959325 g.durrell Global Settings Acti o
@ MerieCurie 13959327 m.curie Global Settings Active ]

>

1. To add an employee click on the ‘+Add Employee’ button. Enter all the fields in the form. Click

on Edit Profile Picture to upload an employee picture



(# Add Employee

@ You can add multiple phone numbers separated by comma.

‘l First Name % Nicola Short Description IT Department Head
Last Name Tesla Long Description IT Department Head - autonomous R&D body
Aty Login Name n.tesla
Work Phone +1567.456.3456
Email n.tesla@splantest.com
Effective Start Date 05-30-2019
Kiosk PIN
Effective End Date 12-31-2099
Password .
Status Active T
Date of Birth 06-18-1980
Can Create Visitor Yes A
Mobile Phone +1876.567.4567
Notes Adding Employee profile Manager Name Manager Name Q

(#  Notification Options
Department T (] SMS Enabled
)  Termsand policy
Do not display on kiosk
() Never Expire login
a Do Not Display For LA Registration Form
Do not display for Employee

o Locked?

m e

Click on Save

[# Edit Employee

© You can add multiple phone numbers separated by comma.

@ Employee Nicola Tesla added successfully.

Member ID 13059353 Short Description IT Department Head
- First Name Nicola Long Description IT Department Head - autonomous R&D body
Last Name Tesla
Nicola Tesla Work Phone +1 567.456.3456
Login Name n.tesla
Profile Effective Start Date 05-30-2019
Aol Email n.tesla@splantest.com
Effective End Date 12-31-2099
Check-In/Out History Kiosk PIN Kiosk PIN
Status Active M
Assigned Locations
Password Password
Delegates Can Create Visitor Yes v
Date of Birth 06-18-1980
Delegators
obiie Phone T B76.557.4567 Manager Name Manager Name Q
Notification Opti
Notes Adding Employee profile ke otlfication Gprions
()  sMsEnabled
(#)  Termsand policy
Department IT

()  Never Expire login

Do not display on kiosk
Do Not Display For LA Registration Form
Do not display for Employee

o Locked?

ﬂ Delete Cancel

A) Click on the Roles link on the left hand side panel to view the list of roles that can be assigned

to the employee. Click on ‘Add’ to assign the role to the employee



= Assigned Roles

Id Role Name

| i= Available Roles
: “ . .
\ A 4161538 Lol

4161539
Edit Profile Picture

Nicola Tesla
Profile
Roles
Check-In/Out History
Assigned Locations
Delegates

Delegators

B) <check-in/out history link>

Role Description

Role Name

bby Ambassador

Administrator

Location Name Delete

Role Description

Add
Lobby Ambassador m

Administrator

C) Click on Assigned Locations to view the locations the employee is assigned to. The admin can

select other locations from the list and click on Update to save the changes to the employee

profile
9 Assigned Locations
@select the locationis) to be assigned for Emplayee

Search Location

; /| Allowed * | Location Name
4 ; 5% Global Settings

L Paris
Edit Profile Picture _ X
Show| 10 ¥ |entries Showing 1 to 2 of 2 entries
Nicola Tesla
Update Cancel
Profile
Roles

Check-In/Out History

Assigned Locations

Delegates

Delegators

< | € 1 > | =

D) Click on Delegates link to view the list of any delegatees that have been setup for the employee

E) Click on Delegators link to view the list of delegatees the employee is assigned to

2. To export the list of all employee click on the Export link in the Employee List page. A CSV file

is downloaded which contains the list of all the employees in the list



= Employees list (2]

0 T

Name = | Member ID Login Name Location Name Mobile Phone Status Delete
@ AbertEinstein 13959326 a.einstein Global Settings Active o]
@  Gerald Durrell 13959325 gdurrel Global Settings Active W
@ Marie Curie 13959327 m.curie Global Settings Active oW

»

@ NicolsTesls 13959353 ntesis Global Settings +1 876.567.4567 Active o]
-]

3. The ‘+Add Existing Employee’ button can be used to move an employee from one location to

another. To perform this activity, first select the local location from the Location dropdown and

then click on the Employee link on the left hand side to view the Employee list

= Employees list (7]
n + Active Inactive | Show All +Add Existing Employee
Name * | Member D Login Name Location Name Mabile Phone status Delete
ﬁ . Albert Einstein 13959326 a.einstein Global Settings Active
»
Employee
@ Gerald Durrell 13959325 gdurrel Global Settings Active
@  Marie Curie 13959327 m.curie Global Settings Active
»
@ NicolsTesia 13959353 nresla Global Settings +1 876.567.4567 Active
[~}

In the Employee List page, click on the ‘+Add Existing Employee’ button

= Existing Employees List

L “ | Member ID Name Login Name Mobile Phone Status

| 13959356 Oliver Sacks 0.580ks

Select the employee record and click on Add Employee button. The employee is now added

Active

successfully to the second location as well



i= Employees list e

Search Employee n + Active Inactive Show All +Add Employee 4+ Add Existing Employee

@® Employee member(s) Oliver Sacks has been 2dded successfully.

Name “ | Member ID Login Name Location Name Mobile Phone Status Delete

@ AbertEinstein 13959326 a.einstein Global Sertings Active

@  Gersid Durrell 13959325 gdurrell Global Settings Active

@  Marie Curie 13959327 m.curie Global Settings Active

@ NicolsTesis 13959353 n.esls Global Settings +1 876.567.4567 Active

i

@  Oiiver Sacks 13959356 osacks 2 Locations Active T
»

1 Employee:

4. To delete an employee click on the ‘Delete’ icon under the Delete column. If the employee has
check-in/out history (that is, if the employee has had or has visitor appointments), a pop-up is
displayed with a message ‘Employee profile cannot be deleted as the employee has check-in/out

history. Do you want to make the profile inactive?’

° Delete Confirmation

Employee profile cannot be deleted as the employee has check-
in/out history, Do you want to make the profile inactive?

-

Click on Yes to move the employee to inactive status. The employee record is then removed from

the active list and moved to the inactive list.

= Employees list e

Search Employee n W Aclive ||  Inactive Show All +Add Employee <+ Add Existing Employee

@ Employee Albert Einstein is inactivated as Check-infout history is not empty

Name * | Member ID Login Name Location Name Moabile Phone Status Delete
@  Gersid Durrell 13959325 gdurrel Global Semings Active |}
@ Marie Curie 13959327 m.curie Global Settings Active @

»

@ NicolaTesia 13959353 nresla Global Semtings +1 B76.567.4567 Active o}
=
S| Employee

Cancel Upload

Click on the Inactive toggle button to view the inactive employee record



= Employees list 2]
Search Employee n Active + Inactive Show All +Add Employee +Add Existing Employee

Location Name Mabile Phone Status

Name = | Member ID Login Name
@ AbertEinstein 13959326 a.einstein Global Sertings Inactive
Showing 1-1 of 1 Employees

Reason Codes
The Reason Codes component can be accessed via Setup -> Reason Codes. This component allows

the admin to define reason codes that can be selected during various workflows such as check-

ins, check-outs, approvals etc.

i Reason Codes
@ Reason Codes
Reason Description Status Type

ReasonCode ID - | ReasonCode Name

Mo records found.

Show| 10 ¥ |entries Showing 0to 0 of 0 records << | < | >

E cenee

1. To create a new reason code, click on Create New to access the Create Reason Code

& Create Reason Code
@ Please fill the details

ReasonCode ID # Reason Code Status Active v
Reason Name # Reason Name Type Select v
Reason Description % Reason Description
n Cancel
Enter all the details and click on Save
& Create Reason Code
@ Please fill the details
ReasonCode ID + 1001 Status Active v
Reason Name # LA Check-in Type Select M

Select

Admin Check-In

Visitor has checked in with the lobby ambassador and not
the self-service kiosk

Reason Description #
Admin Check-Out
Sponsor Acknowledgement

Approve/Reject

m cancel

The reason code is created successfully



K Reason Codes
@Reason Codes
@ Reason code LA Check-in has been created Successfully
ReasonCode ID ~ | ReasonCode Name Reason Description Status Type
Active

L 1001 LA Check-in Visitor has checked in with the lobby ambassador and not the self-service kiosk

Show| 10 ¥ |entries Showing 1 to 1 of 1 entries «@ <« 1 > >

E conce

2. To edit the reason code, select the check-box next to the ReasonCode ID and click on Edit. In

the Edit Reason Code screen make the required changes

& Edit Reason Code

@Please fill the details

ReasonCode ID + 1001 Status Active v
Reason Name # LA Check-in activity Type Admin Check-In v
Reason Description # Visitor has checked in with the lobby ambassador and not
the self-service kiosk
m Cancel
Click on Save. The changes to the reason code are updated.
K Reason Codes
®Reason Codes
@ Reason code LA Check-in activity has been updated Successfully
ReasonCode ID + | ReasonCode Name Reason Description Status Type
L 1001 LA Check-in activity Visitor has checked in with the lobby ambassador and not the self-service kiosk Active Admin Check-In
Show| 10 ¥ |entries Showing 1to 1 of 1 entries << <1 =

E e

Labels
Label values in the application can be updated using the Labels component. The admin can access

this component by navigating to Setup -> Labels. The label names and the corresponding english

values are provided in the Label Name and Label Values English columns. The new value can be

specified in the New Value field for the corresponding label



B Labels

©Manage Labels (%]
Search Label n Upload Labels
Label Name = | Label Value English New Value
ZIP_code ZIP code
Zip Zip
Your_Name Your Name
Your_Email Your E-mail
Young_Toddlers Young Toddlers
Young_Infants Young Infants
Youd_Have You Have
You_Will_Redirected_To_Home_Page You will be redirected to the home page in
You_link_your_Active_Directory You can also link to your Active Directory account and upload a
list of employees.
You_lmpaort_Group_Of_Tenants_From_File You can import a group of visitors from a CSV file by clicking
here:
Show| 10 v |entries Showing 1 to 10 of 5,876 entries

<« < |12 3|4 5 588 | > >

E coneel

1. To update a label value, search for the label to be updated in the search box. Then enter the

new label value in the field for the required label and click on the tick mark next to the field

BlLabels

O Manage Labels (2]
Biometric x n Upload Labels

Label Name = | Label Value English New Value

IsBiometric Is Biometric?

Is_Biometric Biometric

Blometric Biometric Biometric Enabled? x v X
Show| 10 ¥ entries Showing 1 to 3 of 3 entries (filtered from 5,876 total records)

e 1 >

ﬂ cone

A confirmation message is displayed for the updated label

B Labels
©Manage Labels (2]

Search Label n Upload Labels

Labels updated successfully

Label Name - | Label Value English New Value
ZIP_code ZIP code
Zip Zip

When the updated label is searched for again, the new value is prepopulated in the field. Now

the new label will be effective wherever it is applicable in the application.



BiLabels

@ Manage Labels ]
sem * n

Label Name ~ | Label Value English New Value

IsBiometric Is Biometric?

Is_Biometric Biometric

Biometric Biometric

Biometric Enabled?

Show| 10 v |entries Showing 1 to 3 of 3 entries (filtered from 5,876 total records)

ﬂ e

2. Labels can be uploaded in bulk using the Upload Labels functionality. Click on the Upload Labels
button to access the Upload Labels page. Select a language from the Language dropdown and

click on the Download Template link to download the sample file.
= Upload Labels

Language * English v

@’m Download Template

Upload your CSV File

1 - Click the upload button to find .CSV file from your computer and upload.
2 - You can find the uploaded file in below table after upload is completed.

= Uploaded Labels List

n £ Refresh (Last refreshed - 05-30-2019 10:58 PM)

Id ~ | Document Name Uploaded By Uploaded Date / Time
No records found.

Shaw| 10 ¥ | entries Showing 0 to 0 of 0 records

Cancel

The downloaded file contains the list of all the available labels in the application displayed in two
columns: label name and label_value_en (this indicates the label values in english. For other
languages the downloaded file contains an additional column label_value_<other language> that
is to be updated with the new value). The label_value_en column is to be updated with the new
label as required. Once the changes are made in the downloaded file, click on the Upload button.

Select the updated labels file and click on Open in the explorer window.



iEUpload Labels

€ Open x
« - 4 > ThisPC » Downloads » labels v|® | Searchlabels p
¥y Download Templat|
Organize ~ Mew folder =~ O @
A -~ . .
Upload your CSVFil{ B Thisee Name Date modified Type Size]
“J 30 Objects | English 5/31/2019 11:35AM  CSV File
J
1 - Click the upload button to find .CS} ) Desktop

2- You can find the uploaded file in by
Documents

< Downloads v <
i= Uploaded Labels List

File name: | English | [anies v

e

Search Documents

Id ~ | Document Name Uploaded By Uploaded Date / Time

A confirmation message is displayed for the successful upload and a record is added for the

uploaded CSV file. Document processing status such as Processed / Failed is displayed with a label

under the CSV file name.
iEUpload Labels

Language * — Select - v

¥z Download Template

Up\oad your CSV File

1 - Click the upload button to find .CSV file from your computer and upload.
2-You can find the uploaded file in below table after upload is completed.

@ The Document English.csv has been uploaded Successfully

= Uploaded Labels List

Search Document n £ Refresh (Last refreshed : 05-30-2019 11:07 PM)

Id ~ | Document Name Uploaded By Uploaded Date / Time
6782981 English.csv Test Provider 05-30-2019 11:07 PM
Processed
Show| 10 v |entries Showing 1to 1 of 1 entries < 1 >
Cancel

Assets
The admin can manage the asset inventory for the organization using the Assets component. The

Assets page can be accessed by navigating to Setup -> Assets



Assets

Search Assets n Add Asset

Asset Id * | Asset Name Asset Type Start Date End Date Location Name Delete
No records found.

Show 10 ¥ | entries Showing 0 to 0 of 0 records

Cancel

1. To add an asset, click on the Add Asset button. Enter all the details including the Effective Start

Date and Effective End date

il Add Asset ®
Asset Name # Server
Asset Id & Server A
Effective Start Date 05-31-2019
Asset Type & server
Effective End Date 11-30-2019

coneel ﬂ

Click on Save

Assets
Search Assets n Add Asset

@ Asset Server created successfully

Asset Id = | Asset Name Asset Type Start Date End Date Location Name Delete

Server A Server Server 05-31-2019 11-30-2019 Global Settings W
Show| 10 ¥ |entries Showing 110 1 of 1 entries . 1]
Cancel

2. To edit the asset information, click on the Asset Id. Make the necessary changes in the Edit

Asset page.

il Edit Asset ©
Asset Name # Server Equipment
Asset Id * Server A
Effective Start Date 05-31-2019
Asset Type * Server
Effective End Date 11-20-2019

conee E

Click on Save to view the updated changes



= Assets
Search Assets n Add Asset

@ Asset Server Equipment updated successfully

Asset Id = | Asset Name Asset Type Start Date End Date Location Name Delete

Server A Server Equipment Server 05-31.2019 11.30-2019 Global Settings i}
Show| 10 v |entries Showing 1 to 1 of 1 entries << 1
Cancel

3. To delete the asset, click on the Delete icon in the Delete column for the asset.

i= Assets

@ Asset Server Equipment deleted successfully

Asset Id “ | Asset Name Asset Type Start Date End Date Location Name Delete

Mo records found.

Show| 10 ¥ entries Showing 0 to 0 of 0 records >

Cancel

Approval Group

Approval groups are created when the business requires only a certain group of employees to be
able to approve / reject visit requests. This can be achieved by adding employees to a group
through the Approval Group component. To view the Approval Group Maintenance page, click

on Setup -> Approval Group

& Approval Group Maintenance
® Please select one Group and dick on edit 2]

Search by Group Name or Group Description n

| Approval Group Name Approval Group Description Assignee Count

No records found

Show| 10 ¥ |entries Showing 0 to 0 of 0 records

m pelete cane

1. Create a new approval group by clicking on the Create New button. In the Create New Approval

Group page enter the Approval Group Name and the Approval Group Description



& Create New Approval Group
Approval Group Name % Approval Group - Paris

Approval Group Description Approval Group for the Paris location

Approval Group Members

Approver Location Name Delete

conee E

To add an employee to the approval group, click on the +Add button.

& Create New Approval Group

2}
Approval Group Name # Approval Group - Paris x
Approval Group Description Approval Group for the Paris location
Approval Group Members
Approver Location Name Delete

Q - Select -- v o

e E

Click on the Approver field. From the Employee Lookup pop-up select the employee to be added.

Employee Lookup l

Search by First Name or Last Name n

Name Location User Id Employee Type

Gerald Durrel

Cancel

Select the location from the Location Name dropdown.



& Create New Approval Group
Approval Group Name Approval Group - Paris

Approval Group Description Approval Group for the Paris location

Approval Group Members

Approver Location Name
Gerald Durrell(13958325) Q Paris
Cancel

Click on Save. The approval group is created successfully

& Approval Group Maintenance
@ Please select one Group and click on edit

Search by Group Name or Group Description n

@ Approval Group has been created successfully

= | Approval Group Name Approval Group Description
( Approval Group - Paris Approval Group for the Paris location
Show 10 ¥ |entries Showing 1 to 1 of 1 entries

E petete coneel

Delete

L @

Assignee Count

1

e e 1 > >

2. To edit the approval group, select the check-box next to the Approval Group Name and click

on the Edit button

& Edit Approval Group
Approval Group Name * Approval Group - Paris

Approval Group Description Approval Group for the Paris location

Approval Group Members

Appraver Location Name
Gerald Durrell ( 13959325 ) Paris
Cancel

Delete

]

3. In the edit screen, the admin can remove an employee from the approval group by clicking on

the Delete icon in the Delete column



4. Once the required changes are made, click on Save. The approval group changes are updated

successfully

& Approval Group Maintenance
e

© Flease select one Group and diick on edit

& Approval Group has been updated successfully

* | Approval Group Name Approval Group Description Assignee Count

Approval Group for the Paris

Appraval Group - Paris

Show| 10  v|enties  Showing1to1of 1 entries

E peee ceneel

L

6. To delete the approval group select the check-box next to the Approval Group Name and click

on the Delete button.

& Approval Group Maintenance
7]

@ Please select one Group and click on edit

Assignee Count

* | Approval Group Name Approval Group Description
v Approval Group - Paris Approval Group for the Paris location
Show 10 v entries Showing 1 to 1 of 1 entries

E pelse coneel

This is successful only when no employees are assigned to the group. When the admin attempts

to delete an approval group without removing the assigned employees, an error message is

displayed.

& Approval Group Maintenance
e

@ Please select one Group and click on edit

(@ The Approval Group - Paris role cannot be deleted. Please check for the associated assignees

* | Approval Group Name Approval Group Description Assignee Count
Approval Group - Paris Appraval Group for the Paris location

Show| 10 ¥ |entries Showing 1 to 1 of 1 entries

E P conee



Once the employees are unassigned from the approval group, deleting the approval group is

successful.

& Approval Group Maintenance

@ Please select one Group and click on edit (2]

Search by Group Name or Group Description n

@ Approval Group has been deleted successfully

“ | Approval Group Name Approval Group Description Assignee Count

No records found

Show| 10 ¥ |entries Showing 0 to 0 of 0 records

E pelete conee

<« |« > >
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