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Section

Introduction

1.1

1.1.1

1.1.2

1.1.3

1.1.4

1.1.5

What’s on the DVD?

The following folders are included on the DVD.

Devices

Contains subfolders for each of the associated hardware options. The subfolders contain the driver
and ReadMe files for installing the hardware.

Documentation
This folder includes, but is not limited to:

m EasylLobby SVM 10.4 Product Suite General Product Specification (PLT-03261)
Describes the various products within the EasyLobby suite.

m EasylLobby eAdvance 10.4 Installation and Administration Guide (PLT-03263)
Contains instructions on configuring the eAdvance website.

m EasylLobby SVM 10.4 Installation, Administration and User Guide (PLT-03258)
This manual; the main installation and user guide for EasyLobby.

m EasylLobby SVM 10.4 Release Notes (PLT-03456)
Details about the changes and improvements in this version of EasyLobby.

Installs

Contains the install files for the EasyLobby® products: SVM®, Administrator, Satellite, and eAdvance.
These can be used to run individual application installers without using the main setup.exe menu.

It also contains the install files for SQL Server 2014 SP1 Express Edition, a more robust database
than Microsoft Access. SQL Server is recommended for installations where the database is shared
over a network.

Integrations

Contains install files and guidance for using EasyLobby in conjunction with many access control
systems. Please note that access control integrations require additional licensing.

SQL

Contains SQL scripts that might be required for manually setting up EasyLobby to run with
Microsoft SQL Server or Oracle databases.
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1.1.6

1.1.7

1.1.8

1.2

Introduction PLT-03258, Rev A.O

Training

Contains additional videos and help material for EasyLobby and popular hardware.

Updates

Contains program updates for the EasyLobby software products.
Utilities
Contains folders for:

» Additional Software: Additional computer software that may be required if not already present
on your computer.

» Authenticate: A utility used to change default authentication methods for connecting to
EasylLobby.

n DBMigration: Files to convert older EasyLobby database files to the current EasyLobby format.
The utility can also be used to migrate a Microsoft Access EasylLobby database into a SQL
Server or Oracle relational database.

» Employeelmport: A utility that can import employees into EasyLobby when supplied with an
existing compatible document, such as a .csv file.

n PhotoExport: A utility that exports photos from employee, visitor, and watch list records within
EasyLobby.

EasyLobby solution overview

EasyLobby SVM: Makes it easy for reception desk staff to record information about visitors and
support your security requirements. They can enter information quickly and print visitor badges
effortlessly.

Administrator: Provides enterprise-class central administration of your system. For example, you can
set up user names and passwords, set global field options, customize self-registration options, and do
monitoring and reporting.

EasyLobby eAdvance (requires additional license): Allows authorized employees (or tenants in the
case of office or residential buildings) to preregister a visitor over the internet or intranet from a web
browser. The employee or tenant simply logs onto a web page (running on the eAdvance web server)
and completes a simple visitor information form. No knowledge of how to use EasyLobby SVM is
required, and no training of employees is necessary. The information from the visitor form is
automatically entered into the EasyLobby SVM database.

EasyLobby Satellite (requires additional license): Used to control and monitor entry and exit at one or
more internal locations or “check points” for visitors who have already been badged at an
EasyLobby SVM workstation at the main lobby, visitor center, or guard gate. Upon arrival at a satellite
station, the visitor badge is scanned (via barcode) and the satellite station displays the visitor’s photo,
name and clearance level and immediately informs you whether to allow the visitor entry into that area
or to deny entry. The clearance level is assigned to each visitor when they are badged by

EasyLobby SVM. The satellite time stamps the visitor’s entry and exit.

Note: Throughout this manual, ‘EasyLobby’ is used to refer to the EasyLobby software suite. Where
necessary, the terms ‘EasyLobby SVM’, ‘Administrator’ and ‘Satellite’ will be used to distinguish the
applications.
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1.3 Further help

On the menu, click Help > EasyLobby web site.

1.4 Using this manual

Menu commands are shown with arrows in this manual. For example, if you read “Click Visitor > New”
this means you should click Visitor on the menu bar and then click New on that menu.

Bold text is used to highlight menu items, button names and window titles.
There are four user levels in EasyLobby which determine what actions are allowed by the user:

m Novice: Used by new EasylLobby users and temporary reception desk staff. Novices can enter new
visitors, check visitors in and out, print badges, and do visitor log lookups.

m Operator: Used by most reception desk staff. In addition to novice tasks, operators can add
events and view log properties.

» Manager: Used by those who will create visitor reports. In addition to operator tasks, managers
can open logs, add and modify employee information, backup and restore logs, set preferences,
and run reports.

» Administrator: Used by those who install and set up EasyLobby. In addition to manager tasks,
administrators can create new logs, manage networked visitor logs using Administrator, and can
import and export log information.

1.4.1 Sections

m Section 2 describes the installation of the software and the SQL or Oracle database. This section
should be read in the correct sequence to ensure appropriate installation methods are used.

m Section 3 is for system administrators, and describes the configuration options.
m Sections 4-11 are for reception staff who will use the software.

m Appendix A contains additional technical details for system installers and administrators.
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Section

Installation

2.1 Introduction

Before you install the EasyLobby software, check that your computer meets the system requirements
shown below.

2.1.1 System requirements

Computers on which you install EasyLobby SVM or Satellite software should meet the following
minimum requirements:

m PC running Windows Server (2008, 2012, or 2016), Windows 7, Windows 8.1 or Windows 10
= 4 GB RAM

m 500 MB of free hard disk space

m DVD-ROM drive. Please contact HID if you require a digital download link.

n MAPI mail client (optional)
To use the email notification feature with MAPI instead of the built in SMTP mail sending facility.

2.1.2 Write permissions

For proper operation, EasyLobby client applications (EasyLobby SVM and Administrator) require
that the logged in Windows user has write permission for the EasyLobby installation folder (and

subfolders). This is typically C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0 unless you

selected a different installation folder during installation.

You can check or assign this write permission by using Windows Explorer to access the EasylLobby
installation folder. Right-click the EasyLobby SVM 10.0 folder and click Properties on the pop-up
menu. Click the Security tab, and then click Edit. In the Group or user hames section, select the user
account or security group to whom you would like to give access. In the Permissions for Users box,
assign either Full Control or at least Write permission.

The most permissive option is to add the Everyone group and give them full control. You may
instead add the Users group and give them Write permission. A more precise approach might be to
create a special security group, for example EasyLobby Users, add this group with full control, then
make all Windows users that use the EasylLobby software members of this group.

In addition, if you are using a ScanShell 1000 or 1000-A scanner (for driver’s licenses or passports)
and you are using the option to extract the photo from the license or passport, the Windows user
that is logged in must have write permission for the system temporary folder.
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To check the location of your system temporary folder in Windows 10:

1. Open Control Panel and click System > Advanced system settings > Environment Variables.

2. In the System variables section, check the value of the TMP and TEMP variables. The term
%USERPROFILE% indicates your user profile folder, typically C:\Users\<username>. If you are
using the ScanShell 1000-A, permission is also required for the C:\Windows\twain_32 and
C:\Syscan folders.

Regional and date settings

Date formats are determined by your selections in the Windows Regional Settings. Years follow the
rules defined in the Regional Settings of your Windows Control Panel to determine what century
they are in. By default, years from OO0 to 29 are interpreted as 2000 to 2029.
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2.2 Hardware installation

The following hardware can be used with EasyLobby. You can install hardware before or after you
install the EasyLobby software. Many drivers and utilities are provided in the Devices subfolder on the
EasyLobby DVD, or within the EasyLobby installation folder. If there are no suitable files for your
device, install it according to the manufacturer’s instructions.

EasylLobby supports a wide range of scanners and printers including, but not limited to:

m Badge printing: All Windows compatible printers, including:
DYMO LabelWriter™ 450 Turbo
HID FARGO® card printers
Laser printers
Inkjet printers
Hard card printers

m Photo capture:
Any TWAIN or Video for Windows compatible web image capture device (webcam, flat-bed
scanner, etc.). Digital cameras are not typically supported.

m Business card scanners:
Acuant ScanShell® 1000
Acuant SnapShell® R2

m Driver’s license readers:
Acuant ScanShell 1000
Acuant SnapShell R2
Acuant/AssureTec ARH Combo Smart
Acuant/AssureTec ARH Combo Smart A
Acuant/AssureTec ID-150
Acuant/AssureTec ID-150A
Intellicheck DCM/IM2000/IM1200+

m Proximity card scanner:
RF Ideas pcProx RDR-80081AKO

m Barcode scanners:
Honeywell Voyager 9520.

m Signature capture
Topaz® SignatureGem® LCD 1x5 SigPad
Topaz SignatureGem LCD 4x5 SigPad

2.2.1 Install an Acuant ScanShell or SnhapShell R2 device

Drivers are included on the EasyLobby DVD:

1. Close EasylLobby.
2. Plug the scanner into a USB port.

3. When the “Found New Hardware” window notice is displayed, locate the drivers located in the
ScanShell folder within the EasyLobby installation folder.

4. Enable the scanner in EasyLobby; see Section 3.6.1.1: ScanShell/Snapshell tab.
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2.2.2 Install an Intellicheck DCM/IM2000/IM1200+

For serial cable connections, no drivers are needed. Connect the license reader to an available COM
port and select the type of reader and COM port in EasyLobby. See Section 3.6.1.2: Intelli-Check tab.

For USB connections, drivers are included on the EasyLobby DVD in the Intelli-Check DCM
subfolder.
1. Close EasylLobby.

2. Connect the license reader to an available USB port. Windows plug-and-play should recognize
that a new device is present. Locate the Intelli-Check DCM folder and allow Windows to install
the drivers from that folder. Note that after installing the first driver, if you are prompted to
install a second driver, select the same temporary folder.

3. The Intellicheck DCM/IM2000/IM1200+ drivers make the license reader look like a COM port to
the Windows operating system. After installing, you must use Windows Device Manager to
determine on which COM port the DCM was placed:

a. Open Control Panel and click System > Device Manager.

b. Expand the Ports (COM & LPT) item. Locate the item called USB Serial Port (COMx). Note the
actual COM port number, for example, COMS5.

c. In EasyLobby, select the type of reader and select the COM port; see Section 3.6.1.2:
Intelli-Check tab.

2.2.3 Install a barcode scanner
A barcode scanner is normally detected by Windows as a standard human interface device.

1. Plug the barcode scanner into the computer.
2. The human interface driver automatically installs.

3. Scan the necessary barcodes in the scanner’s user manual to set a preamble string of F12, and
Code 128.

2.2.4 Install a business card scanner
1. Close EasylLobby SVM.
Install the software included with the device or on the EasyLobby DVD.
When the install is finished, plug the scanner into a USB port; the drivers install automatically.
Enable the scanner in EasyLobby; see Section 3.6.2: Business Card tab.
Click Configure Scanner to calibrate and test.

RN

2.2.5 Install a signature capture device

Complete setup instructions for the Topaz signature scanners are included on the EasylLobby DVD.

2.2.6 Install a fingerprint scanner

Complete setup instructions for the M2SYS fingerprint/palm/vein scanners are included on the
EasyLobby DVD.
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2.3 Software installation
Setting up the EasyLobby software includes the following steps:

Install EasyLobby SVM (page 20)

Install Administrator (page 24)

Install the database (page 29)

Set up company information, sites, and stations (page 64)
Set up users (page 66)

Program options (page 71)

Badge options (page 117)

Device options (page 117)

© O NO TN NN

. Import data (page 132)

10. Categories (page 143)

1. Reasons for a visit (page 145)

12. Signature types (page 146)

13. Alerts (page 147)

14. Clearance (page 156)

15. Parking lots and spaces (page 157)

16. Conference rooms (page 158)

17. Vehicle types (page 159)

18. Use EasylLobby on a network (page 160)
These steps will allow you to customize EasylLobby with your company information, logo, employee

information, default information, custom fields and field names, visitor categories, reasons, camera
and security settings, and choose and customize badge templates.

2.3.1 Self-registration installations

A self-registration station displays only a simplified registration screen to the visitor or employee.
This is not a separate application, but a special display mode of EasyLobby SVM, so the full
application must be installed as normal on the self-registration station. See Section 2.4: Install
EasylLobby SVM. To use self-registration mode, see Section 4.2: Self-registration mode.

January 2018 19
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Install EasyLobby SVM

Use the EasyLobby DVD to install EasyLobby SVM on each computer where it’s required. You must
use a different license key for each computer running EasyLobby SVM.

Follow the instructions on the installation screens to complete the installation.

1. Close all other Windows applications that are running.

2. Insert the EasyLobby DVD into the DVD-ROM drive on the computer. If the menu screen does
not appear automatically, run setup.exe from the root folder on the DVD.

3. Click EasyLobby SVM and click Install.

Press F1 for Help

EasyLobby® Software

Select a product and click the install button

Easylobby SYM

Secure Visitor Management

Administrator

Set options and produce reports
Ei eAdvance Web Server
Web-bused pre-registration
eAdvance Client
For hested eAdvance web sites only

Easylobby Database Installer
Installs SQL Server and MSDE Databuses

Version

o SVM Satellite T
: Track Internal Visiter Movements .

{Vinstall ) Exit

@ Copyright 1997-2013

4. Select your language and click OK.

Select Language

Flease selectthe language thatyou would like to use during the
installation.

Deutsch
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5. Type the license key from your EasylLobby software package and click OK.

syLobby SVM

Welcome to EasylLobby Installation

Locate your CD key number from vour package and
enter it below:

6. Exit all Windows programs that are running, read the warning, and click Next >.

1.*7 Welcome

\-’ % ‘wielcome to the Setup program for:
.- =  EasyLobby SVM

It iz strongly recommended that pou exit all \Windows programs
before running thiz Setup progran.

Click Cancel to quit Setup and close any programs you have
unning. Click Mest to continue with the Setup program .

WARMIMG: This program iz protected by coppright law and
international treaties.

Unauthorized reproduction or distribution of thiz program, or any

portion of it, may result in severe civil and criminal penalties, and
will be progecuted ta the maximum extent possible under law.

I Mest » I LCancel

7. Read the information and click Next >.

EasyLobby® SVM™ 10.0 2
What's New?

* Emplovyee time and attendance with barcode or prox
card badge scanning

. Auto and parking management for visitor and
emploves

. Lost and Found module for tracking items

* Enhanced password options for complexity, lensth and
frequency of change

. Time- and Value-based zlerts on signatures, photos,
prox card, category, reason and clearance

. New version of eAdvance in ASP Net with web-

based configuration and management

Wireless PDA versions of SV, Satellite and
Package delivery

. Ratallita Mohile disconnactad versinn for remots

v

< Back I Mest » || LCancel
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HID GLOBAL CORPORATION ~
END USER LICENSE AGREEMENT ("EULA")
(Standard Version v.11112014)

IMPORTANT - READ CAREFULLY: This End User

License Agreement ("EULA") is a legal agreement
between you ("Licensee™), either an individual or an
entity, and HID Global Corporation. ("HID™) governing

the use ofthe software products and modules
("Software™) that came with this EULA, whether

provided on a standalone basis orinstalled or
embedded on hardware products ("Hardware”), and

any associated product documentation or other written
materials accompanying or provided with the Software

Do you accept all the terms of the preceding license agreement?
If 2o, click es.
If you click Mo, the Setup program will cloze.

< Back I Yes I | Mo |

Setup will inztall EazyLobby SWk in the following directony.

Taoinstall into a different directary, click Browse, and select
another directary.

*f'ou can chooge not to install EasylLobby SYM by clicking Cancel
to exit Setup.

Destination Folder

C:h . AEazplobby Sk 10,0 Browse...

< Back I Mest » I LCancel |

10.Click Next > to begin the installation of EasyLobby SVM.

% Start Installation

EasyLobby SVM

[restination Directary:
C:\Program Files [#86)\E azpLobbyhE asylobby S 10.0

Backup Directory:
C:\Program Files [#86]\E azpLobbyhE asylobby S'h
10.0MMSTALLEACKUP

Installing CardScan:
CardSzan 300, 500, 600c

Click Mext to begin installation.
Click Back to change your Setup information.

Click Cancel to quit the Setup program.

< Back I Mest » I LCancel

Installation PLT-03258, Rev A.O

8. Click Yes to accept the license terms and continue the installation.

9. The Choose Destination Location window determines where to install EasyLobby SVM. The
default on 64-bit Windows is C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0. Click
Browse to choose an alternative folder, or click Next > to accept the destination folder.
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The Installing window shows the files installed and the blue bars indicate their progress.

Installing

Current File

Copying file:
C:h U AEASYLO~1AEASYLO 110255 etupParams. bt

All Files

Time Remaining 1 minute 20 seconds

| | Cancel |

The EasyLobby support files are registered on the computer.

@ Mows registering the E azyLobby support files . . .

1. When the Installation Complete window is displayed, click Finish >.

1.*7 Installation Complete

EaspLobby S%M has been successfully inztalled.

Press the Finish button to exit this installation.

12. The Install dialog might display a message requiring the computer to be restarted to complete
the installation. Click OK to restart the computer or Cancel to return to Windows without
restarting:

Thiz spstem must be restarted to complate the
inztallation. Press the OF. button to restart thiz
computer. Prezz Cancel to return to Windows
without restarting.

(] 3 | Cancel |

Note: EasylLobby SVM requires a login. The first time you open EasyLobby SVM, login as ‘Admin’ or
‘Administrator’ with the password ‘pass’.
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Install Administrator

Administrator is typically used for database administration, settings configuration, and real-time
monitoring and reporting functions performed from a remote workstation.

Use the DVD to install Administrator on the computer where EasyLobby will be administered (where
global setting changes will occur). This computer can be any computer on your network, provided it
has access to the visitor database file.

1. Close all other Windows applications before running the setup program.

2. Insert the EasyLobby DVD into the DVD-ROM drive on the computer. If the menu screen does
not appear automatically, run setup.exe from the root folder on the DVD.

3. Click Administrator and click Install.

Press F1 for Help

EasyLobby® Software

Select a product and click the install button

Easylobby SYM

Secure Visitor Management

Administrator
Set options and produce reports

E;i eAdvance Web Server
Web-bused pre-registration
eAdvance Client
For hested eAdvance web sites only

Easylobby Database Installer
Installs SQL Server and MSDE Databuses

Version
10.4

O SVM Satellite
: Track Internal Visiter Movements

) Install ) Exit
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4. Select your language and click OK.

Select Language

Flease selectthe language thatyou would like to use during the
installation.

Espafiol
Francais
Forugués
Deutsch

5. Type the license key from your EasylLobby software package and click OK.

syLobby Administrator

Welcome to EasylLobby Installation

Locate your CD key number from vour package and
enter it below:

% welcome to the Setup program for:

=  EasylLobby Administrator

It iz strongly recommended that pou exit all \Windows programs
before running thiz Setup progran.

Click Cancel to quit Setup and close any programs you have
unning. Click Mest to continue with the Setup program .

WARMIMG: This program iz protected by coppright law and
international treaties.

Unauthorized reproduction or distribution of thiz program, or any
portion of it, may result in severe civil and criminal penalties, and
will be progecuted ta the maximum extent possible under law.

I Mest » I LCancel
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7. Read the information and click Next >.

dMe File

EasyLobby® Administrator 10.0

What's New?

Emgployee time and attendance with barcode or prox

card badge scanning

. Auto and parking management for visitor and
emploves

. Lost and Found module for tracking items

* Enhanced password options for complexity, lensth and
frequency of change

. New version of eAdvance in ASP Net with web-
based configuration and management

. Wireless PDA versions of SV, Satellite and
Package delivery

. E ded number of

to hide vnused fislds

defined fields with ability

< Back I Mest » || LCancel |

8. Click Yes to accept the license terms and continue the installation.

HID GLOBAL CORPORATION ~
END USER LICENSE AGREEMENT ("EULA")
(Standard Version v.11112014)

IMPORTANT - READ CAREFULLY: This End User
License Agreement ("EULA") is a legal agreement
between you ("Licensee™), either an individual or an
entity, and HID Global Corporation. ("HID™) governing
the use ofthe software products and modules
("Software™) that came with this EULA, whether

provided on a standalone basis orinstalled or
embedded on hardware products ("Hardware”), and
any associated product documentation or other

written materials accompanying or provided with the

Do you accept all the terms of the preceding license agreement?
If 2o, click es.
If you click Mo, the Setup program will cloze.

< Back I Yes I | Mo |

9. The Choose Destination Location window determines where to install Administrator. The
default on 64-bit Windows is C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0. Click
Browse to choose an alternative folder, or click Next > to accept the destination folder.

nation Location

Setup will inztall EazyLobby Administrator in the following
directory.

Taoinstall into a different directary, click Browse, and select
another directary.

*Y'ou can choose not to install EasylLobby Administrator by
clicking Cancel to exit Setup.

Destination Folder

C:h . AEazplobby Sk 10,0 Browse...

< Back I Mest » I LCancel |
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10. Click Next > to begin the installation of Administrator.

‘0}' Start Installation

EasyLobby Administrator

[restination Directary:
C:\Program Files [#86)\E azpLobbyhE asylobby S 10.0

Backup Directory:
C:\Program Files [#86]\E azpLobbyhE asylobby S'h
10.0MMSTALLEACKUP

Installing CardScan:
CardSzan 300, 500, 600c

Click Mext to begin installation.

Click Back to change your Setup information.

Click Cancel to quit the Setup program.

< Back I Mest » I LCancel |

The Installing window displays the files installed and the blue bars indicate their progress. The
installation times are overestimated.

Installing

o >

Copying file:
C:h U AEASYLO~1AEASYLO 110255 etupParams. bt

All Files

Time Remaining 1 minute 20 seconds

| | Cancel |

The EasyLobby support files are registered on the computer.

@ Mows registering the E azyLobby support files . . .
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1. When the Installation Complete window is displayed, click Finish >.

‘02“ stallation Complete

E azpLobby Adminiztrator has been successfully installed.

Press the Finish button to exit this installation.
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2.6 Install the database

EasyLobby SVM 10.4 supports Microsoft SQL Server and Oracle relational databases with ODBC

support. This includes:

m Microsoft SQL Server is recommended. EasyLobby supports versions 2008, 2012, 2014 and 2016,

both licensed and free (Express) versions.

m Oracle database server versions 9i or higher are supported. Each client workstation also requires
the Oracle client 9.0.2 or higher including the Oracle Provider for OLE DB. If you wish to use an
existing Oracle database installation, go to Section 2.10: Install an Oracle database.

2.6.1 Check for an existing Microsoft SQL database

If you wish to use Microsoft SQL Server (recommended) it is important to check if your computer

already has Microsoft SQL Server installed.
1. Open Windows Explorer.
2. Open the C:\Program Files folder.
Microsoft Sitverlight
> Microsoft SQL Server
Microsoft 50L Server Compact Edition

m |f you see no Microsoft SQL Server folder, go to Section 2.7: Install a new Microsoft SQL

Server 2014 Express database.

m If you see only a folder called Microsoft SQL Server Compact Edition, ignore it since it
cannot be used by EasylLobby. Go to Section 2.7: Install a new Microsoft SQL Server 2014

Express database.

m |f you see a folder called Microsoft SQL Server, then it is already installed. You must now

check if it is a 32-bit or 64-bit installation.

Open SQL Server Configuration Manager.

m If you see the existing database listed under
SQL Server Network Configuration (32bit),
go to Section 2.8.1: Use an existing 32-bit
Microsoft SQL Server.

m |f you see the existing database listed under
SQL Server Network Configuration, go to
Section 2.8.2: Use an existing 64-bit Microsoft
SQL Server.

January 2018

B= Sql Server Configuration Manager

File  Action View Help
Lol ARARENCRETY 7

‘@ SQL Server Configuration Manager (Local) Protocel Mame
[ SOL Server Services
v ﬂ SQL Server Metwork Configuration (32bit)
&= Protocols for SOLEXPRESS
.. SQL Native Client 11.0 Configuration (32bit)

W~ Shared Memory
W~ Mamed Pipes
W TCR/IP

B= Sql Server Configuration Manager

File  Action View Help
Lol ARARENCRETY 7

‘@ SQOL Server Configuration Manager (Local) Protocel Mame
[ SOL Server Services
ﬂ SQL Server Metwork Configuration (32bit)
.. SQL Native Client 11.0 Configuration (32bit)
v ﬂ SQL Server Network Configuration
&= Protocols for SOLEXPRESS
.. SQL Native Client 11.0 Configuration

W~ Shared Memory
W~ Mamed Pipes
W TCR/IP
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Install a new Microsoft SQL Server 2014 Express database

Insert the EasyLobby product DVD into the computer that will be your database server. Select
EasyLobby Database Installer and click Run. If the EasyLobby product installation window
(shown below) does not appear automatically, run Setup.exe from the root of the DVD.

Press F1 for Help

EasyLobby® Software

Select a product and click the install button

Easylobby SYM

Secure Visitor Management

Administrator

Set options and produce reports

Ei eAdvance Web Server

Web-bused pre-registration

eAdvance Client
For hested eAdvance web sites only

Easylobby Database Installer
Installs SGL Server and MSDE Databoses

Version
10.4

SVM Satellite

Track Internal Visiter Movements

) nstall

welcome to Easylobby 10,4 Databaze Installer Setup
program. This program will install EazyLobby 10.4 Databaze
Installer on your computer,

It iz strongly recommended that pou exit all \Windows programs
before running this Setup Program.

Click Cancel to quit Setup and cloze any programs you have
unning. Click Mest to continue with the Setup program.

WARMIMG: This program iz protected by coppright law and
international treaties.

Unauthorized reproduction or distribution of thiz program, or any
portion of it, may result in severe civil and criminal penalties, and
will be prozecuted to the maximum extent possible under law.

I Mest » I Cancel
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3. On the Select Target Database window, select New SQL Server 2014 SP1... and click Next >.

elect Target Database

Select the type of database installation

& Mew S0L Server 2014 5P 32-bit Express database on this computer [EASYLOBEY instance)
" Ewisting S50L Server 2014 32-bit Express databasze on this computer [EASYLOBEY instance)
" Other existing 32-bit 5L Server 2008, 2008 B2 or 2012 database on this computer

" Ewxizting Oracle database [9i or higher] - requires local Oracle client with sglplus

ise Installation ‘Wizard®

< Back I Mest » I Cancel |

4. Review the installation information and click Next > to start the installation.

72 Database Installer

Start Installation

Y'ou are now ready ta install the EasyLobby 10.0 database. You have chozen the following
inztallation type:

Mew Easylobby SOL Server 2014 SP1 32-bit Express database on this computer

Click the Mext button to begin the installation or the Back button to reenter the installation
infarmation.

ise Installation ‘Wizard®

< Back I Mest » I Cancel
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5. Allow up to a minute for the installation to complete. When the installation of the database has
finished, click View Log to review the results of the database installation script.

yLobby 10 2 Database Installer
EasyLobby 10.4 Databasze Installer has finished. The
inztallation type was:

Exizting EasyLobby SOL Server 2014 5P1 32-bit Express
database on this computer

The rezult of the ozql databaze script installation was:
ozql returned successful result code

Click the View Log button to view the results of the Easylobby

Click the Finizh buttorn to exit this installation.

Verify that error messages are not displayed in the log. These appear as lines of readable text
amongst the digits. If the log is displayed with no error messages, your database should be
successfully installed. The installation creates a new SQL Authentication account named
easyuser10 and a new database catalog named EasyLobbyl0. The easyuser1O account has
database owner (dbo) rights on the EasyLobby10 database.

8] dbCreate.td - Notepad

File Edit Format View Help

h> 2> 1> 2» 3» 4> 5> 6> 7> 8> 9» 1@> 11> 12> 13» 14> 15> 16> 17> 18> 19> 28> ~
21> 22> 23» 24> 25> 26> 27> 28> 29> 3@> 31> 33» 34> 35> 36> 37> 38> 39> 48> 41>
1> 2> 3» 1» 2» 3> 4> 5> 6> 7> 8> 9> 1@> 11> 12> 13> 14> 15> 16> 17> 18> 19> 28>
1> 2> 3» 4» 5» 6> 1> 2> 3> 4> 5» 6> 7> 8> 9» 18> 11> 12> 13> 14» 15> 16> 17>
18> 19> 28> 21> 22> 23> 24» 25> 26> 27> 28> 29> 30> 31> 32> 33> 34» 35> 36> 37>
38> 39> 48> 41> 42> 43> 44> AS5» 46> 47> 48> 49> 58> 51> 52> 53> 54» 55> 56> 57>
58> 59> 68> 61> 62> 63> 64> 65> 66> 67> 68> 69> 70> 71> 72> 73> T4» 75> 76> 77>
78> 79> 88> 81» 82> 83> 84» 85> 86> 87> 88> 89> 98> 91> 92> 93> 94» 95> 96> 97>
98> 99> 1@e> 1el> 12> 183> 184> 165> 1ee6> 187> 188> 19> 118> 111> 112> 113>
114> 115> 116> 117> 118> 119> 128> 121> 122> 123> 124> 125> 126> 127> 128> 129>
13@> 131> 132> 133> 134> 135> 136> 137> 138> 139> 146> 141> 142> 143> 144> 145>
146> 147> 148> 149> 158> 151> 152> 153> 154> 155> 156> 157> 158> 159> 166> 161>
162> 163> 164> 165> 166> 167> 168> 169> 170> 171> 172> 173> 174> 175» 176> 177>
178> 179> 186> 181> 182> 183> 184> 185> 186> 187> 188> 189> 198> 191> 192> 193>
194> 195> 196> 197> 198> 199> 200> 201> 282> 283> 204> 205> 286> 207> 208> 209>
218> 211> 212> 213> 214> 215> 216> 217> 218> 219> 220> 221> 222> 223> 224> 225>
226> 227> 228> 229> 230> 231> 232> 233> 234> 235> 236> 237> 238> 239> 248> 241>
242> 243> 244> 245> 246> 247> 248> 249> 250> 251> 252> 253> 254> 255> 256> 257>
258> 259> 268> 261> 262> 263> 264> 265> 266> 267> 268> 269> 270> 271> 272> 273>
274> 275> 276> 277> 278> 279> 280> 281> 282> 283> 284> 285> 286> 287> 288> 289>
29@> 291> 292> 293> 294> 295> 296> 297> 298> 299> 300> 301> 382> 383> 304> 305>
3@e> 387> 308> 309> 31@> 311> 312> 313> 314> 315> 316> 317> 318> 319> 328> 321>
322> 323> 324> 325> 326> 327> 328> 329> 330> 331> 332> 333> 334> 335> 336> 337>
338> 339> 340> 341> 342> 343> 344> 345> 346> 347> 348> 349> 358> 351> 352> 353>
354> 355> 356> 357> 358> 359> 360> 361> 362> 363> 364> 365> 366> 367> 368> 369>

6. Go to Section 2.9: Set up a SQL Server ODBC data source on each client computer.
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2.8 Use an existing Microsoft SQL Server

Note: You do not need to complete this section if you have installed the database using the method
described in Section 2.7: Install a new Microsoft SQL Server 2014 Express database.

The Microsoft SQL Server folder that you found in Section 2.6. Install the database means you already
have a 32-bit or 64-bit installation of Microsoft SQL Server. A different procedure is required to install
the EasylLobby database into an existing 32-bit or 64-bit installation.

m |[n SQL Server Configuration Manager, if you see the existing database listed under SQL Server
Network Configuration (32bit), go to Section 2.8.1: Use an existing 32-bit Microsoft SQL Server.

m |[n SQL Server Configuration Manager, if you see the existing database listed under SQL Server
Network Configuration, go to Section 2.8.2: Use an existing 64-bit Microsoft SQL Server.

2.8.1 Use an existing 32-bit Microsoft SQL Server

1. Insert the EasylLobby product DVD into the computer that will be your database server. Select
EasyLobby Database Installer and click Run. If the EasyLobby product installation window
(shown below) does not appear automatically, run Setup.exe from the root of the DVD.

Press F1 for Help

EasyLobby® Software

Select a product and click the install button

Easylobby SYM

Secure Visitor Management

Administrator

Set options and produce reports

eAdvance Web Server

Ei Web-bused pre-registration

; eAdvance Client
For hested eAdvance web sites only
Easylobby Database Installer
r Installs SQL Server and MSDE Databuses

Version
10.4

SVM Satellite

Track Internal Visiter Movements

) Install ) Exit

4
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2. The initial splash screen is displayed. Click Next >.

Database Installer

welcome to Easylobby 10,4 Databaze Installer Setup
program. This program will install EazyLobby 10.4 Databaze
Installer on your computer,

It iz strongly recommended that pou exit all \Windows programs
before running this Setup Program.

Click Cancel to quit Setup and cloze any programs you have
unning. Click Mest to continue with the Setup program.

WARMIMG: This program iz protected by coppright law and
international treaties.

Unauthorized reproduction or distribution of thiz program, or any

portion of it, may result in severe civil and criminal penalties, and
will be prozecuted to the maximum extent possible under law.

I Mest » l Cancel ]

PLT-03258, Rev A.O

3. On the Select Target Database window, select Other existing 32-bit SQL Server... and click

Next >.

elect Target Database

Select the type of database installation

" Mew S50L Server 2014 5P 32-bit Express database on this computer [EASYLOBEY instance)
" Ewisting S50L Server 2014 32-bit Express databasze on this computer [EASYLOBEY instance)
" Other existing 32-bit SGL Server 2008, 2008 B2 or 2012 database on this computer

" Ewxizting Oracle database [9i or higher] - requires local Oracle client with sglplus

ise Installation ‘Wizard®

< Back I Mest » I Cancel
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4. The SQL Server Instance and Credentials window requires the name of the existing SQL server.

42 SOL Server Instance and Credentials

Please select the instance of SOL Server vou plan to uze. Mormally, this would be o

‘default’, unless you wish to use a specific named instance.

" Default Instance

+ Mamed Instance

Instance MName:

Please supply the credentials to a SGOL Server account with DBA permizsions to allow
the inztallation of the Easylobby databaze.

7 Windows Integrated Security

UszerId |sa

Pasgword |

ise Installation ‘Wizard®

< Back I Mest » I Cancel |

5. Open SQL Server Configuration Manager, and look for the existing SQL server name, for
example SQLEXPRESS.

ql Server Configuration Manager

File  Action View Help

Ll ARINENRETN 7

48 50L Server Configuration Manager (Local) Protocol Name Status
H S0OL Server Services . ' . %~ Shared Memory Enabled
v ﬂ SOL Server Metwork Configuration (32bit) % Named Pipes Enabled
E- Protocols for SOLEXPRESS S TCP/IP Enabled

/ nable

v ! SQL Native Client 11.0 Configuration (32bit)
Client Protocols
\% Aliases

6. In the SQL Server Instance and Credentials window, select Named Instance and type the name
of the existing SQL server.

/& SOL Server Instance and Credentials

=%

Please select the instance of SOL Server vou plan to uze. Mormally, this would be
‘default’, unless you wish to use a specific named instance.

" Default Instance

+ Mamed Instance
Instance MName:

|SOLEXPRESS

Please supply the credentials to a SGOL Server account with DBA permizsions to allow
the inztallation of the Easylobby databaze.

" Windows Integrated Security
" SOL Server Authentication
UszerId |sa

Pasgword |

ise Installation ‘Wizard®

< Back I Mest » I Cancel |

7. Select Windows Integrated Security and click Next >.
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8. The Start Installation window is displayed immediately before the actual installation is ready to
start. Review the installation information and click Next > to start the installation.

se Installer

Start Installation 6

A\

Y'ou are now ready ta install the EasyLobby 10.0 database. You have chozen the following
inztallation type:

Eisting Microsaft SOL Server database on this computer [SOLEXPRESS instance]

Click the Mext button to begin the installation or the Back button to reenter the installation
infarmation.

ise Installation ‘Wizard®

< Back I Mest » I Cancel |

9. Allow up to a minute for the schema installation to complete. When the installation of the
database has finished, click View Log to review the results of the database installation script.

EasyLobby 10.4 Databasze Installer has finished. The
inztallation type was:

Exizting EasyLobby SOL Server 2014 5P1 32-bit Express
database on this computer

The rezult of the ozql databaze script installation was:
ozql returned successful result code

Click the View Log button to view the results of the Easylobby

Click the Finizh buttorn to exit this installation.

I Einizh » ]
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10. Verify that error messages are not displayed in the log. If the log is displayed as shown here,
your database should be successfully installed. The installation creates a new SQL
Authentication account named easyuser10 and a new database catalog named EasylLobby10.
The easyuser10 account has database owner (dbo) rights on the EasyLobby10 database.

8] dbCreate.td - Notepad

File Edit Format View Help

h> 2> 1> 2» 3» 4> 5> 6> 7> 8> 9» 1@> 11> 12> 13» 14> 15> 16> 17> 18> 19> 28> ~
21> 22> 23» 24> 25> 26> 27> 28> 29> 3@> 31> 33» 34> 35> 36> 37> 38> 39> 48> 41>
1> 2> 3» 1» 2» 3> 4> 5> 6> 7> 8> 9> 1@> 11> 12> 13> 14> 15> 16> 17> 18> 19> 28>
1> 2> 3» 4» 5» 6> 1> 2> 3> 4> 5» 6> 7> 8> 9» 18> 11> 12> 13> 14» 15> 16> 17>
18> 19> 28> 21> 22> 23> 24» 25> 26> 27> 28> 29> 30> 31> 32> 33> 34» 35> 36> 37>
38> 39> 48> 41> 42> 43> 44> AS5» 46> 47> 48> 49> 58> 51> 52> 53> 54» 55> 56> 57>
58> 59> 68> 61> 62> 63> 64> 65> 66> 67> 68> 69> 70> 71> 72> 73> T4» 75> 76> 77>
78> 79> 88> 81» 82> 83> 84» 85> 86> 87> 88> 89> 98> 91> 92> 93> 94» 95> 96> 97>
98> 99> 1@e> 1el> 12> 183> 184> 165> 1ee6> 187> 188> 19> 118> 111> 112> 113>
114> 115> 116> 117> 118> 119> 128> 121> 122> 123> 124> 125> 126> 127> 128> 129>
13@> 131> 132> 133> 134> 135> 136> 137> 138> 139> 146> 141> 142> 143> 144> 145>
146> 147> 148> 149> 158> 151> 152> 153> 154> 155> 156> 157> 158> 159> 166> 161>
162> 163> 164> 165> 166> 167> 168> 169> 170> 171> 172> 173> 174> 175» 176> 177>
178> 179> 186> 181> 182> 183> 184> 185> 186> 187> 188> 189> 198> 191> 192> 193>
194> 195> 196> 197> 198> 199> 200> 201> 282> 283> 204> 205> 286> 207> 208> 209>
218> 211> 212> 213> 214> 215> 216> 217> 218> 219> 220> 221> 222> 223> 224> 225>
226> 227> 228> 229> 230> 231> 232> 233> 234> 235> 236> 237> 238> 239> 248> 241>
242> 243> 244> 245> 246> 247> 248> 249> 250> 251> 252> 253> 254> 255> 256> 257>
258> 259> 268> 261> 262> 263> 264> 265> 266> 267> 268> 269> 270> 271> 272> 273>
274> 275> 276> 277> 278> 279> 280> 281> 282> 283> 284> 285> 286> 287> 288> 289>
29@> 291> 292> 293> 294> 295> 296> 297> 298> 299> 300> 301> 382> 383> 304> 305>
3@e> 387> 308> 309> 31@> 311> 312> 313> 314> 315> 316> 317> 318> 319> 328> 321>
322> 323> 324> 325> 326> 327> 328> 329> 330> 331> 332> 333> 334> 335> 336> 337>
338> 339> 340> 341> 342> 343> 344> 345> 346> 347> 348> 349> 358> 351> 352> 353>
354> 355> 356> 357> 358> 359> 360> 361> 362> 363> 364> 365> 366> 367> 368> 369>

11. Go to Section 2.9: Set up a SQL Server ODBC data source on each client computer.
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2.8.2 Use an existing 64-bit Microsoft SQL Server

Note: You do not need to complete this section if you have installed the database using the method
described in Section 2.8.1: Use an existing 32-bit Microsoft SQL Server.

You can use the Microsoft SQL Server 2014 Management Studio program (a free download) to
manually load the EasyLobby database schema into your 64-bit SQL Server. SQL Server
Management Studio can be run from the database server itself or from any client system where it is
installed.

1. Open Microsoft SQL Server 2014 Management Studio (supplied) or a more recent version.

@ Connect to Server

SQL Server
Server type: |Database Engine V|
Server name: | UKHLUL234\SOLEXPRESS v |
Authentication: Windows Authertication ~

DAnda

Cancel Help Options =

2. If required, enter the account details of your ‘sa’ system administrator account or another
account that has administrator privileges on the SQL Server. Click Connect.
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3. Click File > Open > File and open the file dbCreateSQLServer.sql from the SQL folder of either
your product DVD or the EasyLobby installation folder (typically
C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0\SQL). The interface should resemble
the image below.

L.g; dbCreateSQLServer.sql - UKHLULB84\SOLEXPRESS.master (ADVnadia (33)) - Microsoft SQL Server Management Studio Quick Launch (Ctrl+Q) P o x
File Edit View Query Project Debug Tools Window Help
ol o Rl BNevauey B SRS %X D000 | B :
\zf|master '|>E¥ECUtEDEbU9 \,g'g|gmggiﬂ|m€|ﬁﬁmﬁ|-§°—§|:§§=|'@:

A X

dbCreateSQLServer....er (AD\nadia (33)

Object Explorer

Connect~ ¥ ¥ VS ';E master Current connection parameters -
2 B UKHLULBBA\SOLEXPRESS(SQ) B e
Databases = Bl Aggregate Status -

Security /* Create the Easylobbyl® database and easyuserl® account */
Server Objects /
Replication

Connection failun

Elapsed time

-|IF EXISTS(SELECT * FROM sysdatabases WHERE name='Easylobbyl@') Finish time
Management . _ .
7 XE Profil S1BEGIN Name UKHLULBBA\SQLEX
roter PRINT 'EasylLobbyl@® database already exists’ Rows returned 0
END .
ELSE Start time
“|BEGIN State Open
E Connection

—|CREATE DATABASE EasylLobbyle
ON

Connection name UKHLUL884\SOLEX
E Connection Details

Connection elaps:

NAME = 'EasylLobbyle data’,

FILENAME = 'C:\Program Files\Microsoft SQL Server\MSSQL.1
SIZE = 58MB,
MAXSIZE = 28GB,
FILEGROWTH = 28MB

Connection encry Mot encrypted

Connection finish

Connection rows 0

Connection start t
Connection state Open

ON
Display name UKHLUL884\SOLEX

NAME = 'EasyLobbyle log’, Login name AD\nadia
FILENAME = 'C:\Program Files\Microsoft SQL Server\MSSQL.1 Senser name LIEHI LI 88 SO EY T
SIZE = 16eMB, ~ 8 Name

100% =~ 4 » The name of the connection.

UKHLUL884\SQLEXPRESS(12.0 5P1) | AD\nadia (33) master 00:00:00 0 rows

¥z, Co...

4. In the script, carefully edit the two instances of the FILENAME value to reflect the actual
installation folder of SQL Server on your database server computer, for example:

FI LENAMVE
FI LENAME

"C:\Program Fil es\M crosoft SQ. Server\MSQ.12. SQLEXPRESS\ MSSQL\ DATA\ EasyLobby10_dat a. ndf ',
"C:\Program Fi l es\M crosoft SQL Server\MSSQL12. SQLEXPRESS\ MSSQL\ DATA\ EasyLobby10_| og. | df ',

These variables specify the folder locations where the data and log files for the database are
created. The database files must reside somewhere on the database server. The files do not
have to reside in the SQL Server installation folder. They may reside anywhere you choose,
although for performance reasons it is recommended that they reside on a local hard drive.
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5. Click Execute on the toolbar to execute the SQL script (or click Query > Execute, or press F5).
The Messages area at the lower right should show the results; ensure that there are no errors.

4z dbCreateSQLServer.sql - UKHLUL824\SOLEXPRESS.EasyL obby10 (AD\nadia (53) - Microsoft SQL Server Management,,  Cuick Launch (Cirl+0) P - B x
File Edit View Query Project Debug Tools Window Help
fe-o|B@- a2 E | ANy AR GRS XTO0-C -8 :

~f | EasyLobby10 - | P Execute Debug v IS | ol =Tl | o= 58 & | E "= | z€ 3z | % _

Object Explorer dbCreateSQLServer.... 10 (AD\nadia (33)) + X -
Connect = ? X? ';E master = Current connection parameters -
5 B UKHLULBEA\SOLEXPRESS(SQ == | #

Databases = B [T e .

Security /* Create the Easylobbyl® database and easyuserl® account */
Server Objects /
Replication

Connection failun

Elapsed time

-|IF EXISTS(SELECT * FROM sysdatabases WHERE name='Easylobbyl@') Finish time
Management
] XE Profil ~IBEGIN MName
rotier PRINT 'EasylLobbyl@ database already exists’ Rows returned 0
END .
ELSE Start time

—IBEGIN State

E Connection

Connection name UKHLUL884\SOLEX
E Connection Details

Connection elaps:

100% =~ 4

Eﬁ Messages

{1 rowis) affected) S
{1 rowis) affected)
(1 vowi(z) affected)
{1 rowis) affected)
{1 rowis) affected)
(1 vowi(z) affected)

Connection encry Mot en

Connection finish 08/11/17

Connection rows
Connection start t 08/11/17
Connection state Open

Display name UKHLUL884\SOLEX

Login name AD\nadia
Server name LIKHI LI BRSO EY T
Name

100% =~ 4 »

! UKHLUL88MSOLEXPRESS(12.0 5P1) | AD\nadia (53) | EasylLobby10 & 00:00:00 ' 0 rows

The name of the connection.

If this script executes with no errors, a new EasyLobbyl10 database is created on your database
server, along with the default account called easyuserl10, with a password of doorlOmaN+,
which is the dbo (database owner) for that database.
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6. Right-click the top-level server icon and click Refresh. You should see the new EasylLobbyl10
database listed under your database server in the Databases folder:

4z dbCreateSQLServer.sql - UKHVHL684\SOLEXPRESS.EasylL obby10 (AD\nadia (53) - Microsoft SQL Server Management,,  Cuick Launch (Cirl+0) P - O x
File Edit View Project Debug Tools Window Help
- |il*|3' - & |J"'|J:§‘IMEWQUEW Ef@nnrﬁnn| |:'|—‘| | - '|@| :

| | Execute Debug | | | | | _

Object Explorer AR Wl dbCreateSOLServer.... 10 (ADVnadia (33)) X Properties
Connect~ ¥ ¥ () " gE master Current connection parameters -
= @ UKHLULEB4\SOLEXPRESS(5Q) 2 | &
= Databases =P, 2 Aggr. e Status .
System Databases /* Create the Easylobbyl® database and easyuserl® account */ R R
Taorl obbw1D J . Connection failun
Se Elapsed time 00:00:00.282
ecuri R .
Servertéb'ects -|IF EXISTS(SELECT * FROM sysdatabases WHERE name='Easylobbyl@') Finish time 08/11/17 9:08:53 AP
iy ~IBEGIN Name UKHLULBBA\SOLEX
eplication PRINT 'EasylLobbyl@ database already exists’ Rows returned 0
Management END e -
i 08/11/
#] XE Profiler ELSE Start time 08/11/
“|BEGIN State Open
E Connection
100% ~| 4 Connection name UKHLULBENSOLEX

E Connection Details

O0-n0-nn 287

Connection elaps: 00:00:00.282

Eﬁ Messages
{1 rowis) affected)
{1 rowis) affected)
(1 vowis) affected) Cennection finish 08/11/
{1 rowis) affected)
{1 rowis) affected)
(1 vowi(z) affected)

Connection encry Mot encrypted

Connection rows 0

Connection start t 08/11/17 9:0¢
Connection state Open

Display name UKHLUL884\SOLEX

Login name AD\nadia
Server name LIKHI LI BRSO EY T
Name

100% =~ 4 »
! UKHLUL88MSOLEXPRESS(12.0 5P1) | AD\nadia (53) | EasylLobby10 & 00:00:00 ' 0 rows

The name of the connection.

Ready

7. Go to Section 2.9: Set up a SQL Server ODBC data source on each client computer.
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2.9 Set up a SQL Server ODBC data source on each client computer

A SQL Server ODBC data source (DSN) must be created on each EasylLobby client computer that will
run EasyLobby SVM, Administrator or eAdvance.

1. On the client PC, open Control Panel and click Administrative Tools > ODBC Data Sources
(32-bit).

2. Click the Drivers tab and check that you have the ‘SQL Server ODBC driver. Windows typically
has these drivers already installed. If you do not have the SQL Server driver, download and
install the MDAC 2.8 SP1 update from the Microsoft web site, or contact your system
administrator.

IZI .ﬂ = | Shortcut Tools  Application Tools

Home Share View Manage Manage 0
] [ cut = 1 a5 Open ~ Select all
B2 U2 * = X -—Il V] ) e

W] Copy path Tl= Edit Select none
Pi Copy Paste Move Copy Delete Rename lew Properties
[7] Paste shortcut to- to- - folde - £ History DDIn\rert selection
Clipboard Organize Mew Open Select
t+ IZI <« All Control Panel ltems » Administrative Tools v @ Search Administrative Tools 2
~
All Control Panel ltems & Name Size =

i Administrative Tools % iSCSl Initiator 2KB ¢
i3 AutoPlay 4 Local Security Policy 2KB ¢
7% ODBC Data Sources (32-bit) 2KB ¢

E} Backup and Restore (Windows 7)
%@l BitLocker Drive Encryption
Credential Manager

E ODBC Data Sources (64-bit) 2ZKB ¢
#¥ ODBC Data Source Administrator (32-bit)

[® Default Programs User DSN  System DSN  File DSN  Drivers  Tracing Connection Pooling  About
s Devices and Printers QDBC Drivers that are installed on your system:
.j@. Ease of Access Center Name ersion Compary File ~
£ File History Microsoft Paradox-Treiber (*.db ) 10.00.16299.15 Microsoft Corporation  ODBCJT32.C
Fonts Microsoft Text Driver (" tat; *.csv) 10.00.16299.15 Microsoft Corporation  ODBCJT32.C
A Microsoft Text-Treiber (" tat; *.csv) 10.00.16299.15 Microsoft Corporation  ODBCJT32.C
4 HomeGroup Microsoft Visual FoxPro Driver Not marked Not marked VFPODBC.DI
ﬁ$' Language Microsaft Visual FoxPro-Treiber Not marked Not marked VFPODBC.DI
. . QDBC Drive 11 for SQL Server 2014.120.4100.01  Microsoft Corporation  MSODBCSQI
5 Network and Sharing Center 10.00.16299.15  Microsoft Corporation  SQLSRV32.C
20items  1item selected 1.11 KB SQL Server Native Client 11.0 2011.110.2100.60  Microsoft Corporation  SQLNCLIT1.I
v
£ >

An ODBC driver allows ODBC-enabled programs to get information from ODBC data sources. To install
new drivers, use the driver's setup program.

Cancel Apply Help
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3. Click the System DSN tab and click Add.

B¥ ODBC Data Source Administrator (|

User DSN = System DSMN  File DSN  Drivers  Tracing Connection Pooling  About

System Data Sources:

Mame Platform  Driver | Add... |

Bemove

Configure...

An ODBC System data source stores information about how to connect to the indicated data provider.
Ej; A System data source is visible to all users of this computer, including NT services.

Cancel Apply Help

4. Select SQL Server and click Finish.

Create New Data Source

Select a driver for which you want to set up a data source.

Name

\ \
] ‘ Microsoft Text Driver (" tat; *.csv) 1

ol | Microsoft Text-Treiber (* txt; *csv) 1
Microsoft Visual FoxPro Driver P
§

1

Microsaft Visual FoxPro-Treiber
ODBC Driver 11 for SQL Server

SQL Server Native Client 11.0

< >

< Back Cancel
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5. In the Create a New Data Source... window, type a name such as EasyLobbyl10 and an optional
description for your new data source.

Create a New Data Source to SCL Server

This wizard will help you create an ODBC data source that you can use to
connect to SQL Server.

E‘ What name do you want to use to refer to the data source?

/J Name: |EasyLobby10 |
R

How do you want to describe the data source?

Description: |EasyL0bby1D Data Source |

Which SQL Server do you want to connect to?
Server: |APOLLO'-.EASYLOBBY w |

Finish Mext > Cancel Help

Type or select the name (or IP address) of your database server in the Server field.

m If you previously used Section 2.8.1: Use an existing 32-bit Microsoft SQL Server, you might
need to manually type the name of the server, for example MACHINE\SQLEXPRESS, as the
server.

= If you previously used Section 2.8.2: Use an existing 64-bit Microsoft SQL Server, you might
need to manually type the name of the server, for example MACHINE\SQLEXPRESS, as the
server. You can use SQL Server Configuration Manager to see what instances are installed
(e.g. SQLEXPRESS).

6. Click Next >.

7. In the following window, select With SQL Server authentication. Type the login ID easyuser10
and password doorlOmaN+, then click Next >. If you are using Windows NT Authentication or
alternative credentials for SQL Authentication, make the appropriate modifications and
remember to run the EasyLobby Authenticate utility to specify the alternative connection type.

Create a New Data Source to SCL Server

How should SQL Server verify the authenticity of the login 1D7

;‘ (O With Windows NT authentication using the network login 1D.
),l ® With SQL Server authentication using a login 1D and password
O L entered by the user.

To change the network library used to communicate with SQL Server,
click Client Configuration.

Client Configuration...

Connect to SQL Server to obtain default settings for the
additional configuration options.

Login 1D: |easyuser1 0 |

P, | |oooooooooo |

< Back Mext > Cancel Help
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8.

If the following window is displayed, then you have connected to your database server. If you
get an error message, then either the server can’t be found or the credentials were entered
incorrectly.

Verify that Change the default database to: is selected and select EasyLobby10 on the
drop-down. Click Next >.

Microsoft SOL Server DSN Configuration

|EasyLobby10 -

i [ Attach database filename:
EA

Use ANSI quoted idertifiers.

Use ANSI nulls, paddings and wamings.

Use the failover SQL Server if the primary SQL Server is not
available.

< Back Mext > Cancel Help

9.

Click Finish.

Microsoft SOL Server DSN Configuration

English
}:l [] Use strong encryption for data

Perform translation for character data

Use regional settings when outputting cumrency, numbers, dates and
U limes.

[[] Save long running queries to the log file:
C:\Users\NicAda\AppData‘Local \ Temp JUERY Lt Browse...
Long query time {miliseconds): 20000

[] Log ODEC driver statistics to the log file:
C:iUsers\NicAda\AppData‘Local  Temp STATS.LC Browse...

< Back Caneel Help
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10. Click Test Data Source to make sure the connection to the database is working.

Anew ODBC data source will be created with the following
configuration:

Microsoft SQL Server ODBC Driver Version 10.00.16259

Data Source Mame: EasylLobby10

Data Source Description:

Server: UKHLULB84\EASYLOBBY
Database: Easylobby10

Language: (Default)

Translate Character Data: Yes

Log Long Running Queries: No

Log Driver Statistics: Mo

Use Regional Settings: Mo

Prepared Statements Option: Drop temporary procedures on
disconnect

Use Failover Server: No

Use ANSI Quoted Identifiers: Yes

Use ANSI Mull, Paddings and Wamings: Yes
Data Encryption: No

I Test Data Source... I OK Cancel

1. Click OK. You have now created a data source called EasyLobby10 (or the name you entered in
the name field earlier).

SQL Server ODBC Data Source Test

Test Results

Microsoft SQL Server ODBC Driver Version 10.00.16259
Running connectivity tests. ..

AMtempting connection

Connection established

Verifying option settings

Disconnecting from server

TESTS COMPLETED SUCCESSFULLY!

12. Go to Section 2.12: Connect Easylobby to the SQL Server or Oracle database.
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2.10 Install an Oracle database

1. Open a web browser of your choice and go to:
http://www.oracle.com/technetwork/database/enterprise-edition/downloads/.

2. Select Accept License Agreement and click the desired Windows download file, for example
Oracle Database 12c Release 1. If there is more than one zip file (e.g. Filel, File 2) make sure to
download all files.

Overview  Downloads Documentation Learn More Community

Oracle Database 12¢ Release 1 (12.1.0.1.0)

Standard Edition, Standard Edition One, and Enterprise Edition

Thank you for accepting the OTN License Agreement; you may now download this software

Oracle Datab 12c Release 1 (12.1.0.1.0) for Microsoft Windows (x64)
# winx64_12c_database 105%.1?9{1_33?.085.275 bytes) (cksum - 4181069701)
4 winx64_12c_database_2d_)zip (1.373.044 868 bytes) (cksum - 847151935)
Directions

1. All files are in the zip format. There s an unzip utility here if you need one

2 Download and unzip both flles to the same directory
3. Instaliation guides and general Oracle Database 12¢ documentation are here

3. Log into your Oracle web account, then choose a location to save the zip files.

4. Extract the zip file(s) to a folder of your choice. If there is more than one zip file, extract them to
the same folder.

5. Expand the database folder that you extracted in the previous section, and double-click setup.
6. Follow the instructions to install Oracle Database 12c.

Note: During installation, be sure to clear the Create as container database option. If this
option is checked, you cannot create a local user in the root container. The EasyLobby database
installer will not work unless you have proper roles assigned to a specific database. Keep a note
of the install location, global database name, and administrative password.

|£| Oracle Database 12c Release 2 Installer - Step 5 of 9 = O *
F " ORACLE’
Typical Install Configuration A0 e —— c
DATABASE
T Configure Security Updates Perform full with basic o
[._ Installation Option Oracle bage CA ‘ Browse. .:
T System Class )
Software |ocation: C\producti12.2 Odbhome_1 =| | Browse.
v Oracle Home User = S : i
< Typical installation Database file location: |Coradata Browse... |
w Prerequisite Checks . %
Database gdition: Enterprise Edition (5.068) ~
Character sel. Unicode (AL32UTF8) =
Global database name: orcl ad global
Password [ Confirm password
I [] Create as Container database I

Help = Back et = Cancel
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2.10.1 Use an existing Oracle database

It is necessary to create a Windows environment variable.

1. Open Control Panel and click System > Advanced system settings > Environment Variables.
2. In the User variables section, click New.

3. Set the variable name to EASYLOBBY_ORACLE_HOME.
Set the variable value to the Oracle install location, for example: C:\product\12.2.0\dbhome_1
or C:\app\Tester\product\11.2.0\dbhome_1.

Variable name: | EASYLOBBY_ORACLE HOME |
Variable value: | C:\product\‘lZ.Z.D\dbhome_‘ll |
Browse Directory... Browse File... Cancel

4. Check if you have a system environment variable named ORACLE_SID set to your Oracle
database instance. If it is not present, create a new system variable with the name
ORACLE_SID, and set the value to your Oracle database instance (XE, orcl etc.):

System variables

Variable Value L
ComSpec CAWINDOWS\system32\cmd. exe

FP_NO_HOST_CHECK NO

NUMBER_OF_PROCESSORS 8
|ORACLE SID ord |

as Windows_MNT

Path Ch\OracleClient\product\12.2.00ClientHome\bin; C\OracleExpress\a...
PATHEXT LCOM:.EXE:.BAT:.CMD:.VBS: VBE: JS:.JSE: WSF. W5H:.MSC h

5. Open Control Panel, click Administrative Tools, then double-click Services. Restart any Oracle
services.

48 January 2018



PLT-03258, Rev A.O Installation

6. Insert the EasyLobby DVD into the computer that will be your database server.

Press F1 for Help

EasyLobby® Software

Select a product and click the install button

Easylobby SYM
Secure Visitor Management

Administrator

Set options and produce reports

Ei eAdvance Web Server
- Web-bused pre-registration

eAdvance Client
For hested eAdvance web sites only

| Easylobby Database Installer
Installs SGL Server and MSDE Databoses

SVM Satellite V:::}sion
Track Internal Visiter Movements .

{Vinstall ) Exit

@ Copyright 199

ABLOY AB. &ll rights

7. Select EasyLobby Database Installer and click Run. If the EasyLobby product installation
window (shown below) does not appear automatically, run Setup.exe from the root of the DVD.

8. The initial splash screen is displayed. Click Next >.

4 Easylobby 10.4.972 Database Installer

welcome to Easylobby 10,4 Databaze Installer Setup
program. This program will install EazyLobby 10.4 Databaze
Installer on your computer,

It iz strongly recommended that pou exit all \Windows programs
before running this Setup Program.

Click Cancel to quit Setup and cloze any programs you have
unning. Click Mest to continue with the Setup program.

WARMIMG: This program iz protected by coppright law and
international treaties.

Unauthorized reproduction or distribution of thiz program, or any

portion of it, may result in severe civil and criminal penalties, and
will be prozecuted to the maximum extent possible under law.

I Mest » I Cancel
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9. On the Select Target Database window, select Existing Oracle database... and click Next >.

ct Target Dat

Select the type of database installation

" Mew S50L Server 2014 5P 32-bit Express database on this computer [EASYLOBEY instance)
" Ewisting S50L Server 2014 32-bit Express databasze on this computer [EASYLOBEY instance)
" Other existing 32-bit 5L Server 2008, 2008 B2 or 2012 database on this computer

" Euxizting Oracle database [9i or higher] - requires local Oracle client with sglplus

ise Installation ‘Wizard®

< Back I Mest » I Cancel |

10.In the Oracle Credentials windows, enter the Oracle Net Service Name (e.g. xe, orcl), Oracle
user ID and administrative password.

4% Oracle Credentials

Fleaze specify the credentials for connecting to the Oracle databaze and running the
E azpLobby installation script.

Fleaze provide the Oracle Met Service Mame for the databaze server:

HE

Fleaze supply the credentialz: to an Oracle account with DEA permissions to allow the
inztallation of the EasyLobby databaze.

O Windows Authentication

(* Oracle Account Credentials

UszerId | sstern

Pazsword

ise Installation ‘Wizard®

< Back I Mest » I Cancel
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1.

The Start Installation window is displayed immediately before the actual installation is ready to
start. Review the installation information and click Next > to start the installation.

yLobby 10.4.1143 Database Installer

Start Installation 6

Y'ou are now ready ta install the EasyLobby 10.0 database. You have chozen the following
inztallation type:

Ewisting Oracle databaze

Click the Mext button to begin the installation or the Back button to reenter the installation
infarmation.

ise Installation ‘Wizard®

< Back I Mest » I Cancel |

12. Allow up to a minute for the schema installation to complete. When the installation of the
database has finished, click View Log to review the results of the database installation script.

EasyLobby 10.4 Databasze Installer has finished. The
inztallation type was:

Ewisting Oracle databaze server

The rezult of the ozql databaze script installation was:
ozql returned successful result code
Click the View Log button to view the results of the Easylobby

Click the Finizh buttorn to exit this installation.

13. Verify that error messages are not displayed in the log.
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2.11 Set up an Oracle Net Service Name

Note: You do not need to complete this section if you are using a Microsoft SQL Server.

Before you can set up an ODBC data source, you must first set up an Oracle Net Service Name for the
EasyLobby database. All Oracle database access occurs through the Net Service Name. The ODBC
driver is layered on top of the Oracle Net Service. The Net Configuration Assistant software is installed
by default when the Oracle client software is installed.

Note: If you wish to perform a manual installation of the EasyLobby schema, see Section 2.71.2:
Manual installation of the Easyl.obby schema on an Oracle database server.

1. To set up a Net Service Name, open Oracle Net Configuration Assistant.
2. Select Local Net Service Name configuration. Click Next.

g Oracle Net Configuratio ant: Welcome

Welcome to the Oracle Met Configuration Assistant.
This tool will take you through the common
configuration steps, listed below.

=
S

Choose the configuration you would like to do:
T Listener configuration
" Naming Methods configuration

-
® | pcal Net Senvice Name configuration

" Directory Usage Configuration

Cancel )I Help )I Back Mext

3. Select Add and click Next.

B Oracle Net Configuration 3 e Name Configuration

To access an Oracle datab , or other service, across the
network you use a net service name. The Oracle Met Configuration
Assistant allows you to work with net service names resolved
using local naming.

Select what you want to do:
® Add
" Reconfigure
" Delete
" Rename

T Test

J < Backl Next DI
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4. Type the Service Name for your database server. If you are not sure of the service name, use the
Oracle Enterprise Manager / Net Manager to add your database server to the tree. Click the
icon for the database. The service name is listed in the TNS descriptor / Service Identification.

ame Configuration, Service Name

Each Oracle database or service has a service name. An Oracle
database's service name is normally its global database name.

Enter the service name of the database or other semnvice you want
to access.

Semvice Name: XE

< Backl Next »l

ame Configuration, Select Protocols

To communicate with the database across a network, a network
protocol is used. Selectthe protocol used for the database you
want to access.

< Backl Next »I
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6. Type the name or the IP Address for your Oracle database server and click Next.

/IP Protocol

To communicate with the database using the TCP/IP protocol, the
database computer's host name is required. Enter the host name
for the computer where the database is located.

Host name: An dromeda]

ATCPIP port number is also required. In most cases the
standard port number should be used.

1 |Jse the standard port number of 1521

" Use another port number: [1 521

< Backl Next »I

You can verify that an Oracle database can be reached, using
the information provided, by performing a connection test.

Would you like to test that a connection can be made to the
database?

" Mo, do not test

< Backl Next »l
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8. Click Change Login and type your username and password. When the test is successful, the
following window is displayed. Click Next.

Service Name Cenfiguration, Connecting

Oracle Net Configuration

Change Login

Details:

Connecting.. Test successful.

Change Login
« Back I Next Dl

9. Type the Net Service Name as shown here. You may type any name you wish in this field, for
example, EasylLobby. Click Next.

Oracle Net Configuration nt: Net Service Name Configuration, Net Service Name

Enter a name for this net service name.

The Oracle Met Configuration Assistant has
defaulted the net service name to be the same as
the semnvice name you entered earlier.

Met Service Mame: |EasylLo bby{

< Backl Next DI

You now have created an Oracle Net Service name. You need this name when creating an ODBC
data source for this Oracle database. Use this name whenever you are prompted for a “service”,

“service name”, or “server”.
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2.11.1 Set up an Oracle ODBC data source on each client computer

1. Open Control Panel and click Administrative Tools > ODBC Data Sources (32-bit). Click the
Drivers tab and check to ensure that you have an Oracle ODBC driver with a name beginning
with Oracle in... (or similar), version 9.0.2 or higher.

B¥ ODBC Data Source Administrator (64-bit)

User DSN  System DSMN  File DSN  Drivers  Tracing Connection Pooling  About

QDBC Drivers that are installed on your system:

Mame Version Company File Date
ODBC Driver 11for SQL Server 2014.120.4100.01  Microsoft Corporation  MSODBCSQL11.DLL  4/20/2015)
Oracle in OraClient 12Home 1 12.02.00.01 Oracle Corporation SQ0RA32.DLL 75207
SQL Server 10.00.16255.15 Microsoft Corporation  SQLSRV32.DLL 9/29/2017|

SQL Server Native Client 11.0  2011.110.6540.00  Microsoft Comporation  SQLNCLIT1.DLL 6/24/2016)

An ODBC driver allows ODBC-enabled programs to get information from ODBC data sources. To install
new drivers, use the driver's setup program.

Cancel Apply Help

2. Click the System DSN tab. Note that to create a System Data Source may require local
administrator privileges. Click Add.

B9 ODBC Data Source Administrator (32-bit)

User DSN = System DSMN  File DSN  Drivers  Tracing Connection Pooling  About

System Data Sources:

Mame Platform  Driver Add...
32-bit ODBC Driver 11 for SQL Server
EL100 32-bit Microsoft Access Driver (*.mdb) Remave
Configure...
£ >

An ODBC System data source stores information about how to connect to the indicated data provider.
A System data source is visible to all users of this computer, including NT services.

Cancel Apply Help
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3. Select the Oracle in... driver and click Finish.

Create New Data Source

Select a driver for which you want to set up a data source.

y Name Version Ce

i ODBC Driver 11for SQL Server 2014.120.4100.01 M
‘_»E_ Oracle in OraClient 12Home 1 12.02.00.01 o]
SQL Server 10.00.16255.15 M

SQL Server Native Client 11.0  2011.110.654000 ™

< Back Cancel

4. Type the information as shown. You may call the Data Source Name field anything you like, for
example, EasyLobbyl10 as shown. Description is optional. The TNS Service Name is the Net
Service Name that was entered when the Net configuration was created. The User ID field
should be set to easyuser10. Click Test Connection to test the connection.

Oracle ODBC Driver Configuration

[rata Source Mame |EasyL0bby1 1] |
Description |EasyL0bby1 0.4 Database Server | Cancel

Hel
THS Service Name |E53}'L0bb}' v | elp

I Test Connection I
User D | easyuzer |

Application  QOracle Workarounds  SQLServer Migration
Enable Result Sets Enable Query Timeout Read-Only Connection [ ]

Enable Closing Cursors ] Enable Thread Safety

Batch Autocommit Mode Commit only if all statements succeed ~

Mumeric Settings Use Oracle NLS settings ~

5. Type the password (the default is doortlOmaN+), and click OK.

Oracle ODBC Driver Connect

Service Mame

EasyLobby |

User Mame
eazpuzer] | Eayiee]
Password About..
| ssssssssenses |
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6. Click OK to confirm, then click OK once more in the Oracle ODBC Driver Configuration

window; your new data source is listed in the data sources list.

#% ODBC Data Source Ad

System Data Sources:

tor (32-bit)

User DSN = System DSMN  File DSN  Drivers  Tracing Connection Pooling  About

Name
Easylobby10.4

EasylLobby:

EL100

Platform
32bit
32bit
32bit

Driver

ODBC Driver 11 for SQL Server
Oracle in OraClient 12Home1
Microsoft Access Driver (*.mdb)

Add...

Bemove

Configure...

An ODBC System data source stores information about how to connect to the indicated data provider.
D; A System data source is visible to all users of this computer, including NT services.

Apply Help

January 2018



PLT-03258, Rev A.O Installation

2.11.2 Manual installation of the EasyLobby schema on an Oracle database server

Note: You do not need to complete this section if you have installed the database using the
database installer documented in Section 2.71: Set up an Oracle Net Service Name.

You can use the Oracle SQL Developer program (formerly SQLPIus Worksheet) to manually create
the EasyLobby database schema into your Oracle database server. Oracle SQL Developer can be
run from the database server itself or from any client system where it is installed.

1. Open Oracle SQL Developer (or equivalent, depending on the version you have installed).

£ Oracle SOL Developer : Start Page

File Edit View Navigate Run Team Tools Window Help

GoHda 9@ 90~-0O- @

Connections (2) start Page ~
+-VYD —
a Connections - % M
& Orade NoSQL Connections 3 EEEIEREIHEER
< Database Schema Service Connections
Get Started
Overview Video
rtew Featured Tutorials

What's New Optimizer Access Paths
Reports
[ All Reports Release lotes SQL Tuning Advisor
@ Data Dictionary Reports

{= Data Modeler Reports
Documentation Working with Tuning Utilities

{= OLAP Reports
{Z TimesTen Reports
[#-{= User Defined Reports

SQL Developer on OTN

All Online Tutorials

2. In the Connections pane, click the & New Connection icon. Type the details for your Oracle
server and click Test to check the connection. Click Connect.

&% MNew / Select Database Connection

Connection Mame Connection Details Connection Mame [EasyLobby Manual Install
Username SYSTEM
Password snsansansanni

[ ]savePassword [  Connection Color

Oracle

Connection Type |Basic v| Role |default -
Hostname localhost

Port 1521

%) 5ID xe

__) Service name

[[] 05 Authentication || Kerberos Authentication  Advanced...

Status :

Help Save Clear I Test I I Connect I Cancel
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£ Oracle SOL Developer: C:\Program Fil

EasylLobby\EasyLobby SVM 10.4\5QL\dbCreate...

File Edit View Navigate Run Source Team Tools Window Help

Goda 9@ Q0 ©- @

Connections |®5IzrtPage "Easyl_{tbyﬂa'ndlnstzl | @ dbCreateOrade. sql
P ~WTH SQL Worksheet | History

a Connections

FEO-IR B8 &@Reds B

a EasyLobby Manual Install Warkchoet Query Buider

& Orade NoSQL Connections
< Database Schema Service Connections

Reports

[ Al Reports

@ Data Dictionary Reports
; {= Data Modeler Reports
{= OLAP Reports

{Z TimesTen Reports
[#-{& User Defined Reports

=l CREATE USER "EASYUSER10™
IDENTIFIED BY "doorlOmaN+™
DEFAULT TABLESPACE "USERS™
TEMPORARY TABLESPACE "TEME™
PROFILE default

ACCOUNT unlock;

Grant user typical priweleges.

GRANT "CONNECTI™ TO "EASYUSERLO"™;
GRANT "RESOURCE™ TO "EASYUSER1O";
GRANT UNLIMITED TABLESPACE TO "ERSYUSER1O"™;

ALTER USER "EASYUSER10™ DEFAULT ROLE ALL;

-
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3. Click File > Open and select the file called dbCreateOracle.sqgl from the SQL folder of either
your product DVD or the EasyLobby installation folder (typically
C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0\SQL).

4. Click E Run Script or press F5. Ensure that there are no errors after the script executes.
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2.12 Connect EasyLobby to the SQL Server or Oracle database

Start EasyLobby. Click File > Open Visitor Log > Data Source and select the SQL Server or Oracle
DSN that you created, as shown in the window below. EasyLobby remembers this connection each
time you restart the program.

. Select Data Source

Fleaze zelect an Easylobby data source

Mote that the data source must have an Easylobby database schema
inztalled.

Qg LCancel |

If you connect successfully to the database, you are presented with a login dialog.

1% Login to: DSN: EasyLobby10

Uszer Mame |&dmin
Password | =4

Qg LCancel |

If this is your first time connecting, and you have not changed the user accounts for EasylLobby, then
you can log in with any of the following accounts:

Login Name Password Permission Level
Admin pass Administrator
Administrator pass Administrator
Manager pass Manager

Operator pass Operator

Novice pass Novice

Note: For all of these accounts, the password is case-sensitive, though the login name is not. For
security purposes, it is recommended that all logins are issued new and unique passwords after
the initial setup of the EasylLobby application.
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Section

Configuration

3.1

3.1.1

Start Administrator

To start Administrator, either double-click the Administrator icon on your desktop or click Start >
EasyLobby 10.0 > EasyLobby Administrator 10.0.

You are prompted to login with your user name and password. Only e
users with the administrator authorization level can log into UserName [Adminishater
Administrator. Password [

When you start Administrator you begin on the visitor log tab, and oK Concel |

the visitor log used in the previous session is automatically opened.

Administrator menus

”y EasyLobby SVM - [DSM: Easylobby10] [Site: This Site] [Station: This Station] [Operator Admin]
File Edit Visitor Employee Package Asset Lost & Found Window Help

m File: Create a new database, open an existing database, run reports, and to backup, restore, and
exit the system.

m Edit: Cut, copy, and paste, and to create and edit users, reasons, categories, sites, stations,
station enrollment, signature types, and visitor alerts. In addition, the administrator can view
Active Logins, and the Event Log.

m Visitor: Look up and sort visitor records on the grid view and check out visitors.

m Employee: Look up and sort employee records, add new employees, print employee badges,
add employees to the watch list, and create and edit employee companies, categories, and
departments.

m Package: Look up and sort package records.
m Asset: Look up, sort, create, and edit asset records.

m Lost & Found: Look up, sort, create, and edit lost and found records.
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3.2 Set up company information, sites, and stations
There are three levels to set up in EasyLobby: Enterprise, Sites, and Stations.

m Enterprise is the top level comprising all workstations within your EasyLobby system.
m Site is the second level of location, such as a building.

m Station is the third level, where the EasyLobby program is installed on the computer. This might
be the main lobby, loading dock, or guard gate.

3.2.1 Sites

To set up sites for your company (in Administrator or SVM):

1. Click Edit > Sites.

Site Mame | Thiz Site

Site 1d |10

Drescription

Adminiztrator Email |

™ Require approval for preregistration

Hew | | Wiew | Stations... | LCloze |

2. To add a new site, click New. A new site is added to the list on the left. You can specify the Site
Name, Site Id, Description, and Administrator Email address (see note) in the fields on the right.
Site Id is a positive number that is set to any value. The Site Id is used as the first digit(s) in the
Custom Id, which is automatically assigned to all visitors and packages.

3. To edit a site, select the site to edit from the list on the left and change the information for the
site on the right.

4. To delete a site, select the site from the list on the left and click Delete.
5. Click Close.

Note: The administrator email address is important. It is used to send many types of notification
including the panic message.
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3.2.2 Stations

To set up stations for your company:

1. Click Edit > Stations.

. Stations

Site
Station Mame | This Station
Siations Station Id |01
Drescription
CD Key |
Mew | | Application [EasyLabby M ~|
Change Site Wiew | Frint | LCloze |

2. On the Site drop-down, select the site to which you wish to add/specify stations.

3. Click New to add a new station. A new station is added to the list on the left and you can
specify the station name, description, and license key in the fields on the right.

Note: You can set up all the stations and their license keys from one system. When you install
the particular stations and start EasylLobby, they self-enroll based on the license key and
connect to the database.

4. To edit a station, select the station to edit from the list on the left and change the information
for the station on the right.

5. To delete a station, select the station from the list on the left and click Delete.
6. Click Close.

3.2.3 Station enrollment
To select the site and station for the computer:

1. Click Edit > Station Enroliment.

W, Station Enrollment

Select site and station for this computer

Site {10 - This Site ~|  Sites

Station | This Station

2. On the Site drop-down, select the site for the stations you will add/specify.

3. You can set up all the stations and their license keys from one workstation. When you install the
particular stations and start EasyLobby, they self-enroll based on the license key and connect to
the database.
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3.3 Set up users

EasylLobby enterprise administrators can create users in EasyLobby SVM and Administrator. You can

have more than one EasyLobby system enterprise administrator (users with enterprise administrator
rights).

There are five security levels of users: Enterprise Administrator, Site Administrator, Manager, Operator
and Novice. When users log in and add visitor records, their user name is indicated on the record in
the “Operator” field. You may have as many users as you need, since EasyLobby licensing is per

computer, not user. For further details of the permissions available to each user level, see Section A.I:
User level access to commands.

3.3.1 Create user names and passwords
To create a user in EasyLobby SVM or Administrator:

1. Click Edit > Users. If you have created a new log based on the sample, the users for the sample
log display. If you created a new empty log, only the site administrator user displays.

B3 - User Accounts @

Uzer Properties

| Admin____________| UserMame BT
Administrator Feritame
Manager Fazzword

Novi ) _—
D;;:(a“lam Authentication |EasyL0bby Authertication j

Sgl[ Hegi_sllalion [ Locked Out
Site Admin [~ Mever Expires

Security Level |Enterprise Administrator j

Drescription
Site |[¥] &Il Sites
10 - This Site
Delate Hew
Test Cugtomize LCloze
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2. Click New to add a user. The new user information is displayed.

B3 - User Accounts
Uzer Properties

Admin
Administrator
Manager

Novice

DOperator

Self Registration
Site Admin

Delate Hew

[ESENEN L ser 20171025142915
Pazsword
Authentication |EasyL0bby Authentication j
I” Locked Out
[~ Mever Expires
Security Level |Dperat0r j
Drescription
Site | vl &ll Sites
10 - This Site
Test | Cugtomize | LCloze

3. Enter the following information:

Field Description
User Name 3 to 30 alphanumeric characters. The user name is not case-sensitive.
Password A password is not required, but is recommended. The password is case-sensitive and

encrypted. To set password specifics, such as minimum length and complexity rules,
click Edit > Program Options > Security > Password tab. After initial setup, users at
all security levels can change their own password using File > Change Password.

Authentication

EasyLobby Authentication: The user logs in with the provided user name and
password.

Single sign-on: The user’'s Windows account name is provided as the user name. No
password is necessary. When launching EasyLobby the software checks that the
logged in Windows account matches a user name in the EasyLobby system. If a
match is found, the user is automatically logged in without a login prompt.

Active Directory: The active directory account name is provided as the user name.
When launching EasyLobby the user is prompted with a login window to type the
Active Directory user name and password. The software checks the Active Directory
for the credentials and if a match is found, the user is logged in.

Locked Out

The user has been locked out of the database due to the number of failed attempts to
log in. Clear this option to unlock the user.

Never Expires

The password will never expire.
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Field Description

Security Level' | Choose one of the following levels or customize the security level:

Enterprise Administrator. Used by those who install and set up EasyLobby at the
enterprise level. In addition to manager tasks, administrators can create and manage
visitor logs and users, and can import and export log information. You may have more
than one administrator and it is recommended to have a second administrator
account as a backup for the primary administrator.

Site Administrator: Used by those who install and set up EasyLobby at the site level.
In addition to manager tasks, administrators can create and manage visitor logs using
Administrator, and can import and export log information. You may have more than
one administrator and it is recommended to have a second administrator account as a
backup for the primary administrator.

Manager: Used by those who will create visitor reports. In addition to operator tasks,
managers can open logs, add and modify employee information, backup and restore
logs, set preferences, and create reports.

Operator: Used by most reception desk staff. In addition to novice tasks, operators
can add events and view log properties.

Novice: For new EasyLobby users and temporary reception desk staff. Novices can
enter new visitors, check visitors in and out, print badges, and do visitor log lookups.
inAdvance User: (No longer functional; do not use).

Self Registration: A user name with this security level starts EasyLobby in
self-registration mode for self-registration stations. See Section 4.2.1: Start and login
to self-registration mode.

Description Type an optional description.

Site Specify the site or all sites for the user.

1. For additional detail, see Section A.I: User level access to commandss.

4. Click Test to check that the password meets the complexity rules. The rules are defined in the
Edit > Program Options > Security > Password tab.

5. Click OK after entering the information for the new user.
Note: For proper operation, EasyLobby SVM and Administrator require that the logged in Windows
user has write permission for the EasyLobby installation folder (and subfolders). This is typically
C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0 unless you selected a different folder

during installation. For further details of the permissions available to each user level, see Section A.I:
User level access to commands.
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3.3.2 Edit and delete user names and passwords

To edit or delete a user in EasyLobby SVM or Administrator:
1. Click Edit > Users.
2. To change or delete a user, highlight a user name in the list. Its security level is shown to the
right. The password is shown as a series of asterisks. Modify the information for the user.
B3 User Accounts [

Uzer Properties

Admin_ User Mame |User 20171025144138
Administrator
Manager Pagsward |
g;;:‘:ﬂl Authentication |EasyL0bby Authentication j
Self Registration [ Locked Out
Site Admin ;
User 20171025144138 B i

Security Level |Dperat0r j

Drescription
Site | vl &ll Sites
10 - This Site

Cugtomize LCloze

3. Click Delete to delete the user..

l & Do you want to delete this user?

Cancel |

4. Click Close after editing.
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3.3.3 Set up custom security levels
To create custom security levels for users in EasyLobby SVM or Administrator:

1. Click Edit > Users.

B3 - User Accounts @
Uzer Properties
User Mame |FXTIHY
Administrator
Manager Paszword
g;;:‘:ﬂl Authentication |EasyL0bby Authertication j
Self Registration [ Locked Out
Site Admin

[~ Mever Expires

Security Level |Enterprise Administrator j

Drescription
Site |[¥] &Il Sites
10 - This Site
Delate Mew
Test | Cugtomize LCloze |

2. Click Customize to customize a user security level.

%, Define Custom Security Levels

Cuztom Security Level Properties

Name|

Propeties | ... Al Permissions ~
(- [] File Menu

[ [] Edit Menu

Inzert | | Close | ......... [ Paste v

3. Click Insert to create a new security level. In the Name field, type a name for this security level.
To change the properties for the security level, check items in the Properties box.

Note: A new security level has All Permissions available. You must turn off the permissions that
you do not want for the new level.

4. Click Close. The custom security level is now available to assign to a user.

Note: For proper operation, EasyLobby SVM and Administrator require that the logged-in
Windows user has write permission in the EasyLobby installation folder (and subfolders). This is
typically C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0 unless you selected a
different folder during installation. For further details of the permissions available to each user
level, see Section A.1: User level access to commandss.

70 January 2018



PLT-03258, Rev A.O Configuration

3.4 Program options

Program options include company information, defaults, customize fields, visitor fields, security,
self-registration, and email alerts.

. Program Options

Set enterprize options

Sites
LCompany Info l Defaults ] LCustomize Fields] Wizitor Fields Security ] Self Begistration Email Alertz
Company
E 55
Company |
Address
E 55
Address |
City |
State |
Zip |
Laogo File:
E 55
Laogo File:
Befresh Browse |

" pdate changed values only
" Update all values in this zet 0K Cancel

To open the program options:

m Click Edit > Program Options.

m Depending on your user level, you can select the settings for All Sites or a particular Site and
Station (see Appendix A: User level access to commands).

Note: Make sure you are setting the options for the correct site and station. You can check the
computer’s site and station from Edit > Station Enroliment.

When you select All Sites or All Stations, the Update changed values only and Update all values
in this set options are displayed at the bottom of the window. If you select Update all values in
this set, every setting under every tab is reset. Proceed with caution as you could be changing a
value you did not intend to change.

m The information can be set at the enterprise or site/station level depending on whether you are
logged in as an enterprise administrator or site administrator.

m The ability to change the settings is also dependent on whether the enterprise Elsls
administrator has selected that an option may be changed at a site or station level or
only at the enterprise level.
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Company Info tab
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Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are

setting the options for the correct site and station.

. Program Options

Set enterprize options
Site: |41 Sites ~|  Sites
LCompany Info l Defaults ] LCustomize Fields ] Wizitor Fields Security ] Self Registration Email &lerts
Company
E 55
Company |HID Global
Address
E 55
Address |
City |
State |
Zip |
Laogo File:
E 55
Laogo File:
Befresh Browse |
" pdate changed values only
" Update all values in this set Ok Apply | Cancel |

Select All Sites or a particular site on the drop-down. Click Sites to add, delete, or edit a site.

n Company
Company: Type your company nhame.
m Address

Type your company address. This information is used if you print a shipping label or other label

that includes your own company information as a return address.

m Logo file

Logo File: Click Browse to select a file containing your company logo. The logo appears on
your badge designs. The logo file may be stored in JPG, BMP, PCX, WMF, or EMF format. Click

Refresh to refresh the thumbnail image.
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3.4.2 Defaults tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

Default values allow you to enter visitor records faster by using prepopulated values. If you select a
specific site and station in the Set enterprise options area, each workstation can have different
default values.

. Program Options

Set enterprize options

Site | Al Sites | Sites

LCompany Info Defaults l LCustomize Fields ] Wizitor Fields ] Security Self Registration Email &lerts

Yisitor ] Employee ] Cusztom Id] Parking ] Lost & Found ]

Site Filkering

[ Enable site filtering
[ Do not filker employes lookups

Ferformance Tuning

Enable automatic entry grid refrezh on visitor form

Enable uze of databaze tranzactions I” Enable clearance station testing
Enable event logging Iv Enable wisitor tatals display in status bar
Enable visitor images on badges I¥ Enable frequent visitor alerts

Enable employee phato on badges I¥ Enable time-bazed alerts

Enable 2D barcode on badges I” Enable no guest suppart

TIRIRIRRR]

Module enable

Iv Enable Fackage module

¥ Enable Azset module

¥ Enable Lost & Found madule

Accesz Control Integration

[ Enable access control integration eror reporting

Interval B secs -

" pdate changed values only
" Update all values in this set ak Apply Cancel

January 2018 73



Configuration PLT-03258, Rev A.O

3.4.2.1 General tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options
Site | Al Sites | Sites
LCompany Info Defaults l LCustomize Fields ] Wizitor Fields ] Security Self Registration Email &lerts
Yisitor ] Employee ] Cusztom Id] Parking ] Lost & Found ]
Site Filkering
E 55
[ Enable site filtering
[ Do not filker employes lookups
Ferformance Tuning
E 55
I¥ Enable automatic entry grid refresh on visitor form
I¥ Enable uze of database transactions I” Enable clearance station testing
I¥ Enable event logging Iv Enable wisitor tatals display in status bar
Iv Enable visitor images on badges I¥ Enable frequent visitor alerts
I¥ Enable emplopee photo on badges I¥ Enable time-bazed alerts
I” Enable 2D barcode on badges I” Enable no guest suppart
Module enable
E 55
Iv Enable Fackage module
¥ Enable Azset module
¥ Enable Lost & Found madule
Accesz Control Integration
E 55
[ Enable access control integration eror reporting
Interval B secs -
" pdate changed values only
" Update all values in this set Ok Apply Cancel
m Site Filtering
Enable site filtering allows you to display visitors and employees for the specified site only.
Do not filter employee lookups ensures all employees are shown, regardless of their site.
m Performance Tuning

Enabling or disabling these settings can increase or decrease the system response time
depending on the number of records in your database.

Module Enable

Enable or disable the Package, Asset, and/or Lost and Found modules as required. Disabling a
module you don’t intend to use removes it from the menu, simplifying the EasyLobby interface.

Access Control Integration

Enable access control integration error reporting sets the interval at which access control
errors are updated. Refer to EasyLobby SVM 10.4 Product Suite General Specifications
(PLT-03261) for more information about access control integration.
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3.4.2.2 Visitor tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

This screen allows you to control the default settings that apply to visitor records.

. Program Options

Set enterprize options

Site | Al Sites | Sites
LCompany Info Defaults l LCustomize Fields ] Wizitor Fields ] Security Self Registration Email &lerts ]
Gener Employee] Eustomld] Parking] I:ost&Found]
Employee List Walid From/To Defaults
(7 Shaw Mame Orly ﬂ “alid From Drefault Time ESS
% Show Additional Fields =1
12:00 AM =5
v Title [~ MNumber [~ Motes =l o
[ Phone [~ Pager [~ User Three ] Grace period in minutes
Iv Ext. I~ Cell Phone I~ User Four ‘/alid To Default Time
[~ Company [~ Email [ UserFive & Current day
[ Department [ User One [~ User Six " =1
11:59 PM =2
[~ Group [~ User Two =1
[~ Category [~ Building " Future day
[~ Floor ™ Office 1 dayz at | 11:59 PM j
— " Future time
ort By .
& Last Name ® Eelemy 24 hours after check in
" Compary " Department " Future date
[Decsat/2017 1159 P ¥ [
i) Qs [~ Only allow check in between valid from/to times
[ Enable grid refresh every B0 Seconds ES55S [~ Enable cross-day authorization periad
| Uz b gt s ESS Fieturning Yigitor Defaults
v Display Grid Legend v Copy Photo ElSIE
R [~ Copy Signature Iv Copy Clearance
Farm Options Iv Copy Employee Iv Copy Uzer Defined
Country ES5 S v Copy Reason Iv Copy Motes
[~ Make type-in fields uppercase ESs [ Copy Custam Id [ Copy SSN
[ Use multiple visitor forms Es's [ Open record from previous visit
. [ Update walid to time to current default
LlmoloreeleonbaleisiEiery B0 Minutes  E|S S [ Do not use exizting authorized record

" pdate changed values only

" Update all values in this zet Cancel

Apply

m Employee list
Show Name Only shows only the employee’s name when selecting the host from the employee
drop-down on the visitor form.
Show Additional Fields shows the selected fields on the employee drop-down on the visitor
form.

m Sort By
Sorts the employee list by the selected field.

m Grid Options
Enable grid refresh every sets the time interval in seconds to refresh the visitor grid to display
newly entered information.
Display Grid Legend turns on/off the panel of status icons and meanings below the visitor grid.
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m Form Options

Country is used as the default when creating a new visitor. The country is placed in the Contact
Info tab on the form view when an operator creates a new visitor record.

Make type-in fields uppercase forces the information typed into a field into uppercase,
allowing the user to type the letters regardless of case.

Use multiple visitor forms toggles between displaying one visitor form at a time, or a visitor
form for each visitor selected.

Employee combo refresh every sets the time interval in minutes to refresh the Employee field
to display newly entered employees.

= Valid From/To Defaults:

These time values are used as the defaults for the badge when creating a new visitor. You can
either type values or use the arrow buttons to adjust times. In the Future date selector you can
use the drop-down arrow to select a date, but you must click the hour/minute to type new
values.

Grace period allows the visitor to check in earlier than the specified From time.
m Returning Visitor Defaults:

Copies the selected fields from the visitor’s prior visit to their current visit when using the
Returning Visitor feature. See Section 6.3: Add a returning visitor.

Open record from previous visit: Normally, the Returning Visitor function copies information
from the previous visit and creates a completely new visitor record. This option will open the
record from the visitor’s previous visit, ready to be updated. This prevents multiple visitor
records being created for the same visitor, which reduces the database size.

Update valid to time to current default: This option is used in conjunction with Open record
from previous visit. Usually, the previous visit record will hold an expired Valid To time, so you
cannot check in the record. This setting updates the Valid From and Valid To fields to the
current system defaults so that the record can be checked in successfully.

Do not use existing authorized record: Normally, EasyLobby will open the existing record if
you use the Returning Visitor function while the visitor has a currently active visitor record.
With this option selected, EasyLobby will create a new record instead of opening the existing
active record.
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3.4.2.3 Employee tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options

Site | Al Sites | Sites

LCompany Info Defaults l LCustomize Fields ] Wizitor Fields ] Security Self Registration Email &lerts

General] Yisitor Cusztom Id] Parking ] Lost & Found ]
Time and Attendance
Iv Enable employee time and attendance

Iv Scan barcode badge for time and attendance

Iv Scan prox card for time and attendance

Emplaoyee form mode |Automatic [Blternate In/0ut)

LedLed

Satellite barcode scan | In/0ut

Grid Dptions

[ Enable grid refresh every B0 Minutes ESS

Alerts

[ Enable alert when wvisitor name matches inactive employes name
™ Send admistrator notification on inactive employee match

Motification meszage

Iv Prevent visitor check in for an inactive employes

" pdate changed values only
" Update all values in this set ak Apply Cancel

m Time and Attendance
Enable employee time and attendance enables tracking employee’s time and attendance when
they check in/scan in and out.
Scan barcode badge for time and attendance scans the employee's barcode badge.
Scan prox card for time and attendance scans the employee’s proximity card.
Employee form mode sets the scan behavior:

m Automatic displays the employee form and checks out an employee who was already
checked in. The next scan after that will check in the employee, etc. for the duration of their
valid from/to period.

» Prompt asks you to either check in or check out the employee.

= Manual displays the employee form for you to manually check in or check out the
employee.

» Fully Automatic checks out an employee who was already checked in, without displaying
the employee form. The next scan will check in the employee, etc. without displaying the
in/out dialog.
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Visit by Employee: When an employee from another site visits, this function copies basic
information from their employee record into a new visitor record.

Satellite barcode scan determines if a satellite station can be used by the employee to check in,
check out, or both.

m Grid Options
Enable grid refresh every sets the time interval in seconds to refresh the employee grid view to
display newly entered information.

m Alerts
Enable alert when visitor name matches inactive employee name determines whether an alert
displays when an inactive employee’s name matches the visitor's name.
Send administrator notification on inactive employee match enables an email to the
administrator when an inactive employee’s name matches the visitor's name.
Notification message specifies the message to display for these alerts.

Prevent visitor check in for an inactive employee displays an alert if a preregistered visitor was
assigned to an employee who has since become inactive (left the company). The visitor must
be assigned to an alternative employee before they can check in.
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3.4.2.4 Custom Id tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

These settings allow you to customize the number sequence used for unique identifiers assigned to
visitors, packages, or assets.

. Program Options

Set enterprize options
Site | Al Sites | Sites
LCompany Info Defaults l LCustomize Fields ] Wizitor Fields ] Security Self Registration Email &lerts
General] Yisitor ] Employee Parking ] Lost & Found ]
Cuztom [d Options
E 55
~
Lo e generate Iv Prepend Site |d
o Automatically generate .
. Iv Prepend Station |d
" Generate in range
| To | Prefis i
Employee Mumber Options
* Do not generate . E|S'S
" Iv Prepend Site |d
i Automatically generate .
. Iv Prepend Station |d
" Generate in range
| To | Prefis E
Fackage Custom |d Options
Y —— Iv Suppart Fe.xEH, UPS and USPS Barcodes E S5
" Iv Prepend Site |d
o Automatically generate .
. Iv Prepend Station |d
" Generate in range
| To | Prefis F
Azzet Customn [d Options
i Do not generate . E|S'S
" Iv Prepend Site |d
o Automatically generate .
. Iv Prepend Station |d
" Generate in range
| To | Prefis A,
" pdate changed values only
" Update all values in this set Ok Apply | Cancel |

Identical settings are provided for custom Id, employee number, package custom Id and asset
custom id options:

m Options
Do not generate does not create a custom Id.

Automatically generate automatically increments the Id number generated by EasylLobby. The
Custom Id field is located on the Badge tab of the form view when you create a new record. It
can be printed on badges and used for quick check-out or barcode check-out. The Custom Id
has a maximum length of 16 digits.

Generate in range generates an incrementing custom Id for each visit that is within the range
entered in the boxes.

Prepend Site Id puts the site Id number before the custom Id for each visit.
Prepend Station Id puts the station Id number before the custom Id for each visit.
Prefix puts the entry before the custom Id for each visit.
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3.4.2.5 Parking tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are

setting the options for the correct site and station.

. Program Options

Set enterprize options

Site | Al Sites | Sites
LCompany Info Defaults l LCustomize Fields ] Wizitor Fields ] Security Self Registration Email &lerts

General] Yisitor ] Employee ] Cusztom d l Lost & Found ]

Options

Iv Release parking spot on visitor check out

" pdate changed values only
" Update all values in this zet 0K Cancel

m Options

Configuration PLT-03258, Rev A.O

Release parking spot on visitor check out shows the parking space as available when the

visitor checks out.
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3.4.2.6 Lost & Found tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options

Site | Al Sites | Sites
LCompany Info Defaults l LCustomize Fields ] Wizitor Fields Security Self Registration Email &lerts

General] Visitor] Employee] Eustomld] Parking i
Options
I Enable grid refresh every =] Seconds ESS

" pdate changed values only
" Update all values in this zet 0K Cancel

m Options
Enable grid refresh every refreshes the Lost & Found grid view at the specified interval.

81

January 2018



Configuration PLT-03258, Rev A.O

3.4.3 Customize Fields tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

In the Customize Fields tab, you can specify user-defined fields for:

m Visitors: 24 user-defined fields

Employees: 12 user-defined fields

Packages: 6 user-defined fields

Assets: 6 user-defined fields
m Asset loans: 6 user-defined fields

For example, you may want to use these fields to capture information for license plate numbers,
destination areas, notes, messages, etc. User-defined visitor fields are shown in the visitor form view
under the UD 1-6 tab (and UD 7-12, UD 13-18 and UD 19-24 tabs, if enabled) which appear between
the Signature and Entry tabs. You can rename these tabs, so they may not appear as UD1-6, etc.
For details of all fields contained within a visitor data record, see Section A.6.1: Visitor data.

. Program Options

Set enterprize options
Site a0 Sites >|  Sites
Compary Info ] Defaults Lustomize Fields l “isitor Fields ] Security ] Self Beqistration ] Ermail Alerts
Wisitor Uzer Defined l Wisitor U zer Defined] “isitor Form ] Employee Form ] Package Form] Agzet Loan Form]
First uzer defined tab
Tab caption ’LID‘IB— Iv Tabis visible ESS
Label Text Contral Type
|¥ User Defined 1 |User Defined 1 |Text j ﬂ
¥ User Defined 2 |User Defined 2 |Text j ﬂ
¥ User Defined 3 |User Defined 3 |Text j ﬂ
¥ User Defined 4 |User Defined 4 |Text j ﬂ
¥ User Defined 5 |User Defined 5 |Text j ﬂ
¥ User Defined & |User Defined 6 |Text j ﬂ
Second user defined tab
Tab caption W I” Tabis visible E 55
Label Text Contral Type

¥ User Defined 7 |User Defined 7 |Text j ﬂ
¥ User Defined 8 |User Defined 8 |Text j ﬂ
¥ User Defined 9 |User Defined 9 |Text j ﬂ
¥ User Defined 10 |User Defined 10 |Text j ﬂ
W User Defined 11 [User Defined 11 [Tent -] Ess|
¥ User Defined 12 |User Defined 12 |Text ~| ﬂ

" Update changed values only

= t Qg Apply | Cancel |
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3.4.3.1 Visitor User Defined tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

There are two Visitor User Defined tabs, one for fields 1-12 and one for fields 13-24.

1. In the Tab Caption field, type a name for the custom information tab.

. Program Options

Set enterprize options
Site a0 Sites >|  Sites
Compary Info ] Defaults Lustomize Fields l “isitor Fields ] Security ] Self Beqistration ] Ermail Alerts
igitar zer Defined l igitar ser Defined] “igitor Form ] Employee Form ] Package Form] Aszzet Loan Form]
First uzer defined tab
Tab caption ’LID‘IB— Iv Tabis visible ESS
Label Text Contral Type
|¥ User Defined 1 |User Defined 1 |Text j ﬂ
¥ User Defined 2 |User Defined 2 |Text j ﬂ
¥ User Defined 3 |User Defined 3 |Text j ﬂ
¥ User Defined 4 |User Defined 4 |Text j ﬂ
¥ User Defined 5 |User Defined 5 |Text j ﬂ
¥ User Defined & |User Defined 6 |Text j ﬂ
Second user defined tab
Tab caption W I” Tabis visible E 55
Label Text Contral Type

¥ User Defined 7 |User Defined 7 |Text j ﬂ
¥ User Defined 8 |User Defined 8 |Text j ﬂ
¥ User Defined 9 |User Defined 9 |Text j ﬂ
¥ User Defined 10 |User Defined 10 |Text j ﬂ
W User Defined 11 [User Defined 11 [Tent -] Ess|
¥ User Defined 12 |User Defined 12 |Text ~| ﬂ

" Update changed values only

= t ag | Apply | Cancel |

2. To display a particular field, select the required User Defined n option. If the option is not
selected, the user-defined field is not displayed on the visitor form.

3. Type a label for the field and select the control type. The Control Type is the type of field
presented to the user. Control types are:

m Text: An open text box to hold text or numbers.
m Checkbox: An on/off control to indicate that something is true or has been selected.

s Combo (drop-down): Displays a list of items to choose from. The Edit Items button is
displayed so you can specify the available items for the drop-down.

m Date: A date selection control. Using the Date control for a user-defined field select today's
date by default.

4. Click OK.
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3.4.3.2 Visitor Form tab

84

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options
Site: |41 Sites ~|  Sites
LCompany Info ] Defaults LCustomize Fields l Wizitor Fields ] Security ] Self Begistration ] Email &lerts ]
Wisitor U zer Defined] Wisitor Uzer D efine Employee Form ] Package Form] Azzet Loan Form]
Wizitar form tabs Wizgitar lookup defaults
Iv Dizplay contact tab ESS For Today's Visitors and Current Visitors lookups, ESS
[ Display first phota tab thiz sets when the lookup will start
[~ Dizsplay second photo tab (+ Start today at midnight - =
[ Display badge tab " Start previous day at 12:00 AM —
v Display signature tab C Stat 7 dapsagoat [1200AM j
Jv Display entry tab -
¥ Display Veicle Tab Definition of no show ESs
v Display nates tab |30 Minutes after Check In hd
Wizitor field labels Wizitor form options
E 55
Cammen R | Elss + lze two letter state code
o " Usze full state name
Title field | ESS |v Dizplay employee quick add button ESs
Fieazon Field | ESS
- ™ Do not save modified data on close box E S5
Empl Field
mRevEe fe | ESS ™ Do not save modified data on close button
Category Field | E 55 [ Setfirst clearance as default
Clearance Field | Es's I Set first reason as default
. Iv Hide 55N field on visitor and employee form
Sl (et | ElSIE Iv First name field does not include middle name
License Fi9|d| ES55S [~ Dizable Preregister function except for administrator
: [ Dizable Pre-print function except for administrator
Group Signature [~ Dizable Preview function except for administrator
Target information field |N0ne j ES S [ Print button runs Preprint cormmand
[ Auto select emploves from curent grid selection
" Update changed values only
{+ pdate all values in this set Ok Apply | Cancel |

m Visitor form tabs

The various Display options allow you to set which tabs appear on the visitor form view. For
example, if you do not collect a visitor’s signature or vehicle details, you can clear these options.
m Visitor field labels
The Field options allow you to change the label for the eight fields that appear at the top of the
visitor form view. For example, if you type Organization in the Company Field box, the visitor
form will display the label Organization instead of Company. Changes to these fields also affect
the main menu items, so entering Staff in the Employee Field box changes the Employee menu
to Staff.
Note: Do not use any symbol characters, for example \, $, @, in your field names. Use only
uppercase or lowercase characters a to z.
m Group Signature
Target information field selects the user defined field in the visitor record in which the group
signature will be saved. A group signature allows a single person to sign for multiple visitors.
Select the relevant visitors in the visitor grid view (using Shift and/or Ctrl+click) then click
Visitor > Group Signature. A group signature can also be used to sign for multiple packages in
package grid view. See Section 6.17: Manage a group of visitors.
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m Visitor lookup defaults

Sets the date and time ranges that will be used when filtering visitors using the Visitor >
Lookup > Today’s Visitors (or Current Visitors) menu options.

Definition of no show sets the period after which a visitor will be considered to have failed to
arrive for their visit (a ‘'no show’). These visitors can be filtered by choosing Visitor > Lookup >
No Show.

= Visitor form options

Use two letter state code / Use full state name sets the preferred appearance of the State
drop-down.

Display employee quick add button displays a small j button next to the Employee
drop-down, allowing a new employee host name to be quickly added. Note that when you
select an employee in this manner, you can only enter the name, and not additional data such as
title, department, etc.

Do not save modified data on close box prevents changes to the visitor form being saved
when you click the window’s [ close button. When this is selected, it prevents data being
unintentionally saved when you intended only to close/cancel the visitor form.

Do not save modified data on close button prevents changes to the visitor form being saved
when you click the Close button. This prevents data being unintentionally saved when you
intended only to close/cancel the visitor form. The Save button must be used to save changes.
Hide SSN field on visitor and employee form obscures the ID Number field by replacing the
contents with asterisks.

First name field does not include middle name tells EasyLobby that the complete text in the
first name field should be considered as the first name, even if it contains a space, for example
Sarah Jayne. If this option is not selected, EasyLobby will assume anything after the space is a
middle name and will ignore it. This can be important when finding matches or sending the
name to a screening service.

Disable Preregister function except for administrator prevents all user levels, except
administrators, from preregistering a visitor.

Disable Pre-print function except for administrator prevents all user levels, except
administrators, from preprinting a visitor badge.

Disable Preview function except for administrator prevents all user levels, except
administrators, from previewing a visitor badge.

Print button runs Preprint command prevents immediate printing of the badge, instead
showing the preprint option.

Auto select employee from current grid selection: If the employee grid view is open with an
employee selected, the employee’s name will automatically be entered in the employee box on
the visitor form when creating a new visitor.
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Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options
Site: |41 Sites ~|  Sites
LCompany Info ] Defaults LCustomize Fields l Wizitor Fields Security ] Selfﬂegistration] Email &lerts
VisitorUserDefined] VisitorUserDefined] Wisitor Form £, Package Form] Azzet Loan Form]
Employee Form User Defined Fields Employee field labels
Tab caption [LUD 16 W Tabis visible Els's ElEE
Label Text Contral Type Categary Field
User Defined 1 |User One |Text j E 55 Tl e
User Defined 2 |User Two |Text j clels Department ffeld
) Group field
User Defined 3 |User Three |TEKt j E|S'S SSNFed|[
User Defined 4 [User Four [Test | ESS Titefied [
User Defined 5 |User Five |Text j E|5|S Building Field
User Defined & |User8ix |Text j E|S|S Floor Field
Office Field
Employee Form User Defined Fields Nurnber Field
Tab caption |UD 712 I” Tabis visible ESS Fiegion Field
Label Text Contral Type
User Defined 7 [User Defined 7 [Text ~| BEE | [ Erorloves Fom Defaits
User Defined 8 |User Defined 8 Test county
szer Define: -
zer Define |ex J E S5 ’— Els's
User Defined 9 |User Defined 9 |Text j ESS Department
User Defined 10 [User Defined 10 |Text ~| ES S - ESS
User Defined 11 [User Defined 11 [Test | ESS
User Defined 12 [User Defined 12 [Test ~| ES S
" Update changed values only
{+ pdate all values in this set Ok Apply Cancel

m Employee Form User Defined Fields

Tab caption: Type a title for the tab. Two tabs are used to show user defined fields 1-6 and 7-12.

Tab is visible makes the additional tab appear on the employee form to display the user
defined fields.

User Defined n: Type a label for the field and select the control type. The Control Type is the
type of field presented to the user. Control types are:

m Text: An open text box to hold text or numbers.

m Checkbox: An on/off control to indicate that something is true or has been selected.

Combo (drop-down): Displays a list of items to choose from. The Edit Items button is
displayed so you can specify the available items for the drop-down.

m Date: A date selection control.
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3.4.3.4 Package Form tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options
Site a0 Sites >|  Sites
LCompany Info ] Defaults LCustomize Fields l Wizitor Fields Security Selfﬂegistration] Email &lerts
VisitorUserDefined] VisitorUserDefined] Yisitor Form] Employee Form
Package Form User Defined Fields
Label Text Contral Type
User Defined 1 [User One |Test | ESS
User Defined 2 [User Two |Text ~| ES S
User Defined 3 |User Thiee |Text ~| E|S|S
User Defined 4 [User Four |Test | ESS
User Defined 5 [User Five |Test | ESS
User Defined & [User S |Test | ESS
Grid Dptions
[ Enable grid refresh every E0 Seconds ESS
Group Signature
Target information field |N0ne j ES55S
" Update changed values only
&+ Update all values in thiz set Ok Apply Caned

m Package Form User Defined Fields
User Defined n: Type a label for the field and select the control type. The Control Type is the
type of field presented to the user. Control types are:
m Text: An open text box to hold text or numbers.
m Checkbox: An on/off control to indicate that something is true or has been selected.

m Combo (drop-down): Displays a list of items to choose from. The Edit Items button is
displayed so you can specify the available items for the drop-down.

m Date: A date selection control.
m Grid Options
Enable grid refresh every refreshes the Package grid view at the specified interval.
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3.4.3.5 Asset Loan Form tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options
Site [ 4l Sies =] s |
LCompany Info ] Defaults LCustomize Fields l Wizitor Fields ] Security Self Begistration Email &lerts
VisitorUserDefined] VisitorUserDefined] Yisitor Form] Employee Form] Fackage Form
Azzet Form User Defined Fields
Label Text Contral Type
User Defined 1 [User One |Text ~| ES S
User Defined 2 [User Two |Text ~| ES S
User Defined 3 |User Thiee |Text ~| E|S|S
User Defined 4 [User Four |Test | ESS
User Defined 5 [User Five |Test | ESS
User Defined & [User S |Test | ESS
Azzet Loan User Defined Figlds
Label Text Contral Type
User Defined 1 [User One |Test | ESS
User Defined 2 [User Two |Text ~| ES S
User Defined 3 |User Thiee |Text ~| E|S|S
User Defined 4 [User Four |Test | ESS
User Defined 5 [User Five |Test | ESS
User Defined & [User S |Test | ESS
Grid Dptions
[ Enable grid refresh every E0 Seconds ESS
" Update changed values only
' Update all values in this zet Ok Apply | Cancel

m Asset Form User Defined Fields
User Defined n: Type a label for the field and select the control type. The Control Type is the
type of field presented to the user. Control types are:
m Text: An open text box to hold text or numbers.
m Checkbox: An on/off control to indicate that something is true or has been selected.

m Combo (drop-down): Displays a list of items to choose from. The Edit Items button is
displayed so you can specify the available items for the drop-down.

m Date: A date selection control.
m Grid Options
Enable grid refresh every refreshes the Asset Loan grid view at the specified interval.

88 January 2018



PLT-03258, Rev A.O Configuration

3.4.4 \Visitor Fields tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

The Visitor Fields tab allows you to select which fields will appear on the visitor form view and grid

VIew.
. Program Options
Set enterprize options
Site |41l Sites >|  Sites
LCompany Info ] Defaults ] LCustomize Fields Security ] Self Begistration Email Alertz
Field Mame Enabled | Required | In Grid License | Bus Card -l E|5|5
P | First Mame res Mo res res res

Last Mame res Mo res res res
Title res Mo res RE) res
Company ez Mo ez Mdd ez
Reazon res Mo res RE) RE)
Category ez Mo ez Mdd Mdd
Employes ez Mo ez Mdd Mdd
Clearance res Mo res RE) RE)
Check In M M ‘ez M M
Check Out M M ‘ez M M
Fhone res Mo res RE) res
Fax res Mo RE) RE) res
Alt Phone res Mo res RE) res
Email res Mo res RE) res
‘wheh Site res Mo RE) RE) res
License res Mo res res RE)
E xpiration ez Mo Mdd ez Mdd
[ ate of Bith res Mo RE) res RE)
Address res Mo RE) res res
Address res Mo RE) res res
City ez Mo Mdd ez ez
State res Mo RE) res res
Zip ez Mo Mdd ez ez
Country ez Mo Mdd ez ez
Citizenzhip ez Mo ez ez Mdd
Phato 0 ‘ez Mo M M M
Phato 1 ‘ez Mo M M M -

" Update changed values only

{+ pdate all values in this set Ok Apply | Cancel

You can set most of the fields on the visitor log to:

» Enabled toggles the field from enabled to disabled. Yes (enabled) allows the user to enter
information into the field. No (disabled) prevents the user from entering information by graying
out the field.

» Required toggles the field from required to not required. Required fields are indicated with an
asterisk and must be completed before the visitor can be checked in.

= In Grid toggles the field to show or hide on the grid view.
m License sets which information is taken from a driver’s license scan into the visitor log.
m Bus Card sets which information is taken from a business card scan into the visitor log.

Fields marked with N/A cannot be changed, as they are not applicable to the setting.
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3.4.5 Security tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

EasylLobby offers many options to secure and simplify the check-in and check-out of visitors. These
settings are controlled using the Security tabs.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites

LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email &lerts

Barcode Scan ] Freregistration Match ] License.-"F'assport] Backup] Screening ] Smart Card ] Pazsword ]

Check In

Iv Enable multiple check ins within autharized period E S5
[ Allow sequential check in without intervening check out

[ Intoday's visitors lookup, don't show visitor on subsequent days after check in
[ Intoday's visitors lookup, only show preregistered visitors ariving today

[ In preregistered lookups, show vizitors as preregistered on subsequent davs after check in

[ On check in, prompt if vizitor is already checked in ES55S
[ On check in, disable data entry on all fields except by administrator or manager ESS
Iv Oncheck in at different site, set vizitor site to the new site E S5

Wwatch List Options

Iv On check in, prompt if name matches an entry in the watch list E S5
# Match by first and lazt name
™ Match by first letter of first name and last name ESS
" Match by lazt name only
I Include Date of Birth in match

[ On check in, prompt if company matches an entry in the company watch list E S5
" On check in, prompt if country matches an entry in the country watch list E S5

™ On check in, prompt if citizenship matches an entry in the country watch list E S5

EEE EE EEE

Adminigtrator proxy badge printing

E 55
[ Enable administrator prosy badge printing
Interval 15 secs -
" Update changed values only
{+ pdate all values in this set Ok Apply Cancel
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3.4.5.1 Check In tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email &lerts

Barcode Scan ] Freregistration Match ] License.-"F'assport] Backup] Screening ] Smart Card ] Pazsword ]

Check In

Iv Enable multiple check ins within autharized period E S5
[ Allow sequential check in without intervening check out

[ Intoday's visitors lookup, don't show visitor on subsequent days after check in
[ Intoday's visitors lookup, only show preregistered visitors ariving today

[ In preregistered lookups, show vizitors as preregistered on subsequent davs after check in

[ On check in, prompt if vizitor is already checked in ES55S
[ On check in, disable data entry on all fields except by administrator or manager ESS
Iv Oncheck in at different site, set vizitor site to the new site E S5
Wwatch List Options
Iv On check in, prompt if name matches an entry in the watch list E S5
# Match by first and lazt name
™ Match by first letter of first name and last name ESS
" Match by lazt name only
I Include Date of Birth in match
[ On check in, prompt if company matches an entry in the company watch list E S5
" On check in, prompt if country matches an entry in the country watch list E S5
™ On check in, prompt if citizenship matches an entry in the country watch list E S5

Adminigtrator proxy badge printing

E 55
[ Enable administrator prosy badge printing
Interval 15 secs -
" Update changed values only
{+ pdate all values in this set Ok Apply Cancel
m Check In

Enable multiple check ins within authorized period

Allow sequential check in without intervening check out: Allows you to check in a visitor
multiple times until the badge expires without the visitor checking out in between visits.
Using this setting allows visitors that might be frequently exiting and reentering the building
to do so without having to check out every time they leave the building.
In today'’s visitors lookup, don’t show visitor on subsequent days after check in: Don’t
display a visitor if they checked in prior to today's date without a check-out. This option
excludes visitors who have checked in for a long period from appearing on today’s check-ins.
In today'’s visitors lookup, only show preregistered visitors arriving today displays only
preregistered visitors with an arrival date of today. This excludes visitors who were
preregistered but never checked-in.
In preregistered lookups, show visitors as preregistered on subsequent days after check in
shows visitors as preregistered on the days after their initial check-in as opposed to showing
them as already checked in. Using this setting allows you to see if a pre-registered visitor that is
currently checked in is also expected to be on-site on future days.
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On check in, prompt if visitor is already checked in prompts you when the visitor you are
checking in is already checked in (they were not checked out from a previous visit).

On check in, disable data entry on all fields except by administrator or manager locks a visitor
record when the visitor is checked in, so changes can not be made except by the administrator.
On check in at different site, set visitor site to new site edits the visitor record to reflect the
site at which the visitor checked in.

m Watch List Options

These settings allow you to enable the watch list function.

On check in, prompt if name matches an entry in the watch list prompts you when the visitor
you are checking in matches a person on the watch list (an unwelcome visitor). You can choose
to match first and last name or last name only.

On check in, prompt if company matches an entry in the company watch list prompts you
when the visitor you are checking in matches a company on the company watch list.

On check in, prompt if country matches an entry in the country watch list prompts you when
the visitor you are checking in matches a country on the country watch list.

On check in, prompt if citizenship matches an entry in the country watch list prompts you
when the visitor's citizenship matches a country on the country watch list.

See Section 3.71: Alerts for further details about using the watch list.

m Administrator proxy badge printing

Enable administrator proxy badge printing is used with SVM Mobile to print visitor's badges,
and sets the time interval in seconds for printing. Can be used with eKiosk to print visitor
badges.
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3.4.5.2 Barcode Scan tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email &lerts

Freregistration Match ] License.-"F'assport] Backup] Screening ] Smart Card ] Pazsword ]

SW Barcode scan prior ta initial check in

I Enable initial check in via barcode scan E S5
Scan Behavior Automatic [Display form and Check In) j
I” Do not enforce required figlds check for check in E S5

Barcode scan after initial check in

+ |lze barcode scan for check out and check in E 55
Fram same statian | futomatic [slenate In/Out] |
From different station | autamatic (Bkemate In/Out) |

" Usze barcode zcan for check out only

i Usze barcode zcan for check in only

Iv On barcode scan for check out, warn if visitor checked in on a previous day E S5

Satellite barcode scan

Barcode scan supports checkpoint arrival and departure E S5
Barcode scan supports checkpoint arrival only

Barcode scan supports checkpoint arrival and prompts for departure or check out
Barcode scan supports check out only

Barcode scan supports check in only

Barcode scan supports check in and check out

Dreny entry if wizitar iz not checked in

Deny checkpoint arival/departure if vizitor has no clearance

Perfarm walidations on check in

Clear notification screen after ’ﬁ Seconds

A R e e e T e

" Update changed values only
{+ pdate all values in this set ak Apply Cancel

m SVM Barcode scan prior to initial check in
Enable initial check in via barcode scan prints a badge and checks in the visitor by scanning
the barcode on the badge. This is particularly helpful when using a pre-printed badge.

Do not enforce required fields check for check in allows a visitor who is preregistered and is
checked in with a barcode scanner to not be subject to enforcement of required fields. Using
this setting prioritizes speed of check-in over data collection standards.

m Barcode scan after initial check in

Use barcode scan for check out and check in
From same station / From different station:

= Alternate the check in and out checks out a visitor who was already checked in. The next
scan will check them out, the next scan after that will check them in, etc. for the duration of
their valid from/to. A message is displayed on screen to indicate if the visitor was checked
in or out. Using this setting assumes that visitor check out will be enforced every time they
leave the building.

» Prompt asks you to either check in or check out the visitor.

» Manual displays the visitor’s record for you to manually check in or check out the visitor.
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= Fully Automatic (In/Out, no form display) automatically checks in or checks out the visitor
without displaying an in or out form.

On barcode scan for check-out, warn if visitor checked in on a previous day prompts you
when the visitor you are checking out with a barcode scanner checked in on a previous day.

= Satellite barcode scan
Deny entry if visitor is not checked in denies entry if the visitor is not checked in via a SVM
station.
Deny checkpoint arrival/departure if visitor has no clearance denies entry if the visitor is not
assigned a valid clearance level.
Clear notification screen after xx Seconds allows you to place a satellite station at an exit to
use for visitors to check out when they leave. In this instance the satellite does not require
personnel to check visitors out.

Note: Departure means leaving the satellite; the visitor may go to another satellite or to the main
lobby. Check-out means leaving the facility.
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3.4.5.3 Preregistration Match tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are

setting the options for the correct site and station.

. Program Options

Set enterprize options

Check In ] Barcode Scan

Frereqgistration atch

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email &lerts

License.-"F'assport] Backup] Screening] Smark Eard] Password]

|v Enable pre-autharized visitor match on business card or license scan E S5
I W am operator if visitor iz not pre-authorized E S5

Cancel

" Update changed values only
' Update all values in this zet 0K Apply

m Preregistration Match
Enable pre-authorized visitor match on business card or license scan prompts you that the
visitor whose business card or license you scanned is preregistered. The visitor’s information
can be updated with the scanned information.
Warn if visitor is not pre-authorized prompts you when the visitor whose business card or
license you scanned is not preregistered. This setting is useful if your company requires all
visitors to be preregistered.
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3.4.5.4 License/Passport tab

96

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options
Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Self Begistration ] Email &lerts
Check In] Barcode Scan ] Freregistration Match Backup| Screening ] Smart Card ] Pazsword ]
“isitor Form
Iv Hide license/paszport number on visitor form ﬂ
" Enable licenze/passport scan for check out ﬂ
" Enable licenze/passport scan to lookup matching wisitor record ﬂ
[ Enable licenze/passport scan match for returning wvisitor
Optional license field capture
Gender |N0 Capture j ﬂ
Operator Class |N0 Capture j
Eye Color |N0 Capture j
Hair Colar |N0 Capture j
Age |N0 Capture j
“Wweight / Lbs |N0 Capture j
Wwieight / K.gs |N0 Capture j
Height / ft in |N0 Capture j
Height / cm |N0 Capture j
Fiestriction Codes |N0 Capture j
Endorzsement Codes |No Capture j
Organ Donar |N0 Capture j
* Mate that field availability varies by state
" Update changed values only
{+ pdate all values in this set Ok Apply Cancel

m Visitor Form

Hide license/passport number on visitor form obscures the visitor’s driver’s license number by
displaying it as asterisks in the EasyLobby user interface. However, the number is still saved in

the database, and will be visible in saved/exported records.

Enable license/passport scan for check out checks out a visitor who is checked in by swiping
their driver’s license through the driver’s license reader.

Enable license/passport scan to lookup matching visitor record looks up a visitor by swiping
their driver’s license through the driver’s license reader.

m Optional license field capture

These are additional fields that can be captured from the license/passport scan. Note that field
availability varies by state. For each item that you wish to capture, select the destination field in
the visitor record where the data will be stored. Fields such as Address, City, and State will be
captured automatically if those fields are enabled in the Visitor Form. You can manage those
fields through using the Visitor Fields tab (see Section 3.4.4. Visitor Fields tab).
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3.4.5.5 Backup tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options
Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email &lerts
Check In] Barcode Scan ] Freregistration Match ] License/Passport l Screening ] Smart Card ] Pazsword ]
Backup
Iv Prompt for databaze backup reminder every i} Days ESS
" Update changed values only
{+ pdate all values in this set Ok Apply Cancel

m Backup
Prompt for database backup reminder every: When exiting EasyLobby, displays a prompt at
the specified interval to remind you to backup the EasyLobby database. You may automate the
database backup by using SQL tools.
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3.4.5.6 Screening tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

The Denied Party screening and Sex Offender screening are services that must be purchased from
EasylLobby. The Proxy Server tab is used to set proxy server settings for these services.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites

LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email &lerts

Smart Card ] Pazsword ]

[renied Party l Sex Offender ] Prosy Server ] Mo-Fly List] Cusztom Local Screening]

Denied party screening service
* Mote: denied party screening is a value-added service, please contact E asylobby for licensing info

Service Type |eEust0ms j [” Enable denied party screen on check in

Security Number | I Enable manual denied party screening

[ Display dialog with status of denied party screen
Pazsword |
eCustoms Service
B Search Groups
Diizplay threzhald el -
sl [v Export v Palice
Search Modes Iv Munitions [~ Banking
Search Type Exact hd v G54 Iv International
Thesaurus " On @ of Additional Fields for Search
Field 5 pecific &+ On o 0ff [~ Company [~ Country
[~ City and State

MK, D ata denied party screening service Aclditional Fields for Gearch

Search Type Exact < [~ City [~ Country
[~ State
OCR Services
Additional Fields for Search [~ City [ State [ Country
Server Mame |easedemo.ocr-inc.com
" Update changed values only
' Update all values in this zet Ok Apply Cancel
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3.4.5.7 Custom Local Screening tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

This tab allows you to set up a connection to an additional local screening database. This is a
separate database that holds the names of people for whom a notification should be displayed if
they are entered as a potential visitor. EasyLobby checks the details of the visitor and displays a
notification if there is a match with a record in the custom local screening database.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email &lerts

Check In] Barcode Scan ] Freregistration Match ] License/Passpart | Backup  Scresning l Smart Card ] Paszword ]

Denied F'art_l,l] Sex Offender ] Frawy Server ] Mo-Fly List  Custom Local Screening l

Server Credentials

Server Type -

DSH
Fart
Host

Service Name l—
Uszer Mame l—
Pazsword l—
Table Mame l—
Test Connection

" Update changed values only
{+ pdate all values in this set ak Apply Cancel

m Server credentials

Server Type selects the type of local screening database to which you will be connecting.

DSN is the data source name (DSN) for the local screening database, the equivalent of
EasyLobby10.

Port: (Oracle only) The port number; usually 1521 for Oracle.

Host: (Oracle only) The name of the computer on which the local database resides, e.g.
DOMAIN\MACHINE.

Service Name: (Oracle only) The database service name, the equivalent of EASYLOBBY.
User Name is the user name required to connect to the database, the equivalent of easyuser10O.
Password is the password required to connect to the database, the equivalent of doorilOmaN+.

January 2018 99



100

Configuration PLT-03258, Rev A.O

Table Name is the name of the table within the local database that holds the details of
individuals.
Map Fields:

1. Click Map Fields.

Field Mappings

Field Mappings

Firzt Mame |FirstMame

Last Mame |LastMame

55 Mumber |5oc5ecHum

Company |E0mpDrg

Save and Exit
Exit

2.In each text box, type the name of the field in the local screening database (within the
specified Table Name) that holds data equivalent to the EasyLobby field. In the example
above, EasyLobby will read a field called SocSecNum in the local screening database and
compare it with the EasyLobby SSN (5SS Number) field in the visitor record when
determining a match. Similarly, EasyLobby will read a field called CompOrg in the local
screening database and compare it with the EasyLobby Company field when determining a
match.

3. Click Save and Exit.
Test Connection tests the connection to the local screening database.
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3.4.5.8 Smart Card tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

These are fields that can be captured from the smart card reader. EasyLobby currently supports
only the Hirsch RUU Smart Card reader and RF Ideas pcProx RDR-80081AKO reader.

. Program Options

Set enterprize options
Site a0 Sites >|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Self Begistration ] Email &lerts
Check In] Barcode Scan ] Freregistration Match ] License.-"F'assport] Backup] Screening  Smart Card l Pazsword ]
Smart card field capture
FASC-N Id Number [Pro Card | SIS
Agency Code |N0 Capture j
System Code |N0 Capture j
Credential Mumber |N0 Capture j
Credential Series |N0 Capture j
Individual Credential lssue |No Capture j
Perzon |dentifier |N0 Capture j
Organizational Category |No Capture j
Organizational |dentifier |No Capture j
Azzociation Category |N0 Capture j
Affiliation 1 [N Capture |
Affiliation 2 [N Capture |
Expiration |N0 Capture j
Serial Mumber |N0 Capture j
lzzuer Id |N0 Capture j
DUMS |N0 Capture j
GUID |N0 Capture j
" Update changed values only
&+ Update all values in thiz set Ok Apply Caned

m Smart card field capture

For each item that you wish to capture from the smart card, select the destination field in the
visitor record where the data will be stored.

Note: Prox card settings are found in the Device Options > Prox Card tab (see Section 3.6.4.: Prox
Card tab).
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3.4.5.9 Password tab
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Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

This tab allows you to set rules for the complexity of passwords. These rules apply only to
EasylLobby logins, and have no effect on Single Sign On (SSO) or Active Directory (AD) logins.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields Security l Self Begistration Email &lerts

Eheckln] Barcode Scan] Freregistration Match] License.-"F'assport] Backup] Screening] Smart Card

Uszer Account Pazswords

- Fassword complexity rules ESS
Rl tondlenat 0 " Require at least one lower caze letter
Uszer must change pazsword after |0 [raps " Require at least one upper case letter

. L r " Require at least one numeric digit
Il e e Gl e 3 eflee) ettt [ Require at least one symbal not a letter or number

[ Account must be unlocked by administrator

I User must change password at login if current pazsword does not meet complexity requirements
efdvance Employes Passwords

- Fassword complexity rules ESS
Rl tondlenat 0 " Require at least one lower caze letter
Uszer must change pazsword after |0 [raps " Require at least one upper case letter

. L r " Require at least one numeric digit
Il e e Gl e 3 eflee) ettt [ Require at least one symbal not a letter or number

[ Account must be unlocked by administrator

[ User must change password at login if current password does not meet complexity requirements

" Update changed values only
' Update all values in this zet

ak Apply Cancel

m User Account Passwords

Minimum password length sets the minimum allowable length for the password. Set this to
zero if you do not wish to enforce a minimum password length.

User must change password after sets the period, in days, after which the user will be required
to create a new password. Set this to zero if you do not wish to enforce password expiration.
Hide user login dialog after hides the login box after the set number of failed login attempts.
The user can reopen the login dialog and try again, provided the account has not been locked.
Account must be unlocked by Administrator causes a user’s account to become locked after
reaching the set number of failed login attempts. The user will not be able to make further login
attempts. An administrator must login to EasylLobby, click Edit > Users, and clear the

Locked Out check box in the user’s account information.

User must change password at login if...complexity requirements causes the Change
Password dialog to be displayed if the password does not satisfy the current complexity

January 2018



PLT-03258, Rev A.O Configuration

requirements. The user must immediately create a new password that satisfies the listed
requirements.

Password complexity rules select additional requirements for password complexity.
m eAdvance Employee Passwords

This area provides the same options as the User Account Passwords section, but the settings
apply to the login behavior and passwords used when logging in to eAdvance. Refer to
Easylobby eAdvance 10 Installation and Administration Guide (PLT-03263).
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Self Registration tab

By setting up a self-registration station, EasyLobby can be used in a mode where visitors enter their
information or swipe their ID to locate or create a visitor record, take their own picture, and print
themselves a badge. You can customize the self-registration mode using the General Setup and
Behavior Options tabs. See Section 4.2.1: Start and login to self-registration mode.

. Program Options

Set enterprize options
Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields] Wizitor Fields Security Email Alertz ]
General Setup l Behavioertions] Employes Dptions]
Screen Setup
Text |W'e|c:0me to Easylobby Vizitor Registration E|S'S
Logo | Browse
Background | Browse
Splash |E:\Program Files [#86]AE asyLobbyE asylobby Sk 1041026\ obbyS creen.jpg Browse
Lookup |E:\Program Filez [«86]4E asyLobbyE azplobby Sk 10.4.1026%ElueD ataScreen.jpg Browse
“wizard |E:\Program Files [#86]4E asyLobbyE asylobby Sk 10.4.1026\BlueD ataScreen.jpg Browse
Review |E:\Program Filez [«86]4E asyLobbyE azpLobby Sk 10410264 LobbyScreen.jpg Browse
Message |E:\Program Filez [«86]4E asyLobbytE azyLobby SWh 10.4.1026%HandshakeScreen.jpg Browse
Languages Hidden or Required Fields
[v English ESS Hide  Fequire Hide Fiequire Hide Fiequire ESS
v Sparizh H [ v First Name H V¥ [ H W [
Iv French H I Iv LastMame H v [ H V¥ [
v Gemman H [~ [ Title H V¥ [ H W [
[~ ltalian H [~ [ Company H v [ H V¥ [
[ Portuguese H [ v Employes H v [ H V¥ [
[~ Danizh H [~ v Reazon H V¥ [ H W [
[T welsh H [ |v Categomy H v [ H V¥ [
H V[ H V[ H V[
H V[ H V[ H V[
H V[ H V[ H V[
H V[ H V[ H V[
H V[ H V[ H V[
H W [ H W [ I~ Phato
H v [ H v [ [~ Signature
[~ Language dropdown H v [
" Update changed values only
{+ pdate all values in this set Ok Apply Cancel
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3.4.6.1 General Setup tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options
Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields] Wizitor Fields Security Email Alertz ]
General Setup l Behavioertions] Employes Dptions]
Screen Setup
Text |W'e|c:0me to Easylobby Vizitor Registration E|S'S
Logo | Browse
Background | Browse
Splash |E:\Program Files [#86]AE asyLobbyE asylobby Sk 1041026\ obbyS creen.jpg Browse
Lookup |E:\Program Filez [«86]4E asyLobbyE azplobby Sk 10.4.1026%ElueD ataScreen.jpg Browse
“wizard |E:\Program Files [#86]4E asyLobbyE asylobby Sk 10.4.1026\BlueD ataScreen.jpg Browse
Review |E:\Program Filez [«86]4E asyLobbyE azpLobby Sk 10410264 LobbyScreen.jpg Browse
Message |E:\Program Filez [«86]4E asyLobbytE azyLobby SWh 10.4.1026%HandshakeScreen.jpg Browse
Languages Hidden or Required Fields
[v English ESS Hide  Fequire Hide Fiequire Hide Fiequire ESS
v Sparizh H [ v First Name H V¥ [ H W [
Iv French H I Iv LastMame H v [ H V¥ [
v Gemman H [~ [ Title H V¥ [ H W [
[~ ltalian H [~ [ Company H v [ H V¥ [
[ Portuguese H [ v Employes H v [ H V¥ [
[~ Danizh H [~ v Reazon H V¥ [ H W [
[T welsh H [ |v Categomy H v [ H V¥ [
H V[ H V[ H V[
H V[ H V[ H V[
H V[ H V[ H V[
H V[ H V[ H V[
H V[ H V[ H V[
H W [ H W [ I~ Phato
H v [ H v [ [~ Signature
[~ Language dropdown H v [
" Update changed values only
{+ pdate all values in this set Ok Apply Cancel

m Screen Setup

The Text, Logo, and Background specified in the Screen Setup area are shown on the
self-registration mode startup screen. You can add line breaks in the text by typing Shift+\ to
enter a vertical bar character | (also known as a pipe). The startup screen can display up to
three lines of text, so you can include at most two vertical bars in the text. The picture is shown
at the top of the startup screen and may be stored in JPG, BMP, PCX, WMF, or EMF format.

m Languages

The languages you select are offered as options to visitors on the startup screen. Visitors can
press function keys to select the language they want to use.

m Hidden or Required Fields

Field labels for the Required Fields you select are shown in bold on the self-registration screen.
If a visitor does not complete a required field, a message identifies the missing field. Visitors
cannot finish registering until they provide the required information. You may choose to hide
any field on the form.

For further details, see Section 4.2: Self-registration mode.
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3.4.6.2 Behavior Options tab

106

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites

LCompany Info ] Defaults ] LCustomize Fields ] “Wizitor Fields ] Security Self Registration Email &lerts ]
General Setuy Employes Dptions]
Self registration mode control selections Options
" Uze classic single-screen self registration mode ESS [ Iake photo ESS
% Uze new zelf registration wizard ™ Capture signature
I¥ Enable preregistration match v Enable CardScan buziness card scanner
* Do not require preregistration v Enable driver's licenze reader
" Require preregistration and dizplay mezzage if not registered  Meszage [v Enable barcode scanning
v |~ Dizable badge printing
Iv Match by custom id [visitor must be given custon id) [ Register but don't check in
Iv tatch by last name or by last name and host [ Enable virttual keyboard
™ Last name only * Last name and host [ Eull screen picture
v Allow wisitor to resolve if lookup finds multiple matches [ Use picture on form
I Retumning wvisitor lookup by email [ Hide splazh instructions
I Returning visitor lookup by name [ Auto zend email to employes
I Returning wisitor lookup by 1d Murmber [ Check for preregistered visitors

I Dizplay confirmation message after successful registration Mezsage [ Display document Document Setup
Meszage

I¥ Enable watch list match and display meszage on match [ Dizable document printing

I Enable security email alert on watch list match v Allow visitor zelf check out
I Dizable manual data entry [ Enable Cirl+L for log out
I Dizable edit on review screen [ Enable sign out on splash screen
™ Do not bypass screens when required fields are provided by scan |_1 Minutes of inactivity until reset

’ﬁ Seconds until notification reset
’ﬁ Seconds to delay until taking phato
’_4 Mumber of fields per screen

" Update changed values only
{+ pdate all values in this set ak Apply Cancel

m Self registration mode control selectors

Self-registration runs in either a ‘classic’ single-screen mode, or self-registration wizard mode.
When using the wizard, you have the choice of requiring preregistration, how to match, and
whether or not to display a message if the visitor is required to be preregistered but is not. You
also have the choice to look up a returning visitor, to display a confirmation record, enable the
watch list and email notification, and display a message. Various customized messages can be
displayed to the visitor. For example, click Message to the right of the Display confirmation
message after successful registration option:

w. Confirmation Message

Enter the language-specific meszages to display after the visitor iz successfully registered

English
|F'Iease take your badge and wait for ZEMPLOVEE % to grest you,

Spanizh

Tome por favor su diviza y entre todo derecha

French

|Veui||ez prendre volre badge et entrez devant vous
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You can add variables to the message. The following variables are supported:

n %EMPLOYEE% - Employee name

n %EMPPHONE% - Employee phone

n %EMPEXTENSION% - Employee extension

n %EMPBUILDING% - Employee building

n %EMPFLOOR% - Employee floor

n %EMPOFFICE% - Employee office
Other fields from the visitor record are also supported: %REASON%, %SHOWNNAME%,
%FIRSTNAME%, %LASTNAME%, % CATEGORY%, %LOCATION%, etc.

n Options

Take a photo activates the camera to take a photo of the visitor. This can be an embedded
camera or a camera device that is connected to the check-in station.
Capture signature activates the Topaz signature capture device.
Enable CardScan business card scanner activates the business card scanner.
Enable driver’s license reader activates the driver’s license reader.
Enable barcode scanning activates the barcode scanner and allows the visitor to scan the
barcode on their preregistration confirmation email (or badge for a return visit).
Disable badge printing prevents a badge being printed when the visitor registers. Typically, this
is selected when you want your visitor to proceed to a lobby desk to have their badge printed
by an operator.
Register but don’t check in registers the visitor’s arrival but does not trigger the check in
process. This can be useful if you have a security process which the visitor must complete
before being checked in, or when you want your visitor to proceed to a lobby desk to have the
final check in process completed by an operator.
Enable virtual keyboard displays an on-screen keyboard for use with touchscreens. The
touchscreen resolution must be at least 1024x768 to accommodate the entire keyboard.

Use picture on form displays the visitor’s existing photo if one is available.

Auto send email to employee sends an email to the hosting employee to inform them that the
visitor has registered.

Check for preregistered visitors checks for preregistered visitors when using ‘classic’
single-screen mode.
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Display document causes a document to appear as part of the registration process, for
example a non-disclosure agreement:

1. Click Document Setup.

"# Document Display

Select a document to display for each language vou have selected to uze. [f you do not zet a filename for a language,
na document will dizplay. You may alzo adjuzt the screen width and height.
English
|D:\N on-Dizclozure Agreement. pdf Browse | FBreview |
Spanizh
| Browse | FBreview |
French
| Browse | FBreview |
German
| Browse | FBreview |
Italian
| Browse | FBreview |
Portuguese
| Browse | FBreview |
Danish
| Browse | FBreview |
welsh
| Browse | FBreview |
Options
¢ Do not require document acceptance Form Dimensions
f+ Require document acceptance and dizplay this message when visitor declines . ,—
Ifqyou do not sign the apgreement you Ea:not be admied to the building. Height: | 4830
[Click Retry to review the document, Cancel to cancel registration. Wwidth: | 7170
v Activate ccept button only after visitor scrolls bo end of document Set field on acceptance
Iv Do not show print dialog, just print to the default printer Mone j
Ok | LCancel |

2. Click Browse to select the document to be displayed. The file may be simple text (.txt),
Rich Text Format (.rtf), Adobe PDF (.pdf) or HTML (.html). If no document is configured for
a particular language, the document window will not appear if the visitor has chosen that
language for the self-registration process.

Do not require document acceptance means the document will be displayed, but the
visitor is not required to accept the document to allow registration to proceed.
Require document acceptance and... means the visitor must click an Accept button to
allow registration to proceed.

Activate Accept button only after... requires the visitor to scroll to the end of the
document before the Accept button becomes enabled.

Do not show print dialog, just print... prevents the normal printer selection dialog being
displayed to the visitor.

Form Dimensions sets the dimensions of the document display form.

Set field on acceptance allows you to select a user-defined field that will be set to
indicate that the visitor has read the document. See Section 3.4.3.1: Visitor User Defined
tab for details about configuring a user-defined check box field. This is commonly used
with a Time/Value-Based Alert (see Section 3.11.4: Time/Value-Based tab) which allows
the visitor to acknowledge a document for a set period.

Note: If an error message is displayed when using the Document Display window, install the
latest version of Adobe Reader. Go to https://get.adobe.com/reader, and take care to clear all
of the additional software download options before clicking Install now.
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3.4.6.3 Employee Options tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

A self-registration station can be set to operate in different modes when used by employees. Please
note that if you plan to use a kiosk or workstation to enable employee badge printing, the
workstation may not be used for traditional visitor check-in.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] “Wizitor Fields Security Self Registration Email &lerts

General Setup ] Behavior Options ~ Employee Options l
Kiozk behaviors for employess
* Mo behaviors for employess
" Employes unlock for visitor registration

" Employes zelf-zervice kiozk

Method to identify employes

Frimary bethod | Maone j

Secondary Method |N0ne j

" Update changed values only
{+ pdate all values in this set ak Apply Cancel

m Kiosk behaviors for employees

No behaviors for employees means the self-registration station is used for visitors only.
Employee unlock for visitor registration means an employee must enter their credentials to
unlock the self-registration station. After that the visitor can register themselves or the
employee can assist them.

Employee self-service kiosk mode allows an employee to print a new employee badge for
themselves. After entering their credentials, the information on their employee record is used to
print a new badge. This is normally used if an employee has lost or forgotten their badge.

m Method to identify employee

Primary method / Secondary method selects either one or two types of information that the
employee must supply to enable the selected mode.
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3.4.7 Email Alerts tab
You can setup EasyLobby to send email alerts for various events. Please note that in order for email
alerts to function, you must have an SMTP server setup. See Section 3.4.7.7: Email Interface tab.
3.4.7.1 Visitor Check In tab

Note: Before making any changes, see Section 3.4: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options
Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields ] Security ] Self Begistration
Wisitor Check In l Package Eheckln] “watch List Alert] Expired Badoges Alert] Paric Message] Current Visitor] Ermail Interface
™ Send employee email naotification of vizitor check in ES5 S
7
r
Subject |Message from the Reception Desk
Body "o have aYisitar, << Wisitar
< Tithe
Mame: Z5HOWNNAME % B
Title: %TITLE B
Compary: XCOMPANT e
Reason: ZREASONX <« Reasan
Operator: X0PERATORE << Employes
S_tatigrl: ZLOCATIONZ ) << Station
Time: %CHECKEDINTIME % e
<< Category
<< User 1
<< Cusztom Id
<< Clearance
" Update changed values only
{+ pdate all values in this set Ok Apply Cancel

m The customization options include:
Send employee email notification of visitor check in automatically sends an email notification
to an employee with a valid email address when you check in a visitor and/or print a badge.
Edit/confirm before send allows you to edit each email before it is sent to the employee.
Subject: (Optional) Type your own subject heading for the email.

Body: (Optional) Type in the editing box to format the email. To add a field to the email, click
one of the << Field buttons on the right. The field is displayed in the email message.

110 January 2018



PLT-03258, Rev A.O Configuration

3.4.7.2 Package Check In tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields ] Wizitor Fields ] Security ] Self Begistration Email Alertz l
Wisitor Check In l “watch List Alert] Expired Badoges Alert] Paric Message] Current Visitor] Emaillnterface]

Iv Send employee email natification of package check in ES5 S
| Edit/confim before send

Subject |Message fram the Reception Desk

Bady “rou have a Package. PR
Description: %DESCRIPTION << Quartity
Quantity: ZOUANTITYE << Fram
Fram: ZPEFROM << Station

: | k4 -
Operator: Z0PERATOR << Operatar
<< User 1
<< Cusztom Id
<< Carrier
<¢ Package Type
<< Stored At

" Update changed values only

{+ pdate all values in this set ak Apply Cancel

m The customization options include:

Send employee email notification of package check in automatically sends an email

notification to an employee with a valid email address when a package label is printed and/or
checked in.

Edit/confirm before send allows you to edit each email before it is sent to the employee.
Subject: (Optional) Type your own subject heading for the email.

Body: (Optional) Type in the editing box to format the email. To add a field to the email, click
one of the << Field buttons on the right. The field is displayed in the email message.
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3.4.7.3 Watch List Alert tab

12

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields] Wizitor Fields ] Security ] Self Begistration Email Alertz l

Wisitor Check In ] Package Check wpired Badges Alert ] Paric Message] Current Visitor] Email Interface ]

I Send administrator notification when a person on the watch list is rejected E S5
[ Send adminiztrator notification when a person on the watch list is admitted

[ Enable email send button on watch list notification screen when match iz displayed

Subject |EasyL0bby ETVPEX% Motification - Visitor 25TATUSY
<< Statuz
<< Wisitor
< Tithe
<< Company
<< In Time
<< Reason
<< Employes
<< Station
<< Operator
<< Category
<< User 1
<< Cusztom Id
<< Type

Body A visitor [ZSHOWHMNAME %] matched the 2TYPE and was
ESTATUSE by the operator [%0PERATOR ).

™ Send watch list emails to additional email addresses

" Update changed values only
{+ pdate all values in this set ak Apply Cancel

m The customization options include:
Send administrator notification when a person on the watch list is rejected automatically
sends an email to the administrator on file(Edit > Sites > Administrator Email) when a watch
list visitor is denied entry.
Send administrator notification when a person on the watch list is admitted automatically
sends an email to the administrator on file when a watch list visitor is allowed entry.

Enable email send button on watch list notification screen when match is displayed enables
the Send Email button on the watch list notification screen, allowing you to send an email to the
administrator, if desired, by clicking the button.

Subject: (Optional) Type your own subject heading for the email.

Body: (Optional) Type in the editing box to format the email. To add a field to the email, click
one of the << Field buttons on the right. The field is displayed in the email message.

Send watch list emails to additional email addresse sends an email notification to the address
specified in the box. Multiple email addresses must be separated by commas.
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3.4.7.4 Expired Badges Alert tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields] Wizitor Fields Security ] Self Begistration Email Alertz l

Wisitor Check In ] Package Check In] “watch List Alert Paric Message] Current Visitor] Email Interface ]

[ Send notification to administrator of visitors whoze "alid To' has expired ES55S
r
Frequency [0 Mirutes =]
Subiject |EasyL0bby - Matice of ¥alid To Badge Expirations << Wigitar
Bady The following current visitors have passed their Valid To time: bl
<< Company
<< In Time
<< Reason
<< Employes
<< Station
<< Operator
Wisitor Info | ZSHOWNNAME % from ZCOMPANYE visiting XEMPLOYEEX << Categaory
expired ZVALIDTO% 2¢ User 1
<< Cusztom Id

[ Send expired badge alert emails to additional email addresses

" Update changed values only
{+ pdate all values in this set ak Apply Cancel

m The customization options include:

Send notification to administrator of visitors whose ‘Valid To’ has expired: Sends an email to
the administrator (Edit > Sites > Administrator Email) when a visitor has not been checked out
after their ‘Valid To’ time has expired.

Also send notification to employee sends an email notification to the host employee when
their visitor has not been checked out after their ‘Valid To’ has expired.

Frequency sets how often the program should check the expired badges and send email.
Subject: (Optional) Type your own subject heading for the email.

Body: (Optional) Type in the editing box to format preliminary text. To add a field to the email,
click one of the << Field buttons on the right. The field is displayed in the email message.

Visitor Info: Type in the editing box to format the visitor listing. To add a field to the email, click
one of the << Field buttons on the right. The field is displayed in the email message.

Send expired badge alert emails to additional email addresses sends an email notification to
the address specified in the box. Multiple email addresses must be separated by commas.
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3.4.7.5 Panic Message tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

The Panic Message button allows operators to send a message to the EasyLobby Administrator on
file and other recipients with a single click. You may choose to use this message to send a
notification that there is an emergency situation in the lobby that requires security, or simply that
there is a queue and additional support staff are needed.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields] Wizitor Fields Security ] Self Begistration Email Alertz l

Wisitor Check In ] Package Check In] “watch List Alert] Expired Badges Alert | Current Visitor] Email Interface ]

Iv Send panic email to site administrator ESS

™ Send panic email to additional email addresses

Subject |F'anic: Meszzage From Z0PERATOR: At ZLOCATIOME:

Body Send Security to Lobby Immediately << Dperator

DPERATOR: %0PERATORY el ation
STATION: %LOCATIONZ << Site
SITE:  %SITEX << Date/Time
DATE/TIME: 2DATETIMEX

" Update changed values only
{+ pdate all values in this set ak Apply Cancel

m The customization options include:

Send panic email to site administrator sends an email to the administrator (Edit > Sites >
Administrator Email) when the [ | panic message button or File > Panic Message menu item is
used. o

Send panic email to additional email addresses sends an email notification to the address
specified in the box. Multiple email addresses must be separated by commas.
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3.4.7.6 Current Visitor tab

Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
setting the options for the correct site and station.

The Current Visitor report displays all visitors that are currently checked in. You can run this report
directly from the File menu or the toolbar. The report can be printed, or sent via email if configured
through the email alerts. This can be a helpful tool to use during evacuation drills or in the case of an
actual emergency, where you might need to account for all of the visitors that are checked in to
your facility.

. Program Options

Set enterprize options

Site: |41 Sites ~|  Sites
LCompany Info ] Defaults ] LCustomize Fields] Wizitor Fields ] Security ] Self Begistration Email Alertz l

Wisitor Check In ] Package Check In] “watch List Alert] Expired Badoes Alert ] Faric Mezsag mail Interface ]

[ Send curent visitor report as email attachment to administrator

[ Send curent visitor report as email attachment to additional email addresses

Subject |Eunent Wizitor Report

Body Current wizitor report is attached << Operatar
OPERATOR: %OPERATORY % S‘g‘_"””
STATION: %STATIONZ: &« |te.
SITE:  %SITE% << Date/Time

DATE/TIME: ZDATETIMER

" Update changed values only
{+ pdate all values in this set ak Apply Cancel

m The customization options include:

Send current visitor report as email attachment to administrator sends an email to the
administrator (Edit > Sites > Administrator Email) when the Current Visitor button or menu
item is selected.

Send current visitor report as email attachment to additional email addresses sends an email
notification to the address specified in the box. Multiple email addresses must be separated by
commas.
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Note: Before making any changes, see Section 3.4.: Program options, which provides important
details about the operation of the Program Options tabs. It is important to make sure you are
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setting the options for the correct site and station.

. Program Options

Set enterprize options

Site |l Sites

LCompany Info ] Defaults

Email Interface

SMTP Server
E-mail &ddress

Cromain

Account Mame

Pazsword

SMTP Port

j Sites

] Lustomize Fields ] “isitor Fields ]

Wisitor Check In ] Package Check In] “watch List Alert] Expired Badoes Alert ] Paric Message] Current isitor

7 Microzoft MAPI Mail AP [supports any MAP] mail client)
" Built-in SMTP Mail Sending Facility

Iv SMTP server requires authentication

—

[ Server requires an encrypted connection [S5L]

Security ] Self Registration Email Alerts

E 55

" Update changed values only
' Update all values in this zet

0K

Apply Cancel

m Email Interface:

Microsoft MAPI Mail API uses your installed email MAPI client (i.e. Outlook).

Built-in SMTP Mail Sending Facility: You must be connected to a SMTP mail server. If the
connection fails when trying to send an email, you will have lost the email message.

S
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3.5 Badge options

See Section 11: Print badges for full details about badge options.

3.6 Device options

%i. Local Device Options

Site kanager

Site {10 - Thiz Site j Sites Station |Thi3 Station j Stations

Business Eard] Barcode] Prox Eard] Eame@] Mag Stripe] Irisld] Fingerprint] Smark Eard] General]

ScanShell / SnapShel l Inteli-Check ] Viizage ] AssureTec] Other Eountries]

ScanShell License / Pazzport Scanner
ScanShell 800 Opti
[ Enable ScanShel/SnapShell Scanner San=he [P
r Standard Sean |License & Card J
r After button press |Business Card J
Awailable Regions Fiegion Scan Order
T Canada 0 - United States J ScanShell 1000 Options
2 - SouthdCentral Americ: Euttan 1 :
3 - Europe |L|c:ense & Card J
4 - Australia Button 2 |Passp0rt J
5 - Asia
£ - General Documents Button 3 |Student Id J
7 - &frica
SnapShell Options
Calibrate | For calibrating ScanShell 800 and 1000 models Document type |License & Card J

Qg | Apply | Cancel |

EasyLobby supports a wide range of scanners/readers; see Section 2.2: Hardware installation.

m Click Edit > Device Options.

m The information can be set at the enterprise or site/station level depending on whether you are
logged in as an enterprise administrator or site administrator. Select the Site and Station.

m The ability to change the settings is also dependent on whether the enterprise administrator has
selected that an option may be changed at a site or station level or only at the enterprise level.
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3.6.1 License tab
The License tab allows you to configure license and passport scanners.

3.6.1.1 ScanShell/Snapshell tab

Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

l Business Eard] Barcode] Prox Eard] Eame@] Mag Stripe] Irisld] Fingerprint] Smark Eard] General]

ScanShell / SnapShel l Inteli-Check ] Viizage ] AssureTec] Other Eountries]

ScanShell License / Pazzport Scanner
ScanShell 800 Opti
[ Enable ScanShel/SnapShell Scanner San=he [P
r Standard Sean |License & Card J
r After button press |Business Card J
Awailable Regions Fiegion Scan Order
T Canada 0 - United States J ScanShell 1000 Options
2 - SouthdCentral Americ: Euttan 1 :
3 - Europe |L|c:ense & Card J
4 - Australia Button 2 |Passp0rt J
5 - Asia
£ - General Documents Button 3 |Student Id J
7 - &frica
SnapShell Options
Calibrate | For calibrating ScanShell 800 and 1000 models Document type |License & Card J

Qg | Apply | Cancel |

m ScanShell/Snapshell License / Passport Scanner

Enable ScanShell/SnapShell Scanner enables the device.

Capture photo uses the photo on the license as the visitor’s photo.

Capture full image captures the image of the complete license. This thumbnail of the ID will

appear as the second photo in the Visitor form Photo tab.
Available Regions / Region Scan Order: To enable a license region, select the region from the
Available Regions list and click »»| to move the region to the Region Scan Order list. To remove
a region from the Region Scan Order list, select the region and click _«|to move the region to
the Available Regions list. The scan order allows you to optimize the order in which templates
are queried when completing a scan, making the process faster for the most popular regions.
Calibrate: The scanner must be calibrated before it will work. Click Calibrate, insert the
scanner’s supplied calibration card and click OK.
Set the options for which form of identification is to be scanned:
ScanShell 800 Options: Set the identification for the initial scan, and for the scan after a button
press.
ScanShell 1000 Options: Set the identification scan for each button.
The logged in Windows user must have write permission for the system temporary folder if you
are using a ScanShell 800 or 1000 scanner with photo extraction. The folder is usually
C:\Windows\Temp. To check the location of your system temporary folder, open Control Panel
and click System > Advanced system settings > Environment Variables. In the System
variables section, check the value of the TMP and TEMP variables. The term %$USERPROFILE%
indicates your user profile folder, typically C:\Users\<username>. If you are using the ScanShell
1000-A, permission is also required for the C:\Windows\twain_32 and C:\Syscan folders. See
Section A.T: User level access to commands for more information on permissions.
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3.6.1.2 Intelli-Check tab
Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

LicenSEI Business Card Barcode] Prox Eard] Eame@] Mag Stripe] Irisld] Fingerprint] Srnart Eard] General]

l Viisage] AssureTec] Other Eountries]

License Reader

[ Enable Driver's License Feader

Device Type ’m
Part | COM1 <

Qg Apply Cancel

m License Reader
Enable Driver’s License Reader enables the device.
Port is usually COM1, but check with your system administrator if unsure about the port.
Device type selects the type of Intellicheck Reader; DCM or IM2000.

Note: If you are using an Intellicheck DCM with a USB cable, you will need to find the COM port to
which the device has been assigned. See Section 2.2.2: Install an Intellicheck

DCM/IM2000/IM1200+.
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3.6.1.3 Viisage tab

Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

LicenSEI Business Eard] Barcode] Prox Eard] Eame@] Mag Stripe] Irisld] Fingerprint] Srnart Eard] General]

ScanSheII.-"SnapSheII] Intelli-Check AssureTec] Other Eountries]

Wiizage iwuthenticate Scanner

[ Enable Viisage lAuthenticate scanner
r
r

Qg | Apply Cancel

m Viisage Authenticate Scanner
Enable Viisage Authenticate scanner enables the device.

Capture photo uses the photo on the license as the visitor’s photo.
Capture full image captures an image of the complete license.
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3.6.1.4 AssureTec tab

Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site {10 - This Site x| Sites Station | e dvanceStation | Stations

LicenSEI Business Eard] Barcode] Prox Eard] Eame@] Mag Stripe] Irisld] Fingerprint] Srnart Eard] General]

ScarShel / SnapShel| InteliCheck | Visag | Other Countries |

AzsureTec |D-150 / Acuant ComboSmart (D
I~ Enable scanner

r

r

Qg | Apply Cancel

m AssureTec ID-150 Scanner

Enable Scanner enables the device.
Capture photo uses the photo on the license as the visitor’s photo.
Capture full image captures an image of the complete license.
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Other Countries tab
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Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

LicenSEI Business Eard] Barcode] Prox Eard] Eame@] Mag Stripe] Irisld] Fingerprint] Srnart Eard] General]

ScanShell / SnapSheII] Intelli-Check ] ‘iizage ] AzzureTec

[ Enable South Africa driver's license barcode scanning

Device Type |1IDF Port / Decodsr Ser
Server [P Address |7511

Qg | Apply | Cancel |

Enable South Africa driver’s license barcode scanning enables scanning of South Africa

driver’s licenses.
Device type: Selects the device type.
Server IP Address: Selects the server IP address.
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3.6.2

Business Card tab

Note: Before making any changes, check that the correct site and station are selected.

The Business Card tab allows you to configure business card scanners. Please note that due to the
infinite number of business card designs and layouts, standardizing the input of data from a

business card to a specific data field with EasyLobby cannot be gua

%i. Local Device Options

Site kanager
Site {10 - Thiz Site j Sites Station |Thi3 Station j Stations
Licenze dl Barcode ] Frox Card ] Camerg ] Mag Stripe] Iris Id] Fingerprint] Smart Card ] General]
Business Card Scanner
CardScan Model |None -
-
Configure 5canner
I When scanning, Capture card image
Qg Apply Cancel

m Business Card Scanner
CardScan Model selects the required CardScan model.

ranteed.

Enable Auto Scan Card causes the scanner to automatically scan the business card and create
a visitor record. This option should only be selected when you are using a business card
scanner. Leaving it selected when there is no scanner attached will affect the performance of

EasyLobby.

When Scanning, Capture card image places the image of the scanned business card as the

picture for the visitor.

Configure Scanner: The business card scanner must be
configured before it will scan business cards.

a. Click Configure Scanner to display the Scanner Setup
window.

b. Set the correct scanner port, either USB or LPT1
depending on your scanner connection.

c. The scanner must be calibrated before it will scan a
business card. Place a calibration card (one is included

with your scanner) or a business card, plain white side
down into the scanner and click Calibrate.

d. Click OK.

Scanner Setup

Port:
UsB =

Card Image:

O

Cancel

Device information
ID number:
Firmware version:

Help

o et

Test

Calibrate

Eiect Card

Retrieve
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Barcode tab

Note: Before making any changes, check that the correct site and station are selected.

Barcode scanners should be configured using the scanner’s installation instructions provided by the
hardware manufacturer.

%i. Local Device Options

Site kanager
Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations
License] Business Card Priw Card ] Camera ] Mag Stripe] Iriz Id] Fingerprint] Smart Card ] General]
USE COM Barcode Scanner 1
|~ Enable USE COM Barcode Scanner Part 1COM1 - = Fead Type |Check In/Out -
USE COM Barcode Scanner 2
|~ Enable USE COM Barcode Scanner Part 1COM1 - = Fead Type |Check In/Out -
USE COM Barcode Scanner 3
|~ Enable USE COM Barcode Scanner Part 1COM1 - = Fead Type |Check In/Out -
USE COM Barcode Scanner 4
|~ Enable USE COM Barcode Scanner Part 1COM1 - = Fead Type |Check In/Out -
Qg | Apply | Cancel |

Three types of barcode scanner are compatible with EasyLobby:

m Unitech 335 keyboard wedge scanner.
» Honeywell Voyager 9520scanner.

m Honeywell Xenon Wireless Area-Imaging Scanner.

To configure the scanner, scan the necessary barcodes in the scanner’s user manual to set a
preamble string of F12 and Code 128. It should then work automatically with EasyLobby. You can
configure four USB COM Barcode Scanners.
s USB COM Barcode Scanner1/2/3/ 4

Enable USB COM Barcode Scanner enables the device.

Port selects the COM port to which the barcode scanner is connected.

Read Type sets which actions a barcode scanner can perform.
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3.6.4 Prox Card tab

Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

Eame@] Mag Stripe] Irisld] Fingerprint] Smark Eard] General]

License] Business Card | Barcode

Proximity Card Reader 1

[ Enable Proximity Card Fieader Port |COM1  « Device Type |pcProx ~ | Read Type | Check In/Out +

[ Procesz the same az a barcode scan [ Do not assign card number to current visitor

Prosimity Card Reader 2

[ Enable Proximity Card Fieader Port  |COMT Device Type |pcProx ~ | Read Type | Check In/Out +

[ Procesz the same az a barcode scan [ Do not assign card number to current visitor

Prosimity Card Reader 3

[ Enable Proximity Card Fieader Port |COM1  « Device Type |pcProx ~ | Read Type | Check In/Out +

[ Procesz the same az a barcode scan [ Do not assign card number to current visitor

Prosimity Card Reader 4

[ Enable Proximity Card Fieader Port |COM1  « Device Type |pcProx ~ | Read Type | Check In/Out +

[ Procesz the same az a barcode scan [ Do not assign card number to current visitor

Qg | Apply | Cancel |

You can configure four USB Proximity Card Readers with EasyLobby.

m Proximity Card Reader1/2/3/ 4

Enable Proximity Card Reader enables the device.

Port selects the COM port to which the proximity card reader is connected.
Device Type selects the type of proximity card reader.

Read Type sets which actions a proximity card scanner can perform.

Process the same as a barcode scan suppresses the usual pop-window for a proximity card
scan, and instead uses the same options used for a barcode scan (see Section 3.4.5.2: Barcode
Scan tab). This helps to streamline the process when using prox cards.

Do not assign card number to current visitor prevents the proximity card number being
immediately assigned to the currently open visitor record. If another visitor’s record is currently
open in EasyLobby, this option prevents an unexpected receipt of proximity card details being
assigned to the wrong visitor record, or disturbing your operation of EasyLobby.
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3.6.5 Camera tab

Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

License] Business Card Barcode] Priw Card

l Mag Stripe] Irisld] Fingerprint] Smark Eard] General]
Camera Interface

+ zeVideo for Windows interface

O Usze TwWAIN interface

If there is mare than one bwain device connected

|Mone =

[ Add informational caption to photo

Test

Qg Apply Cancel

m Camera interface:
Use Video for Windows interface: Select this option if you are using a camera that uses the
Video for Windows interface drivers.

Use TWAIN interface: Select this option if you are using a TWAIN device, e.g. camera, flatbed

scanner.

If there is more than one twain device connected: If you have a camera and a flatbed scanner
connected to your computer, choose which device you would like EasyLobby to use for taking
photos.

Add informational caption to photo adds time and date information to the photo taken.

Test performs a test to check that the camera is working. If the displayed image is green, click
Edit > Format, select a resolution of 640x480, and click Apply.

Video Format

Stream Settings l

Digital Image Format
Besolution Pixel Depth (bits) and Compression Size (bytes)

| |- RGB2¢ | S21600

QK | Cancel Apply
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3.6.6 Mag Stripe tab

Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

License] Business Card | Barcode ] Priw Card ] Carmne

Iriz Id] Fingerprint] Smart Card ] General]
Magnetic Stripe Card Reader

[ Enable USE magnetic stipe card reader
* sze track 1 for custom id

" Usze track 2 for custom id

[~ Prompt to assign mag stripe number as custom id of current visitor record

Qg | Apply Cancel

m Magnetic Stripe Card Reader

Enable USB magnetic stripe card reader enables the device.

Use track 1/2 for custom id selects which of the card tracks should be used to create the
custom Id.

Prompt to assign mag stripe number as custom id of current visitor record displays a prompt
before assigning the magnetic stripe number to the current visitor record.
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3.6.7 lrisld tab

Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station | Thiz Station j Stations

License] Business Card | Barcode ] Priw Card ] Camera ] ag Stripe

Fingerprint] Smart Card ] General]
LG Iris Id
I Enable LG lrig |d

Server Options General Options
Server [P Address [127.001 ™ Use LG Scanner for Vigitar Phato
Omit werification step duri lIment
Server Security Mumber |1111111111111111 L) Omit verfication step during eniolmen
. _ Eve Source  |Left Eye j
Login Id | administrator
Pazsward Jr— Accesz Control Options
% Mo access control integration
Clisrt Olptions i A;ﬂgn SD;CIfIC ACCESE QrOUp
Client IP Address [132.168.1.150 oness Group Al
" Deri from field
Client Security Number  [12345678501 23456 R G LTI
Field Categary -
Qg | Apply | Cancel |

The LG Iris Id device is no longer supported.
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3.6.8 Fingerprint tab
Note: Before making any changes, check that the correct site and station are selected.

Fingerprint scanners should be configured using the scanner’s installation instructions provided by
the hardware manufacturer.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

License] Business Card | Barcode ] Priw Card ] Camera ] Mag Stripe] IizId  Fingerprint l Smart Card ] Gene[all

Fingerprint Scanner
™ Enable Fingerprint S canner

Server Options
Mame / IP &ddiess [localhost

Port Mumber [1200

Client Options

Iv Scan continuously for fingerprints
[~ Dizplay scan dialog

Qg Apply Cancel

m Fingerprint Scanner
Enable Fingerprint Scanner enables the device.
m Server Options
Name/ IP Address: Type the details of the server.
Port number: Type the port number.
m Client Options

Scan continuously for fingerprints allows a person to use the fingerprint scanner at any time.
If this option is not selected, you must manually enable the fingerprint scanner when
required.

Display scan dialog enables the scan dialog.
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Smart Card tab

Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

License] Business Card Barcode] Prox Eard] Eame@] Mag Stripe] Irisld] Fingerpr .

General ]

Hirzch RULU Reader
[ Enable Smart Card Scanner

Server Options

Mame / IP Address [localhost Fort Number 9001

Client Options
" On scan, do not activate application when minimized or in the background

FIPS 201 Reader
™ Enable FIPS 201 SDK

Sysem D —

License |

™ Process as Prox Card

Qg | Apply Cancel

= Hirsch RUU Reader
Enable Smart Card Scanner enables the device.
m Server Options
Name/ IP Address: Type the details of the server.
Port number: Type the port number used for communication.
m Client Options

On scan, do not activate application when minimized or in the background causes
EasyLobby to remain minimized when a scan is detected, rather than popping up. This is
useful if you are performing other tasks on the computer.

m FIPS 201 Reader
Enable FIPS 201 SDK enables the device.
System ID displays the System ID when the FIPS SDK is detected.
License displays the license number when the FIPS SDK is detected.

Process as Prox Card processes the smart card in the same way as a normal proximity card,
prompting for action. If not selected, the card details will simply be captured into the record.
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3.6.10 General tab

Note: Before making any changes, check that the correct site and station are selected.

%i. Local Device Options

Site kanager

Site |1U - Thiz Site j Sites Station |Thi3 Station j Stations

License] Business Card Barcode] Prox Eard] Eame@] Mag Stripe] Irisld] Fingerprint] Smart Card

" On scan, do not activate application when minimized or in the background

Qg | Apply | Cancel |

= On scan, do not activate application when minimized or in the background causes EasyLobby
to remain minimized when a scan is detected, rather than popping up. This is useful if you are
performing other tasks on the computer.
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Import data

EasyLobby administrators can import employees, visitors, reasons, watch list entries, packages, and
assets into the EasyLobby database from another database or spreadsheet.

How to import data

The record types that can be imported are Visitors, Employees, Assets, Asset Loans, Packages,
Watch Lists, Lost and Found items, Reasons, Categories, Clearances, User Accounts, Sites, Stations,
and Conference Roomes.

Note: Before importing data, it is advisable to export or backup existing data.
To import records from a database or spreadsheet:

1. Create a file from your database or spreadsheet to import to EasyLobby.

The file you create must contain records with fields separated by asterisks, tabs, or commas.
Each record must be on a separate, single line and have a column for each of the fields specified
below (leave the column entry blank if you are not using that field, but you must have the field
title in the file). You can omit any fields after the last field you want to import.

For example, a visitor import file must contain the following fields in the first row, in the
provided order.

1. RecordType 2. 1d 3. FirstName 4. LastName 5. SSN
.| 6. Title 7. Company 8. Addressi 9. Address2 10. City
.| 11. State 12. Zip 13. Country 14. Citizenship 15. WorkPhone
.| 16. CellPhone 17. Fax 18. Email 19. Website 20. License
.| 21. LicenseExpiration 22. DateOfBirth 23. Employee 24. Category 25. Reason
.| 26. Clearance 27. Site Id 28. Conference Room | 29. ParkingSpaceld | 30. Checkin
.| 31. Check Out 32 ValidFrom 33. ValidTo 34. RegisteredBy 35. UserDefined1
.| 36. UserDefined2 37. UserDefined3 38. UserDefined4 39. UserDefined5 40. UserDefined6
.| 41. UserDefined7 42 UserDefined8 43. UserDefined9 44. UserDefined10 45. UserDefinedTl
.| 46. UserDefined12 47. UserDefined13 48. UserDefined14 49. UserDefined15 50. UserDefined16
.| 51. UserDefined17 52. UserDefined18 | 53. UserDefined19 54, UserDefined20 | 55. UserDefined21
.| 56. UserDefined22 57. UserDefined23 | 58. UserDefined24 59. ApprovedBy 60. Status
.| 61. ProxCardNo 62. Notes 63. PrintCount 64. ProxyPrint 65. InsuranceCo
.| 66. PolicyNumber 67. CreationDate 68. ModifiedDate 69. Customld

When EasylLobby reads the file, the first row is ignored as it is expected to contain the field
names, so your database table or spreadsheet might look like this:

A B C D E F G H I J K
1 |RecordType Id FirstName LastName SSN Address2  City State
2 |Visitor John Smith 6533 Flying Cloud Dr #1000 Eden Prairie Minneapolis Minnesota
3 |Visitor Jane Smith 6533 Flying Cloud Dr #1000 Eden Prairie Minneapolis Minnesota

Title Company Address1
123-45-6789 Mr  HID
987-65-4321 Mrs HID

Note: To create an import file with the fields already set up in the correct order, click
File > Export. You can then replace the information in the file with the information you wish to
import into EasyLobby. Before overwriting data, it is advisable to backup your existing data.

January 2018



PLT-03258, Rev A.O Configuration

2. Name the file with one of the following file extensions:
Asterisk-separated file: .sep
Tab-separated file: .tab
Comma-separated file: .csv

Dates should be in the following format: mm/dd/yy h:mm, for example: 10/31/17 9:22, 12/25/18
23:40, 03/09/18 9:05. Years follow the rules defined in the Regional Settings of your Windows
Control Panel to determine the century. By default, years from OO0 to 29 are interpreted as 2000
to 2029.

3. The Record Type field for all records in the file must be populated with the type of record you
are importing, for example Visitor. The Id column is used only if you have previously exported
the visitor and you want to ensure the same record gets updated upon re-importing. It can be
left blank in most cases.

4. When your file is ready, open the visitor log within EasyLobby and move to a visitor view.

5. If your visitor log already contains records, create a backup of your visitor log (without deleting
records) before you import records. To do this, click File > Visitor Log > Backup and clear the
Delete backed up visitors and packages option before clicking OK.

6. Click File > Import.

7. Find and select the file you created.

8. If you need to open the file in read-only mode because the file is in use by another application,
check Open as read-only.

9. Click Open. The records are imported from the file and you will see a message about how many
records were imported.

10.Use the visitor log to view the imported records. Check to make sure the information was
imported into the correct fields. If not, fix the order of the fields in your import file. Make sure
fields do not contain the delimiter character (asterisk, tab, or comma) within the field text.

You can include multiple record types in a single import file. To do this, separate the two sets of data
by a blank row. For example, if you wanted to import both visitors and employees, row one would
contain the visitor field names and the following rows would contain visitor records, all with a
RecordType of Visitor. After all of the visitor records, skip one row leaving it blank, then include all of
the employee field names followed by the employee records, all with a RecordType of Employee.
This can be done with as many record types as needed.

Some record types also include sub-records. A sub-record is a field from a record that could
possibly contain multiple values. For example, when importing a visitor you can also import visitor
entry data as sub-records. A single visitor can have many entry records. Therefore these are
considered sub-records. Sub-records are handled the same as standard record types when
configuring your import file.

For a complete list of record types, sub-records, and their field names, see Section A.6: Record
formats.
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3.7.2 Import employee data
The Employee Import utility is used by administrators to import employee data into an EasyLobby
database. The utility allows flexibility in structuring the import file data as a delimited file.
Note: Before importing data, it is advisable to export or backup existing data.

To import employee records from another database or a spreadsheet:

1. Run Employeelmport.exe from the Utilities\Employeelmport folder on the EasyLobby DVD, or
from the installation folder, normally
C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0\Utilities.

2. Select the employee data source. The choices are a Delimited text file, Active Directory, or an
ODBC Data Source. If you are using the Delimited Text File option, you must first create a
comma or tab delimited text file (.csv or .tab) of your employee information. Click Next =>.

ﬂ Impoert Employees into EasyLobby

Step 1 - Source for employee data
& Delimited text file
[rata Type:

|E0mma Delirnited j
[ ata File:

7 Active Directory
|D C=ad.DC=global Edit

Browse

" ODEC Data Source
| Browse

| I Mext = I Exit |

e

HELP -

3. Select the EasyLobby database. For Microsoft Access databases click Browse by Filename.
For Microsoft SQL Server and Oracle databases click Browse by Data Source. Click Next =>.

ﬂ Impoert Employees into EasyLobby

Step 2 - Select EazyLobby databaze

E aspLobby database file or datazource

|E:\Program Filez [«86]4E asyLobbyE azylobby SWh 104102650 atahS ample. evm

i Browse By Filename i Browse By Data Source

About <=Prev | I Mext = I Exit

HELP -
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4. The next step is to map the fields in the source file to the fields in EasyLobby. To do this, in the
Source Fields column click the down arrow [ =] to the right of the field you want to map. The list
of fields available in the source file is displayed. Select the field that corresponds to the field in
the EasyLobby Fields column. If the first record/row of the database contains field names (not
employee data), check First record contains field names.

You can save the mapping for future use. This is useful if you are loading information from more
than one source file, as you can save a separate mapping for each source. Click Save Map to
save the map, Load Map to load a map, and Clear Map to clear the current selections.

ﬂ Impoert Employees into EasyLobby

Step 3 - Map fields
Field Map: E asyLobby Fields Source Fields -
Employeet umber Mone E
Load Map Firstt ame MHone
Lasth ame MHone
Save Map Title MHone
Email ame MHone
Clear Map Extenzion MHone
Address MHone
I First record contains field names Address2 Hane
City Mone
StatelrProvince MHone
Fiegion Mone
Prev Record | Mext Record PostalCade None
Country Mone -
About <=Prev | I Mext = I Exit
HELF -

5. Click Next =>.
6. The import options allow you to control what happens when importing a database.

ﬂ Impoert Employees into EasyLobby

Import Options

Check for duplicate and update Check Field Match
Remave if name is blank

Update employess by company [company field must be provided in zource data)

Update employess by category [categony field must be provided in source data)

Update employess by site [ziteid field must be provided in zource data)

Don't ovenwrite pazzword field [if pazsword field iz provided in source data)

Do not run import within a databaze transaction

Falder |

E asyLobby employess not found in the source:

i e s e KR

" Mark them az inactive " Ask on each mizzing employee for archive
" Keep them, do not archive " Automatically archive every missing employes
" Archive mizzing employess into zingle database

About <=Prev | I Mext = I Exit

HELP -

m Import Options
Check for duplicate and update: If a duplicate record is found in the imported database, the
matching record will be updated. Click Check Field Match to set which fields will be used to
determine a match. Email is often the best data field to match against.
Remove if name is blank: If an incoming record contains blank name fields, it will not be
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imported. If this option is cleared, any record is imported even if it has blank name fields.
Update employees by company: The company field is used as a priority. Even if an imported
record matches an existing record, a new record will be created if the company is different.
Update employees by category: The category field is used as a priority. Even if an imported
record matches an existing record, a new record will be created if the category is different.
Update employees by site: The site field is used as a priority. Even if an imported record
matches an existing record, a new record will be created if the site is different.

Don’t overwrite password field prevents an employee’s current password being overwritten
by one present in an imported record.

Do not run import within a database transaction causes the employee import operations to
be performed as separate SQL queries instead of using a single SQL transaction, which could
be disallowed by the server.

EasylLobby employees not found in the source:

Mark them as inactive: If the imported file does not contain a record that matches an
employee currently in the EasyLobby database, the employee will be marked as inactive (no
longer employed).

Keep them, do not archive: If the imported file does not contain a record that matches an
employee currently in the EasyLobby database, the employee will remain and will not be
marked as inactive.

Ask on each missing employee for archive: If the imported file does not contain a record that
matches an employee currently in the EasyLobby database, a prompt is displayed to allow
you to save an archive file the employee. The employee is then deleted from the current
database. The .evm archive file can be opened in EasyLobby for later reference.

Automatically archive every missing employee: If the imported file does not contain a
record that matches an employee currently in the EasyLobby database, an employee archive
file (.evm) is saved automatically. The employee is then deleted from the current database.
The .evm archive file can be opened in EasyLobby for later reference.

Archive missing employees into single database: If the imported file does not contain
records that match employees currently in the EasylLobby database, an employee archive file
(.evm) is saved containing all the unmatched employees. The employees are then deleted
from the current database.

7. Click Next =>.
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8. Click Start to begin the employee database import.

ﬂ Impoert Employees into EasyLobby

Finizhed

Record Murnber 1

Start

iy

Source: C:A\Program Files [#86]%E asyLobbyE azpLobby SWh 10410265 litieshS ample. cav

Drestination: C:\Program Files [«86]4E asyLobbyE azpLobby 54k 104102650 atahS ample. evm

About <=Prev | | Exit |

HELP -

9. The window indicates when the employee database import has finished.

ﬂ Impoert Employees into EasyLobby

Finizhed

Field M ames

Finizhed
Start

iy

Source: C:A\Program Files [#86]%E asyLobbyE azpLobby SWh 10410265 litieshS ample. cav

Drestination: C:\Program Files [«86]4E asyLobbyE azpLobby 54k 104102650 atahS ample. evm

About <=Prev | I Exit I

HELP -

3.7.2.1 Import a photo

There are a number of picture fields, named Epic and Alt1Pic - Alt5Pic, that can be appended to the
employee record fields and used to import photo data from image files. Photos must be stored
separately from the database file. If a photo is stored in the same folder as the file being imported,
the Epic or AltnPic field in the import record must contain just the filename, e.g. JohnSmith.jpg. If
the photos are stored in a different folder, the database field must include the full path name, e.g.
“F:\Pictures\JohnSmithFormal.jpg”.

Bl BJ BK BL BM BN
ProxCardNo LoginName CreationDate ModifiedDate Epic Alt1Pic
701601501401301 jsmithl 07/10/17 1:02 08/11/17 2:03]"JohnSmithFormal.jpg" "JohnSmithCasual.jpg"
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3.7.2.2 Schedule the employee import utility

138

After you have run the Employee Import Utility once, you can use the Windows Task scheduler to
make it run automatically at preset intervals.

1. Open Control Panel and click System > Administrative Tools > Task Scheduler.

2. In the Actions column, click Create Basic Task.

Actions
Task Scheduler Library
_@ Create Basic Task...

3. Type a name for the task and, optionally, a description. Click Next >.

Create Basic Task Wizard

@ Create a Basic Task

Create a Basic Task Use this wizard to quickly schedule a commeon task. For more advanced options or settings
Trigger such as multiple task actions or triggers, use the Create Task command in the Actions pane.
Action Marne: Update Easylobby Employees

[ty Description: | Automatically runs Easylobby Employee Import Utility)|

ext > Cancel

=
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4. Select the frequency at which to perform the task. Click Next >.

Create Basic Task Wizard

@ Task Trigger

Create a Basic Task When do you want the task to start?
@ Daily
Action
Weekl
Finish O Weekly
() Monthly
() Onetime

() When the computer starts
) When llog on
() When a specific event is logged

< Back MNext = Cancel

5. Select the start date and time for the task. Leave Recur every set to 1 to make the task run
every day. Note that this dialog differs depending on whether you chose daily, weekly, monthly,
etc., on the previous dialog.

Create Basic Task Wizard
@] Daily

Create a Basic Task

Start: |25_a'1 217 E~ | | 4:43:42 PM = | | Synchronize across time zones

Trigger
Recur every: days
Action
Finish

< Back MNext = Cancel
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Create Basic Task Wizard
@] Action

Create a Basic Task

What action do you want the task to perform?

Trigger
Daily
@ Start a program
Finish (O Send an e-mail (deprecated)

() Display a message (deprecated)

< Back MNext = Cancel

7. Click Browse and locate Employeelmport.exe in the installation folder, normally

C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0\Utilities.

In the Add Arguments (optional) box, type /s, then click Next >.

Create Basic Task Wizard

(| Starta Program

Create a Basic Task
Trigger Program/script:
Haily ["Ci\Program Files (x86)\EasyLobby\EasyLobby SVM 10.4\Utilities\Empl| | Browse...

Action
s et s
Finish Start in (optional): l:l

< Back MNext = Cancel

Configuration PLT-03258, Rev A.O

6. Select Start a program and then click Next >.

January 2018



PLT-03258, Rev A.O Configuration

8. The final confirmation dialog indicates that the scheduled task setup is complete. Check the
Open the Properties dialog for this task when | click finish option and click Finish.

Create Basic Task Wizard

@] Summary

Create a Basic Task

Update Easylobby Employees

Trigger Name:
Daily Description: | Automatically runs Easylobby Employee Import Utility.
Action

Start a Program

Trigger |Daily: At 4:43 PM every day |

Action: |Start a program; "C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.4\Em|

Open the Properties dialog for this task when | click Finish
When you click Finish, the new task will be created and added to your Windows schedule.

< Back Cancel

9. In the Security options area you can select the user account under which the task will run,
typically an administrator account. The Conditions and Settings tabs allow you to further
define when the task should run. Click OK to finish.

© Update EasylLobby Employees Properties (Local Computer)

General Triggers Actions Conditions Settings History

MName: Update Easylobby Employees

Location: %
Author: AD\nicada

=TT A utomatically runs EasyLobby Employee Import Utility.

Security options

When running the task, use the following user account:

nicada Change User or Group...

(®) Run only when user is logged on
(C) Run whether user is logged on or not

Do not store password. The task will only have access to local computer resources.

[] Run with highest privileges

[] Hidden Configure for: | Windows Vista™, Windows Server™ 2008 ~

141
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10. To make further edits to the task, select it in the list of tasks in the central pane of the Task

Scheduler window, then click Properties in the right pane.

(5 RtHDVBg_PushButton Running At log on of any user
[} Update Easylobby Employees Ready At 4:43 PM every day
£

General Triggers Actions Conditions Settings History

MName: |Update EasylLobby Employees
Location: %
Author: DA\nada

Description: | Automatically runs EasylLobby Employee Import Utility.

[
Selected ltem
P Run
m  End
4 Disable
Export...

K Delete
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3.8 Categories

Categories allow you to group your visitors, employees or watch list items. For example, categorizing
your visitors allows you to print badges that differ by category, and to take advantage of reports
sorted by visitor category. The EasyLobby system administrator or manager can add or change
categories in EasyLobby SVM or Administrator. The visitor categories appear in the Category
drop-down on the visitor form, allowing the operator to quickly select a category.

3.8.1 Add a visitor category
1. To add or change categories click Edit > Categories.

Edit Category @

g Froperties

Contractor M ame |\I"isilol

Employee . -

Sitez | = [v] &ll Sites
e Thiz Site (10
Move Up | Move Down | Sort |
lIFsert | Delete | Eee | ™ Require approval for preregistration

Note: If you created a new visitor log based on the sample file and preserved the categories,
the categories are displayed. If you created an empty visitor log, you must add new categories.

The first category in the list is the default category that is used when a new visitor is added.
Click Move Up or Move Down to change the order.

2. Click Insert to add a category. The Edit Category window is displayed with the Name set to
New Category. The name you type is shown in the category list in visitor views. You can
associate the category with all sites, a particular site, or multiple sites using the Sites box.
Check Require approval for preregistration to set the category as a trigger for preregistration
approval. See Section A.5: eAdvance value-based approval.

Edit Category @
Propeties
Yisitor M ame |Polilicians
Contractor ) -
Employee Sites | =[] &l Sites
e Thiz Site (10
Move Up | Move Down | Sort |
ITI Delete | Clase | [v Require approval for preregistiations

3. To edit category settings for an existing category, change the information displayed in the edit
category window.

4. To delete a visitor category, select the category and click Delete.
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3.8.2 Employee categories

Categorizing your employees allows you to limit the number of visitors to a category and to list
employees by category.
1. To add an employee category, click Employee > Categories.

2. Click Insert. The Edit Employee Categories window is displayed with the Name set to New
Category. The name you type is shown as the category in the employee list in visitor views.

84 Edit Employee Categori

Move Up

Contractor

Temporay R

Sort

I ame
|Staff

I Inzert I [elete | LCloze |

3. To edit an existing category, change the information displayed in the Edit Employee Category
window for the category.

4. To delete an employee category, select the category and click Delete on the Edit Category
window.
3.8.3 Watch list categories

Categorizing your watch list entries allows you to display whether the person is a welcome or
unwelcome visitor.

1. To add a watch list category, click Edit > Alerts and select the Watch List tab. Click Categories.

Terrorist Mave Up
Anarchist —
‘Animal Hi

Move Down

e

Sort

Mame |Animal Rights Activist

Status | Caution [Yellow] j

Calar ’7

[ Do not display alert, email notification only

I Inzert I [elete | LCloze |

2. Click Insert. The Watch List Categories window is displayed with the Name set to New
Category. The name you type is shown as the category in the watch list. Assign a status to
indicate if the visitor is welcome.
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3.9 Reasons for a visit

The reasons log contains information about the types of visits you expect to host. Reasons added in
the reasons log are included on the Reason drop-down in the visitor views. The EasyLobby manager
or system administrator can add, edit, or delete reasons.

To open the Reasons window, use any of these methods:

= Click Edit > Reasons.
m Double-click the Reason field in a single-visitor view.

Changes to the reasons log are saved automatically. You do not need to do anything to save your

changes.
@ Reasons @
Froperties
Meeting e
Sales Call Reason |
Service Call Tupe |Event j
Code |
Start Date | [l ;lj
EndDate |~ B
Sites
=[] &l Sites
b This Site [10]

Move Up | Move Down | Sort |

Inzert | Delate | LCloze |

3.9.1 Add a reason
To add a reason or event:

1. In the Reasons window, click Insert.
2. In the Reason field, type the reason for the visit or the name of the event.

3. On the Type drop-down, select either Reason or Event. An event is something that happens at
a scheduled time and is attended by several people. A reason may be an informal meeting or a
personal visit.

4. Type a Code if your reasons are coded; if not you may leave this field blank.

5. To enter a date, select the Start Date or End Date check box. Once a date is entered you can
use the up or down arrows on the date field to change the date or time by selecting the time or
date and then the up or down arrow. You do not need to provide dates if they do not apply.

6. In the Sites box, select the site.
7. You can use Move Up, Move Down, and Sort to change the order of the reasons.
8. Click Close. Changes to the Reasons log are saved automatically.

3.9.2 Delete areason
To delete a reason or event:

1. In the Reasons list, select the reason.
2. Click Delete.
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3.10 Signature types

3.10.1

146

A signature type denotes the purpose of a signature, whether it is a document or a delivery. There are
signature types for visitor, package, asset, and lost & found items. The EasyLobby system
administrator or manager can add or change signature types in EasyLobby SVM or Administrator. To
learn more about displaying documents, see Section 3.4.6: Self Registration tab and Section 3.4.6.2:
Behavior Options tab.

Add, edit, or delete a sighature type
1. Click Edit > Signature Types.
2. Click either the Visitor, Package, Asset or Lost & Found tab for the signature type.
W, Signature Type

Yisitor l Package] Asset] Lost&Found]

Move Up

Waiver

Move Down

Sort

Inzert

]

[elete

M ame

Disclaimer

LCloze

The first signature type in the list is the default type to use when a new visitor is added. Click
Move Up or Move Down to change the order. Click Sort to list the signature types
alphabetically.

3. Click Insert to add a signature type. The signature type is displayed with the name set to New
Signature Type. The name you type is shown in the signature type list in visitor views.

. Signature Type
Yisitor l Package] Asset] Lost&Found]

Move Up
Disclaimer —
Wai

aver Move Down

Sort

Inzert

didi

[elete

M ame

LCloze

4. To edit a signature type, change the information displayed in the Name box for the selected
signature type.

5. To delete a signature type, select the signature type and click Delete. You are prompted if you
want to delete this signature type. Click OK.
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3.11 Alerts

You can set up alerts to indicate when a visitor has reached a number of visits, is considered a VIP, is
not welcome, has an expired badge but has not checked out, or either a host or facility has reached a
maximum amount of visitors.

3.11.1 Watch List tab
The watch list highlights attention to visitors, for example:

m They are white-listed, such as a VIP or board member.

m They are grey-listed, such as someone who is permitted on site but requires supervision.

m They are black-listed, such as individuals you do not want on site.
Only managers and administrators can add to the watch list by default. You can add existing visitors
to the watch list or create a watch list entry from scratch. Watch list alerts are displayed on screen

for your operators to review. For details about sending watch list alerts by email, see Section 3.4.7.3:
Watch List Alert tab.

3.11.1.1 Add a previous visitor to the watch list
1. Find the visitor to add to the watch list in either the grid view or a single visitor view.
2. Click Visitor > Add Visitor to Watch List.
3. The watch list is displayed with the current visitor record.

“watch List ] Frequent Yisitors ] I awirnum Yisitors ] Time A alue-B ased ] Compary W atch List ] Country watch List ]

| Srith, Johr First Mame lJl:lhni Last Name W
Bloggs, Fred
Capone, A1
Delete Phaoto 1 Take Phato 1 Aliazes Aliases

Fhone ]7 CelPhore |
Address ]
|

City [New'vak Cty  Stae [Ny zp|
Country l— D ate of Birth l—
Licenze ]7 Expiration l—

Category { Crirninal LJ Lategories
Site |4l Sites =l

i+ Always Enabled
" Enable Between Dates

[270a2017 =5 To [270a2007 =

Special Instructions

1 Wisit Rejection History

Hew | Delete | Eind | Caunt [0 Dates | -l
LCloze

4. Select the watch list category, change any information, load or delete the photo, and add any
special instructions.
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3.11.1.2 Add a new person to the watch list

148

1. Click New.
2. A blank watch list form is displayed.

“watch List l Frequent Yisitors | M aximum Visitors ] Timealue-B ased ] Compary W atch List ] Country watch List ]

S First Home |Adolf LostNam [Lenin

Delete Photo | Take Photo | Aliazes Aliases
Fhone Cell Phone

Address |

|
City ’7 State l— Zip ’7
Country ’7 [rate of Birth ’7

Licenze li Expiration ’7
Category | Crirninal ﬂ Lategaories

Site [ &l Sites =
% Alwayz Enabled
" Enable Between Dates

[27/0c207 = To [270a2017 -

Special Instructions

Wizt B ejection Hiztory

New | Delete | Eind | Caunt [0 Dates | |

LCloze
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3. Type the person’s name and contact information, photo (optional), aliases, category, whether
the alert is always enabled or valid for specific dates, and any special instructions. Watch list

categories are managed in Section 3.8.3: Watch list categories.

To manage watch list settings for when you would like the watch list queried, and what actions to

take, see Section 3.4.5.1: Check In tab and Section 3.4.7.3: Watch List Alert tab.
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3.11.2 Frequent Visitors tab

The frequent visitor alert indicates when a visitor has reached a specified number of visits and what
action to take. This may be used if you plan to enforce limits on the number of times a visitor can
come on site, or if you have a minimum threshold before a visitor receives a permanent badge. Only
managers and administrators can add frequent visitor alerts. Frequent visitor alerts are displayed on
screen for the operator during check in.

“Wwatch List  Frequent Visitors l M awimum Yisitors ] Time/ alue-B azed ] Company ' atch List ] Country W ateh List

it one morith M ame

|5 wisits in one month
Initial Alert Dizplay
Alert after 5 wizgits in timeframe
" Dizplay one time only
" Continue to display for subzequent visits

Alert Timeframe
™ From beginning of time
* Within last

a0 days [rolling]

7 Wwithin calendar

ear hd

Instructions

Confirm with host employes the purpoze of theze visits.

Diizplay Stop Option
&+ Mewver
" Alter ’1_ wizgits in timeframe
7 Always

Apply to Vizitor Category
o All Categories

I~ Exclude | j
" Specific Category
Orly | j
Site [AlSites =

Hew Delate

LCloze

To add a frequent visitor alert:
1. Click New to add a new alert. A new alert is added with the name New Alert. Type a name for
the new alert.
2. Check the Enabled option to enable the alert.

3. Specify the Initial Alert Display. This is the number of visits after which the alert should display
and whether the alert should display one time only or on every visit after the qualifying visit.

4. Specify the Alert Timeframe. The choices are to start counting visits for the alert:
m From the beginning
m Within a number of days (on a rolling basis) that you specify
m Within a calendar year, quarter, month, or week.

5. If applicable, type instructions to display with the alert. For example, the visitor may have to
complete a form after their 10th visit, or a report may have to be run after a visitor’s 5th visit in
90 days.
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6. Specify the Display Stop Option. This is a check box on the alert that allows you to turn off the
alert for the particular visitor. The choices are:

m Never display the stop the alert check box
m Stop displaying the alert after the specified number of visits per timeframe
m Always display the stop the alert check box.

Note: Once the alert is turned off for a visitor, it never shows again for that visitor.

7. Specify the Applicable Visitor Category. You can apply the alert to:
m All categories
m To all categories, but exclude a particular category
m To a specific category.
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3.11.3 Maximum Visitors tab

The maximum visitors alert indicates when the maximum number of visitors for a particular host
(e.g. employee) has been reached, and/or when a total maximum number of visitors has been
reached. This allows you to set maximum visitor limits for certain types of hosts.

Watch List] Frequent Visitors M aximum Visitors l TimeYalue-Bazed | Company “wWatch List | Country ' atch List

b awimumn wizitors per employes

Iv Enable maximum vizitors check

Empl Categori . -
ERES e S b aximun wizitars for category

Staff
Iv Enforce maximum visitors

Temporary
Maximum 15 [ &llow overide

Instructions

Iv iTest all checked in visitors, not just today's

Employee Categories. .. |

I awimurn visitors at one time
Iv Enable maximum visitors at one time check

I awirnum 50 [ &llow overide

" Apply to all categories

" Apply to specific category J

LCloze

1. Check the Enable maximum visitors check option to set the maximum visitors for an employee.
Select the employee category and check Enforce maximum visitors for that category. Type the
maximum number of visitors, if the maximum can be overridden, and any instructions. Repeat
for each employee category.

2. Check the Enable maximum visitors at one time option to set the maximum visitors for the
enterprise. Type the maximum number of visitors, if the maximum can be overridden, and if it
applies to all visitor categories or a specific category.
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3.11.4 Time/Value-Based tab

Time/Value-Based alerts allow you to track certain actions or enforce rules over time. For example,
you may choose that a Non-Disclosure Agreement be considered valid for 1 year, and then require
that it be re-signed.

‘“Wwaatch List | Frequent Visitars ] Mazimurn Yisitors  TimeValue-Based | Company Watch List | Country Watch List

Read evacuation procedures ™ Enabled

Mame |F|ead evacuation procedures

" Walue-based
@+ Time/value-Bazed

After 180 Days
Field |11zer Defined 1 j

Alert if value is equal to |

Instructions

Jv Also alert on initial visit

Initial wisit
instructions

Apply to Vizitor Category
o All Categories

B | - |

" Specific Category

Orly | j

Wwhen to Apply
" Apply on check in
i Apply on check out

Site | Al Sites =

LCloze

Hew Delate

A time-based alert is displayed at check-in if a specified number of days has elapsed since the
visitor’s last visit. This can be used to ensure that the visitor reviews safety procedures every six
months, for example.

A value-based alert can be used to check a value held in a user-defined field. The triggering of a
value-based alert depends on the control type of the user-defined field (see Section 3.4.3.1: Visitor
User Defined tab, control types):

m Text: If the text in the user-defined field on the visitor’s record is the same as the text specified
for the alert, the alert is displayed at check-in.

m Check box: If the check box in the user-defined field on the visitor’s record is selected, the alert
is displayed at check-in.

m Combo: If the combo box in the user-defined field on the visitor’s record is set to the value
specified in the alert, the alert is displayed at check-in.

m Date: If the date in the user-defined field on the visitor’s record has already passed, the alert is
displayed at check-in.
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When you use the Field drop-down to select the user-defined field, the label and control just below
the drop-down change in response to the user-defined field’s control type.

1.

Click New to add a new alert. A new alert is added with the name New Time-Based Alert. In the
Name box, type a name for the new alert.

Check Enabled to enable the alert. Time/Value-Based alerts will appear on screen for your
operator to review at the time they are triggered.

Select Value-based to trigger the alert on the value of a user-defined field.

a. Select the user-defined Field that will hold the trigger value. The label and control below the
Field box change to allow you to enter the required information relevant to the user-defined
field’s control type.

b. Enter the value, date, or combo box selection that will trigger the alert. If the user-defined
field is a check box, no value is required.

Select Time/Value-based to trigger the alert on the value of a user-defined field, or after a
specified number of days after the initial visit.

a. Type a number of days in the After box.

b. Follow the instructions in step 3 if you also want to trigger the alert on the value of a
user-defined field).

In the Instructions box, type any instructions to display on the alert.

6. Also alert on initial visit will cause time-based alerts to show on the first visit.

Specify the applicable visitor category. You can apply the alert to:
m All categories

m All categories, but exclude a particular category

m A specific category.
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3.11.5 Company Watch List tab

The company watch list highlights attention to visitors from a specific company. Only managers and
administrators can add to the watch list. You might want to add Companies to the Company watch
list if you would like a particular action taken every time a representative of that company is on site.
For example you may want to notify a manager when a consultant company is on site, or perhaps
provide keys and a ladder anytime someone from a repair company arrives.

watch List] Frequent isitors ] I awirnum Yisitors ] Time/alus-Based  Company '/ atch List l Country Watch List ]

Company [DPR Defense Consultants

Aliases

Aliazes
Fhone Alt Phone
Address |
City |Pyangyang State Zip
Country
Category | ﬂ Lategories
Site | ﬂ

" Alwayz Enabled
" Enable Between Dates

[27/0c/2017 ~F To [270a/2017 +[]
Special Instructions

Wizt B ejection Hiztory

Mew | Find | Count Dates | j

LCloze

To add a company to the company watch list:

1. Click New.
2. A blank company watch list form is displayed.

3. Type the company’s name and contact information, aliases, category, whether the alert is
always enabled or valid for specific dates, and any special instructions. This alert will appear on
the operator’s screen during the check in process if a match is found.
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3.11.6 Country Watch List tab

The country watch list highlights attention to visitors from a specific country. Only managers and
administrators can add to the watch list. This feature is typically used if you need to require
additional documentation or agreements for visitors from certain countries.

“watch List| Frequent Vigitors | b aximum Yizitors ] Time alue-B azed ] Company ' atch List

Morth Korea

Country |North Korea

Aliazes |DPR
Aliazes
Category | ﬂ Lategories
Site [ &l Sites =

% Alwayz Enabled
" Enable Between Dates

[27/0ct72017 - To [27/0ct2m7 -

Special Instructions

Wizt B ejection Hiztory

Mew Delete | Find | Count |0 Dates| j

LCloze

To add a country to the country watch list:

1. Click New.
2. A blank country watch list form is displayed.

3. Type the country’s name and contact information, aliases, category, whether the alert is always
enabled or valid for specific dates, and any special instructions. This alert will appear on the
operator’s screen during the check in process if a match is found.
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3.12 Clearance

Clearance is used to allow or deny entry at any EasylLobby station or satellite. The EasyLobby system
administrator or manager can add or change clearances in EasyLobby SVM or Administrator.

1. Click Edit > Clearances.

B - Clearance @
Top Brazs Onl Clearance properties
Minions
Marme |Top Brass Only
MHumber |1
Drescription

Sitez | = [v] &ll Sites

Move Up | tove Down | Sart | [ Require approval for preregistration

m T | Close | | Edit Clearance Stations |

2. Click Insert to create a new clearance. A clearance is created with the name New Clearance.
= In the Name box, type a new name for the clearance level.
m Type a number, if applicable and description.
m Select the Site, Sites, or All Sites for the clearance level.

. Stations for clearance (Minions)

" Allow vigitars with this clearance to have access to all stations

o Allow vigitors with thiz clearance to have access to the stations specified below

-[[] Headquarters (1)
[ R&D Labs
Reception
‘workshops

3. Click Move Up or Move Down to change the order. Click Sort to alphabetize the list.
4. Click Delete to delete a particular clearance and click Close to exit the Clearance window.
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3.13 Parking lots and spaces

You can assign and release parking lots and spaces to visitors and employees. Only managers and
administrators can add, edit, and delete parking lots and spaces. This feature is typically used when
visitors or employees check in at a guard shack prior to parking their vehicle. It also allows you to
manage parking lot limits.

To add parking lots and spaces:

1. Click Edit > Parking.

Wi, Parking Lots and Spaces

E- Sites Add Lot

LCloze

bR LRk

2. Select the site and click Add Lot to add a parking lot. Name the new parking lot.
Click Add Spaces to setup the spaces available in the lot.

Wi, Parking Lots and Spaces

El- Sites
= H_eadquarters 11
- Lat 1 [at the frant, man

>

Rl

Add Lot

; agers only] Add Space
[S8 Lot 2 [round the back, for minions]

Add Spaces

Move Up

R
e . Add Parking Spaces
= Prefis |L2{ Suffi |
Delete Fram |1 To [4
Delete Spaces Increment |1 Type |Either j
I” Handicapped
[~ Mot available
Drescription
v (s oK LCancel

3. Click Close to exit the Parking Lots and Spaces window.
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3.14 Conference rooms

You can assign and release conference rooms and spaces to visitors and employees. Only managers
and administrators can add, edit, and delete conference rooms. While this feature allows you to track
what room visitors have been assigned to, it does not enforce strict limits or 'hold’ the room like a
building management application.

To add conference rooms:

1. Click Edit > Conference Rooms.

. Conference Rooms

Fiopetties
Mame |Conference Room 1
MHumber |A_1
Capacity |30

Description |Projector, T4 and tea/coffes facilites.

Sites Al Sites

Thiz Site (10]

<

Move Up | Move Down | Sort |

I Inzert I Delate | LCloze | (et

2. Select the site and click Insert to add a conference room. Name the new conference room. You
can reorder them with the buttons at the bottom.
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3.15 Vehicle types

The vehicle type indicates the type of vehicle, for example an SUV or truck, etc. The vehicle types are
used when specifying vehicles for visitors and employees, either within the Vehicle tab on the Visitor
or Employee form, or if you are assigning parking spaces. The EasyLobby manager or system
administrator can add, edit, or delete vehicle types.

To set up vehicle types:

1. Click Edit > Vehicle Types.

Move Up

Cal: Electric

Car: Hydrogen

Car: Hybrid E¥/carbon Move Down
Car: Carbon fuel

Motorcycle Sort
Truck =

Yan

Inzert

[elete

M ame

|Bicycle Close

v b

The first vehicle type in the list is the default type that is used when a new visitor is added. Click
Move Up or Move Down to change the order. Click Sort to list the vehicle types alphabetically.

2. Click Insert to add a vehicle type. Type a new description in the Name box. This name will be
shown in the vehicle type list in visitor views.

. Vehicle Types

Bicycle Move Up
Car: Electric —
Car: Hydrogen
Car: Hybrid E¥/carbon Move Down
Car: Carbon fuel
SUVWD fuel waster Sort
Motorcycle
Truck
Yan

[elete
M ame
SUV/AWD fuel waster LClose

3. To rename a vehicle type, select it in the list and edit the description in the Name box.
4. To delete a vehicle type, select the vehicle type and click Delete.
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3.16 Use EasyLobby on a network

Once a visitor log has been created, it can be easily networked to other computers with EasyLobby
installed. The visitor log file to be shared must be created and stored in a location on the network that
can be accessed by all the computers running EasyLobby. Each computer must have the ODBC data
base installed; see Section 2.6: Install the database. To network each EasyLobby computer, follow
these steps.

1. Start EasylLobby on each computer. Log in with administrator or manager access.

2. Click File > Open Visitor Log > Data Source. Select the required ODBC visitor log (Microsoft
SQL Server, or Oracle).

. Select Data Source

Fleaze zelect an Easylobby data source

Mote that the data source must have an Easylobby database schema
inztalled.

Qg LCancel |

3. In the Login To window, type a user name and password for this log.

1% Login to: DSN: EasyLobby10

Uszer Mame |&dmin
Password | =4

Qg LCancel |

4. Click OK.
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3.17 Export data and system maintenance

You can export records from a database to a file that can be read by many databases and
spreadsheets. To export records, follow these steps:

1. Click File > Export.

of records to export

[ ‘watch List

[ Include Yisitar Entry v Include &liazes
I Include Photos Iv Include Photos
[ Include Signatures ™ Lost and Found

[ Employes [ Include Signatures
[ Include Emploves Entry [ Reason
[ Include Photos [~ Category

[~ Asset I” Clearance
I Include Photos ™ User Accounts

7 Aszset Loan I Include Pazswords
[ Include Long-Term [~ Site
[ Include Signatures [~ Station

[ Package [ Conference Rooms

[ Include Signatures

Options
Delimiter Iv Include Header Row
Comma Delimited j ¥ Include Recard Type
Jv Include Record 1d

2. In the Select type of records to export frame, select the items that you wish to export.

3. In the Options frame, select the Delimiter character (separator) to be used in the output, and if
the header row, record type or record Id should be included.

4. Click OK.

5. Type a name for the export file and select the export file format. The file is an ASCII file with
fields separated by the chosen delimiter (asterisks, tabs, or commas).

6. Click Save.

3.17.1 Archive inactive employees
You can archive all records associated with inactive employees.

1. Click File > Visitor Log > Archive Inactive Employees.

W, Archive Inactive Employees

Creates a single archive file with all inactive employee
records and related visitor, package and asset loan
records.

Archive Create archive file with no record deletion
Archive / Delete | Create archive file and delete archived records

LCancel Cancel the operation

i3

2. Click one of the following actions:
m Archive creates an archive file without deleting the archived files.
m Archive/Delete creates an archive file and deletes archived records.
m Cancel cancels the operation.

January 2018 161



Configuration PLT-03258, Rev A.O

3.17.2 Visitor maintenance
This allows you to perform an enterprise level system cleanup on your visitor records.

m Check out visitors that have checked in, but have not checked out.

Delete blank visitor records.

Delete preregistered visitors that did not check in.

m Delete visitors that never checked in, for visitors created before a date and time you specify.

Delete all logo images, all custom badges.

Reset all options to the program default (factory settings).

1. Click File > Visitor Log Maintenance.

2. For each category, carefully select the date and time to limit the items to which the
maintenance action will be applied. Select the option to enable the action.

W, Visitor Maintenance

Apply the following maintenance item:

Far wisitors created before the -
llamim et 707 w| [1z0000aM =

I Delete blank visitor records

Apply the following maintenance item:

Far wisitors checked in before -
i lonE e FADNT x| 120000484 =

[~ Check out any vizitors that are checked in but not checked out

Apply the following maintenance item:

Far wisitors authorized before -
i loniE et FADNT x| 120000484 =

v Delete visitars that never checked ire

Apply the following maintenance item:
I Delete vizitors that have not checked in since
|28n0n7 | [1z00008M =

Apply the following maintenance items:
[ Delete all logo images stored in databaze
[ Delete all custom badges stored in database
[ Reset all options in database to factony settings

Ok LCancel

3. Click OK.
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3.18 View current properties and users

If you are logged in as an administrator, you can see the properties of the current database in both
EasyLobby SVM and Administrator. The properties shown include the filename and location of the
current file, the database version used to create the log, and the last backup date and time.

1. Click File > Visitor Log > Properties. The Visitor Log Properties window also shows your
current user name and security level.

”"'-/ Visitor Log Properties

DSM: ELT00
Operator: Adminiztrator
Security: Enterprize Administrator

Total Packages: 0
Total Reasons: 4
Total Categories: 4
Total Asset Loans: O

2. Click Edit > Active Logins to view the active logins,

. Active Logins

Uszer Mame Site Mame Station Mame Lagin Time

Computer Mame

Delate Frint Grid Export to Excel LCloze
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3. To view the event log, click Edit > Event Log. This displays a listing of all logins.

=)

B3+ Event Log
Options
Site | 4l Sites ~| Timeframe | Today ~|

Station |l Stations ~|

User Mame |AII Operators j
Tupe |AII Types j
Event Time Uszer Mame Type Site Station Infa -
P E2017-10-27 1220751 | Administrator E=poirt Headguarters Fleception Exported file MATs cav
2M7-10-27 12:05:20 | Administrator Login Headquarters Fieception Logged in at UHYELES4
2M7-10-27 11:50:56 | Administrator Logout Headquarters Fieception Logged out at LIHWELBE4
2M7-10-27 11:45:09 | Administrator Login Headquarters Fieception Logged in at UHYELES4
207-10-27 11:45:01 | Adrinistrator Logout Headquarters Fieception Logged out at LIHWELBE4
2M7-10-27 11:40:14 | Administrator Login Headquarters Fieception Logged in at UHYELES4
207-10-27 11:33:57 | Administrator Logout Headquarters Fieception Logged out at LIHWELBE4
2M7-10-27 11:39:40 | Administrator Login Headquarters Fieception Logged in at UHYELES4
207-10-27 11:39:30 | Adrministrator Logout Headquarters Thiz Station Logged out at LIHWELBE4
2M7-10-27 09:30:03 | Adrinistrator Login Thiz Site Thiz Station Logged in at UHYELES4
2M7-10-27 09:25:44 | Administrator Logout Thiz Site Thiz Station Logged out at LIHWELBE4
2017-10-27 09:26:05 | Administrator Deletetizitor | This Site This Station Deleted vizitor record Howard Burkhaolder
2017-10-27 09:25:51 | Administrator Deletetizitor | This Site This Station Deleted visitor record John Smith
2M7-10-27 09:24:31 | Administrator DeleteVizitor | This Site Thiz Station Deleted vizsitor record Al Capone
2M7-10-27 09:22:52 | Administrator AddvisT o atc | Thiz Site Thiz Station Wizitor Al Capone added to watch list
2M7-10-27 03:15:02 | Administrator AddvisT ot ate | Thiz Site Thiz Station Wizitor Al Capone added to watch list
2M7-10-27 08:5316 | Administrator “WwatchLiztCanc | Thiz Site Thiz Station ‘wiatch List Cancel for visitor Al Capone
2M7-10-27 08:52:50 | Administrator DeleteVizitor | This Site Thiz Station Deleted vizsitor record Al Capone
207-10-27 08:52:38 | Administrator CheckOut Thiz Site Thiz Station Checked Out Al Capone
2M7-10-27 08:51:55 | Administrator Login Thiz Site Thiz Station Logged in at UHYELES4
207-10-27 08:51:48 | Administrator Logout Thiz Site Thiz Station Logged out at LIHWELBE4
20M7-10-27 08:50:47 | Administrator Checkln Thiz Site Thiz Station Checked In Al Capone
207-10-27 08:47:40 | Adrministrator “WwatchLiztCanc | Thiz Site Thiz Station ‘wiatch List Cancel for visitor Al Capone
207-10-27 08:47:24 | Administrator “watchlistCanc | This Site This Station “watch List Cancel for visitor A Capone h
Maintenance | Frint Grid | Export to Excel LCloze

4. Use the Options drop-down controls to filter the results.

m Options

Site filters the list according to the login site.
Station filters the list according to the login station type.
User name filters the list according to user account.

Type filters the list according to the event type.

Click Maintenance to display the Event Log Maintenance window. This allows you to choose a
range of events to delete.

Click Print Grid to print the currently displayed range of events.

Click Export to Excel to immediately open an Excel file populated with the currently displayed
range of events (requires Microsoft Excel).

Click Close to close the Event Log window.
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Section

Start EasyLobby SVM

4.1

4.1.1

Start and login to EasyLobby SVM

To start EasyLobby SVM, either double-click the EasyLobby SVM icon on your desktop or click
Start > EasyLobby 10.0 > EasyLobby SVM 10.0.

You are prompted to login with your user name and password: # Login to:

Your user name (login name) gives you an authorization level. If you User Name [Adels

need a higher authorization level, contact your EasyLobby system e
administrator. If your EasyLobby system administrator has not set up or. ol |

user names and passwords, you can login with the user name ‘Admin’
and the password ‘pass’. Your login name will be automatically entered in
the visitor’s operator field when creating new visitors. When you start EasyLobby, the visitor log used
in the previous session is automatically opened, along with any other windows you had open in your
previous session. The visitor log is another name for the database that holds the EasylLobby records.

Open a visitor log

EasyLobby remembers which visitor log was used during the previous session. It automatically tries
to open this log when the program starts. Users with operator level and lower access levels cannot
choose which visitor log file to open. Visitor logs have a file extension of .evm (Electronic Visitor
Management). The visitor log file can be stored on a local disk for single users. For multiple
locations running EasylLobby, store the file on the network where all the computers that will use the
file can read and write to the file. To open a visitor log, follow these steps:

1. Click File > Open Visitor Log. &, Select Data Source

m To open a Microsoft Access visitor log, click Filename. Please select an EasyLobby data source
Select the log you want to open and click Open.

m To open an ODBC visitor log, click Data Source.
Select the log you want to open and click OK.

Mote that the data source must have an Easylobby database schema
inztalled.

Qg LCancel
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Log out of EasyLobby

You may wish to log out without exiting the system if another user plans to use EasyLobby from the
same workstation, for example during a shift change at a lobby front desk. To logout of EasyLobby,
but not exit the system, click File > Logout on the menu, or press Ctrl+L on the keyboard. You are
automatically logged out of EasyLobby and the Login to: window is displayed. You or another user
can now log in.

”"'-/ Login to:

Uszer Mame |4dele
Password ||

Qg LCancel |

Change password

This allows any operator to change their password. This is recommended as initial passwords are set
by an Administrator on behalf of other users. If the new password does not meet complexity
requirements, you will be prompted to provide a new password. Details about setting up password
requirements are covered in Section 3.4.5.9: Password tab.

1. Click File > Change Password.

W, Change Password

Please enter and retype your new password in the space below.

Mew Password ||
Confirm Password

Qg LCancel |

2. Type your current password, new password, and new password again to confirm the password.
3. Click OK to change the password.

Close EasyLobby

Click File > Exit. If the Prompt for database backup reminder every security setting is on (see
Section 3.4.5.5: Backup tab) the following message might be displayed when exiting EasyLobby

Your last backup was 23/10/17. Would you like to backup now?

Note: If the reception desk is unattended, you should exit from EasyLobby to prevent unauthorized
users from adding visitor information and printing badges.
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4.2 Self-registration mode

An EasyLobby self-registration station allows visitors to enter their information or swipe their ID to
locate or create a visitor record, take their own picture, and print themselves a badge. EasyLobby
system administrators customize the self-registration choices for screen setup, languages, and hidden
and required fields. See Section 3.4.6: Self Registration tab. You can run your SVM workstation in
self-registration mode by signing in using the self-registration login and password. You can use the
same workstation (at different times) for both assisted and unassisted visitor check-in.

4.2.1 Start and login to self-registration mode

To start EasyLobby in self-registration mode, you must first setup a user with the Self Registration
security level. Click Edit > Users and create a new user, selecting Self Registration in the Security
Level drop-down.

To start EasyLobby on a self-registration station:

1. Click Start > EasyLobby 10.0 > EasyLobby SVM 10.0.

2. Type the self-registration user name and password. The self-registration security level gives the
station lower access privileges than an operator or novice user. Visitors will not be able to see
the records of other visitors.

3. Once the self-registration mode has started, the mouse is no longer necessary and can be
placed below the desk.

If you have a camera attached to this computer which has been setup by the EasyLobby system
administrator, visitors can take their own photo. The simple Take Photo dialog can be used so all
input is via the keyboard, and no mouse is required.

4.2.2 Close self-registration mode

To close the self-registration application, press Esc and type the password for the self-registration
operator. EasyLobby closes. A password is required to close self registration mode to prevent
visitors from gaining access to your computer’s desktop or other screens.
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Section

Visitor and employee views

5.1

Grid view

The grid view shows all visitor information for all visitors in a spreadsheet-like view. You can sort the
information in the grid view by clicking on a column heading or choosing Visitor > Sort by. You can
search for specific visitors on the grid view by choosing Visitor > Lookup.

[=] Visitor Grid [Today's Visitors (Sorted By Check In Time DESC)] [r= -2 3]
In | First Hame | Last Hame | Company | Title | Check In | Check Out | Employee | Category | Reason
@ [oug Hole Bazementzdll br 2707 2:31:45 PM Mardi, Adrianne Contractor Meeting
o @ Halle Tosiz Acme Mints Ir 2707 22733 PM Bennett, Tom Yisitor Sales Call
T @ Moah Sark Bespoke Boatz | Mr 2FM0A7F 2:25:47 P Astan, Sally Contractar Fundraizer
K| i
3 of 3[Today's Visitors [Sorted By Check In Time DESC]]
() Preregistered @ checkedin @ Checked in / Badge Expired Rezet Theme | Group Print | Print Grid | Print Badge |
@ Preredisterd Future . Checked Cut Mo Reentry @ Pending Approval :
Fiefrezh | Luick Dut | Export to Excel | Fre-print |

@ Preregistered Past 0 Checked Out with Reentry . Denied Entry

January 2018

EasylLobby provides two ways to view visitor and employee information — the grid view and the form
view. You can open the grid view and one or more form views at the same time. Displaying multiple
form views is a visitor default option under the program options menu (see Section 3.4.2.2: Visitor

tab).

The grid view is capable of showing all information for all visitors. The form view allows you to view
information for a single visitor and add information for a new visitor.
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How to use the grid view

The grid view lets you quickly review a group of visitor records. The records are displayed in a table
with columns and rows.

Note: An efficient way to manage visitors is to open both the grid view and the form view. To edit a
visitor record, find the record in the grid view and double-click that row. The record will then open in
the form view.

In all EasyLobby grid views, networked ‘dynamic updates’ cause the the grid view to be refreshed
automatically, so that you can see updates to visitor status in real time.

[=] Visitor Grid [Today's Visitors (Sorted By Check In Time DESC)] [r= -2 3]
In | First Hame | Last Hame | Company | Title | Check In | Check Out | Employee | Category | Reason
[oug Hole Bazementzdll br 2707 2:31:45 PM Mardi, Adrianne Contractor Meeting
. Halle Tosiz Acme Mints Ir 2707 22733 PM Bennett, Tom Yisitor Sales Call
. Moah Sark Bespoke Boatz | Mr 2FM0A7F 2:25:47 P Astan, Sally Contractar Fundraizer
« I

3 of 3[Today's Visitors [Sorted By Check In Time DESC]]

() Preregistered @ Checkedin @ Checked in / Bacge Expired FReset Theme | Group Print | Print Grid | Print Badge |
@) Prerepisterd Futre @) Checked OutNoReertry () Pending Approval
@ Preregistered Past 0 Checked Out with Resntry . Denied Entry Fiefrezh | Luick Dut | Export to Excel | Fre-print | Delate |

Next to each visitor name you will see an icon that indicates the current status of the visitor;
Checked-In, Checked Out, Preregistered, etc. A key with all possible visitor statuses is available to
help you learn the icons. The key can be hidden by clicking Edit > Program Options > Defaults tab >
Visitor tab, and clearing the Display Grid Legend option (see Section 3.4.2.2: Visitor tab).

Icon Description

Indicates that the visitor has checked in but has not checked out.

Indicates that the visitor has checked out.

Indicates that the visitor’s badge has expired and they have not checked out.

Indicates that the visitor is preregistered.

Indicates that the visitor was preregistered but never checked in.

Indicates that the visitor is preregistered for a future date.

Indicates that the visitor has checked out and is authorized for re-entry into the facility.

Indicates that the visitor is pending approval for entry into the facility.

®®0®®0 G es®

Indicates the visitor is denied entry.
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You can control the appearance and organization of the grid view in the following ways:

Action Description

Resize the window Drag the edge of the grid view window to make the window bigger or smaller.

Resize columns and | Drag the border after a column heading to make that column wider or narrower. Drag

rows the border between any two rows to make all rows taller or shorter.

Change column You can make two columns switch places in the grid. To do this, drag and drop a

order column heading where you want it to be. The changes you make to the grid view are
automatically saved. Click Reset Theme on the grid view to restore the default grid
settings.

Sort column Click the column heading to sort the grid on that field.

Hide a column Right-click the column to hide or view a hidden column.

Any adjustments made to the grid will be saved for the next time you open the Visitor grid.
You can export the contents of the grid view to Microsoft Excel by clicking Export to Excel. This is
especially helpful if you are planning to combine data from multiple sources for comparison.
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5.2 Form view
The form view shows all the information for an individual visitor; name, company, title, contact
information, visitor category, reason for visit, employee visited, badge information, the visitor photo
and signature (if taken and captured), custom information being tracked, and check-in and check-out
times. This view may also be used to enter new visitor information.
@Visﬂm EIE@
=
Noah Sorensen @
First Mame [Noah Last Name |Sorensen
Company |Bespoke Boats Title: |Mr
Feason |Fundraiser | Categary | Contractar =l
Employes [Astan, Sally ﬂj Clearance | Top Brass Only =
Contact l Photo] Badge] Signature] U ‘I-B] Entry] Vehicle] Notes]
Phane || Address |
Fax| |
Al F'hone| Eit.'r'l
Email | State | ﬂ Zip |
Wwieb Site| Eountry| ﬂ
License| Eitizenship| ﬂ
Expiration ’7 [rate of Birth ’7 |d Mumber |
Checked In
|Friday, Dctober 27, 2017 at 2:25 PM ‘ Print Badge ‘ Hew ‘ LClose ‘
Checked Out
| Check Out Wiew Badge Luick Dut Delate ‘ ‘
Authorized for 271017 12:00 AM to 2741017 11:59 PM Status: Checked In
5.2.1 How to use the form view
The form view contains the following buttons:
m Check in allows you to check in the visitor.
m Check out allows you to check out the visitor.
m Print Badge prints a single badge on the badge printer.
» View Badge shows a preview of the badge to be printed.
m Preregister allows you to preregister a visitor.
m Quick Out allows you to check out any visitor with their Custom Id.
m New creates a new visitor record. The new visitor record will be completely blank, ready for you
to populate.
m Delete deletes the visitor (if you have manager or administrator access).
m Close closes the visitor log view.
m Save saves information entered into a new visitor record.
The form view include the visitor’s First Name, Last Name, Company, Title, Reason, Category,
Employee, and Clearance. The tabs contain Contact Info, Photos, Badge, Signature, Entry Log,
Vehicle, Notes, and User Defined tabs (if configured; see Section 3.4.3: Customize Fields tab).
Right-click a field for editing options. You do not have to complete very field, but any that are
marked with an asterisk, for example * Company, must be completed. These fields have been
marked as ‘required’ by the EasyLobby administrator (see Section 3.4.4: Visitor Fields tab).
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5.3 Find a visitor record
You can quickly find visitor records using these methods:

m Use a lookup to see a selection of visitors.
m Sort records by the desired criteria.

m Search with the Find window.

5.3.1 Look up a visitor record
To perform a lookup to see a selection of visitors, follow these steps:

1. With any visitor view active, click Visitor > Lookup. Click one of the following lookups on the
menu. A check mark indicates which lookup is currently selected.

m All Visitors displays all visitors.

m Today’s Visitors displays only visitors checked in with today’s date. When you open
EasylLobby, Today’s Visitors is the default lookup for the grid and form views.

m Current Visitors displays only visitors currently checked in.

m Today’s Preregistered displays all visitors who have been preregistered but have not
checked in for a visit that is scheduled for today.

m Preregistered Visitors displays all visitors who have been preregistered but have not checked
in for a visit that is scheduled for any date.

» Expired Badges displays visitors whose badges have expired but they have not checked out
for the current day. An alert can be set to address visitors that have expired badges. See
section Section 3.4.7.4: Expired Badges Alert tab for details.

m CheckedlIn Visitors displays visitors who are currently checked in. This view includes visitors
that may have been checked in on a previous day, or have expired badges. The Current
Visitors view will include only visitors with a checked in status that checked in today.

m Last Name asks you for a last name to look up.

m Company asks you for a company hame to look up.

= Visit Date asks you for start and end check-in dates to look up.

= In Station asks you for a check-in location. The Badge tab of the form view shows the station.
m Reason asks you for a reason or event to look up.

» Employee asks you for an employee last name to look up.

m Category asks you for the category to look up.

m Clearance asks you for the clearance to look up.

m Expiration Date asks you for the expiration date to look up.

m Custom Id asks you for the custom Id of the visit to look up.

= License/Passport humber asks you for the license or passport number to look up.
m Title asks you for the visitor's title to look up.

m Prox Card asks you for the prox card number to look up.

= Id Number asks you for the visitor's Id number to look up.
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m User Defined asks you to define the full or partial text to look up and in which user defined
fields.

m Preregistered date displays visitors who are preregistered for a particular date and location
that you specify.

n Employee’s Preregistered displays visitors who have been preregistered to visit the
employee you select but have not checked in.

n Department’s Preregistered displays visitors who have been preregistered to visit employees
in the department you select but have not checked in.

m Company'’s Preregistered displays visitors who have been preregistered to visit employees in
the company you select but have not checked in.

. If you are asked for text to look up, select an item from the list on the right or type in the box on
the left. If there is no list to the right, click Load to load the list. Check Always Load if you would
like the list to always load when you do the lookup. If the list is very long, it may take a while to
load. If you find this is the case, clear the Always Load option.

The search box on the left accepts wildcard characters, where * matches any number of
characters and ? matches any single character. This means you can type a pattern such as S* to
look up all visitors whose last name begins with the letter S, followed by any number of
characters. Typing ???der, where each ? represents exactly one character, would match visitors
called Snider and Reader.

”'7 Lockup on Visitor's Last Name

Yisitor's Last Mame

|???der|

“Y'ou may type any characters to search on. You
may uze * anddor ¥ in pour searches. You may
zelect any item from the list to begin your search
ztring.

oK | Carcel | Load [~ Always Load

If you are asked for the start and end date, type dates or click the arrow to select dates using a
calendar. The start date must be before or the same as the end date.

. Click OK. The visitor views shows only the visitors that match your lookup. The message area at
the bottom of each view shows how many visitors match your lookup.

Some lookups have quick key shortcuts available; see Section A.2: Shortcut keys.
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5.3.2 Find a specific visitor

To find a visitor, click Visitor > Lookup > Last name.

”'7 Lockup on Visitor's Last Name

Yisitor's Last Mame

|???der|

“Y'ou may type any characters to search on. You
may uze * anddor ¥ in pour searches. You may
zelect any item from the list to begin your search
ztring.

oK | Carcel | Load [~ Always Load

You can select any visitor last name from the list. If a list is not present, click Load to load the list of
visitors. You can check Always Load if you would like the list to always load when you do the
lookup. If the list is very long, it may take a while to load. If you find this is the case, clear the Always
Load option. Remember that the search box accepts wildcard characters; see Section 5.3.1: Look up
a visitor record.

5.3.3 Find a preregistered visitor

There are many lookups for preregistered visitors; today’s preregistered visitors, all preregistered
visitors, by date, by employee, by department, and by company. The following example shows how
to find all preregistered visitors and preregistered visitors for a particular date.

1. Click Visitor > Lookup > Preregistered Visitors. The list of all preregistered visitors is displayed
in the grid view and the form view.

2. To find preregistered visitors for a particular date, click Visitor > Lookup > Preregistered date.
You will see a window that allows you to select the arrival date and location for preregistered
visitors.

”"'-/ Lookup Preregistered Visitors

Arrival D ate

Amive Or: 271017 -

Site

Site | Headquarters j

I~ Al Sites

Qg LCancel |

3. Select the arrival date for which you want to see the preregistered visitors.

4. Select the site for which you want to see the preregistered visitors. You can select either a
single site or you can check All Sites to see visitors for all locations.

5. Click OK. The visitor views show only the preregistered visitors you selected.
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5.3.4 Find visitors by reason
To do a lookup of visitors based on reason (see Section 3.9: Reasons for a visit) follow these steps:

1. With any visitor view active, click Visitor > Lookup > Reason. A check mark indicates which
lookup is currently selected.

”"'-/ Lookup on Reason / Event

Reazon / Event

v

Fundraiser
Meeting
Sales Call
Service Call

|Fundraiser

“Y'ou may type any characters to search on. You
may uze * anddor ¥ in pour searches. You may
zelect any item from the list to begin your search
ztring.

Ok | LCancel |

2. If you are asked for text to look up, select an item from the list on the right or type in the box on
the left. Remember that the search box accepts wildcard characters; see Section 5.3.1: Look up
a visitor record.

3. Click OK. The visitor views will show only the visitors that match your lookup. The message area
at the bottom of each view will show how many visitors match your lookup.

5.3.5 Sort visitor records

You can sort the current lookup of the visitor records within the grid by:

Check In Time Category Check Out Time
Clearance Last Name Custom Id

First Name Valid From Company

Title Employee Reason

Valid to In Station Out Station

1. With any visitor view active, click Visitor > Sort by or click the header of the column you wish to
sort by.

2. Click the desired sort type on the menu. A check mark indicates which sort is currently
selected. The visitors shown in the visitor views are listed in the order you selected.

Note: The Sort by function will sort the currently active list of visitor records. For example, if you
had previously looked up all preregistered visitors, the sort by last name would sort the list of
preregistered visitors by last name. To sort all visitors by last name, do a lookup of all visitors and
then sort by last name.
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5.4 The employee grid view

The Employee Grid view shows all information for all employees in a spreadsheet-like view. You can
sort the information in the grid view by clicking Employee > Sort By. You can search for specific
employees clicking Employee > Lookup.

To open the employee grid view, use either of these methods:

= Click ﬁ (Employee grid view) in the toolbar.
m Click Employee > Grid View.

%% Employee Grid [Active Employees (Sorted By Last Name ASC)] [r= -2 3]
| | | [Ext | | | |
3 Aston Sally CFO zaston@acme. com
. Bennett Tom WP Engineering thennett{@acme. com
. M ardi Adrianne President anardiiEiacme. com

Inactive employees are shown in red

3
1of 3 [Active Emplovess [Sorted By Lazt Mame ASC)] Feset Theme | Print Grid | Mew |

Fiefrezh | Export ta Excel| Delate
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The employee form view

The employee form view shows all information for a single employee. Employee name and company
contact information is located at the top of the employee view, while personal information is displayed
on the bottom half of the window.

EasyLobby includes an employee photo and up to five photos associated with that employee. The
photos are located on tabs in the employee view. Depending on your security level, some parts of the
employee view may not be accessible to you. Photos are always available for all security levels.

To open the employee form view, use any of these methods:

= Click f# (Employee Form view) in the toolbar.
m Click Employee > Form View.

m Double-click the Employee field in a single-visitor view.

R Emploee EE
? Sally Aston
- [ Inactive
First Mame |Sally Last Mame |Aston
Title |CFD Mumber |
Email | saston@acme.com Prox Card |
Site. [ All Sites Id Number |

1 - Headquarters

Category |staff L] FPhone | Ext |
Compary |EasyL0bby j Cell Phane | Floar |
Department | 4dministration | Building | Office |
Photos] Azsociates eAdvanc:e] Vehicle] U ‘I-B] Entry] Notes]
Address | Home Phone |
[ Pager |
City | Fax |
State | Zip | ‘wieb Site |
Date of Bith ’7 Contry ’7 Group |
Emergency Contact Fiegion |
Narne | Lagin Mame |
Fhone li et l—

Status |D ul In | Frint Badge Hew | LCloze |
In Time |
Out Time [ | “iew Badoe Delete | Save |

| 3] | 4 | 1 of 3 [Active Employees [Sorted By Last Mame A5C]] 1] |ﬁ |ﬁ| » |N ||
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5.5.1 Find an employee

The Employee > Lookup menu functions similarly to the lookup menu for visitors. These grid views
can be especially helpful when you have a mixed use for your employees, such as multiple
companies in a multi-tenant building or if you are a hospital and using EasylLobby to manage
visitors for patients.

A check mark indicates which lookup is currently selected. The options in this menu are:
n All Employees displays all employees.
m Active Employees displays only active employees.
= Inactive Employees displays only inactive employees.
m Last name asks you for a specific employee’s last name.
» Department asks for a specific department.
m Title asks for a specific title.
m Site asks you to choose a specific site.
m Company asks you to choose a specific company.
m Category asks you to choose a specific category.
= Number asks for a specific employee number.
m User Defined asks you to define the full or partial text to look up and which user defined fields.

m Auto Fields asks you to define the full or partial text to look up and which user auto (vehicle)
fields.

The Employee > Sort by menu functions similarly to the Sort by menu for visitors. A check mark
indicates which sort is currently selected. You can also sort the employee grid by selecting the
header of the column you wish to sort by. The options in this menu are:

m Last name alphabetizes records by the last name of the employee.
m First name alphabetizes records by the first name of the employee.
m Title sorts employees by their title.

» Department sorts employees by their department.

= Employee Number sorts employees by their employee number.

m Company sorts employees by their company.

m Site sorts employees by their site.

m Category sorts employees by their category.
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Add an employee
Note: Only EasyLobby administrators and managers can add new employees.

A new employee can be added by importing employee records, adding them manually, or scanning
their information. New employees cannot be added by typing in a visitor or package view. To add a
new employee, follow these steps.

1. Click File > Employee or double-click an employee record in the grid view.

2. Click New.

3. Type the first and last name of the employee.

4,

Type employee data as required. The employee email field must have a valid email address for
visitor email notification and/or automatic package notification to work.

Add an employee via scanning

This is helpful if you have a number of employee records to create and do not plan to use the
Employee Import utility (see Section 3.7.2: Import employee data). To add a new employee by
scanning their information, follow these steps:

1. Click File > Employee or double-click an employee record in the grid view.

2. Click Employee > Scan to Create Employee. A check mark is displayed in front of Scan to
Create Employee.

3. Scan the employee’s business card or driver’s license. The information from the card or license,
including the photo (if capturing a photo) is included in the employee record.

4. Type employee data as required. The employee email field must have a valid email address for
visitor email notification and/or automatic package notification to work.

Employee photos can be taken at any time. Photos can also be loaded from disk or the clipboard.
Some visitor badge templates print a photo of the employee on the badge and many package labels
print the employee photo.

Mark an employee as inactive

To mark an employee as inactive, find the record for the employee and check the Inactive option on
the Employee Log window. Inactive employees are shown in red on the employee grid view.
Employees can also be marked as Inactive via the Employee Import tool (see Section 3.7.2: Import
employee data).

January 2018



PLT-03258, Rev A.O Visitor and employee views

5.5.5 Add an employee to the watch list
To add an employee to the watch list:

1. Find the employee to add to the watch list, either from the employee form or grid views, or
from a visitor record (double-click the employee field to bring up the employee form view).

2. Click Employee > Add to Watch List.
3. The watch list is displayed with the current employee record.

“watch List l Frequent isitors ] I awirnum Yisitors ] Timealue-B ased ] Compary W atch List ] Country watch List ]

First Name Last HName

ale, Doug
Lenin, Adolf
Sith, John

Delete Photo | Take Photo | Aliazes Aliases
Fhone Cell Phone

Address |

|
City State Zip
Country [rate of Birth
Licenze Expiration

Category | Crirninal ﬂ Lategaories
Site [ &l Sites =

% Alwayz Enabled
" Enable Between Dates

[27/0c2017 = To [270a2017 -

Special Instructions

Wizt B ejection Hiztory

New | Delete | Eind | Caunt [0 Dates | |

LCloze

4., Complete or edit any applicable information, and add special instructions.

5.5.6 Delete an employee

To delete an employee record, find the record for the employee and click Delete on the Employee
window. You cannot delete an employee record if there are visitor records for that employee. When
an employee who has had visitors leaves the company, you can one of the following:

» Mark the employee as inactive.

m Choose to archive the employee record and all the visitors for that employee. This file can be kept
with the employee’s permanent records.

m Lookup all the visitors for that employee, then delete the visitors or assign them to a different
employee. Once all the visitors that reference that employee are removed, you can then delete the
employee.
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Section

Visitor management

The typical steps for logging a visitor are as follows:
1. Capture the visitor’s information by:
= Manually typing.
m Scanning a business card.
m Reading a driver’s license.

Capture the visitor’s photo and/or signature (optional).
Check in a visitor and print their badge.

ENNOIEN

Notify the host employee.
5. Check out a visitor when they leave

Several shortcuts are available for performing these common tasks:

m F2 adds a new visitor record (see Section 6.1: Add a new visitor).

F3 adds a returning visitor (see Section 6.3: Add a returning visitor).

m F4 adds another visitor from the same company (see Section 6.4: Add a visitor from the same
company)

F6 checks in a visitor (see Section 6.14: Check in a visitor).

Note: When you add a new visitor, the login name of the current user is added to the operator field.
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6.1 Add a new visitor

To manually add a new visitor who has never visited before, open a new visitor view using any of these
methods:

 Click M (New Visitor) in the toolbar.

m Click New in the visitor or grid view.

= Click Visitor > New Visitor.

m Right-click the background of any visitor view. On the pop-up menu, click New Visitor.
m Press Alt+N.

m Press F2 to add a record with a single keystroke.

All the fields in the visitor log are blank in the new record:

) visitor o] ® |[ml
First Mame || Last Mame |
Company | Title |
Reason | | Category | Politisians =l
Employes | ﬂj Clearance | ﬂ

Contact l Fhata ] Badge] Signature] uo1-6 ] Entry ] Vehicle] Motes ]

Fhone | Address |
Fax | |
Alt Phone | City |
Email | State | ﬂ Zip |
‘wieb Site | Country | ﬂ
Licenze | Citizenzhip | ﬂ
Expiration [rate of Birth |d Mumber |
Checked In
Check |n Frint Badge Frereqister Hew ‘ LCloze ‘
Checked Dut
‘ Wiew Badge Luick Dut Delate ‘ ‘
Authorized for 3141017 12:00 AM to 3141017 11:59 PM Status: Prereqistered

Type the visitor’s first name, last name, title, and company.

Select the reason for the visit on the Reason drop-down.

Select the type of visitor on the Category drop-down.

Select the name of the host employee on the Employee drop-down.
Enter any additional information required by your company’s procedures.

I N N

To save the information on a visitor record before checking in/printing a badge, click Save.
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6.2 Copy a visitor

If several visitors share much of the same information, you can quickly use one visitor’s information as
the basis for creating a new visitor.

1. Use the grid view to find and select a row with the visitor’'s name. Other ways to find visitors are
described in Section 5.3: Find a visitor record.

I=] Visitor Grid [All Visitors (Sorted By Check In Time DESC)] [r= -2 3]
In | First Hame | Last Hame | Company | Title | Check In Check Out Employ Category | Reason
[ 3 o Moah Sark Bespoke Boatz | Mr HA0ATI0:28:43 Ak 31077 10:28:48 Ak Aston, Sally Contractar Fundraizer
K| i
1 of 1 [allVizitors [Sorted By Check In Time DESC]]
() Preregistered @ Checked in @ Checked in / Bacge Expired Rezet Theme | Group Print | Print Grid | Print Badge | Hew |
@ Preredisterd Future . Checked Cut Mo Reentry @ Pending Approval
@ Preregistered Past 0 Checked Out with Reentry . Denied Entry Refresh | Luick Out | E=port to Excel | Pre-print | Delete |

2. Click Visitor > Copy Visitor. The check in and out information and the fields on the Badge tab in
the form view are blank in the new record; all existing fields are the same as the original visitor.
Enter details of the new visitor. Make sure to check through the visitor form tabs to update all
the applicable information for the new visitor.

.

= L= @]
In | First Hame | Last Hame | Company | Title | Check In Check Out | Employ | Category | Reason
3 o Moah Sark Bespoke Boatz | Mr HA0ATI0:28:43 Ak 31077 10:28:48 Ak | Aston, Sally Contractor Fundraizer
O Moah Sark Bespoke Boatz | Mr Aston, Sally Contractor Fundraizer
) visitor =] © sl
<] | - @ 2
raraveess| JO@NNa Smith s
O Preregistered » Frint Badge | Mew |
Preregisterd Ful
@ Preregistered P First Name: [Joanna Last Name |Smith Pre-print | Delete |
Compary |Bespoke Boats Title |Mr
Reason |Fundraiser -] Categary | Contractar =l
Ermployes [Astan, Sally ﬂj Clearance | Top Brass Only =

Contact  Photo l Badge] Signature] U ‘I-B] Entry] Vehicle] Notes]

&I &I

Checked In
Check |n ‘ Frint Badge Frereqister Hew ‘ LCloze ‘
Checked Dut
‘ Wiew Badge Luick Dut ‘ Delete ‘ Save ‘
Authorized for 3141017 12:00 AM to 3141017 11:59 P Status: Prereqistered

3. Click Save, then Close.
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1.

Open a returning visitor view with any of these methods:

Click E (Returning Visitor) in the toolbar.
m Click Visitor > Returning Visitor.

Visitor management PLT-03258, Rev A.O

» Right-click the background of any visitor view. On the pop-up menu, click Returning Visitor.

m Press F3 to add a record with a single keystroke.

2. Type some visitor information and click Find.

®. Returning Visitor

Enter a full or partial value in the following fieldz and click Find

Last Mame |Sark

First Mame |

Company |

The |

Then select a returning visitor from the list and click Ok

First Mame | Last Mame Compary | Title |

Last Wigit

| LCancel |

3. Visitors matching the information are displayed in the list on the bottom of the window, as well
as their photos, if available, and their last visit date. Select the correct visitor and click OK.

®. Returning Visitor

Enter a full or partial value in the following fieldz and click Find

Last Mame |Sark

First Mame |

Company |

Title [ End

Then select a returning visitor from the list and click Ok

Last Wigit
31-0ct17

Qg LCancel |

4. A new visit record will be created for the visitor. Type or change any information required by

your company’s procedures and process as normal.

Note: By default a new visit record will be created for each time the visitor is on site.
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6.4 Add a visitor from the same company

When a group of visitors from the same company arrives:

1. Check in the first person using the new visitor (see Section 6.1: Add a new visitor) or returning
visitor (see Section 6.3: Add a returning visitor) forms.

2. Once you have checked in the first visitor from the same company, open a visitor form using
any of these methods:

m Click w (Visitor from Same Company) in the toolbar.

m Click Visitor > Visitor from Same Company.

m Right-click the background of any visitor view. On the pop-up menu, click Visitor from Same
Company.

m Press F4 to add a record with a single keystroke.

3. The company name, address, contact information, and user-defined fields are copied to the
new record. Type the visitor’s first name, last name, and title.

) visitor o] ® |[ml
Firzt Mame | Last Mame |
Company |Bespoke Boats Title: |

Feason |Fundraiser | Categary | Contractar =l

Employes [Astan, Sally ﬂj Clearance | Top Brass Only =

Contact  Photo l Badge] Signature] U ‘I-B] Entry] Vehicle] Notes]

i. | i. | i. |

Checked In

| Check |n Frint Badge Frereqister Hew ‘ LCloze ‘

Checked Dut

| ‘ Wiew Badge Luick Dut Delate ‘ ‘
Authorized for 3141017 12:00 AM to 3141017 11:59 PM Status: Prereqistered

4. Enter any additional information required by your company’s procedures.
5. Repeat this process for all visitors from the same company.
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Add a visit by an employee
This may be used when an employee visits a location where they do not normally work.

To add a visit by an employee:

1. Click Visitor > Visit by an employee. Type the employee’s name and click Find.

. Visit by Employee

Enter a full or partial value in the following fieldz and click Find

Last Mame I

First Mame |

Nurer |

Then zelect a name from the list and click Ok

Firzth ame | Laztame Mumber Company

< >

| LCancel |

2. Employees matching the information are displayed in the list at the bottom of the window.
A photo and the employee number is displayed, if available. Select the employee and click OK.

. Visit by Employee

Enter a full or partial value in the following fieldz and click Find

Last Mame |a

First Mame |

MHumber | Eind

Then zelect a name from the list and click Ok

Firsttd amne L asth ame MHumber

i

Sally Aston

< >

Qg LCancel |

3. A visitor record is created for the employee. Type or change any information required by your
company’s procedures and process as normal.
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6.6

6.7

6.8

Add a new visitor by scanning a business card

To scan a business card with the ScanShell 1000 or SnapShell R2:
1. Place the business card in the scanner. The information from the card is placed automatically
into the visitor view.
2. Enter any additional information required by your company’s procedures.

Note: You should check the details imported from the business card, as business cards’ unique
designs make it difficult to ensure that data is mapped to the appropriate fields.

Add a new visitor by reading a driver’s license

To read a driver’s license:

1. Insert the visitor's driver’s license into the scanning device as instructed in the device’s manual.
For a magnetic stripe card, swipe the card through the reader. The information from the license
is automatically placed into the visitor view. The picture from the visitor's license is
automatically placed into the picture field on the Photo tab of the visitor form view.

Select the type of visitor on the Category drop-down.

Select the reason for the visit on the Reason drop-down.

Select the name of the host employee on the Employee drop-down.
Enter any additional information required by your company’s procedures.

R NAIEN

Merge card/Id data

This function allows you to scan multiple data sources into one record, for example a barcode scan
and another scan from a card containing a photo. To merge the data from a business card or driver’s
license to an existing visitor’s record:

1. Either scan a business card or driver’s license to create a visitor record or locate the desired
visitor’s record.

2. Click E Merge data on the toolbar or click Visitor > Merge Card/Id data. The Merge data
button appears to the top right side of the visitor record, indicating that the record is enabled
to merge with the information from the next business card/driver’s license scan.

3. Scan the business card/driver’s license. The visitor’s record is updated with the information
from the scan that was not previously on the record. For instance, if you had scanned a visitor’s
driver’s license and merged the data from their business card scan, the company, title, phone,
and fax numbers would appear on the record after the scan.
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6.9 Business card or driver’s license scan matches preregistered visitor

If the Enable pre-authorized visitor match on business card or license scan security option is
selected (see Section 3.4.5.3: Preregistration Match tab), when you scan a business card or driver’s
license and the last name matches a visitor who is preregistered, you are prompted that the visitor is
on the list. The Preregistered Visitor Match window is displayed, where you may select the
preregistered visitor, create a new visitor, or cancel the check-in.

Preregistered Visitor Match

This visitor matches an existing preregistration. You
may select a match from the list below or create a
new visitor record.

FirstName| Rizal|

LastName| Marquez

Company | Lam Research Corporation

Title | Manager Employee Information Systems

Employee |

Reason |

Preregistered for 12/25/2017

Select Preregistered Visitor

Create Mew Visitor ‘ Cancel Chedk In ‘

€] Lot 5

Note: The visitor’s information will be updated with the information to match the business card or
driver’s license.

6.9.1 Visitor is not preregistered

If the Warn if visitor is not pre-authorized security option is selected (see Section 3.4.5.3:
Preregistration Match tab), when you scan a business card or driver’s license and the visitor is not
preregistered, a prompt is displayed. The No Preregistered Visitor Match window is displayed,
where you may select to create a new visitor, or cancel the check-in. This setting is helpful if you
request that visitors are preregistered, but may still allow a walk-in visitor..

Mo Preregistered Visitor Match

This visitor is not preregistered. Do you want to create a new visitor record?

0K Cancel
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6.10 Capture a visitor’s photo

EasyLobby can capture a photo of your visitor and store it in the visitor log, print the photo on the
badge, and show the photo on a visitor report. A visitor photo can be loaded from and/or saved to file,
captured from a camera or any input device such as a scanner, or captured from a card reader.
Multiple photos allow you to take a picture of your visitor and also capture the image of their business
card or driver’s license with the scanning device.

6.10.1 Capture a photo from a camera
1. On the Visitor form view window, click the Photo tab.

2. Click one of the @8d buttons.

3. If you see a Video Source window, select the required camera.

Video Source

Capture Source l

Irrterated Webcam

oK | cancel | ey |

4. The Photo Capture window appears.

o Capture

Capture Photo Lancel

5. Click Capture Photo to take the photo.
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6.10.2 Load a picture from file

1. Follow the steps in Section 6.710.1: Capture a photo from a camera until the Photo Capture
window is displayed.
apture
File Edit
Load

Save ',’

Delete Photo

Capture Photo Lancel

2. In the Photo Capture window, click File > Load.
3. Locate the required image file and click Open.

6.10.3 Scan a photo from a driver’s license or passport

1. Follow the steps in Section 6.710.1: Capture a photo from a camera until the Photo Capture
window is displayed.

Capture Photo Lancel

2. Right-click and select Scan from CardScan or Scan from ScanShell.

3. Place the business card or driver’s license in the scanner and click OK. The card is scanned and
its image is displayed as the photo.

Place document in ScanShell scanner

Note: If you use an ID scanner to capture the visitor’s information to create a new visitor record,

the photo can be captured at the same time. See Section 6.7: Add a new visitor by reading a
driver’s license.
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6.10.4 Delete a previously loaded photo

1. On the Visitor Log form view, click @ on a previously loaded photo.

2. In the Photo Capture window, click File > Delete Photo.

6.10.5 Save a previously loaded photo

1. On the Visitor Log form view, click @ on a previously loaded photo.

2. In the Photo Capture window, click File > Save.

6.11 Capture a visitor’s signature

EasylLobby can capture the signatures of your visitors. Visitor signatures are captured with a Topaz
signature capture device. This allows the visitor to confirm that they have read particular terms and
conditions, site rules, non-disclosure agreement, etc. before entering the site.

1. On the visitor form view, click the Signature tab.

2. Click Get Signature.

Please sign the signature pad

Signature

LClear | LCancel | Decline | Accept |

3. Ask the visitor to write their signature on the Topaz device, using the special pen attached to
the device. As they do this, their signature is displayed in the Signature Acquisition window.

4. Click Accept and the signature will appear on the visitor record.
5. On the Signature Type drop-down, select the document type for which the visitor has signed.

6.12 Capture custom information for a visitor

EasyLobby allows up to 24 fields of additional visitor information that is specific to your company’s
needs (for example, license plate number, parking lot). This information can be recorded on the Visitor
form. Your EasyLobby system administrator or manager can change the names of these user-defined
fields. User-defined fields should be set up prior to the visitor’s check-in. If custom information needs
to be captured at the time of the visit, you can use the Comments field.

1. On the visitor form view, click the UD (user defined) tab. The custom information tab(s) are to
the right of the Signature tab. They may not be named UD since they are configured by the
EasylLobby system administrator. There can be up to four user-defined tabs. Ask your
EasylLobby system administrator or manager if you are uncertain about the custom fields.

2. Enter the desired information.
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6.13 Watch list checks

There may be visitors that are not allowed to enter your building. EasyLobby has different ways to
check if a visitor is to be accepted. The watch list allows you to keep a list of people who are not
allowed into the building, including their name, photo, contact information, and special instructions.
The list also displays the number of times the person has been denied entry and the corresponding
dates. Each employee has up to five associated photos. These photos can be used to prevent access
for restricted visitors associated with that employee, to show relationships such as family or guardian,
or to maintain an awareness of special relationships that employees may have to the visitor.

Only managers and administrators can view the watch list.

1. Click Edit > Alerts.

“watch List l Frequent isitors ] I awirnum Yisitors ] Timealue-B ased ] Compary W atch List ] Country watch List ]

First Name Last HName

q
Lenin, Adolf
Sith, John

Delete Photo | Take Photo | Aliazes Aliases
Fhone Cell Phone

Address |

|
City ’7 State l— Zip ’7
Country ’7 [rate of Birth ’7
Licenze li Expiration ’7
Category | Crirninal ﬂ Lategaories
Site [ &l Sites =

% Alwayz Enabled
" Enable Between Dates

[27/0c2017 = To [270a2017 -

Special Instructions

Wizt B ejection Hiztory

Mew | Delete | Find | Count I Dates | ~|

LCloze

2. On the Watch List tab, click the name on the left to view information about the person.

3. Alternatively, on the menu, click File > Watch List Thumbs. Click a photo to show details of the
person.

4. Alternatively, on the menu, click File > Photo Thumbs. Click a photo to zoom it to full screen.

These photos may be of people with a special relation to the company, of whom receptionists need to
be aware. Examples are board members who may require special attention, or people who are a
security risk to the corporation. Lobby staff should become familiar with the complete list.
Administrators can add a photo by copying it into the folder

C:\Program Files (x86)\EasyLobby\EasyLobby SVM 10.0\Thumbs. If subfolders are created inside the
thumbs folder, a caption with the subfolder name is added to each picture.
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6.14 Check in a visitor

After you have entered information about a visitor or found the record for a preregistered visitor, you
may check in the visitor. Checking in a visitor enters the current time and date in the visitor log.

You can check in a visitor using any of these methods:
m Click Check In in your current visitor log view.
= On the menu, click Visitor > Check In.
m Right-click the background of any visitor view. On the pop-up menu, click Check In.
= Click «f,| Check In on the toolbar.
m Press F6.
= Click Print Badge in your current visitor log view. Printing a badge for a visitor automatically
checks in that visitor.
The Check In button enters the current date and time in this format:
Checked In
|T uezday, October 31, 2017 at 11:45 Abd

When you check in a visitor, the default check-in location for your computer is added to the InStation
field in the Badge tab of the form view, unless you or the person who preregistered this visitor typed a
different location.

6.14.1 Visitor already checked in prompt

If the On check in, prompt if visitor is already checked in security option is selected (see Section
3.4.5.1: Check In tab), when you check in a visitor and the first name, last name, and company match
a visitor who is already checked in, you are prompted that the visitor is already checked in. Usually
this indicates that the person did not check out when they left from their previous visit. The
Previous Check In Match window is displayed, where you may check out the previous check-in,
and/or cancel or proceed with the check-in.

. Previous Check In Match

Warning: this visitor matches a visitor who is currently
checked in.

First Mame |5 ally

Last Mame [Bston

Company |EazyLobby
Phone|
Address ]

City |
State | Zip|
Country |
Checked In |31 A0A717:45:18 &M Cancel Check In |
Check Out || Proceed with Check In |
4] Tof1 a3 da @] » [ ]
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Visitor matches an entry on the access control list prompt

If the On check in, prompt if name matches an entry in the watch list security option is selected
(see Section 3.4.5.1: Check In tab), when you check in a visitor and the name matches a visitor who
is on the watch list (i.e. an unwelcome visitor or VIP) you are prompted that the visitor is on the
watch list. The Watch List Match window is displayed, where you may cancel or proceed with the
check-in.

W, Watch List Match

‘John Smith" has been found in the Watch List. Number of
matches = 1

First Mame i Last Mame ]
P Aliazes
Ir’f — LR
A |
l‘ b t‘ ] Fhone Cell Fhone
¢ v Address{
=Y |
"' 3 . City State Zip

Country [rate of Birth
Licenze i Expiration

Category |Eriminal

1 Wisit Rejection History

Count 10
Dates B

Special Instructions

| Allow Check In | Deny Check In Cancel Check In |

1] 4] 1ot R RN

Visitor alert prompt

If you have an alert set up, and a visitor satisfies the conditions of the alert, the alert will be
displayed when the visitor checks in.

This is visit b for Adrienne Nardi since the
beginning of time.

Have vigitor complete questionnaire.

I Don't show this notification again for Adrienne Nardi

OK to Proceed With Check In | Cancel This Check In

The alert tells you the number of visits and the time frame, the instructions, and the Don’t show this
notification... check box (if specified). You can either check in the visitor or cancel the check-in
depending on the instructions in the alert.

Note: Once the alert notification is turned off, it will never show again for that visitor.
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6.14.4

6.14.5

Multi-day check in and check out via barcode scan

If the Enable multiple check ins within authorization period option is enabled (see Section 3.4.5.1:
Check In tab) you can check in and check out a visitor via a barcode scan of their badge for the time
the badge is valid. This feature can be used when you have a visitor that is on-site for more than one
day, for example a contractor, and you would like to issue them a single badge rather than printing a
new badge each day, or if you expect your visitor to leave the building and return later within the
same visit (for example, leaving for lunch and then returning in the afternoon).

You can also set Allow sequential check in without intervening check out, if desired. To use the
multi-day check-in and check-out feature:

1. Capture the visitor’s information on their first day and set the Valid From and Valid To dates
and times in the Badge tab on the form view.
2. Print out a badge for the visitor that shows the barcode of the Custom Id.

3. When the visitor leaves or returns, scan the barcode on the badge with the barcode scanner.
The visitor is checked in or checked out automatically.

If you do not have a hand-held barcode scanner, press F12 and manually type the visitor’s
Custom Id from their badge to check them in or check them out.

Note: There is one check-in date and time for each visitor record. When someone visits multiple
times (other than the multi-day check-in/out), you create a new record for that person for each visit.

Print a badge

EasyLobby can print a variety of badge layouts and can use different printers to print single badges
and groups of badges. To change the printer or badge used, contact your EasyLobby system
administrator or manager. More details about designing and assigning badge types is included in
Chapter 11: Print badges.
1. Select the visitor record for which you want to print a badge.
2. Print a badge for this visitor using any of the following methods:
= Click&| Print Badge in the toolbar.
m Click Visitor > Print Badge.
Right-click the background of any visitor view. On the pop-up menu, click Print Badge.

Click Print Badge in the visitor view window.
Press F8.

If EasyLobby is set up to use a label printer when printing single badges, the badge prints
immediately. If EasyLobby is set up to use a laser printer or an ink-jet printer, the Print Options
window is displayed to allow you to select the position of the first badge on the page or to change
the badge printer.

Note: If you need to print a group of badges or want details about using the Print Options window,
see Section 6.17: Manage a group of visitors.

January 2018 197



Visitor management PLT-03258, Rev A.O

6.14.6 Send email notification of a visit to an employee

If you are using automatic email notification of visitors, after you check in/print a badge for the
visitor your email program will open with a message to the host employee. You can modify this
message if you wish and click Send to send the message.

If you are not using automatic email notification of visitors, when a visitor arrives you can send an
email to notify the host employee by following these steps:

1. Create the visitor record as you would normally. You should print the badge before you notify
the employee by email; that way the check-in time and date and location is automatically
entered.

2. Click @ in the toolbar or press F11. Your email program opens with a message to the host

employee. This message can be modified.
3. Click Send to send the message.

Note: If the email message does not appear in your email program, contact your EasyLobby system
administrator or manager. Note that you must have the SMTP configured in order for email alerts to
work.
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6.15 Check out a visitor

When a visitor leaves, you can check out that visitor. The current time and date is automatically
recorded in the visitor log. You can check out a visitor using any of these methods:

m Click Check Out in your current visitor log view. This enters the current date and time:

Checked Dut
|Tuesda}l, October 31, 2017 at 4:40 P

= Click Visitor > Check Out.
m Right-click the background of any visitor view. On the pop-up menu, click Check Out.
» Click «;| (Check Out) on the toolbar.
m Press F7.
m |f required by your visitor procedure, collect the badge from the visitor.
Visitors may also be checked out by scanning the bar code on their badge, or their smart card, prox

card, driver's license, or ID if EasyLobby is configured to perform in this manner. These functions are
discussed below.

When you check out a visitor, the default checkout location for your computer is added in the Out
Location field in the Badge tab of the form view (unless you typed a different location). To change
this default location, contact your EasyLobby system administrator or manager.

Note: There is one check-out date and time for each visitor record. When someone visits multiple
times, a new record is created for that person for each visit. If you need to enter a checkout date and
time other than the current date and time, contact your EasyLobby system administrator or manager.

6.15.1 Quick out

The check-out process can be streamlined by using Quick Out. Quick Out allows you to enter the
Custom Id for the visitor to automatically check the person out, without having to find their visit
first. Each visitor is automatically assigned a Custom Id.

To use Quick Out, make sure you are using a badge that prints the Custom Id. To change the badge
template, contact your EasylLobby system administrator or manager.

To check out a visitor with Quick Out:

1. When the visitor returns from their visit, click Quick Out or press F12.

2. Type the Custom Id number and press Enter. The visitor record is automatically looked up and
checked out without disturbing your current work.

6.15.2 Barcode scanner checkout

To automate the check-out process, you can add a barcode scanner to your EasyLobby system.
Select a badge template that prints the barcode of the Custom Id. When a visitor returns from their
visit, scan in the barcode on the badge and that visitor is checked out without disturbing your
current work.

Note: The barcode scanner must be configured before it will scan barcodes. Scan the necessary
barcodes in the scanner’s user manual to set a preamble string of F12, and Code 128. For additional
information, refer to the Devices folder on the EasylLobby DVD.
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6.15.3 Check out with a driver's license

If EasyLobby is enabled to allow check-out via a driver’s license, you may scan the visitor’s driver’s
license when they are ready to leave to check them out.

Note: To use this feature, the visitor must have initially been checked in using a driver’s license read.

6.15.4 Check out all visitors

The Check Out All feature allows you to check out all visitors that are currently checked in. You may
want to use this feature at the end of the day if your company has a policy that everyone must be
checked out.

1. Click Visitor > Check Out All...

. Check Out All

Apply to

There are currently 2 visitors that are not
checked out. {All Sites)

Check Out Date/Time  |[31/1017 | | 4:45.39FM —

Check Out Al ‘ LCancel |

2. The Check Out All window tells you how many visitors are not currently checked out for all sites
or a specified site. The default check-out date and time are the current date and time; you may
change these to the desired time.

3. Click Check Out All to proceed with the check-out.

6.15.5 Delete a visitor record

Administrators and managers can delete any visitor record by clicking Delete in a visitor view. The
associated event and employee are not deleted when you delete a visitor record.
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6.16 Preregister a visitor

Preregistering expected visitors speeds up the visitor check-in process. When the visitor arrives their
information is already entered into EasyLobby and a badge is ready to print. The badge may also be
preprinted before their arrival. To preregister visitors using eAdvance, see EasylLobby eAdvance 10.4
Installation and Administration Guide (PLT-03263).

1. Create a new visitor and enter the expected visitor’s information. Do not check in or print a
badge for the visitor.

2. On the new visitor form, click Pre-register.

%, Preregister Visitor

Arrival D ate

Anve On: [ 30/0ct/2017 09:00 AM_~ [+

Departure Date

Depatton: [31/0ct/2017 11:59PM v [+

Site

Site |11 - Headquarters j

Fre-print | Qg LCancel |

3. Use the down arrow to select the date and time of arrival and departure and the check-in
location, if different from the default entries.

October 2017 |
Sun Man Tue Wed Thu Fri Sat
1 2 3 4 5 6 7
9 10 1 12 13 14
15 16 17 18 19 20 21
23 24 25 26 27 28
29 30
oA Today bk

Note: The date of arrival and check-in location or arrival fields are updated on the Badge tab in
the visitor log form view.

4. Click OK. In the status area, the visitor record displays that the visitor is authorized, including
the dates.

Authorized for 031117 3:00 AM to 031147 12:00 PR Status: Preregistered in the future
5. You do not need to click Check In or Print Badge at this time. When the visitor arrives, perform

a lookup on preregistered visitors, locate the visitor and print a badge. This will automatically
check in the visitor.

If you need to print badges for preregistered visitors ahead of their arrival, contact your EasylLobby
system administrator or manager to allow you to print badges with a different time and date, or no
time and date. Users with administrator permissions may preprint badges if desired.
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6.17 Manage a group of visitors

When a large group of visitors arrives, you will want to process the visitors as quickly as possible. Here
are some ways to speed the check-in process:

m Preregister expected visitors. Encourage employees to inform you of expected visitors so you can
preregister them. Also, if your company uses EasyLobby eAdvance, encourage employees to
preregister their visitors. You can quickly find today’'s preregistered visitors for your location by
clicking Visitor Lookup > Preregistered.

m Print badges for preregistered visitors before they arrive. The check-in date and time is the date
and time you print the badges. Your EasyLobby system administrator can change the date and
time using the Check In tab of the Custom Processing window (see Section 11.4: Print a badge
with a custom check in time/date).

m |f you have card scanning set up, scan the visitors’ driver’s license or ID to quickly enter their
information into EasyLobby.

m |f you are not using card scanning, and the visitors are from the same company, enter the first
visitor's information, then press F4 to start a new visitor record with the same company
information.

m If your procedures permit, enter only the known information that will be printed on the badges.
Then, when the visitors arrive, you can enter additional contact information from business cards.

m |f you are planning to print all the badges at once, as you add visitors, do at least one of the
following to assist with the printing process:

m Use a user-defined field that applies only to these visitors and not to any past visits. For
example,the filed might contain ‘3/24/2018 sales meeting’.

m Click Check In as you enter each visitor.
To print multiple badges, follow these steps:

1. After you enter information for all the visitors, go to the grid view.

2. If you used a user-defined field that applies only to this group, click Visitor > Lookup > User
Defined. In the Search user defined fields window, select the field you used for these visitors
and click OK. If you checked in all the visitors as you entered them, click Visitor > Sort by >
Check In Time.

You can also look up preregistered visitors by choosing Visitor > Lookup > PreRegistered
Visitors, Preregistered date, Employee’s preregistered, or Department’s preregistered to look
up preregistered visitors for a certain date, employee or department.

3. Once you have the desired records isolated in the grid view, hold down the Shift key and click
the first listed visitor in this group. While still holding down the Shift key, click the last listed
visitor in the group. This highlights all the visitors in the group.

4. Click Print Badge. You will see the Print Options window.
Note: If you are using a label printer, EasyLobby prints the badges immediately.

5. In the Print Options window, follow these steps to select a printer other than the normal group
printer:

a. Click & Change...
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b.In the Printer Choice window, click Select next to printer page-independent. You can click
the option button to the left of printer page-dependent and select two different printers if
you want to print the first page of badges on a different printer than the following pages.

c. In the Print Setup window, select the name of the printer you want to use. Click Properties if
you want to change any print properties.

d. Click OK in the Print Setup window.
e. Click OK in the Printer Choice window.

6. In the Print Options window, follow these steps to start printing on a label other than the
upper-left one on the page:

a. Click =% Select...

b.In the Choose Start Position window, click the label position of the first label on the page.
c. Click OK.
7. Click Start Print in the Print Options window.

6.18 Panic message

This function automatically sends an email to predesignated recipients if there is a problem in the
lobby.

m Click File > Panic Message, or click the Panic Message icon [ on the Toolbar.
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Section

Package management

EasylLobby includes a package management system. When a package arrives for an employee at the
front desk, you can enter the package information quickly, print a package label for each item and
automatically notify the employee by email that a package has arrived.

The package management system in EasyLobby includes two views of packages. The views are:
@ Form View: Shows package information in a form view.
ﬁ Grid view: Lets you view packages in a list.

As on all EasyLobby grid views, dynamic updates are enabled in all networked visitor logs. Dynamic
updates refresh the grid view automatically.

7.1 Add and edit a package

When a package arrives:

1. Click New from either the package grid or form view, or click Package > New Package.
2. Click the Package Info tab.

iyl Packages EI [=] @
|
Package Info l Signature] Notes]
Emplayee || = Custom Id |
Fram | Stored At | =
Quantity ’1_ Cartier | = User One |
Type | ﬂ Uszer Two |
Drescription | Uszer Three |
Tracking # | Uszer Four |
In Station l— Operator li Uzer Five |
Oyt Station l— Operator li Uszer Six |

Fieceived | Luick Dut | Frint Label | Hew | LCloze |

Delivered| Wiew Label | Delate | |

|I<|<| Mew Package M|ﬁ|&|>|ﬂ”

3. On the Employee drop-down, select the employee to whom the package is addressed.
4. In the From box, type the sender of the package.

5. If there is more than one item in the shipment, type the number of items in the Quantity box. A
label can be printed for each package.
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6. Complete the remaining package information as needed.

7. The Custom Id is automatically set. The current user’s login name is automatically entered into
the Operator field.

8. Click Print Label. The package is checked in, and a label printed for each package. EasyLobby
supports DYMO 450T label printers.
7.1.1 Notify an employee of a package

If the auto-email feature is configured (see Section 3.4.7.2: Package Check In tab) and the employee
has an email address on file, an email notification of the package will automatically be sent to the
employee selected on the Packages form. To manually send a notification to the employee:

m Click % on the toolbar to either send or format an email to notify the employee they have a
visitor or package.
7.1.2 Check out a package
When the package is delivered to the employee, you need to check out the package.

m Click Check Out to manually check out a package. The package record is time-stamped for the
package pick-up/delivery.

To increase speed at your front desk, use a package label template that shows the Custom Id. When
an employee picks up their package, just press F12 to show the Quick Check Out dialog. Type the
Custom Id from the package label and press enter. The package is checked out without disturbing
your current work.

To automate the package check-out process, show a barcode of the Custom Id on the package
label. When the employee picks up their package, just scan in the barcode and the package will
automatically check out.

7.1.3 Use a signature with a package
To sign in or sign out a package:
1. Click the Signature tab on the Packages window.

] Packages EIE@

Bennett, Tom

Package Info  Signature l Motes ]

Signature Type
Fackage Signature Type j

Fieceived | Luick Dut Frint Label | Hew | LCloze |

Drelivered | Wiew Label | Delate | |

[14] 4] 2 of 2 Today's Packages (Sorted By Recsived Tims DESC] ada[am > v
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7.1.4

7.1.5

7.1.6

2. Click Get Signature.

3. Ask the visitor to write their signature on the Topaz signature capture device. As they sign, you
will see their signature in the Signature Acquisition window.

Please sign the signature pad

Signature

LClear | LCancel | Decline | Accept |

4. Click Accept and the signature will appear on the visitor record.

5. On the Signature Type drop-down, select the purpose for the signature.

Delete a package

Administrators and managers can delete any package record by clicking Delete in a package view.
The associated employee is not deleted when you delete a package record.

Look up a package

You can find specific package records using techniques similar to those you use to find visitor
records. The techniques for finding records are:

= Click Package > Lookup to see packages with a particular last name or in a particular
department.

= Click Package > Sort By to sort records by received time, delivered time, last name, first name,
in location, or stored location.

Package grid view

The Package Grid window lets you quickly review a group of package records. The records are
displayed in a table with columns and rows. As on all EasyLobby grid views, dynamic updates are
enabled in all networked visitor logs. Dynamic updates refresh the grid view automatically. You can
control the appearance and organization of the grid view in the following ways:

m Resize window: Drag the edge of the grid view window to make the window bigger or smaller.

m Resize columns and rows: Drag the border after a column heading to make that column wider
or narrower. Drag the border between any two rows to make all rows taller or shorter.
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m Change column order: You can move any column by dragging and dropping the heading where
you want it to be. The changes you make to the grid view are automatically saved. Click Reset
Theme on the grid view to restore the default grid settings.

B Package Grid EI@
In | Received | Delivered | Quantity | Employee | Custom Id | Stored At From | Type | De:
» 03/09417 05:56 pm | 03/09/17 05:56 pm 1 Asgton, Sally F153
| 03/03/17 05:56 pm 0340917 05:56 pm 1 Drrucker, David F158 Front Desk Barbecue wWorl
| 03/09/17 05:54 pm 03/0917 05:54 pm 2 Drrucker, David P157 Storage LL Bean
: 03/0917 05:44 pm 03/0917 05:54 pm 1 Drrucker, David F156 Storage Mather
K| o
1 of 3[Today's Packages [Sorted By Received Time DESC)]
Fieset Theme | Frint Grid | Frint Badge | Fieceived | Hew |
Fiefrezh | Luick Dut | Export to Excel | | Delate |

7.1.7 Add and edit a package carrier
1. Click Package > Carriers.

This Site [10]
Headquarters [11]

Move Up | Move Down | Sort |

Inzert | [elete | LCloze |

2. Click Insert to create a new carrier.

3. Type a descriptive name for the carrier.

4. Click Move Up, Move Down, or Sort to change the order of the carriers.
5. Click Close.

7.1.8 Delete a package carrier
1. Click Package > Carriers.
2. Select the carrier you want to remove and click Delete.

. Edit Carriers

Move Up | Move Down | Sort |
Inzert | [elete | LCloze |
3. Click Close.
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7.1.9 Add and edit a package stored at a location
1. Click Package > Stored At.

. Edit Stored At

anl Desk isng _
Front Lobby |Secunly Lodge
Sites
=1 [w] &l Sites
; Thiz Site (10
. Headquarters [11]
Move Up | Move Down | Sort |
Inzert | [elete | LCloze |

2. Click Insert to create a new Stored At location.

3. Type a descriptive name for the Stored At location.

4. Click Move Up, Move Down, or Sort to change the order of the locations.
5. Click Close.

7.1.10 Delete a package stored at a location
1. Click Package > Stored At.

. Edit Stored At

Security Lodge

\Front Desk Narnie
‘Front Lobby |anl Lobby
Sites
=1 [w] &l Sites

Thiz Site (10]

Move Up | Move Down | Sort |

Inzert | [elete | LCloze |

2. Click Delete to delete a location.
3. Click Close.
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7.1.11  Add and edit a package type
1. Click Package > Package Types.

Wi, Edit Packag

Crate Lisne
Letter |Box
Sites
=1 [w] &l Sites

[ Thiz Site (10]

Move Up | Move Down | Sort |

Inzert | [elete | LCloze |

2. Click Insert to create a new package type.

3. Type a descriptive name for the package type.

4. Click Move Up, Move Down, or Sort to change the order of the package types.
5. Click Close.

7.1.12 Delete a package type
1. Click Package > Package Types.

Wi, Edit Package Types

Box
Crate isne
|Lell9l
Sites
=1 [w] &l Sites
o Thiz Site (10
. Headquarters [11]
Move Up | Move Down | Sort |
Inzert | [elete | LCloze |

2. Click Delete to delete a package type.
3. Click Close.
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Section

8.1

EasylLobby includes an asset management module which can be used if you loan out items (keys,

radios, etc.) to either visitors or employees while on site. When an asset is removed (loaned) from the

facility by an employee, you can enter the asset information and print an asset label for each item.
The asset management system in EasyLobby includes two views of assets. The views are:
E Form View: Shows asset loan information in a form view.

[]| Grid view: Lets you view asset loans in a list.

As on all EasyLobby grid views, dynamic updates are enabled in all networked visitor logs. Dynamic

updates refresh the grid view automatically.

Add and edit an asset type

You must first create asset types for later selection in the Assets form.

1.

2. Click Insert to create a new asset type.
3. Type a descriptive name for the asset type.
4. Click Move Up, Move Down, or Sort to change the order of the package types.

Click Asset > Asset Types.

Move Up
Monitor —
Projector

Move Down

Sort

e

M ame

Laptop

Inzert | [elete | LCloze |

5. Click Close.
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8.1.1 Add and edit an asset

You must create assets to be loaned out:

1. Click New from either the asset grid or form view, or click Asset > Edit Assets.
2. Click New to create an asset.

B Asset ()
Name |Lenova Laptop
Acer Projector
LG 4K presentation monitor Mumber [12341
Type |Lapt0p ﬂ

Description |Woah's Laptop

Custam Id 41001001
Site |l Sites ~|

Uszer One |

Uszer Two |

Uszer Three |

Uszer Four |

Uszer Five |

Uzer Six |

Hew | Delate | FEind | Wiew Tag | Frint Tag | LCloze |

3. Type a descriptive name for the asset.

4, Complete the remaining asset information as needed.

5. The Custom Id is automatically set.

6. If desired, click Print Tag to print an asset tag to adhere to the asset.
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8.2 Asset loan
When an asset is issued to a visitor or employee:

1. Click New from either the asset loan grid or form view, or click Asset > New Asset Loan.

£ Asset Loan EI = @
Azzet [nfo l Signature]
Aszzet || ﬂ Loan To + Employes 7 Mizitor
Employes | ﬂ
Due Date | I~ ;lj
Uszer One |
Uszer Two |
Uszer Three |
Uszer Four |
Uszer Five |
Uzer Six |
Loan Station Operator
Fieturn Station Operator
Loan Type ¢ Shart term i Long term
Loan | Wiew Label | Hew | LCloze |
Retumed | Buick Out | Frint Label | Delete | |
|I<|<| Mew Asset M|ﬁ|&|>|ﬂ”

2. Select the asset to be loaned on the Asset drop-down.
3. In the Loan To options, select either Employee or Visitor.

4. On the Employee (or Visitor) drop-down, select the employee/visitor who is checking out the
asset.

5. To specify a Due Date, check the Due Date field. The due date defaults to the current day and
time. You can change the day and time by using the arrows to the right of the day/time to
select the desired day and time.

6. Complete the remaining information as needed.

7. Click Print Label. The asset is loaned out and a label is printed for the asset loan. Alternatively,
click Loan to loan the asset without printing a label for it.

8. If you select an asset that has already been loaned, the Asset is currently on loan window is
displayed. You have the option to return the asset, return and re-loan the asset, or cancel the
loan.

. Asset is currently on loan

Asset was loaned to Sally Aston on 01/11/17 11:28:35
AM and has not yet been returned

Beturn b ark the previous asset loan returned
Fieturmn / Loan Mark previous loan returned and mark current loaned

LCancel Cancel the operation

i
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8.2.1 Return an asset
When the asset is returned by the employee, you must enter this in EasyLobby.
m Click Return to manually return an asset. The asset record is time-stamped for the asset return.

To increase speed at your front desk, use an asset label template that shows the Custom Id. When
an employee returns the asset, press F12 to show the Quick Check Out window. Type the Custom Id
from the asset label and press enter. The asset is returned without disturbing your current work.

To automate the asset return process, show a barcode of the Custom Id on the asset label. When the
employee returns their asset, scan the barcode on the label and the asset is automatically marked as
returned.

8.2.2 Using a signature with an asset
To sign out or sign in an asset:

1. On the Asset Loan form window, click the Signature tab.
£ Asset Loan EIIEI@

Lenovo Laptop

Azzet lnfo  Signature l

Signature Type
Empl Fel

Loaned [Wednesday, Movember 1, 2017 at 11:28 AM Wiew Label | Hew | LCloze |

Fieturned | Luick Out Frint Label | Delate | |

[14] 4] 3 of 3 [&ll Asset Loans (Sorted By Loaned Time ] BRI

2. Click Get Signature.

3. Ask the employee to write their signature on the Topaz signature capture device using the
special pen attached to it. As they sign, you will see their signature in the Signature Acquisition
window.

Please sign the signature pad

Signature

LClear | LCancel | Decline | Accept |
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8.2.3

8.2.4

8.2,5

4. Click Accept and the signature will appear on the lost and found record.
5. On the Signature Type drop-down, select the purpose for the signature.

Delete an asset record

Administrators and managers can delete any asset record by clicking Delete in an asset view. The
associated employee is not deleted when you delete an asset record.

Look up an asset record

You can find specific asset records using techniques similar to those you use to find visitor records.
The techniques for finding records are:

m Use a lookup in the Asset > Lookup menu to see assets with a particular last name or in a
particular department.

m Use a sort by in the Asset > Sort By menu to sort records by received time, delivered time, last
name, first name, in location, or stored location.

Asset loan grid view

The Asset Loan Grid window lets you quickly review a group of asset records. The records are
displayed in a table with columns and rows. As on all EasyLobby grid views, dynamic updates
refresh the grid view automatically. You can control the appearance and organization of the grid
view in the following ways:

m Resize window: Drag the edge of the grid view window to make the window bigger or smaller.

m Resize columns and rows: Drag the border after a column heading to make that column wider
or narrower. Drag the border between any two rows to make all rows taller or shorter.

m Change column order: You can move any column by dragging and dropping the heading where
you want it to be. The changes you make to the grid view are automatically saved. Use Reset
Theme on the grid view to restore the default grid settings.

E Ascet Loan Grid EI@
In | Loaned | Returned | Hame | Humber | Employee |\ﬁsilor Due Date | Custom

11017 11:37 am Acer Projectar BETET Mardi, Adrianne . A100100

. 110117 11:36 am LG 4K presentation mor | BEFE2 Astan, Sally . A700700

. 11/ A711:28 am | 11/01417 11:36 am | Lenowo Laptop 12341 Astan, Sally . A700700

1 of 3[Today's Aszzet Loanz [Sorted By Loaned Time |]
Fieset Theme | Frint Grid | Frint Label | | Hew |

Fiefrezh | Luick Dut | Export ta Excel| Beturn | Delate |
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Section

Lost and found management

A Lost and Found module is included with EasyLobby. When an item is found, you can enter its
information quickly and take a picture of the item to track items that are lost to be recovered later by
their owner.

The Lost and Found in EasyLobby includes two views of items. The views are:
ﬂ Form View: Shows lost and found information items in a form view.
Grid view: Lets you view lost and found items in a list.

As on all EasyLobby grid views, dynamic updates are enabled in all networked visitor logs. Dynamic
updates refresh the grid view automatically.

9.1 Add and edit a lost and found type

You must first create lost and found types for later selection in the Lost and Found form.

1. Click Lost & Found > Lost and Found Types.

W, Lost and Found Types

Moneyp/wallet Move Up

Personal property

Company property Move Down

Inzert
[elete

|Money!wallel LCloze

2. Click Insert to create a new lost and found type.

M ame

3. Type a descriptive name for the lost and found type.
4. Click Move Up, Move Down, or Sort to change the order of the lost and found types.
5. Click Close.
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9.1.1 Add and edit a lost and found item
When you find a lost item:

1. Click New from either the lost and found grid or form view, or click Lost and Found > New
Found Item.

2. Click the Lost and Found Info tab.

T Lost and Found

Lozt and Found [tem Info ] Signature]

Name |Rolex watch

Tupe | Perzonal property

Description |Rolex Daptona

Found by |Joe Blogg:
Claimed by |

Claimer Type ]

In Station | Operator |
[ut Station | Operator |
Check |n | Buick Out Hew ‘ LCloze ‘
Claimed | Delete ‘ - ‘
[14] 4] 10t 1 [Today's [Sorted By Diate/Time Found DESC)] MR

3. Enter information about the found item.

4. If desired, click the camera icon to take a picture of the item (requires that a web camera is
connected to the computer). Alternatively, when the Photo Capture window is displayed, click
File > Load to load an image from file.

5. Click Check In to record the day and time the item was found.

9.1.2 Look up alost and found item

The Lost & Found > Lookup menu functions similarly to the Lookup menu for visitors. A check mark
indicates which lookup is currently selected. The options in this menu are:

m Today’s

Current

By date range
n All
Search... to specify text or fields

9.1.3 Lost and found grid view

The lost and found grid view window lets you quickly review a group of lost and found records. The
records are displayed in a table with columns and rows.

As on all EasyLobby grid views, dynamic updates are enabled in all networked visitor logs. Dynamic
updates refresh the grid view automatically.

You can control the appearance and organization of the grid view in the following ways:

m Resize window: Drag the edge of the grid view window to make the window bigger or smaller.
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m Resize columns and rows: Drag the border after a column heading to make that column wider
or narrower. Drag the border between any two rows to make all rows taller or shorter.

m Change column order: You can move any column by dragging and dropping the heading where
you want it to be. The changes you make to the grid view are automatically saved. Click Reset
Theme on the grid view to restore the default Grid settings.

.

B ===
In | Found Time | Claimed Time | Mame |'I'ype | Found by | Claimed by Claimer Type |
3 A\' 01171218 pm iPhone 13 Perzonal property Tiffary Goldsmith Gold caze, dia
A\? 01171218 pm bemory stick, Company property John Smith 32GE device
A\? 01171214 pm W allet Moneywallet Freddy Stair Black leather,
A\? 01A1A7 1210 pm Fiolex watch Perzonal property Joe Bloggs Fiolex Daytong
I o
1 of 4 [Date Range [] [Sorted By Date/Time Found DESC)] Flesct i Prit Grid | Check Out | W |
Fiefrezh | Luick Dut | Export to Excel Delete |

9.1.4 Check out a lost and found Item
When the item is recovered by its owner, you check out the lost item to return it.

m Click Check Out on the Lost and Found form to manually check out the item. The item record is
time-stamped with the claimed information.

i Lost and Found EI [=] @

Lozt and Found Item Info l Signature]

Name: |Memary stick &l

Tupe | Company property ﬂ

Drezcription |32GB device containing unencrypted staff salary records

Found by | ohin Smith

Claimed by |
Claimer Type | j
In Station [This Station Dperator | dministrator
Oyt Station | Operator |
Found [wednesday, November 1, 2017 at 12:18 PM Quick Out | Mew | Lloze |
Claimed #ednesday, Movember 1, 2017 at 12:21 PM Delete | |
[14] 4] 2 of 4 [Date Ranae (] (Sorted By Date/Time Found DESC] ada |7 v
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9.1.6
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To sign in or sign out an item:

1. Click the Signature tab

i Lost and Found

Lot and Found tem [nfo Signature l

Signature Type

Ficked Up By
Stalen

Found [Wednesday, Movember 1, 2017 at 12:14 PM

Check Out | |

Luick Dut

Hew |

LCloze |

Delate |

L]«

3of 4 [All [Sorted By Date/Time Found DESC)]

RO

2. Click Get Signature.

Lost and found management PLT-03258, Rev A.O

Use a signature with a lost and found item

3. Ask the visitor to write their signature on the Topaz signature capture device using the special
pen attached to it. As they sign, you will see their signature in the Signature Acquisition

window.
Please sign the signature pad
Signature
LClear | LCancel |

4. Click Accept and the signature will appear on the lost and found record.
5. On the Signature Type drop-down, select the purpose for the signature.

Delete a lost and found item

Administrators and managers can delete any lost and found record by clicking Delete in a lost and

found view.
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Reports

An EasyLobby administrator or manager can run and create reports to analyze visitor traffic and other
data tracked by EasyLobby. You can create reports on visitors, employees, reasons, packages, or the
watch list.

10.1 Create a report

Reports are run from either EasyLobby SVM or Administrator. You can run standard reports or use the
report wizard to create customized reports and save them for reuse. To create a report, follow these
steps:

1. Click File > Reports.

”"'-/ Easylobby Reports

Fieport Log:

Azzet j

Fieport:

Fieports a list of all assets

Inputs:
[none]

Qg LCancel

2. On the Report Log drop-down, select the records for which you want to create a report.

3. On the Report drop-down, select the type of report you want to create. As you select different
reports, the Description area explains how the selected report is grouped and sorted. The
Inputs area lists values you will need to provide to create the report.

4. Click OK.

5. Respond to the dialogs that ask for the report inputs. If you are asked for a date range, you may
either select a start and end date or check the Use all Dates option. Click OK.

”'7 Visitor Report Date Range

Start D ate End Date
[01mov2017 ~F  [o1/Novs2017 ~ [
[ Use all Dates

Qg LCancel |

6. The report will appear on screen optimized for print out.
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10.1.1 View areport

When you are viewing a report, EasyLobby displays the report toolbar.

1of 1+ Y Z & @& [z ~ Tatak?7  100% 7af7

The buttons on the left allow you to move from page to page in the report.
[4 Move to the first page of the report.
4 Move to the previous page of the report.
B Move to the next page of the report.
K Move to the last page of the report.
m Stop moving to the specified page of the report.

m The zoom drop-down lets you specify the percentage of actual size at which you would
like to view the report.

Tatal? The text to the right of the zoom drop-down shows how many records are in the report
and in the visitor log.
10.1.2 Print a report
To print a report, click one of the following buttons on the report toolbar:
=) Opens the Print window, which allows you to print the report to the system printer.
Opens the Print Setup window, which allows you to select the report printer and choose the
paper size, source, and orientation.
10.1.3 Export a report

You may want to use data from a report in another program, such as a spreadsheet. To do this, you
can export report data to a file or an email message. To export a report, follow these steps:

1. Click the % on the report toolbar.

FEormat:
|Acr0bat Farmat [PDF] j

- Cancel
Destination:
| Disk file ~|

2. Select a format for the export:
m Acrobat Format (.pdf): Adobe Acrobat PDF, readable by anyone with Acrobat Reader.

m Character-separated values (.chr): This format allows you to customize the text export. You
can select a character to place between fields and a character to surround fields (such as a
quotation mark).

» Comma-separated values (.csv): This format can be imported by many databases and
spreadsheets.

m Crystal Reports (.rpt): This format can be read by Crystal Reports.
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m Crystal Reports 7.0 (.rpt): This format can be read by Crystal Reports version 7.0.

= Data Interchange Format (.dif): This format is supported by many spreadsheets, particularly
for cutting and pasting to the clipboard.

= Microsoft Excel (.xlIs): Versions of Excel from 5.0 to 8.0 are supported. If you have a newer
version of Excel, it will be able to read the older formats. If you choose an extended format,
you can also set format options for column headings, functions, column width, and tabular
format.

m HTML 3.2 and 4.0 (.htm): This format creates web pages. Several versions of HTML are
supported. You type the name and select the location of a new folder where you want to
store the web pages. A report may be exported as one or more web pages. The first page is
called default.htm unless you change the name.

m Lotus 1-2-3 (. wk*): This format can be read by several versions of this spreadsheet program.

n ODBC - (Multiple) There may be many entries beginning with ODBC -, followed by the names
of each ODBC data source available on your system, including your EasyLobby System Data
Source, for example EL100 or EasyLobby10.

= Paginated text (.txt): You can choose how many lines each page of text should have. Record
style (.rec): This format creates columns of values aligned with spaces and without spaces.

» Record style (columns no spaces): A plain text file using spaces to separate the data.
m Record style (columns with spaces): A plain text file using spaces to separate the data.

m Report definition: Outputs a Crystal Report definition text file, containing a definition of how
the report is produced, but not containing any of the data.

m Rich Text (Exact) Format (.rtf): This format can be opened with Microsoft Word and many
other word-processing programs. Text is contained in anchored text boxes. The appearance
of this document is designed for printing, but it is difficult to edit.

m Tab-separated text (.ttx): This format uses tabs to separate fields. It contains the same text
as the report. Dates and numbers are treated as plain text.

m Tab-separated values (.tsv): This format uses tabs to separate fields. Each line is a record
that contains report and group headings, field values, and group and report footers.

m Text (.txt): This format contains the text of the report aligned with spaces and line breaks to
a format close to that of the report on your screen.

n Word for Windows (.doc): This format can be opened with Microsoft Word and many other
word-processing programs. Text is contained in normal paragraphs. This format is easier to
edit than files exported with Rich Text Format.

3. Select a destination for the report. The destination choices are:
m Application
m Disk file
m Exchange Folder
m Lotus Domino

m Microsoft Mail (MAPI)

To save the data to a file, select Disk file. To send the data as a file attached to an email
message, select Microsoft Mail (MAPI).
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Note: You can choose the Microsoft Mail destination even if you use a different email program.
Reports can be sent by email if you have any MAPI-compliant email program on your computer.
For some email programs, you may need to set an option to make your email program act as the
‘MAPI client’.
4. Click OK.

5. Answer any questions about how you would like to export the data and click OK. The types of
formatting decisions you can make are described in the list in step 2.

6. If you chose to export to a file, select a location and filename for the file.
7. Click OK.

If you chose to send the data by email, complete the information for the email message. When

you click Send, this information is used to create and send a message with the exported file
attached.

Send Mail

Send | Check Mames Address Cancel

T |fred@acme.com

Ce: |

Subject: |Visit0r report: O ctober

Meszage
Fred. ~

Here is the October visitor report a3 requested,

- Mick

10.1.4 Create a report with the report wizard

To create a report with the report wizard, follow these steps:

1. Click File > Report Wizard.

W, Report Wizard - Select Report

Select a report to uze or modify.

] Frezz 'Finizh' if the existing report is ready for uze, othenwize

% press Mest' to continue.

f* Standard r

Repon Tyve [ ~ |

Report Name | Standard Visitor [

Standard Visitor Report

LCancel Megt » | Finizh |

2. Select a Standard report (a preprepared report format) or a Stored report (a report that you
previously created).

3. Select the Report Type.
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4. Select the Report Name. The default choices for Standard reports are:
m Standard: Displays basic information for the report type.
m Standard, 1 Group: Groups the Standard information by one criteria.
m Standard, 2 Group: Groups the Standard information by two criteria.
n Extended Report: Displays all information for the report type.
n Extended Report with picture: Displays all information and picture.

5. To run the report without any changes, click Finish.
To run the report with field filters, ordering, and date ranges, click Next >.

W, Report Wizard - Record Selection Method

Select ‘All' in Record Selection Filker to report on all records, or
zelect a field to uze az a filker.

Select ‘All' in Site Selection Filker to report on wisitars from all
sites, or select a site to uze az a filker.

Frezz 'Finizh' if the existing report is ready for uze, othenwize
press ‘Mest' to continue.

Record Selection Filter
e Al
" Field Compaty J

Site Selection Filker
& Al
" Site 10 - This Site =

< Back | Megt » | Finizh |

6. To run the report with all records, select All and click Next >. Go straight to step 9 of these
instructions.

7. Alternatively, to run the report for a particular field, select Field and then the field you would
like to see, for example if you want to run the report for a particular department. Click Next >.

8. Select the desired field and click Next >.

Select 'Matching' to zpecify a sting in the search field. The
matching string can contain wildeard characters,
Uze 'Selection’ to specify ane or more field values from the list,

Frezz 'Finizh' if the existing report is ready for uze, othenwize
press ‘Mest' to continue.

i Matching | J

(+ Selectior Bespoke Boats

LCancel < Back | Megt » | Finizh

January 2018 225



Reports PLT-03258, Rev A.O

9. Select Order by, the desired ordering field, and the desired dates.
= Click Next > to save your new report so you can reuse it at a later time.

= Click Finish to run the report without saving it to a file first.

W, Report Wizard - Sorting and Date Range

Select the field to be uzed for ordering the data, then zelect the
range of dates for thiz report.

If you wish to zave a template based on thiz report, click 'Mext’;
othenwize click Finizh' to view the repart,

v Order by j
* Usze Al Dates and Times
Fieporting Period

Stating Date and Time |1/1117  »| [1200008M -

" Select Bange

Ending Date and Time [02/11/17 | [1200:004M
LCancel < Back | Megt » | Finizh |

10. To save the report, type a report name and report description and click Save. The next time you
enter the report wizard, your report is listed under the stored report option.

W, Save Report

If you would like to zave this report template for later uze,
provide a name and description of the repaort and click 'S ave'

Click Finish' to display repart.

Fieport Type: Visitor Report

Report Mame |Btandard Yigitar

Fieport Description
Standard Visitor Report

LCancel < Back | Save | Finizh |

1. Click Finish to run the report.

10.1.5 Current visitor report

This report displays visitors currently checked in for the day/time it is run. It does not display visitors
who were checked in on a previous day and never checked out. This is a quick one-step report in
case you need to know quickly who is in the building, for example in an emergency.

m Click File > Current Visitor Report, or click the Current Visitor report icon :j on the Toolbar.
You can choose to have the Current Visitor report sent via email as well. See Section 3.4.7.6: Current
Visitor tab.
10.1.6 Visit history report
This report displays all the visits made by the selected visitor.

m Click File > Visit History Report, or click the Visit History Report icon ﬁ on the Toolbar.
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Print badges

There are several types of badges in EasyLobby: visitor badges, employee badges, package labels,
and asset labels. EasylLobby includes over 200 badge templates to choose from for printing visitor
badges, as well as the ability to make your own badge templates. Templates include the ability to print
the barcode of the identifying number for the visitor (Custom Id), the visitor’s photo, the employee’s
photo, self-expiring badges, and preprinted badges.

The templates are set once by the EasyLobby system administrator or manager and then used when
the operator prints a badge or label. The only choice for the operator is to select either the predefined
badge printer or the predefined group printer (to print multiple badges). A user with novice access
can only print single badges on the badge printer.

Printers must be installed before selecting badge templates.

11.1 Print options window

The Print Options window is displayed only when the printer for a particular label type has been
configured as a sheet printer, such as a laser or inkjet printer. This setting is made in the Edit > Badge
Options tabs; see Section 11.2: Badge options.

Print Options

EasylLobby Print Options

Export Media
&) Adobe POF &) Change...
Direct to... |§ Printer j|

Save options permanenthy

Options
First Page: 1 =

4 Pages:

®@al () From 2o =
Er Start position:
Row 1, Column 1 = Select...
2 X Cancel

Follow these steps to select a printer other than the default printer:

1. Click &F Change...
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2. Select Printer Page-Independent. If you select the other option, Printer Page-Dependent, you
can select two different printers. This allows you to print the first page of badges on a different
printer than the following pages.

Select the name of the printer you want to use.

Click Properties if you want to change any print properties.
Click OK in the Print Setup window.

Click OK in the Printer Choice window.

CRNC IR NN

11.1.1  Print options

If you are printing labels on a laser printer or ink-jet printer, you can select the location of the first
label on the page. The page diagram shows the label positions for the selected label stock. In the
Print Options window, follow these steps to start printing on a label other than the upper-left one
on the page:

1. Click =% Select..
2. Click the label position of the first label on the page.
3. Click OK.
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11.2 Badge options

Note: Printers must be installed before selecting badge templates.
m Click Edit > Badge Options.

Depending on your user level, you can select the settings for All Sites or a particular Site and Station

(see Appendix A: User level access to commands).

Make sure you are setting the options for the correct site and station. You can check the computer’s

site and station from Edit > Station Enroliment.

i, Badge Options

Set enterprize options

Site |l Sites

j Sites

Wigitar l Employes ] Package] Group] Agset ] Frinting Options ]

Badge Selection l Badge Options ]

Station | Al Statiors

Cateqgory:

|De[aull j
Badge Printer
| dobe POF ~ =
f* Label Printer " Sheet Printer
|Single badge j
Products:
|Avery Badges j
Stock: printz 1 badge
| wery 2940/2941 -
Badge: 40" by B.0"

|31/2% 2144 Self Adhesive D Badge ~ |

Frints Yisitor Mame, Compary, Title, Logo, Category, Custom Title and Second Title on
single-label, 426 self-adhesive stock..

=

Bepoart Delete custom

Cuztom Beport Cugtomize

Freview ag

Cancel

January 2018

229



Print badges PLT-03258, Rev A.O

11.2.1  Visitor tab

To set up a visitor badge follow these steps:

1. Click the Visitor tab, then the Badge Selection tab.

i, Badge Options

Set enterprize options

Site [4ll Sites x| Sites Station |4l Stations |

Wigitar l Employes ] Package] Group] Agset ] Frinting Options ]

Badge Selection l Badge Options ]

Cateqgory:

| Default ~| ESS
Badge Printer
| dobe POF ~ =
f* Label Printer " Sheet Printer
|Single badge j
Products:
|Avery Badges j
Stock: printz 1 badge
| wery 2940/2941 ~|
Badge: 40" by B.0"

|31/2% 2144 Self Adhesive D Badge ~ |

Frints Yisitor Mame, Compary, Title, Logo, Category, Custom Title and Second Title on
single-label, 426 self-adhesive stock..

Bepoart | Delate cust0m| Eustomﬂeport| Cugtomize | Freview | (u]:3 | | Cancel |

2. Select the category for the badge. There is a default badge that can be used for any category.

3. Select the badge printer on the Badge Printer drop-down. In addition, select either Label
Printer or Sheet Printer to identify the type of printer.

4. Select the type of badge template you would like to use on the Products drop-down. Note that
the badge template you choose must match the label stock you use in your printer. If they do
not match, the badge does not print correctly because they may not be the same size. If you are
using a DYMO LabelWriter, the choices are:

= DYMO LabelWriter contains badge templates for the DYMO LabelWriter.

s DYMO LabelWriter - Pre-printed contains badge templates for the DYMO LabelWriter that
are formatted for preprinted labels.

= DYMO LabelWriter w/Barcode contains badge templates for the DYMO LabelWriter that
include the barcode for the identifying number for the visitor (Custom Id).

= DYMO LabelWriter w/Photos contains badge templates for the DYMO LabelWriter that
include photos of the visitor and employee (optional).

s DYMO LabelWriter - with TEMPBadge contains badge templates for the DYMO
LabelWriter that are formatted for labels from TempBadge (i.e. self expiring labels).

Other options include, but are not limited to:

= Full page: A badge formatted as a full page poster (prints full size on an inkjet/laser
printer).

» IDenticard Visitor Badges: Multiple format PVC cards.
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m Label printers: Used for label printers that are not the DYMO LabelWriter.
m PVC: Plastic card printer.
m Seiko: Plastic card printer.

m Ulrich: Plastic card printer.
If you are using an inkjet/laser printer, the choices are:

m Avery Standard label sheets.
= TEMPBadge.

5. On the Stock drop-down, select the label stock you are using for the badges. The text above
the Stock drop-down shows how many labels are printed at once. The stock choices will differ
depending on which printer and product you are using.

6. On the Badge drop-down, select the desired badge template. The text below the drop-down
lists the fields that will be printed on the badge. The text above the Badge drop-down shows
the size of the badge. The badge will automatically preview (it may take a few seconds to
display each badge as you select it from the drop-down). Click Preview to see a larger version
of the badge (see Section 11.3.1.6: Preview window).

7. Click the Badge Options tab to set the custom and second titles, and the logo for the badge.

i, Badge Options

Set enterprize options

Site [l Sites x| Sites Station [4) Stations e

Wigitar l Employes ] Package] Group] Agset ] Frinting Options ]

Badge Selection  Badge Options l
Cateqgory:
| Default ~| ESS

Customize Badge

Cuztom Title Logo:

|W'e|c:0me

Second Title

|ESCORT REQUIRED m
Logo Filename

|E:\Program Filez [#86]4E asyLobbyE azyLobby Sk 10.4.10

Browse | Befresh |

Repart | Delete cust0m| Custorm Bepart Customize Prexvigw (u]:3 Apply Cancel

8. Click Apply.

Note: The badge template you choose must match the label stock you use in your printer. If they
do not match, the badge does not print correctly because they may not be the same size.
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11.2.2 Employee tab
To set up an employee badge follow these steps:

1. Click the Employee tab.

i, Badge Options

Set enterprize options

Site [4ll Sites x| Sites Station |4l Stations |

Wigitor - Emplayes l Package] Group] Asset] Printing Dptions]

E 55

Employee Badge Printer
| dobe POF ~| =

" Sheet Printer
|Single badge j
Products:
|Avery Badges j
Stock: printz 1 badge
| wery 2940/2941 ~|
Employee Badge: 40" by B.0"

|31/2% 2144 Self Adhesive D Badge ~ |

Frints Employes Mame, Compary, Title, Logo, Photo and Category on self adhesive stock

Repart | Delete cust0m| Eustomﬂeport| Customize | Prexvigw | (u]:3 | Apply | Cancel |

Select the badge printer in the Employee Badge Printer area.
Select either Label Printer or Sheet Printer to identify what type of printer this is.
Select the type of badge template you would like to use on the Products drop-down.

GEFNNIIN

On the Stock drop-down, select the label stock to use for the badges. The text above the Stock
drop-down shows how many labels are printed at once. The stock choices differ depending on
which printer and product you are using.

6. On the Employee Badge drop-down, select the badge template. The text below the drop-down
lists the fields that are printed on the badge. The text above the Employee Badge drop-down
shows the size of the badge. The badge will automatically preview (it may take a few seconds
to display each badge as you select it on the drop-down). Click Preview to see a larger version
of the badge (see Section 11.3.1.6: Preview window).

7. Click Apply.
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11.2.3 Package tab

These options are used to setup package labels and associated label options.

11.2.3.1 Label Selection tab

To set up a package label follow these steps:

1. Click the Package tab, then the Label Selection tab.

i, Badge Options

Set enterprize options
Site [l Sites x| Sites Station [4) Stations e
Visitor] Employes l Group] Asset] Frinting Dptions]
Label Selection l Label Dptions]
E 55
Fackage Frinter
[Adobe PDF ] =
{+ Label Printer " Sheet Printer e,
Products:
|Dym0 Labehafriter j
Stock: printz 1 badge
| 30256 Shipping ~|
Label: 4.0" by 2.25"
|Basic w/Barcode j
Basic Package Label with Emploves Mame, BarCode of Custom [D on Labehafriter
Adhesive Label Stock.
Bepoart | Delete custom | Cuztom Beport | Cugtomize | Freview | 0K | Apply Cancel

2. Select the package printer in the Package Printer area.
3. Select either Label Printer or Sheet Printer to identify what type of printer this is.

4. Select the type of label template you would like to use on the Products drop-down. If you are
using a DYMO LabelWriter, the choices are:

n DYMO LabelWriter contains badge templates for the DYMO LabelWriter.

= Label Printers is used for label printers that are not the DYMO LabelWriter. If you are using
an inkjet/laser printer, the Avery Standard label sheets are available.

5. On the Stock drop-down, select the label stock to use for the labels. The text above the Stock
drop-down shows how many labels are printed at once. The stock choices differ depending on
which printer and product you are using.

6. On the Label drop-down, select the label template. The text below the drop-down lists the
fields to print on the label. The text above the Label drop-down shows the size of the label. The
label will automatically preview (it may take a few seconds to display each label as you select it
on the drop-down). You can click Preview to see a larger version of the label (see Section
11.3.1.6. Preview window).
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11.2.3.2 Label Options tab
1. Click the Label Options tab.

i, Badge Options

Set enterprize options
Site [l Sites x| Sites Station [4) Stations e
Wigitor ] Employee  Package l Group] Aszzet ] Frinting Options ]
Label Selection
E 55

Customize Label

Custom Title

|F'ac:kage Tracking

Second Title

|Id required for release

I Print one label for each package record [regardless of quantity)

Repart | Delete custom | Custorm Bepart | Customize | Prexvigw | (u]:3 | Apply | Cancel |

2. Set the custom and second titles for the label.

3. The Print one label for each package record option prints multiple package labels according to
the value in the Quantity field of the packages form view Package Info tab; see Section 7.1: Add
and edit a package.

4. Click Apply.
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11.2.4 Group tab

To select a visitor badge and printer for printing multiple badges, follow these steps on each
computer where the user will print badges. EasyLobby lets you set up a single-badge badge printer,
a multi-badge group printer, and a package printer. Typically, the badge printer is a dedicated label
printer such as the DYMO LabelWriter. The group printer is typically a laser or ink-jet printer using
sheets of Avery or other labels. To set up a group printer:

1. Click the Group tab.

i, Badge Options

Set enterprize options
Site |41l Sites | Sites Station [l Stations =
Wigitor ] Employes ] Package [Group l Aszzet ] Frinting Options ]
E 55
Group Printer
| dobe POF | E3
f* Label Printer " Sheet Printer
|Single badge j
Products:
|Avery Badges j
Stock: printz 1 badge
| wery 2940/2941 |
Badge: 40" by B.0"
|31/2% 2144 Self Adhesive D Badge ~ |
Frints Yisitor Mame, Company, Title, Logo, Category, Custom Title and Second Title on
single-label, 426 self-adhesive stock..
Repart | Delete custom | Custorm Bepart | Customize | Prexvigw | (u]:3 | Apply | Cancel |

2. Select the group printer in the Group Printer area.
3. Select either Label Printer or Sheet Printer to identify what type of printer this is.

4. Select the type of badge template you would like to use on the Products drop-down. If you are
using a DYMO LabelWriter, the choices are:

n DYMO LabelWriter contains badge templates for the DYMO LabelWriter.

s DYMO LabelWriter - Pre-printed contains badge templates for the DYMO LabelWriter that
are formatted for preprinted labels.

s DYMO LabelWriter - with Barcode contains badge templates for the DYMO LabelWriter
that include the barcode for the identifying number for the visitor (Custom Id).

s DYMO LabelWriter - with Photos contains badge templates for the DYMO LabelWriter
that include photos of the visitor and employee (optional).

s DYMO LabelWriter - with TempBadge contains badge templates for the DYMO
LabelWriter that are formatted for labels from TempBadge (i.e. self-expiring labels).

Other options include, but are not limited to:

= Full page: A badge formatted as a wanted poster (prints full size on an inkjet/laser printer).

= |IDenticard Visitor Badges: Multiple format PVC cards.
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m Label printers: Used for label printers that are not the DYMO LabelWriter
m PVC: Plastic card printer.
m Seiko: Plastic card printer.

m Ulrich: Plastic card printer.
If you are using an inkjet/laser printer, the choices are:

m Avery Standard label sheets.
» TempBadge.

5. On the Stock drop-down, select the label stock to use for the badges. The text above the Stock
drop-down shows how many labels are printed at once. The stock choices differ depending on
which printer and product you are using.

6. On the Badge drop-down, select the desired badge template. The text below the drop-down
lists the fields that are printed on the badge. The text above the Badge drop-down shows the
size of the badge. The badge will automatically preview (it may take a few seconds to display
each badge as you select it on the drop-down). Click Preview to see a larger version of the
badge (see Section 11.3.1.6: Preview window).

7. Click Apply.
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11.2.5 Asset tab

These options are used to setup asset loan labels, asset tags, and associated label options.

11.2.5.1 Asset Loan Label tab

To set up an asset loan label follow these steps:

1. Click the Asset tab, then the Asset Loan Label tab.

i, Badge Options

Set enterprize options

Site [l Sites x| Sites Station [4) Stations e

Wigitor ] Employes ] Package] Group  Asset l Frinting O ptions ]

&szet Loan Label l Aszet Tag ] Label Dptions]

E 55

Azzet Loan Printer
| dobe POF ~|
(+ Label Printer " Shest Printer o

mimnue
Products:
|Avery Badges j
Stock: printz 1 badge
| wery 2940/2941 |
Label: 4.0" by £.0"

|Asset Loan Self Adhesive ID Badge j

Prints &zzet name, number, barcode, emploves name, emploves photo on dyvery 2940 or
2941 Stock.

Repart | Delete cust0m| Eustomﬂeport| Customize | Prexvigw | (u]:3 | Apply | Cancel |

2. Select the asset label printer in the Asset Loan Printer area.
3. Select either Label Printer or Sheet Printer to identify what type of printer this is.

4. Select the type of badge template you would like to use on the Products drop-down. If you are
using a DYMO LabelWriter, the choices are Avery Badges or Dymo LabelWriter.

5. On the Stock drop-down, select the label stock to use for the asset labels. The text above the
Stock drop-down shows how many labels are printed at once. The stock choices differ
depending on which printer and product you are using.

6. On the Label drop-down, select the label template. The text below the drop-down lists the
fields that are printed on the label. The text above the Label drop-down shows the size of the
label. The label will automatically preview (it may take a few seconds to display each label as
you select it on the drop-down). Click Preview to see a larger version of the label (see Section
11.3.1.6: Preview window).
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11.2.5.2 Asset Tag tab

To set up an asset tag follow these steps:

1. Click the Asset tab, then the Asset Tag tab.

i, Badge Options

Set enterprize options
Site [4ll Sites x| Sites Station |4l Stations |
Wigitor ] Employes ] Package] Group  Asset l Frinting O ptions ]
Aszet Loan Label  Asset Tag l LabeIDptions]
E 55
Azzet Tag Printer
| dobe POF ~|
" Label Printer " Sheet Printer
s
Products:
|Avery Badges j
Stock: printz 1 badge
| wery 2940/2941 |
Label: 4.0" by £.0"
|Asset Tag Self Adhesive 1D Badge j
Frints &zzet name, number, barcode on dvery 2340 or 2341 Stock.
Bepoart | Delete custom | Cuztom Beport | Cugtomize | Freview | 0K | | Cancel |

2. Select the asset tag printer in the Asset Tag Printer area.
3. Select either Label Printer or Sheet Printer to identify what type of printer this is.

4. Select the type of badge template you would like to use on the Products drop-down. If you are
using a DYMO LabelWriter, the choices are Avery Badges or Dymo LabelWriter.

5. On the Stock drop-down, select the label stock to use for the asset tags. The text above the
Stock drop-down shows how many tags are printed at once. The stock choices differ
depending on which printer and product you are using.

6. On the Label drop-down, select the tag template. The text below the drop-down lists the fields
that are printed on the tag. The text above the Label drop-down shows the size of the tag. The
tag will automatically preview (it may take a few seconds to display each tag as you select it on
the drop-down). Click Preview to see a larger version of the tag (see Section 11.3.1.6: Preview
window).
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11.2.5.3 Label Options tab
1. Click the Label Options tab.

i, Badge Options

Set enterprize options

Site [l Sites x| Sites Station [4) Stations e

Wigitor ] Employes ] Package] Group  Asset l Frinting O ptions ]

Aszet Loan Label ] Aszet Tag  Label Options l

Customize Label

Custom Title

| Custom Title

Second Title
|Secand Title

Repart | Delete cust0m| Eustomﬂeport| Customize | Prexvigw | (u]:3 | Apply Cancel

2. Set the custom and second titles for the label.
3. Click Apply.
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Printing Options tab

i, Badge Options

Set enterprize options
Site |41l Sites | Sites Station [l Stations =
Visitor] Employee] Package] Group] Azzet  Printing Options l
E 55
Badge Frinting Options
I¥ PFrint Check In Date/Time on badge
Iv Print Custorn 10 on badge
I¥ Frint the vizitor's national flag on badge
Iv Enable sheet label starting positon option on preview
Repart | Delete custom | Custorm Bepart | Customize | Prexvigw | (u]:3 | Apply | Cancel |

There are several options for printing visitor badges and package labels that allow you to override
what is printed on a badge.

m Badge Printing Options
Print Check in Date/Time on badge: If you use a badge template that shows date/time, but do
not want date/time printed, clear this option.
Print Custom ID on badge: If you use a badge template that shows Custom Id but do not want
the Custom Id printed, clear this option.

Print the visitor’s national flag on the badge: If you add the flag variable on the badge
template and specify a country for the visitor, this option allows you to display the visitor’s
national flag on the badge.

Enable sheet label position option on print preview: If you are using sheets of labels, this
option allows you to skip the positioning option when viewing the badge.
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11.3 Create a custom badge
You can create custom badges by clicking Customize at the bottom of the Badge Options window.

1. On the Badge, Employee Badge, or Label drop-down found on a badge options tab, select the
badge closest in appearance to the badge you would like to create, and then click Customize.

i, Badge Options

Set enterprize options

Site [l Sites x| Sites Station [4) Stations e

Wigitar l Employes ] Package] Group] Agset ] Frinting Options ]

Badge Selection l Badge Options ]

Cateqgory:
| Default ~| ESS
Badge Printer
|PDFEreat0r j =
f* Label Printer " Sheet Printer
|Single badge j
Products:
|Avery Badges j
Stock: printz 1 badge
| wery 2940/2941 |

Frints Yisitor Mame, Compary, Title, Logo, Category, Custom Title and Second Title on
single-label, 426 self-adhesive stock..

Bepoart | Qeletecustom| Eustomﬂeport“ Cugtomize I Freview | (u]:3 | | Cancel |

2. In the Template area select New. Type a new template name and template file (this must end
with the extension .Ibl). Click Next >.

bel Customization Wizard

Select 'Mew' to create a new badge or label bazed on the
existing template, or 'Replace’ to edit the existing template.

Enter Mame, File, and Description information for the template.
If you are modifying an existing template, the zame file will be

uged.
Template [Bevery Badges Avery Z940/2341 40" by 6.0 prints 1 badge
&+ Mew
pes

Template Mame |VIF' Badge

Template File ['VIPEdHge. bl

Drescription

Frints Yisitor Mame, Comparw, Title, Logo, Category, Custom Title and Second Title on
single-label, 426 self-adhesive stock..
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3. The EasyLobby Designer window is used to customize the template. It displays the layout of

the badge (the fields), a layout preview (the values for the fields in shaded areas), and a preview
of the complete badge.

[™ EasyLobby Designer - C:\Program Files (x36)\EasyLobby\EasyLobby SVM 10.0%Badges\Custom\VIPBadge.lbl

File Edit Project Objects View Options.. I

H && & B o & g 8l ? K2

I 0.0 10 20 B 40
| U T e i o

0.1 | Flogom 8
. I 8

024 | 8 r!, ® X w
O o034 E CategO N i
o 0441 R

o 05! § (]

e LG R B = | mee
- il s
Wi o7 i SN [ [

4wl ShownName .
]| Title - -
5] | Company

1841 =

» InDate  |<BCcustomiD> InTime e

204 | \/.First page
214 E \/.Following pages
224 |
234
>4 Layout / Layout Preview / Preview /

2.964, 0.000  Select Text - 0.780in, 0.078in - 3.354in, 0.546in = 2.574in, 0.468in (Base)
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11.3.1 Customize the badge

m To move a field, click and drag the field’s border with your mouse. You can resize the field using
the border’s sizing handles.

m To change the font properties and font size, double-click in the field. Change the font on the Text
Properties tab.

Title
Company

Paragraph Properties Object Properties

[fial [ o ][5 - [Westem =~
s===BJUS
Blank Optimization -

L 1
] Permanert Paragraph spacing: = opt
[ Line break Line Distance: 0 = pt

[]Hold Paragraph Together

) X oo

11.3.1.1 Add a new text field
1. Click Objects > Insert > Text. The mouse pointer changes to a cross.
2. Left-click and drag to create a new text box.
3. Select the field from the list of variables and drag it into the text box.

Category R
(| gu—
ShownName (|-
Title | .
Company - >
\Address1 \ Fa -
g ddress2 = |§ B s
j <BCcustomID> InTime
+ [lBas=
\/.Firstpage

L .Following pages
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Variable: Definition

Variable: Definition

ShownName: First name and last name of the visitor

UserDefCapt 1-24: user defined field label 1-24

Title: visitor’s title

UserDefCapt2: user defined field label 2

Company: Visitor’s company

UserDefCapt3: user defined field label 3

Country: visitor’s country

UserDefCapt4: user defined field label 4

Custom Title: custom title for the visitor’'s category
(default if no category)

UserDefCapt5: user defined field label 5, etc

Logo: company logo

AddressT: the first line of the visitor’s address

Second Title: second title for the visitor’s category
(default if no category)

Address2: the second line of the visitor’s address

Picture:

City: the city of the visitor

InDate: the date of visitor check-in

StateOrProvince: the state (or province) of the visitor

CheckInDOW: day of the week of visitor check-in

PostalCode: the zip or postal code of the visitor

InTime: the time of visitor check-in

WorkPhone: the work phone number of the visitor

CustomlD: the custom Id for the visitor

Fax-the fax number of the visitor

BccustomID: barcode of the custom Id

Email: the email address of the visitor

BC30f9custID: barcode of the custom Id in 3 of 9
format

WEBSite: the web site address of the visitor

ValidDates: the valid from and to dates

LastNameFirst: the name of the visitor with last name
first

Validfrom Date: the date the visitor badge is valid
from

AddressFull: the full address of the visitor

ValidToDate: the date the visitor badge is valid to

CityStateZip: the city, state, and zip code of the
visitor

ValidFromTime: the time the visitor badge is valid
from

FirstName: the visitor’s first name

ValidToTime: the time the visitor badge is valid to

LastName: the visitor’s last name

ExpiredDate:

ChecklnlLocation: the location where the visitor was
checked in

ExpiredDateTime:

CheckOutLocation: the location where the visitor
was checked out

EmployeeName: the last name, then first name of the
employee

CustomTitle:

EmpFirstLastName: the first name, then last name of
the employee

YourCompany: your company’s name

EmployeeDept: the department of the employee

YourAddress: the company’s address

EmExtension: the extension of the employee

YourCSZ: the company’s city, state, and zip

EmWorkPhone: the work phone number of the
employee

Operator: the operator who checked in the visitor
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Variable: Definition Variable: Definition
EmEmergencyContact: the emergency contact of Cdkey: the EasyLobby license key
the employee
EmUserDefinedl: the userdefinedl field on the Vpic: the visitor’s picture
employee screen
Reason: the reason for the visit Epic: the employee’s picture
UserDefined1-24: the user defined 1-24 fields Altlpic: associate picture 1
UserDefined2-- the user defined 2 field Alt2pic: associate picture 2
UserDefined3: the user defined 3 field Alt1Caption: associate caption 1
UserDefined4: the user defined 4 field Alt2Captionl: associate caption 2

UserDefined5: the user defined 5 field, etc.

11.3.1.2 Align objects

1. Select the object. While holding down the Shift key, select the next object. A border around the
objects is displayed.

2. Click Objects > Arrange > Alignment.
3. Select the required alignment options.

Vertical

- Otop

: (O bottom

c _Oceﬂtered

O Size fit

: (O Equal Shape Distance

iﬂ]ﬂu (O Equal Center Distance

1 : (O Equal Center Distance

(®) Unchanged (® Unchanged

@ X oo
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11.3.1.3 Add a field with text
1. Click Objects > Insert > Text.
2. Place your mouse on the badge layout and left-click and drag to create a text box.
3. Double-click inside the text box.
4. In the Paragraphs box, double-click the blue area.

Text Properties

Paragraphs: P ﬁ
|

Paragraph Properties Object Properties

S TR T |

Blank Optimization

Paragraph spacing: =
Permanent TArEgrEph spacing - ot
Line break Line Distance: : pt
Hold Paragraph Together
@ X o

5. Click the Text tab.

I& Edit Text

Variables and Functions Functions +-"/ Text Cond() Date$) F5Str3) Tab

The best products in the world |

T Linefeed Tab

‘fou can enter text here

X oo

6. Type the text in the top portion of the window.
7. Click Insert on the right side of the middle of the window and then click OK twice.
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11.3.1.4 Print a test badge

Click File > Print Sample > Print Sample without Frames.

11.3.1.5 Save changes to the badge
Click File > Save. The template then displays in the list of available templates for the Product and
Stock of the template on which it was based, and may be printed and re-edited.

11.3.1.6 Preview window

When you preview a badge you can use the buttons in the preview toolbar:

* =R R

The four arrow keys move to the first, previous, next, and last page of the preview (respectively).
Unless you are printing multiple badges on the badge printer or a large number of badges on the
group printer, the preview will contain a single page.

@ Zooms in by a factor of two. You can use this to see details more clearly.
=Y Zooms out to the previous zoom setting.

1 Returns the zoom setting to show the whole page. If you are printing on a label printer, this is a
single badge. If you are printing on a sheet printer, this is a page of labels.

Prints the current page.
Prints all pages.

Allows you to save the badge preview file.

= § [ Oy

Closes the preview window.
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11.4 Print a badge with a custom check in time/date

248

Only managers and administrators can change a visitor’s check in and/or check out date and time
after the visitor has been checked in or checked out. Operators can change the printer to print
multiple badges from badge printer to group printer.

In the Custom Processing window, you can print badges for the selected visitors. The text at the top
of the window shows how many visitors you have selected. You can use the grid view to select
multiple visitors before opening this window.

To print a badge/badges with custom check-in time/date for a visitor(s):

1. Find the visitor(s) in either the grid view or a single visitor view.
2. Click Visitor > Custom Processing.

3. The Custom Processing window allows you to print a badge with a custom check-in time, or
remove the check-in.

%, Custom Processing

Y'ou have selected 1 wisitor records for custom processing

Check In
* Mo Change

" Change check in date/time to 02/Nov/2017 08:16 AM Llj

" Remove check in

Check Out
* Mo Change

" Change check out datedtime to | 02/Nov/2017 08:16 AM Llj

" Remove check out

Ok | LCancel |

4. Make the required changes and click OK.
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Appendix

A.1 User level access to commands

Users of EasyLobby must log in with a user name and password. The login determines which

commands and functions they can use, according to the following table.

Menu Command

Novice

Operator

Manager

Admin

File > New

v

File > Open Visitor Log

File > Reports

File > Report Wizard

File > Current Visitor Report

File > Visitor History Report

\

File > Panic Message

N IANIENIENERNIRN

File > Import

File > Export

File > Visitor Log > Backup

<\

File > Visitor Log > Restore

<\

File > Visitor Log > Maintenance

File > Visitor Log > Compact

File > Visitor Log > Properties

File > Photo Thumlbs

File > Watch List Thumbs

File > Logout

File> Change Password

File > Exit

N INEENERN

Edit > Cut

NIENEENENEN NN

NNEENEEN NN N

NN NN N N N N N NN NN RN RN NN N

NELVETQYAA OIS
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Menu Command

Novice

Operator

Manager

Admin

Edit > Copy

v

v

<

Edit > Paste

v

v

Edit > Users

Edit > Reasons

Edit > Categories

Edit > Sites

Edit > Stations

Edit > Station Enroliment

Edit > Signature Types

Edit > Alerts

Edit > Parking

Edit > Conference Rooms

Edit > Vehicle Types

Edit > Value-Based Approvals

Edit > Program Options

Edit > Badge Options

Edit > Device Options

A IANIANIEN NI NEEN AN IR

Edit > Active Log ins

Edit > Event Log

Edit > Toolbar

Edit > Status Bar

Visitor > Lookup

Visitor > Sort By

Visitor > Form View

Visitor > Grid View

Visitor > New Visitor

Visitor > Copy Visitor

Visitor > Returning Visitor

Visitor > Visitor from Same Company

Visitor > Visit by Employee

A IANIENIENIENIENEEN RN RN

NN N NN NN NN

AR Y P N B Y A N RN N B N RN

NN N N N NN N N N N N N N N N R N N N N N NN NN NN
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Menu Command Novice Operator Manager Admin
Visitor > Merge Card/Id Data v v v v
Visitor > Check In v v v v
Visitor > Print Badge v v v v
Visitor > Pre Print v v v v
Visitor > Check Out v v v v
Visitor > Check Out All v v v
Visitor > Custom v v
Visitor > Add Visitor to Watch List v v
Visitor > Statistics v v v v
Employee > Lookup v v
Employee > Sort By v v
Employee > Form View v v
Employee > Grid View v v
Employee > New Employee v v
Employee > Print Badge v v
Employee > Add to Watch List v v
Employee > Scan to Create Employee v v
Employee > Companies v v
Employee > Categories v v
Employee > Departments v v
Package > Lookup v v v v
Package > Sort By v v v v
Package > Form View v v v v
Package > Grid View v v v v
Package > New Package v v v v
Package > Print Badge v v v v
Package > Carriers v v v
Package > Stored At v v v
Package > Package Types v v v
Asset > Lookup v v v v
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Menu Command Novice Operator Manager Admin
Asset > Sort By v v v v
Asset > Form View v v v v
Asset > Grid View v v v v
Asset > New Asset Loan v v v v
Asset > Print Badge v v v v
Asset > Edit Assets v v v
Asset > Asset Types v v v
Lost & Found > Lookup v v v v
Lost & Found > Form View v v v v
Lost & Found > Grid View v v v v
Lost & Found > New Found Item v v v v
Lost & Found > Lost and Found Types v v v
Help > Contents v v v v
Help > Search For Help On v v v v
Help > Quick Reference v v v v
Help > EasyLobby, Inc. v v v
Help > About EasyLobby v v v v
Help > Register EasyLobby v v
Visitor Log Buttons

Check In v v v v
Check Out v v v v
Print Badge v v v v
View Badge v v v v
Preregister v v v v
Quick Out v v v v
New v v v v
Delete v v
Close v v v v
Save v v v v
Reason Log Buttons
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Menu Command Novice Operator Manager Admin
Insert v v
Delete v v
Close v v
Employee Log Buttons

Check In v v
Print Badge v v
View Badge v v
New v v
Delete v
Save v v
Close v v
Grid View Buttons

Reset Theme v v v v
Refresh v v v v
Group Print v v v
Quick Out v v v v
Print Grid v v v v
Export to Excel v v
Print Badge v v v v
Pre-print v v v v
New v v v v
Delete v v
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A.2 Shortcut keys

You can use the Alt key together with the underlined letter to open that menu or to select items, move
to fields, and click buttons.

Shortcut key Action

Alt+5 Resize (window)

Alt+S Resize views to fit the current main window.

Alt+F4 Exit from EasylLobby.

Page Up Move one record forward in the visitor log.

Page Down Move one record back in the visitor log.

Ctrl+Home Move to the first record in the visitor log.

Ctrl+End Move to the last record in the visitor log.

Ctrl+A Select all records currently shown in the grid.

F1 (Not used).

F2 Create a new blank visitor record.

F3 Create a new visitor record containing all the information from the current visitor record.
F4 Create a new visitor record using the company information from the current visitor record.
F5 Scan a business card.

F6 Check in a visitor.

F7 Check out a visitor.

F8 Print a badge.

F9 Preview a badge.

F10 Display visitor statistics.

F1 Send email to the host employee.

F12 Quick Check Out dialog.

Ctrl+F1 Send panic message.

Ctrl+F2 Lookup visitor by user defined field.

Ctrl+F3 Lookup employee by user defined field.

Ctrl+F4 Closes the currently active open window including grids and records.
Ctrl+F5 Lookup visitor by company.

Ctrl+F7 Lookup visitor by title.

Ctrl+F8 Lookup visitor by last name.

Ctrl+D Displays the open data source box to select a database.
Ctrl+L Logout

Ctrl+N New database (Access)

Ctrl+O Open visitor log (Access)

Ctrl+X Cut

Ctrl+C Copy

Ctrl+Vv Paste
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A.3 Toolbar legend

Access Level Icon Action

Manager or higher Open a visitor log

Send email to the host employee

Add a new visitor

Add a returning visitor

Add a visitor from the same company
Check in the selected visitor

Check out the selected visitor

Print a badge

Open the visitor form view

Open the visitor grid view

Manager or higher Open the employee form view
Manager or higher Open the employee grid view

Package form view

Package grid view

Asset loan form view

Asset loan grid view

Lost & Found form view

Lost & Found grid view

Photo thumbnail view

Merge data enabled for next card/license scan

Current visitor report

Visitor history report

EEakrExOo@ECESAR OGNS REE DR

Panic message
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Command line options

In some cases you may wish to quickly run an operation or schedule certain operations to run
automatically in the background using the Windows Task Scheduler (for an example, see Section
3.7.2.2: Schedule the employee import utility). To do this you need to use some command line options,
which are provided here.

Syntax

The standard syntax for running these commands uses the path to EasyLobbySVM.exe (within
quotes) followed by options, each of which starts with the = character. For example, the following
command initiates an import from a specified .csv file:

"C:\Program Fi |l es (x86)\ EasyLobby\ EasyLobby SVM 10. O\ EasyLobbySVM exe"
- I mport =C: \ EasyLobbySanpl el nport. csv

If any bracketed [ ] parameter contains a space, for example in the file path supplied for the
-i nport option, then the entire option must be enclosed in quotes, for example:

"C.\Program Fi |l es (x86)\ EasyLobby\ EasyLobby SVM 10. O\ EasyLobbySVM exe"
"-lmport=C:\Fi|le Nanme.csv"

The following command line options are available. Iltems in brackets ([ ]) indicate information you
must provide when using the option:

m -Import=[filepath] initiates the import function normally found in File > Import. The [filepath]
must contain the complete path and filename of the file you wish to import.

m -VisitorBackup=[filepath] runs a visitor log backup, normally started by File > Visitor Log >
Backup. The [filepath] must contain the complete path and filename of the file you wish to
export, followed by the -FromDate, -ToDate, and -DeleteAfter options. The -BackupSitelds
option can also be applied (see below).

m -ArchivelnactiveEmployees=[filepath] runs an employee archive normally started by File >
Visitor Log > Archive Inactive Employees. The [filepath] must contain the complete path and
filename of the file you wish to save. You must also supply the -DeleteAfter option. The
-CreateBefore option may also be used with this option.

m -FromDate=[Date] is used with the -VisitorBackup option to provide the starting date in the
range you wish to backup. The date format must be MM/DD/YYYY.

m -ToDate=[Date] is used with the -VisitorBackup option to provide the ending date in the range
you wish to backup. The date format must be MM/DD/YYYY.

s -DeleteAfter=[True/False] is used with the -VisitorBackup and -ArchivelnactiveEmployees
options. For -VisitorBackup, a value of True deletes the visitors being backed up, while False will
leave them in the system. Similarly, when used with the -ArchivelnactiveEmployees option, a
value of True deletes the archived employees, while False leaves them in the system.

m -CreateBefore-[Date] is used with the -ArchivelnactiveEmployees option. If provided, that
option only backs up the inactive employees created before the specified date. If not provided,
then all inactive employees are archived. The date format should be MM/DD/YYYY.

m -BackupSitelds=[SiteldList] is used in conjunction with the -VisitorBackup option. If provided,
the option backs up data only for the site id’s provided. If more than one site id is provided, they
should be separated by commas.
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A.5 eAdvance value-based approval

Value-Based Approvals are used exclusively in EasyLobby eAdvance. This feature allows you to
require approval only for specific data entered on a preregistration form. To configure value-based
approvals go to Edit >Value-Based Approvals.

. eAdvance Value-Based Approvals

Froperties for selected item
Jv Enabled
Mame |&ge test

= e Diefinied 1
Alert if value is equal to
|100

Category [visitar ~|

Hew | Delate | LCloze

1. To add an approval click New. A new approval now is displayed in the list and you can specify a
Name.
2. On the Field drop-down, select which user defined field you wish to use for the approval. If the

field is formatted as a text field, you can now type the text phrase for which you require
approval. If your field is formatted as a combo box, check box, or date, the match value will

adjust appropriately for that type of input.
3. You can set the approval to only be required for certain categories by selecting one on the
Category drop-down.

Once you have configured the value-based approvals, you need to enable approval on the approval
tab of your eAdvance website configuration. More information on configuring eAdvance can be found
in EasyLobby eAdvance 10.4 Installation and Administration Guide (PLT-03263).
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A.6 Record formats
This section contains the record types used for importing data, and the field name orders required to
successfully complete an import. For example, a site record must include the seven fields described in
Section A.6.12: Site data, in the correct order, as shown in the diagram below:

A B C D E F G
1 |Site {45C6560D-34BA-44B9-AB85-106E86265CDD}  Headquarters 11 Head Office, CA sitemanager@acmehg.com ]
2 |Site {F28B36AD-E99C-42E4-917A-FSAFE3CA1AC2} Areadd 99 Secret Research Unit  mrnobody@areads.gov 255
2
1. Record 2. 1d 3. SiteName 4. Siteld 5. Description 6. AdminEmail 7. Require
Type Approval
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A.6.1 Visitor data
When importing visitor data, a Record Type of Visitor must be used.

1. RecordType 36. UserDefined2
2. 1d 37. UserDefined3
3. FirstName 38. UserDefined4
4. LastName 39. UserDefined5
5. SSN 40. UserDefined6
6. Title 41. UserDefined7
7. Company 42. UserDefined8
8. Addressl 43. UserDefined9
9. Address2 44. UserDefined10
10. City 45. UserDefinedl
11. State 46. UserDefined12
12. Zip 47. UserDefinedl13
13. Country 48. UserDefined14
14. Citizenship 49. UserDefined15
15. WorkPhone 50. UserDefined16
16. CellPhone 51. UserDefined17
17. Fax 52. UserDefined18
18. Email 53. UserDefined19
19. Website 54. UserDefined20
20. License 55. UserDefined21
21. LicenseExpiration 56. UserDefined22
22. DateOfBirth 57. UserDefined23
23. Employee 58. UserDefined24
24. Category 59. ApprovedBy
25. Reason 60. Status

26. Clearance 61. ProxCardNo
27. Site Ild 62. Notes

28. Conference Room 63. PrintCount
29. ParkingSpaceld 64. ProxyPrint
30. Check In 65. InsuranceCo
31. Check Out 66. PolicyNumber
32. ValidFrom 67. CreationDate
33. ValidTo 68. ModifiedDate
34. RegisteredBy 69. Customld

35. UserDefined1
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A.6.2 Employee data

When importing employee data, a Record Type of Employee must be used.
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1. RecordType 33. UserDefined9
2. 1d 34. UserDefined10
3. FirstName 35. UserDefinedl
4. LastName 36. UserDefined12
5. Title 37. IsActive

6. EmailName 38. GateKeeper
7. Extension 39. Password

8. Address 40. LastChanged
9. Address2 41. NeverExpires
10. City 42. LockedOut
1. StateOrProvince 43. Approval

12. Region 44, Approver

13. PostalCode 45. Department
14. Country 46. Company

15. HomePhone 47. Category

16. WorkPhone 48. Site Id

17. GroupName 49. Parking Space
18. EmergencyContact 50. Building

19. EmergencyPhone 51. Floor

20. EmergencyExtention 52. Office

21. Pager 53. SSN

22. Fax 54. DateOfBirth
23. CellPhone 55. License

24. Website 56. LicenseExpiration
25. UserDefined1 57. InsuranceCo
26. UserDefined?2 58. PolicyNumber
27. UserDefined3 59. Notes

28. UserDefined4 60. Status

29. UserDefined5 61. ProxCardNo
30. UserDefined6 62. LoginName
31. UserDefined7 63. CreationDate
32. UserDefined8 64. ModifiedDate
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A.6.3 Asset data

When importing asset data, a Record Type of Asset must be used.

1. Record Type 9. UserDefined3
2. 1d 10 UserDefined4
3. Name 1. UserDefined5
4. IdNumber 12. UserDefined6
5. Description 13. Site Id

6. Asset Type 14. CreationDate
7. UserDefined]1 15. ModifiedDate
8. UserDefined2 16. Customld

A.6.4 Asset loan data

When importing asset loan data, a Record Type of Assetl.oan must be used.

1. Record Type 12. UserDefined4
2. 1d 13. UserDefined5
3. Asset 14. UserDefined6
4. Employee 15. Site Id

5. Visitorld 16. Loaned Station
6. Loaned 17. Returned Station
7. Returned 18. LoanOperator
8. DueDate 19. ReturnOperator
9. UserDefined1 20. LongTerm

10. UserDefined2 21. CreationDate
1. UserDefined3
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A.6.5 Package data

When importing package data, a Record Type of Package must be used.

1. Record Type 15. UserDefined5
2. 1d 16. UserDefined6
3. Carrier 17. TrackingNumber
4. Employee 18. Stored At

5. PackageFrom 19. Site Id

6. Checkln 20. In Station

7. CheckOut 21. Out Station
8. Description 22. InOperator
9. Package Type 23. OutOperator
10. Quantity 24. Notes

11. UserDefined1 25. CreationDate
12. UserDefined2 26. ModifiedDate
13. UserDefined3 27. Customld

14. UserDefined4

A.6.6 Watch list data
When importing watch list data, a Record Type of WatchList must be used.

1. Record Type 13. Citizenship

2. 1d 14. Speciallnstructions
3. FirstName 15. RejectionCount
4. LastName 16. AlwaysEnabled
5. Phone 17. StartDate

6. Cell 18. EndDate

7. Addressl 19. Category

8. Address2 20. Siteld

9. City 21. License

10. State 22. Expiration

Mn. Zip 23. DateOfBirth
12. Country 24. Type
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A.6.7 Lost and found data
When importing lost and found data, a Record Type of LostAndFound must be used.

1. Record Type 10. Site

2. Type 1. Found-at Station
3. Name 12. Claimed-at Station
4. Description 13. Checked in by

5. Claimer Type 14. Checked out by

6. Claimed By 15. Record Created

7. Found By 16. Record Modified

8. Claimed Time 17. LostAndFoundType
9. Found Time 18. InStation

A.6.8 Reason data

When importing reason data, a Record Type of Reason must be used.

1. Record Type 7. StartDate

2. 1d 8. EndDate

3. ReasonForVisit 9. AllSites

4. ListOrder 10. AllUsers

5. Type 1. CreationDate
6. Code 12. ModifiedDate

A.6.9 Category data
When importing category data, a Record Type of Category must be used.

1. Record Type 6. AllSites

2. 1d 7. AllUsers

3. Name 8. CreationDate
4. ListOrder 9. ModifiedDate
5. RequireApproval
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A.6.10 Clearance data

When importing clearance data, a Record Type of Clearance must be used.
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1. Record Type 7. RequireApproval
2. 1d 8. AllStations

3. Name 9. AllSites

4. ListOrder 10. AllUsers

5. Description 1. CreationDate

6. IdNumber 12. ModifiedDate

A.6.11 User account data

When importing user data, a Record Type of Users must be used.

1. Record Type

7. LockedOut

2. 1d 8. SecuritylLevel

3. UserName 9. Encrypted

4. Password 10. NTAuthentication
5. LastChanged 1. Siteld

6. NeverExpires

12. Description

A.6.12 Site data

When importing site data, a Record Type of Site must be used.

1. Record Type

5. Description

2. 1d 6. AdminEmail
3. SiteName 7. RequireApproval
4. Siteld

A.6.13 Station data

When importing station data, a Record Type of Station must be used.

1. Record Type

5. Siteld

2. 1d 6. Description
3. Name 7. Enrollment
4. Stationld 8. Application
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A.6.14 Conference room data

When importing conference room data, a Record Type of ConferenceRoom must be used.

1. RecordType 6. ListOrder

2. 1d 7. Description
3. Name 8. AllSites

4. RoomNumber 9. CreationDate
5. Capacity 10. ModifiedDate
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