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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
Thisadminguide is intended to be used by the system administrators who will be responsible

for setting upthe 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 pebusiness processes. After logging in, under Global Settings (Global Location), click

on Setup to access the differeaptions that can be configured for the application.
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The kiosk component allows the admin to configure the-seiwice kioskor 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 Setugiosk.

Clicking on Kiosk, displays the Kiosk Setup page. If devices adyatmnfigured a list of these

devices is displayed.



£ Kiosk Setup 2 refreshiLast refreshed - 05222018 2447 (2]
* Add New Device
Name Description Status | Device Type Registration Code Created Date Last Accessed Time Created By App Version Action
Skiosk-stand Test Active Ipad 1409029-131072 07-24-2015 05-23-2013 0845 PM Taby Jones
£=m
utlook2016 Outlook2016 Active Outlook 2016 2621446-131072 07-08-2016 05-15-201905:02 AM Splan Administrator
Scan OR Code:
Outiack Outlook Active Outlook 2016 2686982-131072 07:27.2016 12.24-2018 03:35 PM Splan Administrator
Scan OR Code
Cancel

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

0 Kiosk Configuration 2]

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

M® ¢2 | RR I ySg RSOAOS:I OftA0] 2y GKS Wb! RR bS
H® ¢KS WIRR 5S@OA0SQ INAR Ad RAALI @SR 9y iSNJI
Name, Device Description and Device Status. Select the relevant Device Type from the

dropdown field provided.

3. The device can also be configured to displagréiqular 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

nd ¢KS W{K2g Cfl3IAQ O2f dzyYy LINPgond@§otha KS 2LIGA2Y

configured language



= Kiosk Setup & Refresniias refrashec : 05-23.2019 £:41 11 Q

Outlook Outlook Active Outlook 2016 2686982-131072 07-27-2016 1224-2018 0335 PM Splan Administrator
Sean QR Cote:

+ Add New Device
Name Description Status Device Type Registration Code Created Date Last Accessed Time Created By App Version Action
Skiosk-stand Test Active Ipad 1408029131072 07.24-2015 05-07-2019 11:46 PM Splan Administrator
Scan QR Coce.
Outlook2016 Outlook2016 Active Outlook 2016 2621446-131072 07.08-2016 05-15-2019 09:02 AM Splan Administrator
=3

Cancel

[ Add Device Q

Device Name #

e Name Device Description

Description

Device Type Outlook 2016 v Device Status Active v
Language Language Enable Default Show Flag
Engiish ) 5 &4
Spanish 4 @ 2
French [CJ] 5] Cd)
Japanea £ @ @
German CJ) = d
Chinese 4 o [+
Portuguese v (=] v
Swedish [+ (5] [+
Dutch L4 5] (#)
Ukrainian CJ) = d
Vietnamese 4 o [+
Hindi L4 o v
Arabic [+ (5] 4
Hebrew ) 5] 4

E caneel

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 & Refresn(Last refreshed -0 Edit
Edit Preferences
Delete
Unregister
Name Description Status Device Type Registration Code Created Date Last Accessed Time Created By App Version | Launch
SplanKiosk Splankiosk Active Ipad 7143426-3211265 05-30-2019 05-30-2019 05:09 PM Test Provider s

Cancel



TO® ¢KS WORAGQ 2LIiA2y OFy 06S dzaSR (2 dzJRIFGS RS
screen and click on Save to update the details.
y® YA2&] LINBEFSNBYyOSa Oly 06S | OOSatedSvRucarK Sy (G KS

update the preference options based on the configuration desired

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

MA® hyOS dzyNSIAA0GSNBRZ (GKS WYwSIAAGSNDthez LIGA2Y
kiosk Registration code into the device to configure the-setf/ice 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 versioneofiplication that is configured on

the selfservice 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

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

= Kiosk SetUp 2 refresn(Last refreched - 05-30-2019 454 P 2]

@ The kiosk SplanKiosk has been deleted successfully.

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 < Back

VISITOR Test Provider
Mogen Adli
Representing Company
Meeting: Williams
EEE
Sii In Date : x
0530-2019 0011 Ab [=]
12345678
www.splan.com

& Edit Template

Mm® / fAO1 2y GKS uNderkha iadge ®nvplake to iriévQhe BathjeD2tafls 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
specificvisitA a A G2 NJ GelLlSa dzaAy3a GKS 2LIiA2ya Ay GKS Y
H® hyOS GKS OKFIy3aSa FINB R2ySs OtAO0|l 2y Wt NSOA
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:
block;}.Iname{font-weight: bold; font-size: 24px; display: block:}
.data{font-weight: bold; font-size: 18px; display:
block;}.data2{font-weightbold; font-size:16px;}

.data3{display: block;font-size:17px; font-weight: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 paefined 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

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

3. Select aemplate 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 Badge Template
i} a badge and click on Next button

ISITOR Test Provider

Mogen Adli
Representing Company

Meeting:Williams

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

12345678

wiwiw.splan.com

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

ancel

4 . Sel ect t he

blank the badge gets applied to all visit types and visitors. Click on the Save button to save the

Test Provider
Mogen Adli

Host : Williams

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

Rags 12345675

[=]:7[=]

VISITOR

Mogen Adli [=2'[=]
Representing Company ki
Meeling:Williams Ei%
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
VISITOR Test Provider
. Mogen Adli [=]2![s]
Meeting:Williams E

- Sign In Date:
05-30-2019 12345678

www.splan.com

type of visi

t s/ vi si

#

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
Ey
=]
12345678

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

www.splan.com

Test Provider
Welcomes

Mogen Adli

Represenling Company

tors

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

t hat

he



(# 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 workflowseag/lobal 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
& Mary tem defaults, preferes

Parameter Name Description Default Value
Visitor Time out Visitor Time out 30

Badge Print Badge Print Enabled
Sponsor Required? Sponsor Required? True

NDA For Kiosk NDA For Kiosk Disabled
Biometric Biometric Disabled
Escort Checkn Escort Check-In Not Required
Badge Print Timeout (in seconds) Bagge Print Timeout (in seconds) 30

SMS Enabied SMS Enabled True

Auto Check-In/Out Enabled on Kiosk Auto Check-In/Out Enabled on Kiosk True

PIN mandatory for Escort? PIN mandatory for Escort? False

Auto Badge Print Auto Ba e True
Escort Can CheckOut Visitor Escort Can CheckOut Visitor False
Badge Pickup Location Badge Pickup Location Printer
Enable Regular Check-In/Out Enab t True
Enable Provider specific reasons Enable Provider specific reasons alse
Enable DL Scan On Kiask Disabled
how | ‘Out Histos True
earch duplicates at Provide True
Duplicates Allowed? alse
Watch List Enabled’ True
Show DL On Visitor Profile Show DL On Visitor Profile True
Enable Photo Capture On Kios Ena to Capture On Kiosk Enabled
ks On Kiosk True
ng V e Number for Returning Visitor Search False
Enable Visitor Registration on Kiosk Enable Visitor Registration an Kiosk True

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

based on functionality, device and workflows.

Hd [/ fAO01 2y W aarady =+ £dzSQ dzyRSNJ 6§KS Df 206l f

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 Default Value
Visitor Time out Visitor Time out 30
Badge Print Badge Print ENABLE

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

column.

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

Value

Assign Value

ssign Value

n 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

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 popup 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 imageA 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

:| DElEte /‘CSRIJC‘EG -

Save URL

€ Open
« v <« Pictures Documents & Videos » Logos

Organize ~ Mew folder

_J 3D Objects 0

[ Desktop l
Documents

; Downloads Splan
b Music Splan logo
[&] Pictures

m Videos

am Local Disk (C)

- Mew Volume (B

- M @

x

»

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.

:| petete B
¢

3. Use this checkbox 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 tagcthe 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 areqmégured with

content and can be used right away once the requiredisesvare setup (Email / SMS). These

can be accessed by navigating to Setplotifications.



O Notification Templates (2]

Search templates n ~Emall  sMs | Others RN 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

e

GKS W' aS ¢KA& ¢SYLIX I UGS C2ND FASER® {LIXIYy LINRO



modified to be customized as per business needs

@ Add Notification Template (2]
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 & s ||B|I|u|a| opensans: || || A|-||=|=|=- ||EB ||TIr | 2|
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 Reciplent: P N
CC Reciplent: R caling
BCC Reciplents Visitor Requeste Sponsol Vendor Coordinator
Status Active v Send Signed NDA? No v Send lcs? No v

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

with all the values prgopulated. 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 tand alick on the Edit button. The

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



(& Edit Notification Template

Template Name +

Template Type

Description

Apply To

Subject

Message Text &

Satup
@
To Reclplents
CC Reclplents
?

BCC Reciplents

Status

E conee

Roles

Employees can be assigned roles in the visitor management application. These roles are a
collection of privileges that provide the employee with theags to view and perform selected

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

Check-In Motification

Email

Other Visitors

Watch Listed Visitors

VIP Visitors

Check-In Notification

s ||B|I|U

Use This Template For
Content Type #

From Email #

Hi {MEMBER_ID.FIRSTNAME) {MEMBER_ID.LASTNAME}

Requeste
Requeste
Requeste

Send Signed NDA? No v Send lcs?

After Visitor Checkin

HTML

donot-reply@splan.com

vendar Coordinator

No v

Lobby Ambassador/Security Manager/Receptionist and Administrator.

To access the Roles component, navigate to SetuRoles

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

~ | Role Name
Employee
Lobby Ambassador

Administrator

-

Cancel

ng 1 to 3 of 3 entries

Role Description
Employee
Lobby Ambassador

Administrator

Assignee Count

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
@ Please create new role And Assign Privileges 9

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. A role 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 anl 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 assignesia 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 e ole Assign Privileges o
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 delee 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-eequasite, the CSV

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

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

£= Employee Sync e

Download and view Sample Employee List You can also link your account to upload Employees list

N
(=]

Up\oad your CSV File

1 - Click the uploas
2-You can find
3 - Click the Procs

m your computer and upload.
e after upload is completed
g the file.

o £= Employee Sync Results & Refresh (Last refreshed 05-27-2019 1:39 A
Setup
Source Total Records Created Records Updated Records Deleted Records Failed Records Processed Start Time Process End Time Action
Samoke Usioad Templane. Sporcor [Bhcs 05-14-2019 03:19 AW ®
7AM ®
@ M ®

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

3. Click on the Uploadutton 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]
@*
. 2 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 butt find C: from your computer
e 2 - You can find the uploaded file in be! e after upload is
o= 3- Click the Prox start processing the file.
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_ r (5).cs1 [ 0 05.27-2019 0152 AM
o] »
Sample_Upload_Templare csv ®
e_Upload_Temp! ] 0 0 ®
=
2 @

Cancel

5. Clickon 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]
@®
. 3 i d i
Fop 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 upload burton to find .CSV file from your computer and upload.
e 2 - You can find the uploaded file i ble after upload is completed.
- 3 - Click the Process button to start processing the file.
a -
alil
@ Document processing has started, Please check the status after some time.
Setup
iE Employee Sync Results & Refresn (Lzs 2 9A
.
-
Source Total Records Created Records Updated Records Deleted Records Falled Records Processed Start Time Process End Time Action
® 0

Sample_Upioad_Template_Sponsor (3).cs 0 0 0 0 0



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

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

as part of this sync process

= Employee Sync (2]
@
,;Lm Download and view Sample Employee List You can also link your account to upload Employees list
2 =
o MB < Sync
+ Upload your CSV File
L
1 - Qlick the upload button to find CSV file from your computer and upload
— 2-You can find the up r upload is completed.
- 3- Click the Process bu
ul
= Employee Sync Results o refresh (Last refreshed 05272019 2:02 &
Setup
Source Total Records Created Records Updated Records Deleted Records Falled Records Processed Start Time Process End Time Action
- 4 4 ®
(€]
@ [©]
@

VIP List

The VIP List component allows for gactive management of VIP visitors who are visiting the

premises. The component can be accesadyigating to Setup> VIP List.

1. Click on VIP List from the Setup component

&R i= Visitors : VI P List 2]
Dashboard @ Manage VIP Visitors
R SearchV 1P n Advance Search v + AddvIP Upload / Export v
Representing

; Member Id Name Email Company Location Name Home Phone Edit Delete
Addison lez Addison@smartnetsol.com Splan Hyd v Z o

4 7 Anderson Clark dlark@smartetsol.com Splan Hyd v [E4 )

=5
Andrew kim veena@smartnetsol.com Hyd v (24 \m}

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

Last Name * Last Name Representing Company

3. VIP registration confirmation message is displayed

V| P Registration Confirmation

©

John Castle added successfully

GoToVIP List

0od ¢KS pPPAlQ2odzAifizy NBRANBOGA (GKS | RYAYy (2
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 clickJpioad

& Upload VIP Visitors (7]

@Eﬂ Download Template

Upload your CSV File -
Upload
- Click the uploa: ind ur computer and upload
e

& VIP Upload List
@ Click on Download to download the log file

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 r@c gets added to the grid along with a Process button

[fl

K



& 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

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 bon 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
o pyvE E——
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 checkats 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

@ Manage Watch List Visitors

(2]
n Advance Search v + Add Watch List

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

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

2. Clicking on the +Add Watch List button redirects the admin to the watchimsttftat can be

used to add a potential watch list profile to the database



i= Add Watch List (2]

Personal Information

First Name # First Name First Name Alias First Name Alias
- Last Name % Last Name Last Name Alias Last Name Alias

Email Ema Representing Company Representing Company
Upload Profile Picture
Mobile Number Mobile Number Comments Comments
Gender Male M
Access Level ~ Select - v
Height | Heigh t
Reason / Action Reason / Action
Weight Weight

Addl Description

Ethnicity Ethnicity

Requestor Requestor
Date Effective mm-dd-yyyy

Instructions nstructions

Hair Color Hair Color
Eye Color ye Color
Builld
Home Phone jome Phone
Country - Select - v

ﬂ conee

4. Enter all the details and click on Save
5. 'Watch List Registration Confirmation' message is displayed. Clicking on '‘Go to Watch List'

button redirects the admin to the Watchdt

Watch List Registration Confirmation

o

Kieron Ballad added successfully

Go To Watch List

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

clicking on the search icon

= Visitors : Watch List e

© Manage Watch List Visitors

kieron n Advance Search v + Add Watch List Upload / Export w

Member Id Name Email Mobile Number Representing Company © | Location Name Edit ~  Delete
655365 Kieron Ballad k ballad@splantest com 9786768767 Global Settings @ ]
g 1-1 of 1 WarchList

Cancel



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

details

& Profile 17}
& Kieron Ballad updated successfully
First Name Kieron First Name Alias First Name Alias
Last Name # Ballad Last Name Alias Last Name Alias

Edit Profile Picture Email k.ballad@splantest.com Representing Company Representing Company

Kieron Ballad Mobile Number 9786768767 Comments Comments
e Gender Male T
Access Level Allow Visi
Check-In/Out History cessbeve Allowvisit "
Height 59
Reason / Action OBSERVE AND REPORT
Weight 70
Addl Description Addl| Description
Ethnicity Ethnicity

Requestor

Date Effective mm-aa-yyyy
Instructions istruction:

Hair Color
Eye Color Eye Color
Build
Home Phone
Country - Select - T

ﬂ conee

9. In order to upload multiple watchlist profiles at one go, navigate to Set\fatch List and

then click on the Upload/Export button

i= Visitors : Watch List

© Manage Watch List Visitors

(2]
e n Fmes e = e

Representing Company Upload
Member Id Name Email Mobile Number 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

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

Status Uploaded By

Id Document Name

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

11. Once the sample file is updated with the details, click on the Upload buttosedact 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- Youcan findt

led 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

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

Id Document Name Status Uploaded By Uploaded Date / Time Processed By Processed Date / Time Process Action
6750209  Sample_Upload Template WatchList.csv Pending Toby Jones

x
12. To initiate document processing, click on the Process button. A confirmation message is
RAALI I @SR gAGK

05-27-2019 04:43 AM

(i KrBcestifyahads startBd, PMms CrazX e dlatus after

a2YS GAYSPQ /fAO1AY3d 2y (KS NBFTNBAK odzidz2y dzLJ
number of successful and failed records.



& Upload Watch List Visitors

¥ 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 after upload is completed
3- Click the Process button 1o 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
6750209  Sample_Upload_Template_Watchlist.csv Success:2 Toby Jones 05-27-2019 04:43 AM Toby Jones 05272019 04:47 AM @
Failed: 0

16. To export the list of all watch list profiles in the applicatioavigate 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 Warch List Visitors

Search Watch List n Advance Search v + Add Watch List Upload / Export v

Upload

Representing Company
Member Id Name Email Mobile Number Location Name Edit - | Export

User Roles and Permissions
The User Roles and Permissions component can be used go askes to employees for

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

User Roles And Location Details
2]

@ Select User Role Assign To Location

Search User name Role Location n

) | user name Role Location
o Gerald Durrell { 13959325 ) Lobby Ambassador Paris
Show| 10 v |entries Showing 1 to 1 of 1 entries cc | e 1 > »

E ‘ | pete conee

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

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

User name n

Role Administrator v

Selected Locations Global Settings m

E canee

In the Create New User Rgdage, 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 9

User name + Marie Curie ( 13959327) n

Role Administrator v

Selected Locati
clected Locations Global Settings m

E ceneel



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

9 Update Provider Locations for Marie Curie ( 13959327 ) - Administrator 2]

@ Please select the Provider Location

Search Location n

Allowed “ | Location Name

l Global Settings

72 Paris
Show| 10 v entries Showing 1 to 2 of 2 entries << 1
Update Cancel
Now select the desired role from tHeole dropdown and click on Save
& Create New User Role
@ Please choose User Name, Role, Locations and Create User Role e
User name % Marie Curie ( 13959327 ) n
Role Lobby Ambassader 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 Lacation (2]

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 ¥ entries Showing 1 to 2 of 2 entries < 1

m | ‘ peete ceneel

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 Ratge by clicking on the User Name itself.



= User Roles And Location Details

@ Select User Role Assign To Location (2]
Search User name Role Location n

[J * | username Role Location

I3 Gerald Durrell (13959325 ) Lobioy Ambassadar Paris

[ Marie Curie (13959327 ) Lobioy Ambassadar Paris
Show| 10 v eniries  Showingto 2 of 2 entries . |

E ‘ | P fonee

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

& Edit User Role
se choose User Na

© Please choos Name, Role, Lacations and Edit User Role (7]

User name Gerald Durrell { 13859325) n

Role Lobby Ambassador

Selected Locations
Paris

ﬂ concel

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 theheckbox next to the user name and click on the Clone button
to view the Create New User Role page with the valuespppulated. 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 e
Search User name Role Location n

[ * | username Role Location

L Gerald Durrell { 13959325 ) Lobby Ambassador Paris

# Marie Curie { 13959327 Lobby Ambassador Paris
Show| 10 ¥ |entries Showing 1to 2 of 2 entries e 1

m

| Delete Cancel




& Create New User Role

® Please choose User Name, Role, Locations 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 aitlt cn 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

m caneel

1. In orde 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
Display Sequence Display Sequence City Cit State
Primary Contact tact Name Primary Email Primary Ema Primary
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 v Field
Separator
Location Description Long Description Enable Duplicates

Enable WatchlList 4

Enable WatchLIstSMS (¢
Subscription

Request WIFI access for visitor

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 sequencedontrol 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 loation, 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 #

Display Name #

Display Sequence

Primary Contact

Secondary Contact

Status

Time Zone

Location Description

Paris

Paris

Active

Europe/Paris(CET) - GMT+2:0

Directlons / Parking Instructions
(Instructions will be shared with visl emall

Cancel

Connectors

Address Line 1

Address Line 2

City

Primary Email

Secondary Email

Language English

Enable Duplicates

Enable WatchList

Enable WatchListSMS
Subscription

Request WIFI access for visitor

State

Primary
Phone

Secondary Secondary Phone
Phone

Field
Separator

Connectors are used to interface amtegrate 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 SetGpnnectors



s Connectors
@ Please click on '+ icon to add 3 new connector 'Edit’ icon to modify/update an existing connector [2]

Authentication

e (A
L] | a

LDAP SSO

Access Control

+ + + + + +
7\ :
Sormumar Hocse IAMAG fnrouo avieiLon @brivo Genelec
Tetuitoas
C-Cure 9000 AMAG Apollo AVIGILON BRIVO GENETEC
+ + + +
3 oS @ b
Lenel s2 RS2 Bostex
Employee Sync
+ + + + +
- [
R &= ®
Active Directory LEMNEL
FTP LDAPSYNC Google Lenel SponsorSync OKTA
Others
+ + + + + +
SMS Clear Pass EMAIL Ccsv CSVWatchList CSWVIPWatchList

1. TosetupaconnectoriclO|1 2y WbQ AO02y | 3LAyad GKS 02yySOi
C2NJ SEFYLX S G2 &aSiGdzd 9YFAf O2yySOi2NE Of A O]

Enter all the required connector details and click on Save



«a Add Connector Parameters -

@ Please Fill Connector Parameters

Connection Type : EMAIL

Connector Parameters

SMTP Host * smitp.testgrid.net Mail Format text/html
Port # 29 Enable Email % 1
User Name # ap'(ey Password Password
protocol % smtp Max Relay * 300
Enable Start TLS 4 SMTP Authorization Required J
General Pool 4 AdditionalFields Ad

Send Email Send Email Asynchronously(Possible Values: Yes, No) Email Socket TimeOut Email Socket TimeOut
Asynchronously(Possible

Values: Yes, No)
Connection Name # Email

ﬂ cance

(et

Ly GKS WIRR tNRBJARSNI [ 20l
LIy OKz22aAy3a wDitzolt {Si

9 Add Provider Location

@ Please select the Provider Location

[N

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.

Connection Type : EMAIL

Connector Parameters

SMTP Host *
Port &

User Name #
protocol #
Enable Start TLS
General Pool

Send Emall
Asynchronously(Possible
Values: Yes, No)

Connector Settings

Locations

Location Id

3276801

cancel

2. To edit the connector,

corner of the connector

smtp.testgrid.net

29

apikey

smtp

Mail Format #

Enable Email #

Password

Max Relay #

SMTP Authorization Required

AdditionalFields

Email Socket TimeOut

Connection Name #

Location Name

Global Settings

text/html

1

300

false

Email

navigate to SetpConnetors. Click on the Edit icon on the top right



«a Connectors
@ Please dick on '+ icon to add a new connector 'Edit’ icon to modify/update an existing connector [7]
Authentication
+ +
1 | a)
[ | a
LDAP S50
Access Control
+ + + + + +
7\ :
Sorrware House AMAG %_EQ.LQ avigiLon ©brivo. Genetec
feCHNOIOEY
C-Cure 9000 AMAG Apollo AVIGILON BRIVO GENETEC
+ + + +
A S @
Lenel S2 RS2 Bostex
Employee Sync
+ + + + +
2 i &
Ll
QD Active Directory LENEL
FTP LDAPSYNC Google Lenel SponsorSync OKTA
Others
+ + + @ + + +
E] csv Ccsv Ccsv
SMS Clear Pass EMAIL Ccsv CSVWatchList CSWIPWatchList
Global Settings

[ fTAO01TAY3 2y (KAA A02y NBRANBOGA GKS | RYAY

Edit buttons to update connector parameters or connector settings



«a Set Connector Parameters
© Click on "Edit” to edit Connector parameters.

Connection Type : EMAIL

Connector Parameters

SMTP Host &
Port &

User Name #
protocol #
Enable Start TLS
General Pool

Send Email
Asynchronously(Possible
Values: Yes, No}

Connector Settings

Locations
Location Id
3276801
Delete Cancel

smp.testgrid.net

29

apikey

smrp

Mail Format %

Enable Email

Password

Max Relay

SMTP Autherization Required

AdditionalFields

Emall Socket TimeOut

Connection Name #

Location Name

Global Settings

3. Click on th®elete button to delete the connector

text/htmi

false

Email

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 providee action mapping and access levels once the

connector parameters and locations have been configured.

Connector Settings
Action Mapping

Group Name
LenelCreatelser
Lene|CreateBadge
LenelAssignRoles
LenelRemoveRales
LenelDeleteBadge
LenelDeleteUser
LenelUpdateUser
Lene|CreateVisit
LenelUpdateVisit
LenelSigninvisit
LenelSignOutVisit
LenelGetBadgeKey
LenelAssignBadge

LenelinactiveBadge

4. To add Action

Description
LenelCreateUser
LenelCreateBadge
LenelAssignRoles
LenelRemoveRales
LenelDeleteBadge
LenelDeleteUser
LenelUpdatelser
LenelCreateVisit
LenelUpdateVisit
LenelSigninVisit
LenelSignOutVisit
LenelGetBadgekey

Lenel,

gnBadge

LenelinactiveBadge

Connector Attributes

Access Levels

Status

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

Locations

Mapping, click on Action Mapping tab, click on +Add button



Connector Settings

Action Mapping Connector Attributes Access Levels Locations
Visitor Action Connector Action Connector Attributes Sequence Status
@
REGISTRATION v CREATE USER v LenelCreateUser = ACTIVE v
LenelCreateBadge
LenelAssignRoles
LenelRemoveRoles -

5. The admin can select the visitor action and map the same todheector 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

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 popup 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 clickven Gace 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 (NonrDisclosure agreement )

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

The admin can access the NDA modul@dyigating to Setup> NDA

# NDA Preferences

@ Manage NDA Preferenc s

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

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

Q

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 Cance

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 walisitor can view the NDA form, sign the form

and then conplete the registration process all on the se#rvice 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 ensuiia wiglkors and

pre-registeredvisitors who are yet to cheek, sign the NDA before their appointment

1. To create the NDA, click on Create New

[ Add NDA Template

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 [
NOAText o B|1|u|a|-|e a|ll-|=|== | 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

2]
Search NDA Templates n All Inactive
@ Template has been added Successfully. X
* | 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 < | € 1 x>
Delete Cancel
2. To edit the NDA, click on the NDA name.
£ Edit NDA Template (7]
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'emplate 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 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
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
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 andptiodiles at one

place. The admin can create and maintain tenant information including assigning roles and
permissions, all in the Tenant module.

M® LYy 2NRSNJ G2 ONBFGS + yS¢g (Sylyas OtA0O1 2y
9 Tenants n (2]

In the New Tenant page, enter tletails 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 ﬂ

Click on Add Location to select the list of locations thattdreant 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
C 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

Address Ad

Tenant Name # East Watch

Short Description

Profile Name #

Department epartment

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

First Name % Admin

Tenant Admin Id #

Apply Roles for
Admin

Location Id

Show | 10 v entries g

Cance

£ Edit Tenant

Tenant Name *

Roles and Permissions Tenant Admin Id *

WatchList

Select Roles.

Apply Roles for
Admin

Location Id

3211265

Cancel

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

admin.eastwatch

show[ 10 v |entr

Last Name #*

Tenant Admin
Password *

Administrator v

=  Location Name

Paris

Global Settings

@ East Watch Tenant successfully created.

East Watch Short Description

Address Address Profile Name
Edit Profile Picture
Department
East Watch
= Provide tenant contact information and admin credentials for tenants to access the application
First Name # Admin Last Name #
Employees

admin.eastwatch Tenant Admin

Password

Administrator v

~  Location Name

Paris

by clicking orthe Employees link under tenant profile.

East Watch

East Watch

East Watch

East Watch




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

C 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

Roles and Permissions

WatchList

The watchlist profiles can be viewed in the Watch List link

i Visitors : Watch List 2]
@ 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 Setuprovider 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 alonghvather supported languages that are required

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

[ Provider Details

Provider Name Splan Short Description Splan provider
Profile Name Splan Long Description
Work Phone1 Work Phone2
Email info@splan.com Fax
Address Address LDAP
Language Language Enable Default
English v v
Spanish v
French v
Japa v
Germar ’
& ¢
Setup
«
@ w v
Duts v
Ukrainian v
Vietnamese v
Hindi 4
Aral v
Heb v
L Provider Logo setup L Kiosk Logo setup
L Badge Logo setup O Report Logo setup

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



Japanese 7] O
German 2] 2
Chinese [ 0
Portuguese 2] 2
Swedish. I« m]
Dutch| G Open X
k) 4 || « Pictures Documents & Videos > Lagos v & | SearchLoges »p
Viemd  Organize v | New folder - 0 @
Hingi Pictures Docu
AED g OneDrive
Hebi
= @ ThispC
J 3D Objects
J Splan logo
[ Desktop
E Cancel Documents
4 Downloads
D Music
L Provider Logo setup =] Pictures
‘ e
‘i, Local Disk (C3)
0 Badge Logo setup = New Volume (E ¥
File name: [ splan logo <] [anFies ~]

Select the logo and click @pen in the explorer window. The logo gets uploaded successfully.

@ Provider Logo has been added successfully

O Provider Logo setup

4

splan

pelee E

L0 Badge Logo setup

2. To edit the

explorer windo

L0 Kiosk Logo setup

L Report Logo setup

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

W

E conest

@ Provider Logo has been added
2 Provider Logo setup
T4

splan

Delete Edit

L Badge Logo setup

“ 4 || « Pictures Documents & Videos » Lagos v @ | SearchLogos

Organize v New folder - m @

Pictures Docum *

«

splan

@ OneDrive

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

B Videos

‘&, Local Disk (C2)

splan cj

Splan loge Splan logo_1

- New Volume (B v

File name: | Splan logo_1 | [AnFies

)

¥

The provider lo

go is updated successfully.




& Provider Logo has been updated successfully

O Provider Logo setup 0 Kiosk Logo setup
splan& ]
Delete m
0 Badge Logo setup L Report Logo setup
=

3. To delete a logo, clickhdhe Delete button

@ Provider Logo has been deleted successfully

L Provider Logo setup L Kiosk Logo setup
e

L Badge Logo setup L Report Logo setup
Add New

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 funmtiality 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

O

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 Adéd2eé button



& Add Delegate 2]

Can Create Visitor ]

Delegatee # Delegatee Name Q
Can receive emails |
Delegate for & Delegate for Q
Make it as permanent delegate [ ]
Start Date 05-30-2019
End Date 05-30-2019
Status Active v

conee E

In the Add Delegate page, click on the Delegatee field and select the delegatee employee from
the Employee Lookup pepp.

Employee Lookup ‘

Search by First Name or Last Name n

Name Location User Id Employee Type
Albert Einstein e IR
S _ Global Settings a.einstein
Gerald Durrel N
- N Global Se u
gdurrell@splantest.com
Marie Curie
- Global Se m
m curie@splantest.com
Cancel
& Add Delegate (2]
Can Create Visitor ]
Delegatee Albert Einstein Q
Can receive e-mails (]
Delegate for & Delegate for Q
Make it as permanent delegate [
Start Date 05-30-2019
End Date 05-30-2019
Status Active v

conee E

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 CGlobal Setfings 4 sinstein

Gerald Durrel P

Cancel

Select theStart Date and End Date. Select the privileges to be provided to the delegatee (Can
Create Visitor and/or Canreceivevel Af a0 @ o{ St SOGAy3 GKS al 1S Al

the delegate setup permanent irrespective of the end date)

& Add Delegate (2]
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 ]j]'
Show| 10 v |entries Showing 1to 1 of 1 entries

R I

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 ]j]'
Show| 10 ¥ |entries Showing 1 to 1 of 1 entries w|<|1]> ]|
Cancel

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

& Delegates
ch 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 0 of O records

Cancel

Additional ChecklIn Flow

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

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

1. To add files to the additional checkin flow, click ora@&lew to access the Add ChdokFlow

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:) 5] 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

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 chediow.

[# 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 walksin or is checking in, the cheak flow is triggered only if the validity has expired.

(0p))
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D) A checkbox requiring the visitor to accept terms and conditions can be selected by selecting
GKS W{K2¢ / KSO102EQ OKSOl1062E

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 themin 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 Setamployee

= Employees list

[ 2]
0 e

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

>

1. Toaddanemploye Of A 01 2y (GUKS Wb! RR 9YLX 28SSQ odzidz)

on Edit Profile Picture to upload an employee picture



(# Add Employee

@ You can add multiple phone numbers separated by comma.

First Name *
Last Name
Login Name
Email

Kiosk PIN
Password
Date of Birth
Mobile Phone

Notes

Department

m e

Click on Save

Nicola

Tesla

n.tesla

n.tesla@splantest.com

06-18-1980

+1876.567.4567

Adding Employee profile

IT

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

Locked?

Short Description

Long Description

Work Phone

Effective Start Date

Effective End Date

Status

Can Create Visitor

Manager Name

IT Department Head

IT Department Head - autonomous R&D body

+1567.456.3456

05-30-2019

12-31-2099

Active N
Yes M
Manager Name Q

Notification Options
SMS Enabled
Terms and policy

Never Expire login

Edit Profile Picture

Nicola Tesla

Profile

Roles

Check-In/Out History

Assigned Locations

Delegates

Delegators

toi KS SYL}X2aS8So

[# Edit Employee

© You can add multiple phone numbers separated by comma.

@ Employee Nicola Tesla added successfully.

Member ID

First Name %

Last Name

Login Name

Email

Kiosk PIN

Password

Date of Birth

Mobile Phone

Notes

Department

13959353

Nicola

Tesla

n.tesla

n.tesla@splantest.com

Kiosk PIN

Password

06-18-1980

+1 876.567.4567

Adding Employee profile

IT

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

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

/£ AO01

Short Description

Long Description

Work Phone

Effective Start Date

Effective End Date

Status

Can Create Visitor

Manager Name

2y WI RRQ (2

IT Department Head

IT Department Head - autonomous R&D body

+1 567.456.3456

05-30-2019
12-31-2099
Active v
Yes v

anager Name Q

Notification Options
SMS Enabled
Terms and policy

Never Expire login

FaaArdy

0§KS N.



= Assigned Roles

Id Role Name

| i= Available Roles

Role Description

Role Name

4161539 Administrator

\ / Id
\ A 4161538 Lobby Ambassador

Edit Profile Picture

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

Delegators

B) <checkn/out history link>

Added on Location Name Delete

Role Description Add
Lobby Ambassador m
Administrator m

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 toesthe changes to the employee

profile

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

; /| Allowed * | Location Name
4 / [ Global Settings
i l Paris

Show| 10 ¥ entries Showing 1 to 2 of 2 entries

Nicola Tesla

Update Cancel
Profile

Roles
Check-In/Out History
Assigned Locations
Delegates

Delegators

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 o&ll 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]
-]

od ¢KS Wb! RR 9EA&AGAY3I 9YLX 28S8S8SQ odzitizy OFly 685

another. To peiorm 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 ID Login Name Location Name Mobile Phane status Delete
i @ AbertEinstein 13959326 a.ginstein Global Settings Active
»
Employee
@  Gerald Durrell 13959325 gdurrel Global Settings Active
»
[ ] 13959327 m.curie Global Active
»
@ Mol Tesla 13959353 n.tesla Global Settings +1876.567.4567
[~}

Ly GKS 9YLX2&8SS [Aad LI IS OftAO0]l 2y GKS Wb! RR

= Existing Employees List

L “ | Member ID Name Login Name Mobile Phone Status

| 13959356 Oliver Sacks 0.580ks

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

Active

successfully to the second location as well



i= Employees list

Search Employee n  Active | Inactive | ShowAll +Add Employee

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

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

»

wing 1-5 of 5 Employees

A

n® ¢2 RSE{SGS |y SYLX 2eSS Ot A0] 2y GKS w5StSiS

[}

Delete

A

checkin/out history (that is, if the emplgee has had or has visitor appointments), a {ugpis

RAAL @SR 6AGK | YSaal3aS WoOYLX 2&SS LINEGaAf S Ol

KAali2NRB® 52 @&2dz ¢lyd G2 YI1S GKS

° Delete Confirmation

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

-

LINEFAES Ayl O

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

the active list and moved to the inactive list.

i= Employees list

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

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

Name * | Member ID Login Name Location Name Moabile Phone Status
@  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
[~}
owing 1-3 of 3 Employees

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

2]

+ Add Existing Employee

Delete

]
]
o]



= Employees list

Search Employee

Name

@ AbertEinstein
-

n Active + Inactive | Show All
* | MemberID Login Name Location Name
13959326 aeinstein Global Settings
Showing 1-1 of 1 Employees

Reason Codes
The Reason Codes component can be accessed via-S&epson Codeshis component allows

e

+Add Employee + Add Existing Employee

Mabile Phone Status

Inactive

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

ins, checlouts, approvals etc.

K Reason Codes
@ Reason Codes

ReasonCode ID

Show| 10 ¥ |entries

E cenee

« | ReasonCode Name Reason Description

Mo records found.

Showing 0to 0 of 0 records

Status Type

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 Name *

Reason Description

n ceneel

Enter all the detad and click on Save

& Create Reason Code
@ Please fill the details

ReasonCode ID %
Reason Name #

Reason Description #

m cancel

Reason Code Status

Reason Name Type

Reason Description

1001 Status
Type

LA Check-in

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

The reason code is created successfully

Active v

Select v
Active v
Select v
Select

Admin Check-In

Admin Check-Out
Sponsor Acknowledgement
Approve/Reject




K Reason Codes
©Reason Codes

@ Reason code LA Check-in has been created Successfully

ReasonCode ID ~ | ReasonCode Name Reason Description Status Type
L 1001 LA Check-in Visitor has checked in with the lobby ambassador and not the self-service kiosk Active
Show| 10 ¥ |entries Showing 1 to 1 of 1 entries < 1

E conce

2. To edit the reason code, select the chdok 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 tbason code are updated.

B 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 Setep Labels. The label names and the corresponding english
values are provided in the Laldbdame 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
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

E coneel

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

<« <12 3|4|5. 3588 > >

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

BlLabels
O Manage Labels (2]

a

Label Name =  Label Value English New Value

IsBiometric Is Biometric?
Is_Biometric Biometric

Biometric Biometric Biometric Enabled? x bt

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

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 effectivertherever it is applicable in the application.



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 Dowmad Template link to download the sample file.

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
languageshe 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& tipload button.

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












