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1 Introduction

Chapter 1: Introduction

What’s on the CD

Devices

The Devices folder contains sub-folders for each of the associated hardware options.
The sub-folders contain the driver and ReadMe files for installing the hardware.

Documentation
B Authenticate Utility.pdf — Contains instructions on using the Authenticate
Utility.
B cAdvance v10 Manual.pdf — Contains instructions on configuring the eAdvance
website.
B EasyLobby Database Setup.pdf — Contains instructions for the options within the
database setup portion of the installer.
B EasyLobby SVM v10 Manual.pdf — The Installation and User Guide for
EasyLobby SVM.
B RegistryOptions.pdf — Contains information on back end options for EasyLobby.
B SVM 10 Install Instructions.pdf — Includes step by step instructions for
installing and configuring EasyLobby.
B Upgrading to v10.0.pdf — Instructions specific to upgrading the EasyLobby
software.
Installs

The Installs folder contains the install files for the EasyLobby products: SVM,
Administrator, Satellite, and eAdvance. It also contains the install files for SQL
Server Express Edition, a more robust database than MS Access. SQL Server is
recommended for installations where the database will be shared over a network.

SQL

The SQL folder contains SQL scripts for manually setting up EasyLobby to run with
the database on MSDE, Microsoft SQL Server, or Oracle.

Updates

The Updates folder contains program updates for the EasyLobby software products.

Utilities

The Utilities folder contains folders for:

B Additional Software — Additional computer software that may be required if not
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already present on your computer.

B Authenticate — A utility used to change default authentication methods for
connecting to EasyLobby.

B DBMigration — Files to converts older EasyLobby database files to the current
SVM version format. The utility can also be used to migrate a MS Access
EasyLobby database into a SQL Server or Oracle relational database for SVM.

B Employeelmport — A utility that can import employees into EasyLobby when
supplied with an existing compatible document.

B 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.

EasyLobby Administrator provides Enterprise-class central administration of
your system. For example, you can set up usernames and passwords, set global field
options, customize self-registration options, and do monitoring and reporting.

EasyLobby Satellite is 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
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 the
operator 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 SVM. The
Satellite time stamps the visitor’s entry and exit.

Windows Mobile PDA Solutions — The SVM and Satellite applications are also
available on wireless Windows Mobile PDA devices. Please contact EasyLobby for
more information.

EasyLobby documentation

This documentation is divided into two sections: the Installation and Administration
Guide and the User’s Guide.The EasyLobby Installation and Administration Guide
is for software administrators and managers. It describes how to install the
EasyLobby software, advanced features of EasyLobby SVM, and the use of
EasyLobby Administrator.

The EasyLobby User's Guide is for those who use EasyLobby SVM to record visitor
activity and print badges. Administrators and managers may refer to this manual
for information about these tasks.

Getting further help

To get online help, press F1 from within EasyLobby or choose any of the following
options from the Help menu:

= Contents: select a topic from the table of contents
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1.1

= Search for Help On: search the help index

=  Quick Reference: show brief explanations of common procedures

Using this manual

Menu commands are shown with arrows in this manual. For example, if you read,
"Choose the Visitor<*New menu item", this means you should click on Visitor in
the menu bar and choose the New item from that menu.

Numbered paragraphs, like this one, contain step-by-step
instructions. Perform steps in the order shown.

= Paragraphs with a bullet, like this one, list items that have no
particular order.

Bold text is used to highlight menu items and button names.

Typewriter text is used toidentify text you should type in a field exactly as
shown.

When you see a label in the left margin like those below, the feature in that
paragraph or section cannot be used unless your authorization level is as least that
high. For example, if the label says "Operator", someone with Novice authorization
could not perform that task.

_ Used by 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.

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

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.

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

System requirements

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

« PC running Windows XP, Vista, or Windows 7
= Pentium IV processor

«512 MB RAM

= 100 MB of free hard disk space

For proper operation, EasyLobby SVM and Administrator require that the logged in Windows user has

write permission in the EasyLobby installation folder (and sub-folders). This is typically C:\Program
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Files\EasyLobby\EasyLobby SVM 10.0 unless you selected a different folder during installation.

2 Installation and Set Up

EasyLobby Installation and Administration Guide

Chapter 2: Getting Started- SVM Installation and Set up

The following steps allow you to customize EasyLobby SVM with your company
information, logo, employee information, default information, custom fields and field
names, visitor categories, reasons, camera and security settings, and choosing and
customizing badge templates.

Setting up EasyLobby SVM includes the following steps:
1. Install hardware and software

Create new visitor database for your company

Set up company info, sites, stations, and defaults

Set up users

Set Program Options

Set Badge Options

Set Device Options

Import employee list

© ® NS ;v W N

Set up categories

—
=)

. Set up reasons

11. Set up signature types
12. Set Alerts

13. Set Clearances

14. Network SVM

Before you begin

Before you install the EasyLobby software, check that your system meets the system
requirements and install any hardware.
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System requirements

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

= PC running Windows XP, WIndows Vista, or Windows 7
= Pentium IV processor

= 512 MB RAM

= 100 MB of free hard disk space

= CD-ROM drive

= Optional: MAPI mail client - to use the email notification feature with MAPI
instead of the built in SMTP mail sending facility.

=  For proper operation, EasyLobby SVM and Administrator require that the logged
in Windows user has write permission in the EasyLobby installation folder (and
sub-folders). This is typically C:\Program Files\EasyLobby\EasyLobby SVM
10.0 unless you selected a different folder during installation.

=  For proper operation of the ScanShell driver’s license, passport and business
card scanner, you will also need write permission into the system temp folder,
typically C:\Windows\Temp, and also the C:\Windows\twain_32 folder.

Write Permissions

For proper operation, EasyLobby client applications (EasyLobby SVM and
Administrator) require that the logged in Windows user has write permission in the
EasyLobby installation folder (and sub-folders). This would typically be C:\Program
Files\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
EasyLobby installation folder. You will need some familiarity with Windows security.
Right-click the “EasyLobby SVM 10.0” folder and select “Properties” from the pop-up
menu. Select the “Security” tab (if you don’t have a “Security” tab, run the Tools |
Folder Options command, select the “View” tab, and uncheck the “Use simple file
sharing” check box). In the “Group or user names” section, add the user accounts, or
preferably, the security groups to whom you would like to give access. Assign them
either “Full Control” or at least “Write” permission.

The most permissive case would be to add the “Everyone” group and give them full
control. You might instead add the “Users” group and give them “Write” permission. A
more precise approach might be to create a special security group, say, “EasyLobby
Users”, and add this group with full control. Of course you would need to make all
Windows users that will use the EasyLobby software members of this group.

In addition, if you are using a ScanShell 800, 1000 or 1000-A scanner (for driver’s
licenses and/or passports), and you are using the option to extract the photo from the
license or passport, the logged in Windows user must have write permission in the
system temporary folder. This would normally be C:\Windows\Temp, but you can
check the setting on your system by running the “System” control panel icon, selecting
the “Advanced” tab, clicking the “Environment Variables” button, and checking the
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TMP and TEMP variables in the “System variables” section. The same should be done
for C:\Windows\Twain32 and C:\Syscan if using the 1000-A.

Regional and date settings

Date formats will be 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 00 to 29 are interpreted
as 2000 to 2029.

2.1 Hardware Installation

Hardware Installation

The following hardware can be used with the EasyLobby software. You can install
hardware before or after you install the EasyLobby software.

Install the following according to the manufacturer’s instructions:

1.

3.

Badge Printer: EasyLobby supports all Windows compatible printers.
Examples include, DYMO LabelWriter, laser printers, DeskdJet printers,
hard card printers, etc.

Camera: EasyLobby supports any TWAIN or Video for Windows compatible
Web image capture device (camera, flat-bed scanner, etc.). Digital cameras
are not typically supported.

Corex/CardScan Business Card Scanner: Model 800 or lower.

Install the following using the associated drivers on the EasyLobby CD:

License\Business Card\Passport Scanner: ScanShell 800, 1000, or SnapShell

1.
2.
3.

4.

Close EasyLobby SVM.

Plug the scanner into a USB port.

When the “Found New Hardware” Window’s notice appears, point to the
drivers located in the ScanShell folder on the EasyLobby CD.

Enable the scanner in EasyLobby SVM via the menu edit\device options.

License Reader: Intelli-Check DCM (reads the magnetic strip and/or 2-D barcode
on U.S. and Canadian driver’s licenses and authenticates the license)

1.
2.

Close EasyLobby SVM.
Intelli-Check DCM drivers are located in the Utilities folder on the CD.

Serial Cable: No drivers needed, connect the license reader to an available
COM port and select the type of reader and specific COM port in EasyLobby
SVM.

USB Cable: before you connect the device, unzip the drivers file
DCMUSB2000.zip (for Windows 2000) or DCMUSBXP.zip (for WindowsXP)
to a temporary folder on your hard drive. Then connect your license reader
to an available USB port. Windows plug and play should recognize that a
new device is added. Specify the folder above and allow Windows to install
the drivers from that folder. Note that after installing the first drivers, you
will be prompted to install a second driver, select the same temporary folder
as before.

The Intelli-Check DCM drivers make the license reader look like a COM port
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to the Windows operating system. After installing, you must determine what
COM port the DCM was placed on. To do this, run the Device Manager
(right-click My Computer, choose Properties, select Hardware tab, click
Device Manager button). Open Ports (COM & LPT) item. Locate the item
called "USB Serial Port (COMx)". Note the actual COM port number, for
example, COMS5.

Select the type of reader and specific COM port in EasyLobby SVM.

Bar Code Scanner: Unitech MS335

1. Plug the Bar Code Scanner into the computer.

2. The Human Interface Driver automatically installs.

3. Scan the bar codes in the EasyLobby manual appendix to program the
scanner for F12 pre-amble, Code128.

Card Scanner: EasyLobby supports Corex CardScan model 800 or lower

1. Close EasyLobby SVM.

2. Install the CardScan software included with the device.

3. When the install is finished, plug the scanner into a USB port; the drivers
install automatically.

4. Enable the Scanner in EasyLobby SVM via Edit\Program Option ---

5. Click Configure Scanner to Calibrate and test.

Signature Capture: Topaz SignatureGem LCD 1x5 SigPad

1. When asked for the drivers, point to the SigPad directory on the EasyLobby
CD.

Metrologic Barcode Scanner: Install according to the EasyLobby instructions
page included in the box.

M2SYS Hamster Fingerprint Reader: Install according to the EasyLobby
instruction located in the Devices folder on the EasyLobby CD.

2.2 Installing EasyLobby

Step 1: Installing EasyLobby Programs

Installing EasyLobby SVM

Use the CD provided to install the EasyLobby software on each computer where
EasyLobby will be used. You must use a different license key for each computer
running EasyLobby SVM.

Follow the instructions on the installation screens to complete the installation as
described below:

1.
2.

Close all other Windows applications that may be running.

Insert the EasyLobby CD into the CD-ROM drive on the computer. The
EasyLobby “Family of Products” screen appears.

From the EasyLobby “Family of Products” screen choose EasyLobby SVM.
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Press F1 for Help

EasyLobby® Software

Select a product and click the install button

Easylobby SVM

Secure Visitor Management

Administrator

Set options and produce reports
E_i eAdvance Web Server
Web-based pre-registration

eAdvance Client
For hosted eAdvance web sites only

Easylobby Database Installer
Installs SGL Server and MSDE Databases

0 SVM Satellite Version 10.0
Track Internal Visitor Movements

) Install ) Exit

yright 1997-200% Easy

4. FEasyLobby SVM begins to download certain files needed for the install. (Note the
install times are overestimated. The typical install takes less than five minutes.)

Installing [22 |

G
B

Current File

Copring file:
CAWwWindowshapstem32WMS MAPI32. 00X

All Files

Time Remaining 1 minute 0 zecondz

| Cancel

5. The “Welcome to EasyLobby Installation” screen appears. Enter the license key
from your EasyLobby software package and press the OK button.
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+ Easylobhby SUM (23]

Y¥elcome to Easylobby Installation

Locate pour CO' key number from your package and
enter it below:

E——

oK LCancel

6. The “Setup Program for EasyLobby SVM” screen appears. Exit all Windows
programs that are running, read the warning, and press the Next button.

ﬁ Welcome

% Welcome to the Setup program for:
=  EasyLobby SV

befare running thiz Setup program.

intemational treaties.

latw.

Mest » |

[t iz strongly recommended that you exit all ‘Windows programs
Click Cancel to quit Setup and cloze any programs you have
running. Click Mest to continue with the Setup program .

WA RMIMNG: Thiz program iz protected by copyright lawe and
|Inauthonized reproduchion or distribution of this program, or ary

portion of it, may result in gevere civil and criminal penalties,
and will be progecuted to the maximum extent pozsible under

LCancel

22 |

7. The “EasyLobby ReadMe File” screen appears. This screen contains information
about the product, documentation, online help, card scanning and bar codes.

Read the information and press the Next button.
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€3 ReadMe File (=]

EasyLobbyE SVA™ 10.0 -
What's New?

22 time and attendance with barcods or prox

* Emgplow
card badgs scanning

. Auto and parking management for visitor and
emploves

. Lost and Found module for tracking items

» Enhancsd password options for comgplaxity, lensth and
fraquency of changs

wvarsion of sAdvancs in Al

baszd configuration and managament

with web-

. Wirzless PDA versions of SV, Batellits and
Package delivery
. Expandsd number of vser-defined fislds with ability

to hide vnussd fizlds

< Back Mext » | LCancel I

8. The “EasyLobby License Agreement” screen appears. Read the license terms and
press the Yes button to accept the license terms and continue the installation. If
you do not accept the license terms, press No and the installation is terminated.

@ License Agreement =]

License Term= for EasylLobby, Inoc. -
L4
IMPORTANT: BY USING THE SOFTWARE, YOU ARE
ACREEINC TQ BE BOUND BY THE TERMS AND
COMDITICHMS STATED BELOW. IF YOU DO NOT

AGREE WITH THE TERMS OF THIS LICENSE,
PROMETLY RETURN THE UNUSED SCOFIWARE TO

THE DOINT OF PURCHASE .

1. License. EasyLobkby, Inc. granta to the
Licensee purchasing this copy of
EasyLobby Software a nonexclusive,
nontransferakle license to use the
EasyLobby software and its documentation
for use in accordance with this License.

Do you accept all the terms of the preceding licensze agreement?
If 20, click Yes.
If wou click Ma, the Setup program will close.

< Back Yes | Mo I

9. The “Destination Location” screen appears. This screen determines where the
SVM program is installed. The default is C:\Program Files\ EasyLobby\SVM.
You can change this directory by pressing the “Browse” button and selecting
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another directory on the computer.

Press the Next button to accept the Destination Folder.

Setup will install EasyLobby SYM ik the following directory.

Toinztall into a different directory, click Browse, and select
another directony.

'ou can chooge not to inztall Easplobby 5%k by clicking Cancel
to exit Setup.

C:h . AE asylobbyE asylobby Sk 10.0 Browse... |

’* Destination Folder

< Back I Hext = I LCancel |

# Choose Destination Location @

10. The “Start Installation” screen appears. This displays the destination directory,

backup directory, and CardScan driver installation.

EasylLobby SVIM

Destination Directony:
C:%Program Files\E azpLobbysE asyLobby 5%k 10.0

Backup Directon:
C:\Program Files\E azylLobbyE azylobby S'id
10.0MNSTALLBACKUP

Installing CardScan:
CardScan 300, 500, B00c

Click Mest to begin installation.

Click Back to change your Setup information.

Click Cancel to quit the Setup program,

¢ Back I Mest » I LCancel

rﬁ Start Installation [2=]

-

To change the destination directory, press the Back button and make the

desired changes.

Press the Next button to begin the installation of the SVM program.
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11. The “Installing” screen appears. This screen displays the files installed and the
blue bars indicate their progress. (Note the install times are overestimated.)

Installing =]

&

— Current File

P

Copying file:
C:Nwindovesh aysten 328 SMART 32 00k

— &M Files

Tirme Femaining 1 mirute 0 secaonds

¢ Back | Mest > | Cancel

12. The EasyLobby support files are registered on the computer.

@ M aow registering the EazsyLobby support files . . .

13. The “Installation Complete”’ screen appears indicating that the installation was
successful. Press the Finish button to exit the installation screen.
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@Installatian Complete 3
E azylLobby 5%M has been successfully inztalled.

Press the Finish button to exit thiz installation.

14. The Install screen may appear with the message that the computer must be
restarted to complete the installation. Press OK to restart the computer, or
Cancel to return to Windows without restarting. If this message was received,
you will need to restart the computer later to finish the EasyLobby SVM
installation.

Install x|

Thiz system must be restarted to complete the
ingtallation. Press the OF, button to restart this
computer, Press Cancel to return to ‘windows
without restarting.

(] I Cancel

EasyLobby SVM requires a login. The first time you open EasyLobby, login as
Admin or Administrator with no password.

2.3 EasyLobby Administrator installation

Installing EasyLobby Administrator

Use the CD provided to install EasyLobby 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 where the
visitor database file is hosted.

Choose EasyLobby Administrator from the Family of Products screen or run the
EasyLobby Administrator installation program from the Installs folder.

Follow the instructions on the installation screens to complete the installation as
described below:

1. Close all other Windows applications before running the Setup program.
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2. Insert the EasyLobby CD into the CD-ROM drive on the computer.

3. The EasyLobby “Family of Products” screen appears. From the EasyLobby
“Family of Products” screen choose Administrator.

Press F1 for Help

EasyLobby® Software

Select a product and click the install button

Easylobby SVM

Secure Visitor Management

Administrator

Set options and produce reports

E_i eAdvance Web Server
Web-based pre-registration

eAdvance Client
For hosted eAdvance web sites only
Easylobby Database Installer
Installs SGL Server and MSDE Databases
O SVM Satellite Version 10.0
Track Internal Visitor Movements

) Install ) Exit

4. EasyLobby SVM begins to download files needed for the install. (Note the install
times are overestimated. The typical install takes less than five minutes.)

Installing (=23

& &

Current File

Copying file:
C:windowshsystem32\MSYCPEDLDLL

Al Files

Time Remaining 0 minutes 33 seconds

| Cancel |

© 2009 -2012



26

EasyLobby SVM Online Help and Manual

5. The “Welcome to EasyLobby Installation” screen appears. Enter the license key
from your EasyLobby software package for Administrator and press the OK

button.

» EasylLobby Administrator 3

Welcome to Easylobby Installation

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

1] Cancel

6. The “EasyLobby Setup Program” screen appears. Read the warning and press

the Next button.

@ Welcome
% ‘Welcome to the Setup program for:
=  EasylLobby Administrator

Itiz strongly recommended that you exit all 'Windows programs
befare running thiz Setup program.

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

WORMIMG: This program is protected by copyright lav and
international treaties.

Inautharized reproduction or distribution of this pragrar, ar any
portion of it, may result in severe civil and criminal penalties,
and will be prozecuted to the masimum extent pozsible under
.

Meut » | LCancel

el

7. The “EasyLobby ReadMe File” screen appears. This screen contains information
about the product, documentation, online help, card scanning and bar codes.

Read the information and press the Next button.
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& ReadMe File =]

EasvLobbyv& Administrator 10.0 -

What's MNew?

m

* Employee time and attendance with barcode or prox
card badgs scanning

l Auvto and parking management for visitor and
smploves
. Lost and Found module for tracking itzms

* Enhancesd password options for complexity, length and
fraquency of changs

» Wirelass FDA versions of 3VhI, Satellite and
Package delivary

. Expandsd number of veer-dafined fizlés with abilitv
to hide vnused fizlds

< Back Meut » | Cancel I

8. The “EasyLobby License Agreement” screen appears. Read the license terms and
press the Yes button to accept the license terms and continue the installation. If
you do not accept the license terms, press No and the installation is terminated.

@ License Agreement (=]

License Terms for EasyLobby, Inc. -
L
IMPORTANT: BY USING THE SOFIWARE, ¥OU ARE
AGREEING TC BE BOUND BY THE TERMS AND
COMDITIONS STATED BELOW. IF ¥OU DO NOT

AGREE WITH THE TERMS OF THIS LICENSE,
DROMETLY RETURN THE UNUSED SCOFIWARE TO

THE POINT OF DURCHRSE.

1. License. EasyLokby, Inc. grants to the
Licensee purchasing this copy of

Easylokky Software a nonexclusiwve,
nontransferable license to use the
EasyLobkby software and its documentation
for use in accordance with this License. 5

['o wou accept all the terms of the preceding license agreement’?
If 20, click ez,
If wou click Mo, the Setup program will close.

< Back Tes | Mo I

9. The “Destination Location” screen appears. This screen determines where the
Administrator program is installed. The default is C:\Program
Files\EasyLobby\Administrator. You can change this directory by pressing
the Browse button and selecting another directory on the computer.

Press the Next button to accept the Destination Folder.
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@ Choose Destination Location

Setup will install E asplabby Adminiztratar in the fallawing
directary.

Tainztall into a different directary, click Browse, and select
anather directary.

You can choose nat ta install Easylobby Adminiztrator by
clicking Cancel to exit Setup.

Browse. .. |

Destination Folder
’7E:\...\E azyLobbyE azplobby S 100

< Back I Hest » I

Cancel |

10. The “Start Installation” screen appears. This screen displays the destination and

back up directories.

To change the destination directory, press the Back button and make the

desired changes.

Press the Next button to begin the Administrator program installation.

@‘ Start Installation

(=]

Easylobby Administrator

Destination Directony:
C:%Program FileshE asyLobby\E asyLobby 5%k 10.0

Backup Directory:
C:%Program FileshE asuLobby\E azyLobby S4M
10.0MNSTALLBACKUP

Inztalling CardScan:
CardScan 300, 500, 600c

Click Mext to begin inztallation,
Click Back to change your Setup information,

Click Cancel to quit the Setup program.

< Back I Mext > I

LCancel |

11. The “Installing” screen appears. This screen displays the files installed and the
blue bars indicate their progress. (Note the install times are overestimated.)
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Installing [==]

P

¢

— Current File

Copying file:
C:hwfindowsaystem32WMSMAPI 32 00X

— &l Files

Tire Remaining 1 minute 0 zeconds

< Back | MHext » Cancel

12. The EasyLobby support files are registered on the computer.

@ M aow registening the EazpLobby support files . . .

13. The “Installation Complete” screen appears indicating that the installation was
successful. Press the Finish button to exit the installation screen.

@Installatian Complete [==]

E azyLobby Administratar has been successfully installed,

Fress the Finigh buttan to exit this inztallation.
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2.5

Self-registration installations

Installing on self-registration stations

Run the installation program and choose to install EasyLobby SVM.

Follow the EasyLobby SVM Installation instructions.

Creating visitor logs - ODBC

Creating ODBC visitor logs

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

Install the Microsoft SQL Server or Oracle Database

EasyLobby 10.0is supported on all editions of Microsoft SQL Server versions 2000, 2005 and 2008. This includes
M SDE, SQL Server 2005 BExpress Edition and any fully licensed versions. You may use your own licensed version
of SQL Server, or use the free version of SQL Server 2005 Bxpress that comes with the EasyLobby product CD.
Users of previous versions of EasyLobby may also use the existing M SDE database. EasyLobby 10.0is
supported on Oracle database server versions 9i or higher. Each EasyLobby client workstation also requires the
Oracle client 9.0.2 or higher including the Oracle Provider for OLEDB.

Running the EasyL obby 10.0 Database I nstaller

Insert the EasyLobby Product CD on the computer you've chosen to be your database server. If the EasyLobby
product installation screen (shown below) does not appear automeatically, run the file Setup.exe from the root of
the CD. Click to select the EasyLobby Database Installer choice and click the Run button. Please note that if you
are on an existing SQL 2008 instance or a 64-bit operating system this installer is not currently compatible.
Instead, you should skip to page 50 and follow the Manual Installation instructions.
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EasyLobby® Software

Select a product and click the install button
EasylLobby SVM
e Secure Visitor Management

Administrator

Set options and produce reparts

eAdvance Web Server

Web-besed pre-registration

eAdvance Client
For hosted eAdvance web sites only

Easylobby Database Installer
Insteills SGL Server and MSDE Databaise

o SVM Satellite

Track Internal Visitor Movements

Version 10.0

8 Run

‘welcome to Easylobby 10.0 Database Installer Setup program
This pragram will install E asyLobby 100 Database Installer an
vour computer,

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

Click Cancel to quit Setup and cloge any programs you have
wnning. Click Mext to continue with the Setup program.

‘WARMNING: This program is protected by copyright law and
international treaties.

Unautharized reproduction or distribution of this program, or any
portion of it, may result in severe civil and criminal penalties, and
will be progecuted to the maximumn extent possible under law,

Cancel

31
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On the “ Select Target Database” screen (shown below), select the desired option for installing the database.

42 Select Target Database E|
Select the type of database installation o
¥ 4

R

{* Mew SOL Server 2005 Express database an this computer [EASYLOBBY instancs]

(" Ewisting SOL Server 2005 E press database on this computer [EASTLOEBEY instance]
(" Existing EasyLobby MSDE database an this computer (EASYLOBE'Y instance]

(" Other existing SCL Server 2000, 2005 or MSDE database on this computer

(" Existing Oracle database [3i or higher] - requires local Oracle client with sqlplus

ise Installation ‘wizard®

<Back | ety Y Cancel |

New SQL Server 2005 Expr ess database on this computer (EASYLOBBY instance) — This option will run the
standard Microsoft installer and install a new instance of SQL Server 2005 BExpress Edition onto your system. The
instance name will be EASYLOBBY. The installer will then install the EasyLobby10 database schemainto this
database instance.

Existing SQL Server 2005 Expr ess database on this computer (EASYLOBBY instance) — This option will locate
the existing EA SYLOBBY instance of SQL Server 2005 BExpress Edition on your system, and then install the
EasyLobby 10 database schemainto this existing instance.

Existing EasyL obby MSDE database on this computer (EASYLOBBY instance) — If you were using an

EA SYLOBBY M SDE database froma previous version of EasyLobby, you may use this option to install the
EasyLobby 10 database schemainto the existing M SDE EA SYLOBBY instance.

Other Existing SQL Server 2000, 2005 or MSDE database on this computer — Use this option to install the
EasyLobby 10 database schemainto any other existing SQL Server 2000, 2005 or M SDE instance on this system.
You must have the SQL Server running in mixed authentication mode (that is, allowing SQL A uthentication
accounts).

Existing Or acle database (9i or higher) — Use this option to install the EasylLobby 10 database schemainto an
existing Oracle database server either local or remote. You must have the Oracle client with sqlplus installed, and
have created a TNS Name (Net Name) for the database server.

Select the appropriate choice and click the Next button to proceed. The following sections contain the specific
instructions for each of the four options.

Option 1 — Installing a New SQL Server 2005 Express EASYLOBBY Instance
This will proceed directly to the Start Installation screen to begin the installation.
Option 2 — Installing into an Existing SQL Server 2005 Express EASYLOBBY Instance

If an existing EasyLobby instance of SQL Server 2005 is detected, this will proceed to the Start Installation screen
to begin the installation.

Option 3 — Installing into an Existing M SDE EASYLOBBY Instance

If an existing EasyLobby instance of M SDE is detected, this will proceed to the Start Installation screen to begin
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Option 4 — Installing into an Existing SQL Server 2000, 2005 or M SDE Database | nstance

In the SQL Server Instance and Credentials screen that follows (shown below), select whether to use the default
database instance or a named instance. For the latter choice provide the instance name. Select the account
credentials to use when running the database creation script. This account should have sufficient privileges for

creating a new database catalog.

42 SQL Server Instance and Credentials ;

Please select the instance of SEL Server pou plan to use. Nomally, this would be
'default’, unless you wish to use a specific named instance.

(X]

g

»
/

(+ Default Irstance

™ Mamed Instance

Instance Mame:

Flease supply the credentials to a SOL Server account with DBA permissions ta allaw
the installation of the E asyLobby database.

" 'windows Integrated Security
* SOL Server Authentication
User 1d Jsa

Pazsword |

ise Installation wWizard®

< Back Cancel

Click the Next button to proceed to the Start Installation screen.

Option 5 — Installing into an Existing Oracle Database Server

In the Oracle Credentials screen that follows (shown below), enter the Oracle Net Service Name for the database
server, and the authentication type and credentials for an account with dba privileges. The Oracle database
server can either be on the local systemor on aremote system. You must have the Oracle client with sglplus

installed locally, and have created a Net Service Name (TNS Name) for the database server.

42 Oracle Credentials El

Please specify the credentials for connecting to the Diacle databaze and running the
EasyLobby installation script.
\ a4

RN

Please provide the Oracle Met Service Name for the database server:

Pleaze supply the credentials to an Oracle account with DBA permissions to allow the
installation of the E asyLobby databage.

7 Windows Authentication

" Oracle Account Credentials

UserId fsystem

Password |

ise Installation Wizard®

iy TR o |

Click the Next button to proceed to the Start Installation screen.
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The Start Installation screen (shown below) is displayed immediately before the actual installation is ready to
start. Review the installation information and click Next to start the installation.

! Easyl obby 10.0 Database Installer

Start Installation 0

N

*r'ou are now ready to instal the Easylobby 10.0 database. You have chosen the following
installation type:

Existing Microsoft SOL Server databasze on this computer [default instance)

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

ise Installation Wizard®

Cancel |

During the installation the following screen will show. Allow up to a minute for the schema installation to
complete.

EasyLobby 9.0 Database Setup

Installing o
2 3
Copying file

C:\Program Files\Microsoft SOL Servert308T ools\BinntdbCreate. sql

 Current File:

5 i o
&l File:

Time Femaining 0 minutes 0 seconds

‘wize Installation wizard:

< Back | Iewt | Cancel I

When the database has finished installing, you will see the screen shown below. Press the View Log button to
review the results of the database installation script.
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E asyLobby 9.0 Databaze Setup has finished. The installation
type was:

Eizting Microzoft SOL Server databaze on this computer
[default instance]

The result of the ozql databaze soript instalation was:
ozl returned successful result code

Click. theiew Log button to view the results of the E asylobby
Wiew Log |

Click the Finish button to exit thiz installation.

< Back Canee
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For SQL Server installations, the results log looks pretty obscure, as shown below, but you should verify that
there are no error messages in the log. If the log appears as shown below, your database should be successfully
installed. The installation will create a new SQL Authentication account called easyuser10 and a new database
catalog called EasyLobby10. The easyuser10 account will have dbo rights on the EasyLobby10 database.

P dbCreate.txt - Notepad I ] 5

File Edit Format Yiew Help

1> 2» 1» 23 3> 4> 5 6% 73 8> 9» 10> 11> 12> 13 14 15 16> 17 18> 19> 20> 21> 225 23> 1> a

2> 3> 1> 2> 3> 4> 5> 6> 7> B> 9> 10> 11> 12> 13> 14> 15> 16> 17> 18> 19> 1> 2> 3> 1> 2> 3> |

4> 5> &> 7> 8> 1> 2= 3» 1 25> 3> 4> 5> &> 7> 8> 1> 2» 3» 1> 25> 3> 4> 5> 6> 7> 8> 9> 10> 1>

23 3» 1x 2> 3% 1 2% 3 4 §» 6> 7» B» Ox 10> 11> 1 2» 3> 1 2> 3> 1x 2> 3» 1 2% 3 1» 2>

3> 4> 5» 6> ¥> 8> 9» 1x 2» 3» 1> 2» 3> 1» 2» 3» 1> 2» 3> 4 5> 6> 7> 8» O» 10> 1l» 12» 13>

14> 1> 2= 3» 1= 2> 3> 1> 2» 3» 1> 2» 3> 1= 2» 3> 1> 2> 3> 1» 2» 3> 1> 2> 3> 4> 5> 6> 7> 8>

9> 10> 11> 12> 13> 1> 2> 3> 1> 2> 3> 1> 2> 3> 1» 2> 3> 4> 5> 6> 7> 8> 9> 10> 11> 12> 13> 14>

15> 16> 17> 1> 2» 3> 1» 2» 35> 1> 2> 3> 4» 5» 6> 7> 8> O8» 1» 2> 3» 1> 23 3» 1» 2> 3» 4> 5» &»

7> 8> O» 10> 11> 12> 13> 14> 15> 16> 1» 2> 3> 1» 2> 3> 1» 2> 3> 4> 5> 6> 7> 8> O» 10> 1> 2>

3> 1> 2> 3> 1> 2% 3> 4> 5> 6> 7> 8> 1> 2> 3» 1> 23 3> 1> 2> 3> 4> 5> 6> 7> 8 1> 2> 3> 1> 2»

3> 4> 5» 6> > 8> 9» 10> 11> 12> 13> 1» 2» 3> 1» 2> 3> 4> 5» 6» 7» 8» 9> 10> 11> 12> 13» 14»

15> 16> 17> 18> 19> 20> 21> 22> 23» 24» 23> 26> 27> 28> 29> 30> 31> 32> 33> 34> 35> 36> 37>

38> 30> 40> 41> 42> 43> 44> 45> 46> 47> 48> 49> 50> 51> 52> 53> 54> 55> 56> 57> 58> 59> 60>

1> 2» 3» 1> 2> 3» 1x 2» 3» 1> 2» 3> 1» 2» 3» 1o 2» 3> 1» 2» 35> 1> 2» 33 1» 2> 35 1» 2» 3> 1»

2> 3> 1> 2» 3> 4> 5> 6> 7» B> 1> 25 3> 1» 2> 35 1> 2> 3» 4> 5> 6> 7> B> 9> 10> 11> 12> 13>

14> 15> 16> 1> 2> 3> 1» 2> 3> 1> 2% 3» 1» 2> 3> 1> 2> 3» 1» 2> 3> 4% 5> 6> 7> 8> 9> 10> 11>

12> 13> 14> 15» 16> 17» 18> 10> 20> 1> 2» 3» 1> 2» 3> 1» 2» 35> 1> 2» 33 1» 2» 35 1» 25 3» 1»

2> 3> 1» 2> 3> 4> 5> 6> 7> 8> 9> 10> 11> 12> 1> 2> 3> 1» 2> 3> 1> 2> 3> 1> 2> 3> 1> 2> 3» 4>

5> 6> 7» 1> 2> 3> 4> 5> 6> 7> 8> 0> 10> 1» 2> 3» 1> 2> 3> 1> 2» 3» 4> 5> 6> 7> 8B» @> 10> 11>

12> 135> 14> 15» 16> 17» 18> 10> 20> 21> 1x 2» 35 45 5> 6> 7> Bx G» 10> 11 12 135 145 1 2»

3> 1> 2» 3> 1> 2> 3> 1» 2» 3> 1> 25 3> 1» 2» 3> 4> 5> 6> 7» 8> 9> 10> 11> 12> 13> 14> 15>

16> 17> 18> 19> 20> 21 22> 23> 24> 25> 26> 1> 2» 3> 1> 2> 3> 1> 2> 3> 1> 2> 3> 1> 2> 3> 1>

2> 3> 1» 2> 3> 1> 25 35 43 5> 6> 7> Bx Ox 1s 25 3> 4> 5 6» 75 8> 1» 2» 3» 4 5> 6> 7» B> O»

10> 11> 12> 13> 14> 15> 16> 17> 18> 19> 20> 21> 22> 23> 24> 1> 2> 3> 4> 5» 6> 7> 8> 0> 10>

11> 12> 13> 1> 2> 3% 1» 2> 3> 1> 2> 3> 1> 2> 3> 4> 5> 6> 7> 8> 0> 10> 11> 12> 1> 2> 3> 1 2>

3> 1x 2x 3> 1» 2 3% 4% 5» 6> ¥» 8> 9 10» 11> 12» 13> 14y 15> 16 17» 18x 19 20» 21» 22>

23> 24> 25> 26> 27> 28> 20> 30> 31> 32> 33> 34> 35> 36> 37> 38> 30> 40> 41> 42> 43> 44> 45>

46> 47> 48> 49> 50> 51> 52> 53> 54> 55> 56> 57> 58> 50> 60> 1> 2> 3> 1 2Z» 3 1> 2> 3> 1» 2»

3> 1y 2x 3» 1» 2y 3» 1x 2» 33 1y 2% 3» 1 2» 3% 1 2% 3% 1» 25 3» 1> 2% 3x 1» 2% 3» 1» 2% 3»

1> 2» 3> 1> 2> 3> 1» 2> 3> 4> 5> 6> 7> 8> 9> 10> 1> 2> 3> 1> 2> 3» 1> 2> 3> 1» 2» 3> 1> 2>

3> 1> 2> 3> 4> 5> B> 7> 8» G 10> 1> 2> 3> 1> 2» 3> 1> 2> 3> 1 2» 3> 1> 2> 3> 1 2> 3> 4>

53 6> 7r 8> 9y 10> 11> 1» 2> 3» 1x 2» 3> 1» 2% 3> 4 G» 6> 7> B» O 10» 1 2» 3» 1 2% 3% 43

S» B> 7r 8> 9> 10> 11> 12> 13> 14> 15> 16> 17> 18> 19> 20> 21> 22» 23> 24> 25> 26> 27> 28>

1> 2> 3» 1> 2> 3> 1= 2» 3> 1> 2> 3> 1» 2» 3> 1> 2> 3> 1» 2> 3> 4> 5> 6> 7> 8> 9> 1> 2> 3> 1>

23 3 1x 2> 3% 1y 2% 3 4 0> 6> 7» 1x 2 3x 1» 23 3% 4% 5» 63 > 8» 9 10> 11 1» 23 3» 1>

23 3 1 2> 3> 4> 5 6» 7» (1 row affected)

1> 2= (1 row affected)

1> 2 t1 row affected)

1> 2> (1 row affected)

1> 2= (1 row affected)

1> 2% €1 row affected)

1> 2> (1 row affected)

1> 2= (1 row affected)

1> 2% €1 row affected)

1> 2> (1 row affected)

1> 2= (1 row affected)

1> 2> 3> 4> (1 row affected) o

1> 2> (1 row affected)

1> 2> t1 row affected)

1> 2> €1 row affecred)

1> 2> (1 row affected) _J
-

For Oracle installations, the results log is different, as shown below. If there are no error messages in the log, the
database schema should be successfully installed. With Oracle, a new user account easyuser10 is created and
owns the schema (that is, the tables) for the EasyLobby 10 database.
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B dbCreate.txt - Notepad
File Edit Format Wiew Help

User created.

Grant succeeded.
Grant succeeded.
Grant succeeded.
user altered.
Table created.
Index created.
Tabhle created.
Index created.
Tahle created.
[More Tog messages]
1 row created.
1 row created.
1 row created.

Commit complete.
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Setting up an ODBC Data Source on Each Client System

For each EasyLobby client application (SYM, Administrator or eAdvance) that will connect to the SQL Server
database, you will need to create a SQL Server or Oracle ODBC data source (DSN).

Setting up a SQL Server ODBC Data Source

For SQL Server, open the control panel, open the Administrative Tools icon, then open the Data Sour ces
(ODBC) icon. For 64-hit operating systems, you must browse to C\Windows\SyswWow64\odbcad32.exe and run
the file located there. For either method, the ODBC Data Source Administrator window will display. Click the
Drivers tab and check to insure that you have the SQL Server ODBC driver. Windows 2000, 2003 and XP
systems typically have these drivers already installed. If you do not have the SQL Server driver, download and
install the MDA C 2.8 SP1 update fromthe Microsoft web site, or enlist the help of your systemadministrator.

(=]
Fle Edit View Favorites Took [ 1
= = &1 0DBC Data Source Administrator 2lxl—
Qrack - ) - ﬁ]“/ ) search |
User DSN | System DSN | File DSN. Drivers | Tracing | Connection Pooling | About |
Address [4g Administrative Tools >
ODEC Drivers that are installed on your system —
Name Jes
BB Component Services o [ Verson [ Company ]
S Microsoft Text Diiver [~ od: - csv) 400630400 Microsoft
o Microsoft Text-Treiber ("bd: ~csv) 400630400 Microsoft
29 Data Sources (ODBC) Microsoft Visual FoxPro Driver 600816700  Microsoft ¢
st Microsoft Visual FoxPro-Treiber 600816700  Microsoft ¢
] Event viewer ODEC Driverfor 4D Server 6.08.00.00 4D SA
Oracle in OraHome32 9.02.00.00 Oracle Cot
Internet Information S
%L" ik 501 Ntive, Clisnt 200590 1389.00  Microsoft cJ
ey 2000.85.1117.00  Microsoft ¢
EnMicrosoft NET Framework 1.1 Configuration " e 5.10.00.03 DataDirec
EnMicrosoft NET Framenark 1.1 Wizards WinSGL DB2 Wire Protocol 5.10.00.57 DataDirec v
S Microsoft .NET Framewark 2.0 Configuration gl | »
B performance
i1 Server Extensions Administrator An ODEC driver allows ODBC-enabled programs to get informaion from
8 Services ODBC data sources. To install new drivers, use the drivers setup
program.
Ok | Cancel Apply Hep |
4] | =

To create an ODBC data source to an EasyLobby SQL Server database, click the System DSN tab and click the
Add... button.

£ 0DBC Data Source Administrator 2l
User DSN  System DSN | File DSNl Dﬂversl Tracing | Connection Pooling | About |

System Data Sources

Name | Driver - Add... I
AST77WA iSeries Access ODBC Driv

ATIS Microsoft Access Driver 7. Remove
BAUGH SQL Server e

CRORBY36 CR Oracle v3.6 Conrfigure.. |
CRSS SQL Server

CRXMLV3& CRXMLv3.6

ddrucker SQL 2005 EasyLobbyS SQL Server
Domanistage SGL Easylobby3  SQL Server

EasylLobby Web SQL Server
Mirmandt Arreas Niiver 1 2
4 | 3

An ODBC System data source stores information about how to connect to
the indicated data provider. A System data source is visble to all users

on this machine. including NT services

o[ || e ]

Select the “ SQL Server” entry as shown below and click the Finish button.
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Create New Data Source x|
Select a driver for which you want o set up a data source:

Name [
Oracle in OraHomeS2 g

2

2

5.
WinSQL DB2 Wire Protocol 5.
WinSQL dBase File 5
WinSQL FoxPro 3.0 Database 5|
WinSQL Informic 5
WinSQL Informic Wire Protocol 5
WG WS SO Saerar Wi Bretacal _RILI
1 »

< Back I Finish I Cancel |

In the next dialog, shown below, enter a name such as EasyLobby10 and an optional description for your new
data source. Enter or select the name (or |P number) of your database server in the Server field. Then click the

Next button when you are finished.

Create a New Data Source to SQL Server EI

This wizard will help you create an DDBC data source that you can use to
connect bo SOL Server

“wihat name do pou want to use to refer to the data source?

Mame: |Easythhy‘l 1]

How do you want to describe the data source?

Description: |EasyLobby 10.0 Database Server

“whhich SGL Server do you want to connect to?
Server: [APOLLONEASYLOBEY =

Finish | Mest > | Cancel | Help |

In the next dialog, select the “With SQL Server authentication...” radio button. Make sure the “ Connect to SQL
Server...” boxis checked, and enter the credentials easyuser 10 and door 10maN+, then click the Next button. If
you are using Windows NT Authentication or alternate credentials for SQL A uthentication, make the appropriate
modifications (and remember to run the EasyLobby Authenticate utility to specify the alternate connection type).

Create a New Data Source to SQL Server El

How should SOL Server verify the authenticity of the login (D7

7 with Windows NT authentication using the netwark lagin (D

v With SOL Server authentication using a login |0 and password
entered by the user.

» ] b
n 1% click Client Configuration.
mﬂgsni

Client Configuration...

v LConnect to SEL Server to obtain default settings for the
v s 5
additional configuration options.

Login 1D |easyuser1 0

B | R ]

< Back | Hext > Cancel | Help |

If you get the next dialog, shown below, then you have connected to your database server. If you get an error
message, then either the server can not be found, or the credentials were entered incorrectly.

Check the “ Change the default database to” check box and select Easyl.obby10 in the combo boxif it is not
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already selected. Click the Next button.

Create a New Data Source to SQL Server E|

|E asyLabby10 |

[ Attach database filename:

V¥ Use ANSI quoted identifiers.
V¥ Use NS nulls, paddings and warmings

-

< Back | Mest > Cancel | Help |

You do not need any changes on the next screen, shown below, so click the Finish button.

Create a New Data Source to SQL Server 5[

I~ Change the language of SQL Server system 1o

IEngI\sh j
I~ Use strong encryption for data

¥ Perform translation for character data

Use regional settings when outputting cumency, numbers, dates and
L times

I~ Save long running queries to the log file

|C:'-.DOCU ME~1\ddrucker\LOCALS~1"Temp\QUEF  Bjowse..
Long query time (miliseconds):  [20000

™ Log QDEC driver statistics to the log file

& DOCUME™ T\ dducker LOCALS - T\Temp \STAT | Biowsse...
<ok [ Fush | Cancel | Hep |

The review dialog should appear as shown below.

ODBC Microsoft SQL Server Setup fgl

A new ODBC data source will be created with the following
configuration:

Microzoft SAL Server ODBC Driver Yersion 03.85.1132

Diata Source Mame: Eazplobbyl0

[ata Source Description: EasyLobby 10.0 Database Server
Server APOLLOVEASYLOBBEY

Database: Eazplobbyl0

Language: [Default)

Translate Character Data: Yes

Log Long Running Queries: Mo

Log Driver Statistics: Mo

Usze Integrated Securty: Mo

Usge Regional Settings: Mo

Prepared Statements Option: Drop temporary procedures on
disconnect

Use Failover Server: Mo

se ANS| Quated |dentifiers: Yes

Use ANS| Mull, Paddings and ‘Warnings: Yes

Data Encryption: Mo

| Test Data Source... | ak | Cancel |

Click the Test Data Sour ce button to make sure the connection to the database is working. Click the OK button
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when you are done. You will now have a new data source called “ EasyLobby9” (or the name you entered in the
name field earlier).

SQL Server, ODBC Data Source Test E|

Test Results

Microsoft SOL Server ODBC Driver Yersion 03.85.1132

Running connectivity tests...

Attempting connection
Connection establizhed
Werifying option settings
Dizconnecting from server

TESTS COMPLETED SUCCESSFULLY!

Setting up an Oracle ODBC Data Source

Before you can setup an ODBC data source, you must first setup 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, typically in Oracle — OraHome90 | Configuration and Migration Tools | Net Configuration
Assistant.

To setup aNet Service Name, run “Net Configuration Assistant”. Select Start | Programs | Oracle — OraHome0 |
Configuration and Migration Tools | Net Configuration Assistant. The following dialog will appear:

Oracle Net Configuration Assistant: Welcome x|

Welcome to the Oracle Met Configuration
Assistant. This tool takes you through the
following comman configuration steps

Choagse the configuration you would like to do

i~ Listener configuration

" Marming Methods configuration

@ Local Met Service Name configuration

 Directory Usage Configuration

Cancal Help Back | Het
Chdilid G s )

Select the radio button “Local Net Service Name configuration”. Click Next and the following window appears:
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Oracle Net Configuration Assistant: Net Service Name Configuration i x|

To access an Oracle datahase, or other service, across the
network you use a net service name. The Oracle Net
Configuration Assistant allows you to work with net service
names resalved using local naming
Selectwhat you wantto do:

& Add

" Reconfigure

C Delete

* Rename

C Test

Cancel Help
s R

Select the“Add” radio button and click Next, and the following window appears.

Oracle Net Configuration Assistant: Net Service Name Configuration, Database ¥ersio |

What version of Oracle database or
senice do you wantto access?

® Oracle8i of later database or senvice

 Oracle8 release 8.0 database or senice

Cancel Help

Select the Oracle8i or later option. When you have made a selection, click Next. For Oracle 8 databases and

above, you will get the following window. Fill in the “ Service Name” field with the service name for your database
server.

Dracle Net Configuration Assistant: Net Service Name Configuration, Service Name x|

For an Qracledi or later database or service you must
provide its service name. An Oracledi or later
database's serice name is narmally its global
database name.

Senice Name:

Cancel Help
s R

If you are not sure of the service name, use the Oracle Enterprise Manager, add you database server to the tree,
and click on theicon for the database. The service name will be listed in the TNS descriptor.

In the next screen select the“ TCP” option and click Next.
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figuration Assistant: Net Service Name Configul , Select Protocols

To comrmunicate with the database across a
network, a network protocol is used. Select the
protocol used for the database you wantto access.

To communicate with the database using the TCRIP
protocol, the database computer's host name is required.
Enter the host name for the computer whera the database
is located

Hostname: |Am1rumeda\

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

® Use the standard port number of 1521

 Use another port number; (1521

Cancel Help

© 2009 -2012



Installation and Set Up 45

In the next window select the “ Yes, performatest” radio button and click Next.

Oracle Net Configuration Assistant: Net Service Name Configuration, ﬂ

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

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

T Mo, do not test

Cancel Helo & Back

If the test is successful the following window appears.

MNet8 Configuration Assistant: Net Service Name Configuration, Coni 1[

‘Wait while the Meté Configuration Assistant tries to
connectto the database using the information you
provided

Details

Connecting.. Test successl

Change Login

Cancel Help

Fill in the Net Service Name as shown below. You may enter any name you wish in this field, for example,
EasyLobby10. Click the Next button to proceed.

MNet8 Configuration Assistant: Net Service Name Configuration, Net ﬂ

Enter a narme far this net service name; it can
be any name you choose

ket Service Mame: EavaUbbv|

Cancel Helo & Back

You now have created an Oracle Net Service name. You will need this hame 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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Next, open the control panel, open the Administrative Todls icon, then open the Data Sour ces (ODBC) icon. For
64-bit operating systems, you must browse to C\Windows\SysW ow64\odbcad32.exe and run the file located
there. The ODBC Data Source Administrator window will display. Click the Driver s tab and check to insure that

you have the Oracle ODBC driver called Oracle in OraHome92 or equivalent, version 9.0.2 or higher.

£71 ODBC Data Source Administrator

ODBLC Drivers that are installed on pour system:

Uszer DSH ] Syztem DSH ] File DSM  Drivers l Tracing] Connection Pooling] About ]

An DDBC diiver allows ODEBC-enabled programs to get information from
ODBC data sources. To install new drivers, uze the diver's setup
progranm.

Name | Wersion | Company #
Microzoft ODBC for Oracle 2575113200 Microsoft
Microzoft Paradox Driver [*.db ) 4.00.6305.00 Microzoft
Microzoft Paradox-Treiber [*.db ] 4.00.6305.00 Microzoft
Microzoft Test Driver [ tat; *.cav) 4.00.6305.00 Microzoft
Microzoft Test-Treiber [ tat; . cav) 4.00.6305.00 Microzoft
Microsoft Visual FoxPro Driver 6.00.8167.00 Microsoft
Microzoft Visual FoxPro-Treiber 6.00.8167.00 Microsoft
Orac OraHo ! 9.02.00.00 Oracle Co
SOL Mative Client 2005.90.4035.00  Microzoft
SOL Server 2000.85.1132.00  Microzoft
4 >

Ok | Cancel | | Help

Select the “ SystemDSN” tab (see below). Note that to create a System Data Source may require local

administrator privileges.

4" 0DBC Data Source Administrator 7| x|

Uszer DSM  Spstem DSM | File DSH | Driversl Tracingl Connection F‘oolingl Abaut I

Swster Data Souwrces:

M ame | Diriver - dd...
sanzabugs Microzoft Access Driver % mdb)
bdadb SOL Server Bemove |
bdagbase Microzoft dBase Driver [*.dbf)
bdazasl SAS Universal ODBC Driver Lonfigure... |
bdasazarm 545 Univerzal ODBC Driver
bdasazarmz 545 Univerzal ODBC Driver
bdazasbody SAS Universal ODBC Driver
bdasasbody? SAS Universal ODBC Driver
bdasaship SAS Universal ODBC Driver
bdasaship2 SAS Universal ODBC Driver
bdasassoine 545 Universal ODBC Driver |
An ODBC Systemn data source stores information about how to connect to
the indicated data provider. A System data source iz visible to all users
an thiz maching, including NT services.

Ok | Cancel | Lpply | Help

Click the Add button. The following window appears.
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Create New Data Source 1[

Select a driver for which pou want ta et up a data source.

Mame | ersion ;I
Microzoft Paradox Driver [*.db ] 4.00.6200.00
Micrazoft Paradox-Treiber [*.db | 4.00.6200.00
Microzoft Test Driver [ txt; * cav] 4.00.6200.00
ticrozoft Text-Treiber [.tat; * cav) 4.00.6200.00
Microsoft Visual FouPro Diriver 6.01.8629.01
Microsoft Visual FouPro-Treiber 6.01.8629.01
Uracle in OraHome30 9.02.00.00
Fielativity Client 4.11.26.09
SOL Server 2000.81.9030
1 | | r

< Back I Finizh I Cancel |

Select the Oraclein OraHome92 driver and click the Finish button.

The following window appears.

Oracle ODBC Driver Configuration

ok
Data Source Mame |Eas_l,lL0bb_l,l'I i} _
C |
|E azyLobby 10.0 Oracle D atabasze Server &

TALW2K35VR ~| bl
Test Connection

Descriptian

THS Service Name

User ID |ea$yuser1 a

Application l Dracle] Workamund&] SALServer Migratinn] Translation Dptinm]

Enable Result Sets [¥  Enable Query Timeout ¥  Read-Only Connection |

Enable Closing Cursors [ Enable Thiead Safety [ SOLGetData Extensions [

Batch Autocommit Mode | Caommit only if all statements succeed ﬂ

Enter the information as shown. You may call the Data Source Name field anything you’d like, for example,
EasyLobby10 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, enter the password (the default is door 10maN+) in the screen
shown below.
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Oracle ODBC Driver Connect

Service Mame

TALWAK ISR

Uzer Hame

eazpuzerll

Pazzword

EEEERTE T

K.

Caricel

About...

EIE L=

Testing Connection rz|

Conneckion successful

Click OK, thefollowing dialog will be displayed if the test is successful.

Finally, click OK to the Oracle ODBC Driver Configuration screen; your new data source will be
listed in the data sources list.
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Connecting EasyL obby SVM to the SQL Server or Oracle Database
Now you can run EasyLobby SVM 10.0. To connect to the SQL Server or Oracle database, use the File | Open

Visitor Log | Data Sour ce... command and select the SQL Server or Oracle DSN that you created, as shown in
the screen below. Note that EasyLobby will remember this connection each time you restart the program

%, Select Data Source f'5_<|

Please select an EasylLobby data source

D=2400 500 W10 [SOL Server] S
Di=2400 SOL W9 [SOL Server
‘E azylLobbul 0 [SOL Server]

EazyLobbyw3 [SOL Server]

EL100 [Microzaft Access Drver [* mdb))]

ELB0 [Microsoft ficcess Diriver (% mdb]]

ELA0 [Microsaft Access Driver [* mdh]]

foobar [SOL Server)

LDS Test DB Access [Microzoft Acceszs Diver [*.mdb]] i

Mate that the data source must have an Easyl obby databaze schema
installed.

0. Carcel

If you connect successfully to the database, you will be presented with alogin dialog.

‘% Login to: DSN: Easylobby10  [X|

Operator |&dmin

EEEH

Paszword

1] LCancel

If this is your first time connecting, and you have not changed the user accounts for EasyLobby, then you can
log in with any of the following accounts that are created by running the database setup script:

Login Name Passwor d Permission Level

Admin pass Administrator
Administrator pass Administrator
Manager pass Manager
Operator pass Operator
Novice pass Novice

Note that for all of these accounts, the password is case sensitive, though the login name is not.

© 2009 -2012



EasyLobby SVM Online Help and Manual

M anual I nstallation of the EasyL obby Schema on the SQL Server Database Server

You can use the SQL Server Management Studio programto manually load the EasyLobby database schemainto
your SQL Server database server. You do not need to do this if you have installed the database using the
database installer documented in the first section of this document, above. Management Studio can be run from
the database server itself or fromany client systemwhereit is installed.

Enter the account credentials and cli
Choose Start | Programs | Micr osoft SQL Server 2005 | SQL Server Management Studio as shown below.
@ SetProgram Access and Defaults 6 WirnZip )

G Windows Catalog T combit List & Label .0

% windows Update @ Mcifes

'J"’ Microscft Updats [@ Micrasoft \MET Framewark SDK v2.0
@ New Office Document [@ Microsoft Developer Metwork
[y Open Office Document @ Microsoft OFfice Tools

- vy vy v v v

3 winzp fin Ft SQL Server 2005

Programs » @ Microsoft Wisual Studio 2005 4 Management Skudio
@ Documents » Microsoft Access

G' Settings » Microsoft: Excel

'J Search b |[6Y Microsoft FrontPage

©) Help and Support Micrasoft Outlaok

= Run... [@ Oracle Installation Products

I Eclipse 700
[@ Logitech
[@ WebEx

& Microsoft ActiveSync

4] Log Off ddrucker...
@ shut Down...

72 start

- v v v

You will be asked to log in to the SQL Server database server as shown in the following diagram. Log in with your
“sa’ systemadministrator account or another account that has administrator privileges on the SQL Server.

"'..I Connect to Server

Microsoft f#;%m Server System
SQL Server 2005

Server lype; Databaze Engine
Server name: | APOLLOMeasylobby v|
Authentication: | SCL Server Authentication w |
Login: |sa v|
P e |

[ ] Remember password
Ennnect J [ Cancel ] [ Help ] [ Optiong > > ]
ck the Connect button.
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ChooseFile | Open | File... and open the file doCr eateSQL Ser ver .sgl fromthe SQL folder of either your product
CD or the EasyLobby installation folder (typically C:\Program Files\EasyLobby\Easyl. obby SVYM 10.0\SQL).
You will need to provide database credentials for the sa account again. The resultant screen should resemble the
graphic below.

R Wicrosoft SQL Server Management Studio Express

File Edit Yew Query Took indow Community Help

Diewowry |0y 25 H @B 3B BT

b 32 1 : 2 5.0 % 8 e RN RN < [T

Obiect Explorer = 1 X || “[ReadOnl¥]AP..SQLServer.sqld X

= = E USE master =
GO

B [ APOLLO\easylobby (SQL Server 8.0.760 - sa)
1 Databases
[ Security
3 Server Objects
[ Replication
3 Management

R S TP T TIPS

/% Create the EasyLobbylO database and easyuserlO account 7/
SR EERTETAIEERIETAAAEERAERAATEEATIAARIATATIEARTETAITITERT,

IF EXISTS (SELECT  FROM sysdatabases VHERE name='EasyLokbyl0')
BEGIN
PRINT 'Easylobbyll database already exists!'
END
ELSE
BEGIN

CREATE DATABASE EasyLobbylO
N

MRESIZE = 4000MB,
FILEGROWTH = 1OME

LOG ON
{
NAME = 'EasyLobbyl0_log',
FILENANE = 'C:\Program Files\Microsoft SOL Server\NSSQL.1YHSSQL\DatalEasyLobbylO_log.
SIZE = SME,

MRXSIZE = 4000ME,
FILEGROWTH = SHE

1 o b
|l >
|| 22 Connected. APOLLOVeasylobby (BOGP3)  sa(55] | master 000000 | Orows

Ready Ln 20 Cal 1 chi NS

Note: In the script, you may need to edit the two instances of the FILENAME value to reflect the actual
installation folder of SQL Server on your database server system This variable specifies the folder location where
the database file will be created. The path where the database files will reside must exist on the database server.
Note also that the files need not reside in the SQL Server installation folder, they may reside anywhere you

desire, though we do recommend that they reside on alocal hard drive for performance reasons.

Click the Execute button at the upper right on the toolbar to execute the SQL script (or choose Query | Execute or
press the F5 key). The M essages area at the lower right should show the results, insure that there are no errors.
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B Microsoft SQL Server Management Studio Express

fle Edt Yew OQuery Took indow  Community Help

Dmewouery | [y | 5 W @ | (3 B B2 5

e e 3 ¢ ab AR RN =] o3 5 & &L 3o (20 =8 R | Easyiobbyio = | Y Ezscws o W DR LAL L
Object Explorer > x [ReadOnly]APOLLO.EasyLab..*4 | - X
LR ERr | USE master f

" co A
= | APOLLO(SQL Server 8,0,4035 - £a) 3
= [ Databases
O e SR EERTATAIEERIETTARAERAERAATEEATIAARTATATIEARTETAIEITERT,
B [J Easlobbyo /% Create the EasyLokbylD datsbase and sasyuserlD account #/
l 3 Datahase Diagrams R T S R S
[ Tables
3 Views IF EZISTS (SELECT © FROM sysdatabases VHERE neme='EasyLobbylD')
(3 Synonyms BEGIN
[ Programmabiliy FRINT 'EasyLobbyl0 database slready exists'
[ seauriy END
= [ Security ELSE
B [3 Logins BEGIN
98] APOLLOYSGLServer2005MSSOL User$APOLLOSMSSCLY
£55] BULLTIN Admiristrators CREATE DATABASE EasyLobbylO
P8 BLILTIN|Users e @
A EASYUSERS < e
A NT BUTHORITY|SYSTEM = =
A sa 3 Messages
[ Server Roles =

[ Credentials i1 rouis) affected)
Server Objects
Replication i1 rowis) affected)
3 Management
(1 rowis) affected)
(1 rowis) affected)
(1 rowis) affected)

(1 rouis) affectad)

(1 rouis) affectad) ~

¢ I 31| @ Huew executed sucoessfuly. AFOLLO (90SP3]  sa(51) EasplobbylD | D0:00:02 | Orows

Ready Ln 27 Cal 66 Chez s

If this script executes with no errors, a new Easyl obby10 database will be created on your database server, along
with the default account called easyuser10 with a password of door 10maN+, which is the dbo (database owner)
for that database.

In the Management Studio program, right-click the server icon and choose Refr esh. You should see the new
EasyL obby10 database listed under your database server icon in the Databases folder as shown in the following

graphic.

% Microsoft 5QL Server Management Studio Express

Fle Edt ‘View Tools iWindow Community Help
Qewouery |G| 5 1 @ B B B2 B 05 o
' b Al O i 3 3 1 S5 LA i
- X
= @ £ USE master =
- Go =
= [ APOLLO (SO Server 9.0.4035 - sa)
= [ Databases ; ;
[ System Databases
U 5 /% Create the EasyLobbyl0 datahase and easyuserlD aceount +/
| EasyLabbys / /
[ Security
3 Server Objects IF EXISTS (SELECT * FRON sysdatabases WHERE name='EasyLobbyl0')
L3 Replication BEGIN
[ Management PRINT 'EasyLohbyll datshase already exists'
END
ELSE
BEGIN
CREATE DATAEASE EasyLokbyll
o v
< >
[ Messages
-
(1 row(s) atfectea
(1 rowls) affected
{1 row(s) affected)
11 rowis) affected)
(1 row(s) affeeted)
(1 rowls) affected
{1 row(s) atfected) v
(2 Ouery executed successiull. APOLLO(30SPY) | sal(5) | Easlobbyl) 000002 Orows
Ready

Manual I nstallation of the EasyL obby Schema on the Oracle Database Server

You can use the Oracle SQLPIus Wbrksheet programto manually create the EasyLobby database schemainto
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your Oracle database server. You do not need to do this if you have installed the database using the database
installer documented in the first section of this document, above. SQLPlusWbrksheet can be run fromthe

database server itself or fromany client systemwhere it is installed.

Choose Start | Programs | Oracle — OraHome92 | SQL Plus Wor k sheet and log in as shown below, using an
account with dba privilege.

¥ Oracle Enterprise Manager Login

OracLe EnTereRISE MANAGER

" Login to the Oracle Management Server

® Connect directly to & database

Username:

Password:

Senvice:

[TALW2K3SVR

Connect &as:

:

Cancel

Help /]

Copyright ® 1998, 2002, Oracle Corpoaration. All rights resemnved,

In SQLPIus Worksheet, choose File | Open and select the file called dbCr eateOr acle.sql fromthe SQL folder of
either your product CD or the EasyLobby installation folder (typically C:\Program Files\EasyLobby\EasylL obby

SVM 10.0\SQL). The resultant screen should resemble the graphic below.

B” SQL*Plus Worksheet

ANGRTR T Y

0 -9

File Edit

7 TEEEE

/% Create the datahase user account

i TEEEE

CREATE T3ER "EASVIZERLO™
IDENTIFIED BY "doorlOmali+"
DEFAULT TABELESPACE "TTEERS™
TEMPORARY TABLESPACE "TEMP™
PROFILE default

ACCOUNT unlock:

/% Grant user typical priveleges. */
GRANT "CONNECT™ TO "EASYUSERLO™;

GRANT "REZOURCE™ TO "EAZVUSERLOT;

50L*Plus: Release 9.2.0.1.0 - Production on Tue Sep 15 13:56:30 2009

Copyright (c) 1982, 2002, Oracle Corporation.

41l rights reserwed.

EEX
ORACLE
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2.6

Click the Executeicon (yellow lightning bolt) at the left toolbar or the menu command Wor k sheet | Execute to run
the script. Insure that there are no errors after the script executes.

For more information about setting up EasyLobby for SQL Server or Oracle, refer to the
documents called EasyLobby SQL Server Database Setup.pdf and EasyLobby Oracle Database
Setup.pdf in the SQL folder on your EasyLobby product CD.

Creating visitor logs - Microsoft Access

Step 2: Creating a new visitor database for your company

EasyLobby stores its information in a database file called a visitor log. EasyLobby SVM supports two
types of visitor logs: Microsoft Access database logs and ODBC (open database connectivity) database
logs. The latter include MSDE, MS SQL Server, and Oracle databases.

Creating Microsoft Access visitor logs

EasyLobby System Administrators create EasyLobby SVM visitor logs for Microsoft Access
using EasyLobby Administrator or SVM.

To create a visitor log from EasyLobby Administrator:

1) Open the Windows Start menu and choose Programs=> EasyLobby
Administrator or SVM.

2) Log in using your administrator-level username and password. (The first time
you open Administrator or SVM, log in as Admin or Administrator with no
password.)

3) You have two options for creating a log: a) create a new empty log or b) create a
log based on an existing log.

EasyLobby SVM ships with a sample visitor log (sample.evm). You may create a
new visitor log from the sample by opening the sample visitor log first. If you
have an existing log that you want to keep some information from, open that
log.

4) Choose File®»New from the menu.
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Mew... Ctrl+N
Open Visitor Log 3
Reports...

Report Wizard...

Current Visitor Report...

Panic Message Ctrl+F1

Import

Export

Visitor Log »
Phote Thumbs...

Watch List Thumbs...

Legout Ctrl+L

Change Password

Exit

5) If you have an existing visitor log selected, the New Visitor Log window appears.
If you have no log selected proceed to step number 7.

9 Mew Visitor Log 23

Select which Yisitor Log properties vou wizh to
preszere inka oL new Yisitar Log.

<]

Preserve existing Employees

<]

Freserve esisting Beasonz

<]

Preserve existing Categones

<]

Prezerve existing Clearances

<]

Preszerve Esisting "Watch List

<]

preserve exising ugers and options

.

Preserve existing Aszsetsz

ok Lancel

In the New Visitor Log window, put a checkmark next to parts of the current
log you want to copy to the new log. For example, you might want to keep the
employee, visitor category, and user information while discarding the list of
past events.

We recommend using the users and category information from the sample.
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2.7

2.8

Preserve existing Employees: The new log will contain the list of
employees from the old log.

Preserve existing Reasons: The new log will contain events and reasons
for visits from the old log.

Preserve existing Categories: The new log will contain the visitor
categories from the old log.

Preserve existing Clearances: The new log will contain the visitor
clearances from the old log.

Preserve existing Watch List: The new log will contain the Watch List
from the old log.

Preserve existing Users and Options: Options defined with EasyLobby
Administrator, such as usernames, company information, and user-defined
fields will be the same in the new log as in the old log.

6) Click OK.

7) Specify the folder where you want to create the new log and type a filename for
the log. Then click Save.

EasyLobby Administrator creates and opens the new visitor log. There will be one
blank visitor record.

The EasyLobby System Administrator can create users for this visitor log in the
EasyLobby Administrator program or SVM.

Step 3: Set up Company Information, Sites, and Stations

Step 3: Set up Sites, Stations, and Company Information

Sites

Sites

There are three levels to set up EasyLobby SVM: Enterprise, Sites, and Stations.
The Enterprise level is the top level comprising the entire company. Sites are the
second level and are a location, such as a building. Stations are the third level and
are where the EasyLobby SVM program is installed on the computer, for example,
main lobby or loading dock or guard gate.

There are three levels to set up EasyLobby SVM: Enterprise, Sites, and Stations.
The Enterprise level is the top level comprising the entire company. Sites are the
second level and are a location, such as a building. Stations are the third level and
are where the EasyLobby SVM program is installed on the computer, for example,
main lobby.

To set up sites for your company:

1. Choose Edit®Sites from the menu, or click Sites , the Sites button from the
Enterprise Options screen from Edit®Program Options on the menu. The
Sites window appears.
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2.9 Stations

Stations

= Sites E]@

10 - This Site Site Mame | This Site
Site Id [10

Description

Administrator E mail |

[~ Require approval for preregistration

MHew Delete Wig | Stations. .. Cloze

. To add a new site, click the New Button. A new site is added to the list on the

left and you can specify the Site Name, Site ID, description, and Administrator
Email address in the fields on the right.

Site ID is a positive number that is set to any value you wish. The site ID will
be the first digit(s) in the Custom ID, which is automatically assigned to all
visitors and packages.

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

To delete a site, select the site from the list on the left and click the Delete
Button.

Select the Close button when done adding/editing/deleting sites.

There are three levels to set up EasyLobby SVM: Enterprise, Sites, and Stations.
The Enterprise level is the top level comprising the entire company. Sites are the
second level and are a location, such as a building. Stations are the third level and
are where the EasyLobby SVM program is installed on the computer, for example,
main lobby.

To set up stations for your company:

Choose Edit®Stations from the menu, or click the Stations button from the
Enterprise Options screen from Edit#Program Options on the menu. The
Stations window appears.
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6.

3. Stations [E=]
Site
|1|:|1 - ain Site j Station Mame |Front Desk 101

Stations Station 1d |01

Deszcription |Main Entrance

CD Key [101-1071%UM-RS<v-0509
Mew ‘ Delete Application |Eas_l,lLu:u|:uI:|_l,l S ﬂ

Change Site Frint | Cloge

Choose the Site from the drop down list that you will add/specify stations for.

To add a new station, click the New Button. A new station is added to the list
on the left and you can specify the Station Name, description, and CD Key in the
fields on the right.

Note: You can set up all the stations and their CD Keys from one system and
when you install the particular stations they will self-enroll based on the CD Key
when you start EasyLobby and connect to the database.

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

To delete a station, select the station from the list on the left and click the
Delete Button.

Select the Close button when done adding/editing/deleting stations.

2.10 Station Enrollment

There are three levels to set up EasyLobby SVM: Enterprise, Sites, and Stations.
The Enterprise level is the top level comprising the entire company. Sites are the
second level and are a location, such as a building. Stations are the third level and
are where the EasyLobby SVM program is installed on the computer, for example,
main lobby.

Station Enroliment

To select the site and station for the computer:

1.

Choose Edit®*Program Options from the menu. The Station Enrollment
window appears.

© 2009 -2012



Installation and Set Up 59

’ y

(3 Station Enrollment = 2

Select site and station for thiz computer

Site 101 - Main Site v|  Sites
Station |F[|:|nt Desk 101 j Stationz

K Caricel |

2. Choose the Site from the drop down site list for the stations you will add/specify.

Note: You can set up all the stations and their CD Keys from one system and
when you install the particular stations they will self enroll based on the CD Key
when you start EasyLobby and connect to the database.

2.11 Step 4: Setting up Users

Step 4: Setting up users

EasyLobby Enterprise Administrators can create users in the EasyLobby
Administrator program and SVM. You can have more than one EasyLobby System
Enterprise Administrator (users with enterprise administrator rights).

There are five security levels of users: Novice, Operator, Manager, Site
Administrator, and Enterprise Administrator. 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. (EasyLobby licensing is per computer, not user.)

2.12 Creating Usernames and Passwords

Creating usernames and passwords
To create a user in EasyLobby SVM or Administrator:

1. In EasyLobby SVM or Administrator, choose 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.
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=% User Accounts |g

— zer Properties

- Lszer M I
Adminiztrator zer Name R

Manager Password |
Mowvi 2 _ra —
u;::f.fm Authenticatiorn IEas_l,lLu:uI:-I:u_l,l Authentication ;I

Self Registration [~ Locked Dut
Site Admin

[T Mewver Expires
Security Level |Enterprise Admiristrator v |

Site | &1l Sites =l

Dezcription

Delete Mew |

Help | Test Cuztomize Cloze

2. To add a user, click the New button. The New User appears.

=¥ User Accounts w
— zer Properties
Admin Uzer Hame ILIser 20120125180550
Administrator
Han—agﬂ, Paszwiord |
H;;:gfm Authentication I E asyLobby Authentication ;I
Self Regiztration [ Locked Out
Site Admin ]
User 20120125180550 [ Never Expires
S eciity Lewvel I Operator ;I
Site | 41 Sites |
Dezcription
Delete Newa |
Help | Test Cuztomize Cloze

Enter the following information:

B User Name: Must contain 3 to 30 letters and/or numbers. The username is
not case-sensitive.

m Password: A password is not required but is recommended. The password
is case-sensitive and encrypted. To set password specifics, such as minimum
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length and complexity rules, from the menu select Edit=»Program Options
= Security=»and then the Password tab.

Test: The test button will test the password entered for complexity rules set
in Edit=»Program Options=Security=?and then the Password tab. If any
accounts have passwords that fail to follow those rules, a dialog box will
appear listing those accounts.

Authentication:

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

Single Sign-on: The users windows account name is provided as the
username. No password is necessary. When launching EasyLobby the
software  checks that the logged in windows account matches a username
in the EasyLobby system. If a match is found the user is automatically
logged in with no login prompt.

Active Directory: the users active directory account name is provided as
the username. When launching EasyLobby the user will be prompted with a
login dialog box with which they should enter their Active Directory
username and password. The software then checks the Active Directory for
these credentials and logs the user in if a match is found.

Locked Out: The user is locked out of the database due to the number of
attempts to log in. To unlock them, remove the check mark.

Never Expires: The password will never expire.

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 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 EasylLobby 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
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: Used by Employees who are using EasyLobby inAdvance
to pre-register their visitors. (inAdvance is a separately licensed product.)
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Self-Registration: A username with this security level starts EasyLobby
in Self-Registration mode for self-registration stations.

m Site: Specify the site or all sites for the user.

B Description: Enter a description, if desired.

3. 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 in the EasyLobby installation folder (and sub-folders).

This is typically C:\Program Files\EasyLobby\EasyLobby SVM 10.0 unless you selected a
different folder during installation.

2.13 Setting up Custom Security Levels

Creating Custom Security Levels

To create custom security levels for users in EasyLobby SVM or Administrator:

1. In EasyLobby SVM or Administrator, choose Edit=» Users. The User Accounts screen
appears.
=% User Accounts E|

|1zer Properties
Admin | User Name [T
Admimstrator
Manager Paszwiord |
g;::gfm Authentication | E asyLobby Authentication j
S_EII‘ Hegi_stratiun [ Locked Ot
Site Admin [ Mever Expires

Secuiity Level | Enterprise Admiristrator v |

Site | =]
Dezcription
Delete Mew |
Help | Test Cuztomize Cloze
2.

To customize a user Security Level, click the Customize button. The Define
Custom Security Levels screen appears.
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-

B9 Define Custom Security Levels |E||E”E|
Custom Security Level Properties
M ame |New Security Level
Propetties | ... (] &ll Permissions -

EI File Menu

m

Maintenance
Phata Thumbs
‘wiatch List Thumbs
--------- Change Pazsword
[+ ] Edit Menu

......... Cut

Copy

Inzert | Coee || L e [ Paste -

3. To create a new Security Level, select the Insert button. You can change the name
of the Security Level on the right where it says name. To change the properties for
the Security Level choose the desired boxes on the right under Properties.

Note: A new Security Level has All Permissions available. You must turn off those
permissions that are not desired for the new level.

4. When finished selecting the permissions, select the Close button. The Custom
Security Level is now available to assign to a User.

Note: For proper operation, EasyL.obby SVM and Administrator require that the logged-in
Windows user has write permission in the EasyLobby installation folder (and sub-folders).

This is typically C:\Program Files\EasyLobby\EasyLobby SVM 10.0 unless you selected a
different folder during installation. See Appendix for more information on permissions.

2.14 Editing and deleting usernames and passwords

Editing and deleting usernames and passwords
To edit or delete a user in EasyLobby SVM or Administrator:
1. In EasyLobby SVM or Administrator, choose Edit=» Users from the menu.

2. To change or delete a user, highlight a username in the list. Its security level is
shown to the right. The password is shown as a series of asterisks.
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=% User Accounts |£|
— dzer Properties
Admin Uzer Hame ILIser 20120125180550
Admimstrator
Manager Paszwiord |
g;::gfm Authentication I E asyLobby Authentication ;I
Self Registration [~ Locked Out
Site Admin ]
User 20120125180550 M eEniees
S ecrty Lewvel I Operatar ;I
Site | 41 Sites =
Dezcription
Delete Mew |
Help | Test Cuztomize Cloze

3. Click the Delete User button to delete the user. To edit the User Account, modify

the information for the user.

~,

EasyLobby SVM [2=]

d ii Do you want to delete this user?

QK Cancel
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=% User Accounts E|
|1zer Properties
Uzer Mame |FRTIY
Admimstrator
Han—agg, Paszwiord |
g;::gfm Authentication |Eas_l,lLu:uI:-|:|_l,l Authentication j
S_EII‘ Hegi_stratiun [ Locked Ot
Site Admin [ Mever Expires
Secuiity Level | Enterprise Admiristrator v |
Site | =]
Dezcription
Delete Mew |
Help | Test Cuztomize Cloze

4. Click Close after editing.

2.15 Step 5: Set Program Options

Step 5: Set Program Options

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

To open the Program Options:

1. Choose Edit=»Program Options from the menu. The Program Options
window appears.

You will either be able to set the settings for All Sites, or a particular Site and

Station depending on your log in (see the User Level Command matrix at the
end of the manual).

The following information can be set at the enterprise or site/station level

depending on whether you are logged in as and Enterprise Administrator or Site
Administrator.

The ability to change the settings is also dependent on whether the Enterprise
Administrator has selected that an option can be changed at a site or station

level or just at the enterprise level. Hilﬂ
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2. Make sure you are setting for the desired Site and Station. You can check the
computer’s site and station from the Edit menu=»Station Enrollment.

B3 Program Options

= || =]
Set enterprize options
Site |4l Sites x| Sites
LCompary Info ] Defaults ] LCugtomize Fields] Wigitor Fields ] S ecurity ] Self Registration Ermnail &lerts
Company
E/5 5
Company |Company
Address
E/5 5
Address |
City |
State |
Zip |
Logo File:
E/5 5
Logo File:
Refresh Browse |

Note: When you select All Sites or All Stations, the Update changed values only and
Update all values in this set options appear at the bottom of the screen. If you select
Update all values in this set, every setting under every tab will be reset. Proceed with
caution as you could be changing a value you didn’t intend to change.

2.16 Program Options: Company Info tab

Program Options: Company Info Tab

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

To open the Program Options:

Choose Edit=>Program Options from the menu. The Program Options
window appears.

You will either be able to set the settings for All Sites, or a particular

Site and Station depending on your log in (see the User Level Command
matrix at the end of the manual).

The following information can be set at the enterprise or site/station
level depending on whether you are logged in as and Enterprise
Administrator or Site Administrator.

The ability to change the settings is also dependent on whether the
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Enterprise Administrator has selected that an option can be changed at

a site or station level or just at the enterprise level. Hi'ﬂ

Make sure you are setting for the desired Site and Station. You can check
the computer’s site and station from the Edit menu=»Station Enrollment.

Note: When you select All Sites or All Stations, the Update changed values only and
Update all values in this set options appear at the bottom of the screen. If you select
Update all values in this set, every setting under every tab will be reset. Proceed with
caution as you could be changing a value you didn’t intend to change.

Company name, address, and logo
To enter your company information:

1. Choose the Company Info tab from the Program Options window. The
Company Information screen appears.

2. Select All Sites or the desired Site from the drop down site list box. To add,
delete, or edit a site click on the Sites button, the Sites dialog box appears.

3. Select the Company Info tab, if not already selected. Type your company name
and address. This information will be used if you print a shipping label or other
label that includes your own company information as a return address.

B3 Program Options = | =

Set enterprize options

Site: [l Sites w|  Sites

LCompary Info l Defaults ] QustomizeFieIds] isitor Fields ] Securty I Self Beqistration Email Alerts

Compary
E S5 S

Campany |Eompan_l,l

Address

ESS
Address |
|
City |
State |
Zip |
Logo File:
ESS
Lago File:
I
Refresh Browse |

4. You may also select a file containing your company logo. The logo file may be
stored in JPG, BMP, PCX, WMF, or EMF format.
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Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.17 Program Options: Defaults tab

Program Options: Defaults

Default values allow users to enter visitor records faster as the values are pre-populated. The
default values can be different on every computer where EasyLobby is installed.

To set defaults:

1. Select the desired Site and Station and then the Defaults tab from the
Program Options window.

2. The following information can be set at the enterprise or site/station level
depending on whether you are logged in as and Enterprise Administrator or Site
Administrator.

The ability to change the settings is also dependent on whether the Enterprise
Administrator has selected that an option can be changed at a site or station
level or just at the enterprise level.
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= Program Options

Set enterprize options

Site {4l Sies | sites

LCompany Info Defaults l LCustomize Fields ] “isitar Fields ] Security 1 Selfﬂegistralionl Ermail &lerts

General I Wigitar ] Employes ] Custam Idl Parking ] Lost & Found ]
Site Filtering

[ Enable site filtering
[~ Do not filker emploves lookups

Performance Tuning

Enable autamatic entry grid refresh on visitar form

Enable use of database ranzactions ™ Enable clearance station testing
Enable event logging [¥ Enable vigitor totals display in status bar
Enable visitor images on badges I¥ Enable frequent visitor alerts

Enable emplopes photo on badges ¥ Enable time-bazed alerts

Enable 20 barcods on badges [™ Enable no guest support

U U

Module enable

I¥ Enable Package module
v d

v

ound rnodule

nable Lozt

Access Control Integration
[ Enable access control integration eror reporting

Interval 5 secs -

&+ Update changed values only
" Update all values in this set 0K Apply Cancel

General Defaults

Site Filtering

Show visitors and employees from this site only checkbox
allows you to display visitors and employees for the specified site.

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 & Found
modules.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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2.18 Program Options: Defaults Tab - General

Program Options: Defaults - General

1.
2.

Select the desired Site and Station from the Program Options=»Defaults window.
Select the General tab.

3. Choose the desired settings as explained below.

w. Program Options

Set enterprise options

Site: |l Sites ~|  Sites

LCompany Info Defaults l LCustomize Fields ] Wizitor Fields ] Security Selfﬂegistration] Email Alerts

Wisitar ] Employee ] Custarn Id] Parking ] Lost & Found ]
Site Filkering

[~ Enable site filtering
[~ Do not filker employee lookups

Performance Tuning

Enable automatic entry grid refrezh on visitar form

Enable use of database tranzactions [¥ Enable clearance station testing
Enable event logging [¥ Enable visitor katals display in status bar
Enable vizitor images on badges ¥ Enable frequent visitor alerts

Enable employes photo on badges [v Enable time-based alerts

Enable 20 barcode on badges

TIRIRIRIRA]

Module enable

[¥ Enable Package module
W Enable Asset madule
[V Enable Lost & Found module

Access Control Integration

ES5

[~ Enable access control integration erar reporting

Interval 5 secs -

» Update changed values only
™ Update all values in this set Ok Cancel

General Defaults

Site Filtering

Show visitors and employees from this site only checkbox
allows you to display visitors and employees for the specified site.

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

Enable or disable the Package, Asset, and/or Lost & Found
modules.

Access Control Integration

Enable or disable access control integration error reporting and its
time interval.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.19 Program Options: Defaults Tab - Visitor

Program Options: Defaults - Visitor

1. Select the desired Site and Station from the Program Options=»Defaults window.
2. Select the Visitor tab.

3. Choose the desired settings as explained below.
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a AEH

Set enterprize options
Site [l Sites x| Sies
LCompary Info Diefaults l Customize Fields ] Wigitor Fields ] Security Self Reaistration Email Alerts ]
General VMisitor l Emplc-_l,lee] I:ustc-mld] Parking] I_.c-&t&Fc-und]
Emplovee List Walid FromATo Defaults
£ Show Name Orly A Yalid From Default Time )
(* Show Additional Fields 1
12:00 AM =3
[v Title [ MNumber [ Maotes = S
[¥ Phone [~ Pager ™ User Three 0 Grace period in minutes
[v Eut. [ Cell Phone [ User Four s alid To Default Time
[ Compary [ Emai [ UserFive & Current day
[ Department [~ Usger One [ Uszer Sis —1
11:59 PM
[~ Group [~ Uszer Two =1
[ Category [ Building £ Future day
™ Floor ™ Office 1 days 2t |11:59 PM =
Cot B " Future time:
ort By .
& Last Name ¢ Category 24 howrs after check in
" Company " Department " Future date
| Dec/31/2012 1159 PM = |21
Grid Options [ Only allow check in between walid from/to times
[ Enable grid refresh ever E0 Seconds ESS [ Enable crozs-day autharization period
[ Use multiple grid forms E/S|S Returning Yisitor Defaults
v Dizplay Grid Legend [ Copy Phata E 55
. [~ Copy Signature v Copy Clearance
Farm Options v Copy Emplayes v Copyw User Defined
Country ES5S v Copy Reason v Copy Hotes
[~ Make type-in figlds uppercase Ess [ Copy Custamn 14 [ Copy 53N
[ Use multiple visitor forms ES5 S I Open record fram previous visit
. [ Update valid to time ta current default
[ Employse combo refresh every B0 Mirutes E|S|8 [ Do not uze existing authorized record
(¢ Update changed valugs only
™ Update all values in this set Ok Cancel

Visitor Defaults

Employee list

Show only name radio button shows only the employee’s name in
the employee pull-down list field for a visitor.

Show Additional Fields check boxes show the fields checked in
the employee pull-down list field for a visitor.

Sort by radio button will sort the employee information by the
field selected.
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Grid Options

Enable grid refresh every checkbox determines the time
interval in seconds to refresh the Grid View to display newly
entered information.

Use multiple grid forms checkbox allows you to display multiple
grid views for different look ups and sorts by.

Returning Visitor Defaults

Copy Photo, Copy Signature, Copy Employee, Copy
Reason, Copy Clearance, Copy User Defined, Fields Copy
Notes, Copy SSN will copy the checked fields from the visitor’s
prior visit to their current visit when using the Returning Visitor
feature.

Valid From/To Defaults

Valid From Default Time and Valid To Default Time values
are used as the defaults for the badge when creating a new visitor.

Form Options

The Country value is used as 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.

Use Multiple Visitor Forms toggles between displaying on one
Visitor Form at a time and the Grid View or a Visitor Form for
each visitor selected and the Grid View.

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

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

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.20 Program Options: Defaults Tab - Employee

Program Options: Defaults - Employee

1. Select the desired Site and Station from the Program Options=»Defaults window.
2. Select the Employee tab.

3. Choose the desired settings as explained below.
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Set enterprize options

Site |4l Sites | Sites

Company Info Defaults l LCustomize Fields ] Wizitar Fields ] Security Self Begistration Email Alerts

General] Wisitor  Employee ] Cuslomld] F‘arking] I__ost&Found]

Time and Attendance

[v Enakble employee time and attendance ES|S
v Scan barcode badge for time and attendance
v Scan prox card for time and attendance
Ernployee form mode |Aut0matic [Alemate InA0ut) j
Satellite barcode scan |Inr’Dut ﬂ
Grid O ptions
[~ Enable grid refresh every B0 Minutes ES 5
Alerts
ES S

[ Enable alert when vizsitar name matches inactive employes name
[~ Send admizstrator notifization on inactive employee match

Matification meszage

[V Prevent visitor check in for an inactive employes

(¢ Update changed values anly
™ Update all values in this set 0K Cancel

Employee Defaults

Time and Attendance

Enable employee time and attendance check box enables
tracking employee's time and attendance when they check in/scan
in and out.

Scan barcode badge for time and attendance check box
allows the scanning of the employee's barcode badge.

Scan prox card for time and attendance check box allows
the scanning of the employee's proximity card.

Employee form mode allows you to determine the scan
behavior:

Automatic: this option will check out a visitor who was
already checked in, the next scan after that will check
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them in, etc. for the duration of their valid from/to.

Prompt: this option will prompt the operator to either
check in or check out the visitor.

Manual: this option will display the visitor’s record for
the operator to manually check in or out the visitor.

Fully Automatic: this option will check 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,
without displaying the in/out dialogue box.

Grid Options

Enable grid refresh every checkbox determines the time
interval in seconds to refresh the Grid View to display newly
entered information.

Alerts

Enable alert when visitor name matches inactive
employee name checkbox determines whether an alert displays
when an inactive employee's name matches visitor's name.

Send administrator notification on inactive employee
match checkbox enables an email to the administrator when when
an inactive employee's name matches visitor's name.

Notification message — specify the message to display on alert by
typing it in the box.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.21 Program Options: Defaults Tab - Custom ID

Program Options: Defaults - Custom ID

1. Select the desired Site and Station from the Program Options=»Defaults window.
2. Select the Custom ID tab.

3. Choose the desired settings as explained below.
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5

Set enterprize options

Site |41 Sites x| Sites

LCompany Info Defaults l LCustomize Fields ] Wizitor Fields ] Security

General] Wisitor ] Emplayee  Custom Id l Parking ] Lost & Found ]

Custom |d Options
i Do not generate

i+ Automatically generate F g::p::: gltt:tilodn 1d
" Generate in range e

| To | Prefix i

Employee Mumber Options
i Do not generate

o Automatically generate F g::pz:: gltt:tilodn d
" Generate in range i

| To | Prefix E

Package Custom |d Options
i Do not generate

o Automatically generate F E::DE:: gltt:tilodn d
" Generate in range i

| To | Prefix F

Agzet Custom |d Options
" Do not generate

o Automatically generate F E::D::: gltt:tilodn d
" Generate in range i

[ To | Frefix &

Self Begistration

v Support FexEx, UPS and USPS Barcodes

REE)

Email Alertz

E55

* pdate changed values only
i Update all values in this zet 0K Apply

Cancel

Custom ID Defaults

Custom ID Options

Do not generate custom ID will not create a custom ID for each

visit.

Automatically Generate will automatically increment the ID
number given to each visitor by EasyLobby. The default is on. 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 custom ID in range will generate an incrementing
custom ID for each visit that is within the range entered in the

boxes.

Prepend Site ID will put the site ID number before the custom

ID for each visit.

Prepend Station ID will put the station ID number before the

custom ID for each visit.

Prefix will put the desired entry before the custom ID for each

visit.
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Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.22 Program Options: Defaults Tab - Parking

Program Options: Defaults - Parking

Select the desired Site and Station from the Program Options=»Defaults window.
2. Select the Parking tab.

Choose the desired settings as explained below.

5 - [5]x]]
Set enterprize options

Site: |All Sites v|  Sites

Company Info Defaults l Customize Fields ] Wisitar Fields ] Security Self Begistration Ermail Alerts

General] Wisitor ] Employee ] Custorn Id  Parking l Lost & Found ]
Options

[v FRelease parking spot on visitor check out ESS

i+ Update changed values only

" Update all values in this set 0K Apply Cancel
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Parking Options

Release parking spot on visitor check out will show the parking space as
available when the visitor checks out.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.23 Program Options: Defaults Tab - Lost & Found

Program Options: Defaults - Lost & Found

Select the desired Site and Station from the Program Options=»Defaults window.
Select the Lost & Found tab.

Choose the desired settings as explained below.

© BEE
Set enterprise options

Site |2l Sites =l Sites

LCompany Info Defaults l LCustomize Fields ] Wizitor Fields ] Security Self Begistration Email Alerts

General] Visitor] Employee] Eustomld] Parking Lost & Found l
Optiong
I™ Enable ard refresh every =] Seconds ESS

&+ Update changed values only

"~ Update all values in this set 19 Apply Cancel
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Lost & Found

Options

79

Enable grid refresh every XX seconds will refresh the Lost & Found grid
view at the specified interval.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.24 Program Options: Customize Fields tab

Program Options: Customize Fields Tab

You can specify up to twenty-four user-defined fields for visitors and twelve user-
defined fields for employees, six user-defined fields for packages, and two for assets
and asset loans in the Customize Fields tab.

For example, you may want to use these fields to capture information like, license
plate numbers, destination areas, notes, messages, etc.

User-defined visitor fields are shown in the Form View of the visitor log under the

Custom Info tabs.

=

Set enterprize options

Site [ &l Sites

LCompany Info ] Defaults

First user defined tab

Tab caption

W User Defined 1
[™ User Defined 2
[™ User Defined 3
W User Defined 4
I™ User Defined 5
¥ User Defined B

Second uzer defined tab

Tab caption

W User Defined 7
¥ User Defined 8
¥ User Defined 9
v User Defined 10
W User Defined 11
W User Defined 12

j Sites

LCustomize Fields l

Visitor Fields |

Security

Custam 1-6 W Tabis visible

Label Text Control Type
| |Text j
[ |E0mb0 j
[ |E0mb0 j
|gu_l,lg |Eheckbox j
[ty |Text j
[ |Eheckbox j
Custom 7-12 I Tab iz visible

Label Text Contral Type
|User Defined 7 |E0mb0 j
|User Defined |Date j
|User Defined 9 |Date j
|User Defined 10 |Date j
|User Defined 11 |Text j
|User Defined 12 |Date j

] Self Begistration ] Email Alerts

Wisitar User Defined l Wisitor U zer Defined] Wisitar Form ] Employes Form ] Package Form] Agset Loan Form]

5

o

E 55

Edit Jtems ESS

Edit |temsz ESS
ES55S
ES55S

ESS

EEEEEE E

m

EEEEEE E

5

w

Edit Jtems ESS

ESS
E 55
E 55
E 55
E 55

- 2]

* |Jpdate changed values only
" Update all values in this set

| Cancel |
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2.25 Program Options: Customize Fields tab - Visitor User defined
fields

Program Options: Customize Fields Tab

You can specify up to twenty-four user-defined fields for visitors and twelve user-
defined fields for employees, six user-defined fields for packages, and two for assets
and asset loans in the Customize Fields tab.

For example, you may want to use these fields to capture information like, license
plate numbers, destination areas, notes, messages, etc.

User-defined visitor fields are shown in the Form View of the visitor log under the
Custom Info tabs.

Specifying Visitor User-Defined Fields
To change the label and field type on a visitor user-defined field:

1. Choose Edit=»Program Options from the menu. The Enterprise Options
window appears.

2. Select the Site and Station.

3. The following information can be set at the enterprise or site/station level
depending on whether you are logged in as and Enterprise Administrator or Site
Administrator. The ability to change the settings is also dependent on whether
the Enterprise Administrator has selected that an option can be changed at a
site or station level or just at the enterprise level.

4. Select the Customize Fields tab, and then the Visitor User Defined tab.
There are two Visitor User Defined tabs, one for fields 1-12 and one for fields 13-
24.
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Proaram Option

Set enterprise options

Site [l Sites

LCompany Info ]

Defaults

First uzer defined tab

j Sites

QustomizeFieIdsl Wisitor Fields ]

Security ] Self Begistration ] Email Alertz

Wisitor Uszer Defined l Wisitor U zer Defined] Wigitar Form ] Employee Form ] Package Form] Agset Loan Form]

Tab caption W ¥ Tabis visible ﬂ
Label Text Contral Type
¥ User Defined 1 [ |T'3”‘t j ﬂ
™ User Defined 2 [ |E0mb0 j Edit ltems ﬂ
™ User Defined 3 [ |E0mb0 j Edit ltems ﬂ
v User Defined 4 |quyg |Eheckbox j ﬂ
™ User Defined 5 [ty |T'3”‘t j ﬂ
¥ User Defined 6 [ |Checkbox ﬂ ﬂ
Second user defined tab
Tah caption W ¥ Tabis visible ES5S
Label Text Contral T ype
v User Defined 7 |User Defined 7 |E0mb0 j Edit ltems ﬂ
¥ User Defined 8 |User Defined 8 |Date j ﬂ
¥ User Defined 9 |User Defined 9 |Date ﬂ ﬂ
¥ User Defined 10 |User Defined 10 |Date j ﬂ
W User Defined 11 [User Defined 11 [Tt = Ess]
¥ User Defined 12 |User Defined 12 |Date ~| ﬂ
+ |pdate changed walues only
™ Update all values in this set Ok Cancel

5. Enter the desired name for the Custom Information tab(s) into the Tab Caption

field.

6. Type the desired names in the desired fields and select the control type. The
Control Type is the type of field presented to the user; choices are Text,
Checkbox, or Combo (drop down list box). If you select Combo, the Edit Items
button appears. Click the Edit Items button to specify the choices for the drop
down list for the user.

7. To display a field, click in the box to the left of the User Defined X. If the box
isn't checked, the user defined field will not display on the Visitor Form.

8. When finished specifying the visitor user-defined fields, click OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you

select Update all values in this set, every setting under every tab will be reset.

Proceed with caution as you could be changing a value you didn’t intend to change.
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2.26 Program Options: Customize Fields tab - Visitor Form Fields

Program Options: Customize Fields Tab

You can specify up to twelve user-defined fields for visitors and four user-defined
fields for employees, two user-defined fields for packages, and assets in the
Customize Fields tab.

For example, you may want to use these fields to capture information like, pager
numbers, security clearances, parking lots, license plate numbers, destination areas,
notes, messages, etc.

User-defined visitor fields are shown in the Form View of the visitor log under the
Custom Info tabs.

Specifying Visitor Form Fields
To change the visitor form fields:

1. Choose Edit=»Program Options from the menu. The Enterprise Options
window appears.

2. Select the Site and Station.

3. The following information can be set at the enterprise or site/station level
depending on whether you are logged in as and Enterprise Administrator or Site
Administrator. The ability to change the settings is also dependent on whether
the Enterprise Administrator has selected that an option can be changed at a
site or station level or just at the enterprise level.

4. Select the Customize Fields tab, and then the Visitor Form tab.
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5 - o]
Set enterprise options
Site | Al Sites > Sites
LCompany Info ] Defaults LCustomize Fields l Wizitor Fields ] Security ] Self Begistration ] Email &lerts ]
Wisitor U zer Defined] Yisitar User Defined  Visitor Form l Employee Form ] Package Form] Agset Loan Form]
Wizitar form tabs Wizitar lookup defaults
; ES55S ES55S
W D!splay c.:ontac:t tab For Today's Yigitors and Current Visitors
Iv Display first phota tab lookups, this sets when the lookup wil start
[ Display second photo tab
v Display badge tab % Start today at midnight
v Display signature tab "~ Start previous day at . =
[v Display entry tab & y 1200AM ooy
[v Display Vehicle Tab " Start 7 days agoat [ 12:00 4M j
|v Display nates tab
Wigitor field labels Wizitor form options
ES55S
Carimes Field| Elss + |lze two letter state code
o " Use full state name
Title fleld| ESS [v Dizplay employee quick add button Ess
Feason Field| ESS
Emplayes Fisld | Ess ™ Donot save mod!f!ed data on close box E S5
) ™ Do not save modified data on close button
Category Field | E 55 [v Setfirst clearance as default
Clearance Field | E5s [v Set first reason as default
SsN Field| £sls ™ Hide 55N field on visitor and employee form
License Field| ESS

* |pdate changed values only

™ Update all values in this set 0K Cancel

5. Select the desired settings for which tabs display, change visitor field labels, set
the visitor lookup defaults, and visitor form option.

6. When finished specifying the visitor form fields, click OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.27 Program Options: Customize Fields tab - Employee User

defined fields

Program Options: Customize Fields Tab

Specifying Employee User-Defined Fields
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To change the label and field type on an Employee user-defined field:

1. Choose Edit=>Program Options from the menu. The Enterprise Options
window appears.

2. Select the Site and Station, and then the Customize Fields tab.

3. Select the Employee Form tab to set the field labels and control types for the
fields. The Control Type is the type of field presented to the user; choices are
Text, Checkbox, or Combo (drop down list box). If you select Combo, the Edit
Items button appears. Click the Edit Items button to specify the choices for the
drop down list for the user.

Set enterprize options

Site |All Sites > Sites

LCompany Info ] Defauls LCustomize Fields l Wizitor Fields ] Security ] Selfﬂegistration] Email Alerts

VisitorUserDefined] Wisitor UserDefined] Wisitor Form — Emplopee Form l Package Form] Aszzet Loan me]

Emplopes Form Uzer Defined Fields Employee field labels
Tab caption |Property W Tab s visible ES S ESIS
Label Text Corntral Type CEEmep e
User Defined 1 [User Defined 1 [Ten =] Els's e A
) = Departrmert field
User Defined 2 |User Defined 2 |Text j ES5 S eparﬁmen f?eld
) i raup fiel
User Defined 3 |User Defined 3 [Text ~| ESS ssNFed [
User Defined 4 [Lisr Defined 4 [Text | ES5S§ Title field
User Defined 5 [User Defined 5 [Text ~| ESS
. - Employee Form Defaults
User Defined 6 |User Defined [Text ~| ESS Cauntry
Usa E 55
Emplopes Form Uzer Defined Fields
Tab caption |Medical ¥ Tabis visible E5 S Department
ab cap edica Engineering - ESS
Label Text Contral Type
User Defined 7 [User Defined 7 [Date ~| ESS
User Defined 8 [User Defined & [Text ~| ESS
User Defined 9 || ser Defined 3 |Text ﬂ ESS
User Defined 10 [User Defined 10 [Test ~| ESS
User Defined 11 [User Defined 11 [Test ~| ESS
User Defined 12 [User Defined 12 [Test ~| ESS

= BER

" |pdate changed values only
i Update all values in this set o

)

=
1=
o
=
LS

Cancel

4. When finished specifying the employee form fields, click OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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2.28 Program Options: Customize Fields tab - Package User defined

fields

Program Options: Customize Fields Tab

Specifying Package User-Defined Fields
To change the label and field type on a Package user-defined field:

Choose Edit=»Program Options from the menu. The Enterprise Options
window appears.

2. Select the Site and Station, and then the Customize Fields tab.
3. Select the Package Form tab to set the field labels and control types for the

fields. The Control Type is the type of field presented to the user; choices are
Text, Checkbox, or Combo (drop down list box). If you select Combo, the Edit
Items button appears. Click the Edit Items button to specify the choices for the
drop down list for the user.

Grid Options - Enable grid refresh every XX seconds will refresh the Lost &
Found grid view at the specified interval.

o BESE)
Set enterprize options

Site | 4l Sites ~|  Stes

LCompany Info ] Defauls LCustomize Fields l Wizitor Fields Security ] Selfﬂegistration] Email Alerts

Wisitor User Defined] Wisitor User Defined] Wisitar Form ] Employes Form  Package Form l Aszzet Loan me]

Package Form User Defined Fields

Label Text Contral Type
User Defined 1 |Field |Date j ﬂ
User Defined 2 |Field |Text j ﬂ
User Defined 3 [Field [Combo =] Edtiens | E[S]s|
User Defined 4 |Field |Eheckbox j ﬂ
User Defined 5 |Field |Text j ﬂ
User Defined & [Field [Combo =] Edthems | E[S]5]
Grid Options
v Enable grid refresh every m Seconds ﬂ

* |pdate changed values only
"~ Update all values in this set ak Apply Cancel
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5. When finished specifying the package form fields, click OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.29 Program Options: Customize Fields tab - Asset User defined
fields

Program Options: Customize Fields Tab

Specifying Asset User-Defined Fields
To change the label and field type on an Asset user-defined field:

1. Choose Edit=>Program Options from the menu. The Enterprise Options
window appears.

2. Select the Site and Station, and then the Customize Fields tab.

3. Select the Asset Form tab to set the field labels and control types for the asset
and asset loan fields. The Control Type is the type of field presented to the user;
choices are Text, Checkbox, or Combo (drop down list box). If you select Combo,
the Edit Items button appears. Click the Edit Items button to specify the choices
for the drop down list for the user.

4. Grid Options - Enable grid refresh every XX seconds will refresh the Lost &
Found grid view at the specified interval.
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5 BEE)
Set enterprize options
Site |.~’-\II Sites ﬂ Sites
LCompary Infa ] Defaults LCustomize Fields I Wizitar Fields ] Security Salfﬂegistration] Email Alerts
Wisitor Ll ser Dehned] Wisitor Lser Dehned] Wisitor Form ] Employee Form ] Package Form  Asset Loan Form l
Asgset Form User Defined Fields
Label Text Contral Type
User Defined 1 [User Defined 1 |Checkbox | E|S s
User Defined 2 [User Defined 2 |Date | E|S s
Aszzet Loan User Defined Fields
Label Text Contral Type
User Defined 1 [User Defined 1 |Checkbax | E|SS
User Defined 2 [User Defined 2 |Comba ~| CEdtltems | E|S S
Grid Options
v Enable grid refresh every W Seconds ES5S
+ |pdate changed values only
" Update all values in this set Ok Apply | Cancel

5. When finished specifying the asset form fields, click OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.30 Program Options: Configure Visitor Fields

Program Options: Configure Visitor Fields

You can set most of the fields on the Visitor Log to:

Enabled: this setting toggles the field from enabled to disabled. Enabled allows
the user to enter information into the field. Disabled prevents the user from
entering information by graying out the field.

Required: this setting toggles the field from required to not required.
Required fields are indicated with an asterisk and must be filled in before the
visitor can be checked in.

In Grid: this setting toggles the field to show or hide on the Grid View.

License: this setting determines which information is pulled from the driver’s
license scan into the visitor log.
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Bus Card: this setting determines which information is pulled from the
business card scan into the visitor log.

Fields marked with N/A can’t be changed, as they are not applicable to the
setting.

To choose the settings for the Visitor Fields:

1. Choose Edit*Program Options from the menu. The Enterprise Options
window appears.

2. Select the site and station and then the Visitor Fields tab.

=, Program Options

Set station options
Site: [101 - Main Street | Sites Station | Font Desk | Stations
Comparwy Info ] Defaults ] Custorize Fields | Visitor Figlds Security ] Self Reqistration ] Email &lerts ]
Field M ame Enabled | Required | In Grid License | BusCard | &)
B | First Mame “Yes Yes Yes Yez Yes L

Last Mame Yes Yes YVes e Yes

Title Mo Mo YVes M AR ez

Cormpany Yex Mo Ves A2 e

Reason ez Mo YVes M4 MAA

Categony Yex Mo Ves A2 A8,

Emploves ‘ez Mo Yes M M

Clearance es Mo e A8 A8

Check. In W& MAd Yes M/A MA

Check Out M MAh, Yes WA MR

Phore e Mo ez A e

Fax ez Mo M A M4 ez

Alt Phone e Mo Yes A% ez

Email ez Mo YVes MAR Yes

Wieb Site es Mo M A& A8 e

License es Mo YVes Mo MAL

E wpiration ‘r'es Mo MAd Mo AR

Drate of Birth Yes Mo MAA Mo MAL

Address ez Mo Mo ez ez

Address e Mo Mo e ez

City res Mo Mo ez ez

State ez Mo Mo e es

Zip es Mo Mo Tes ez

Country ‘r'es Mo Mo ez ez

Citizenship e Mo Yes Tes M2

Phato ez Mo WA WA MR

Alt Phata Yes Mo M AA R /A -

oK Cancel

3. Select the field you which to set and change the setting to the desired setting.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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2.31 Program Options: Security tab

Program Options: Security Tab
EasyLobby SVM offers many options to secure and simplify the check in and check

out of visitors.

To choose the security settings:

1. Choose Edit®Program Options from the menu. The Options window appears.

2. Select the site and station and then the Security tab.

= BES]
Set enterprize options

Site |All Sites > Sites

LCompany Info ] Defauls ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email Alerts

Check In l Barzode Scan ] Pre-Authorization Match] Licensex’Passport] Backup] Screening ] Smart Card ] Pazsword ]
Check In

[v Enable multiple check ins within autharized period E S5
v Allow sequential check in without intervening check out
v Intoday's visitors lookup, don't show visitor on subsequent days after check in
[ Intoday's visitors lookup, only show preregistered visitors arriving today
™ In preregistered lookups, show visitors as preregistered on subsequent days after check in

[ On check in, prompt if vizitor is already checked in
[ On check in, dizable data entry on all fields except by administrator or manager

[v On check in at different site, set visitor site to the new site E S5

EEE

‘watch List Options

[v On check in, prompt if name matches an entry in the watch list
™ Match by first and last name
* Match by lagt name only

m m
Ly
Ly

[v 0On check in, prompt if company matches an entry in the company watch list

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

EEE

[v On check in, prompt if citizenship matches an entry in the country watch list

Administrator proxy badge printing

m
w
w

[ Enable administrator proxy badge printing

Interval 15 zecs -

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

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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2.32 Program Options: Security tab - Check In Options

Program Options: Security Tab
Check in Tab

To choose the security settings:

1. Choose Edit®Program Options from the menu. The Options window appears.
2. Select the site and station and then the Security tab.

s S ox)

Set enterprize options

Site [&l Sites ~|  gites

LCompany Info ] Defauls ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email Alerts

Check In l Barcode Scan ] Pre-Authorization Match] License.-"F'assport] Backup] Screening ] Smart Card ] Paszwaord ]
Check In

[v Enable multiple check ins within autharized period E S5
v 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 arriving today
™ In preregistered lookups, show visitors as preregistered on subsequent days after check in

[ On check in, prompt if vizitor is already checked in
[ On check in, dizable data entry on all fields except by administrator or manager

[v Orncheck in at different site, set vigitor site to the new site

‘watch List Options

[v On check in, prompt if name matches an entry in the watch list
™ Match by first and last name
* Match by last name only

[v 0On check in, prompt if company matches an entry in the company watch list
[ On check in, prompt if country matches an entry in the country watch list

[v 0On check in, prompt if citizenship matches an entry in the country watch list

mim|m m|m mim|m
wwe W W\ wwe W
wwe W W\ wwe W

Administrator proxy badge printing

m
w
w

[ Enable administrator proxy badge printing

Interval 15 zecs -

* |pdate changed values only
i Update all values in this set 0K Cancel

3. Select the Check In tab to set the following:
Check In

Enable multiple check in within authorized period;

Allow sequential check in with out intervening check out — this
setting allows the operator to check a visitor in until the badge
expires without the visitor checking out in between visits.

In today's visitors lookup, don't show visitor on subsequent days
after check in — this setting will not display a visitor if they
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checked in prior to today's date without a check out.

In today's visitors lookup, only show pre-registered visitors
arriving today — this setting only displays pre-registered visitors
with an arrival date of today.

In pre-registered lookups, show visitors as pre-registered on
subsequent days after check in — this setting shows visitors as pre-
registered on the days after their initial check in as opposed to
showing them as already checked in.

On check in, prompt if visitor is already checked in — This setting prompts

the operator when the visitor they 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 — This setting
locks a visitor record when the visitor is checked in so changes can’t be
made except by the administrator.

On check in at different site, set visitor site to new site — This setting

records the actual site the visitor checked in at.

Watch List Options

On check in, prompt if name matches an entry in the Watch List —
This setting prompts the operator when the visitor they are checking in
matches a person on the Watch List (unwelcome visitors). 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 — This setting prompts the operator when the visitor they 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 — This setting prompts the operator when the visitor they 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 — This setting prompts the operator when the visitor's
citizenship they are checking in matches a country on the Country
Watch List.

Administrator proxy badge printing

Enable administrator proxy badge printing — This setting is used with
SVM Mobile to print visitor's badges and sets the time interval in
seconds for printing.

4. Choose the desired settings by clicking the box on the left to put a check mark in
it (turn the feature on) or remove the check mark (turn the feature off), then
click Apply and then OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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2.33 Program Options: Security Tab - Barcode Scan Options

Program Options: Security Tab

Barcode Scan Tab

To choose the security settings:

1. Choose Edit®Program Options from the menu. The Options window appears.
2. Select the site and station and then the Security tab.
- AEG|

Set enterprize options

Site [&l Sites ~|  gites

LCompany Info ] Defauls ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email Alerts

Check In  Barcode Scan ] Pre-Authorization Match] License.-"F'assport] Backup] Screening] Srnart Eard] Password]

S'h Barcode scan prior to initial check in

|v Enable initial check in via barcode scan ESS
I~ Do not enforce required fields check for check in ESS

Barcode scan after initial check in

+ Use barcode scan for check out and check in E5S
Fram same statian | Butomatic Alemate In/Out) |
From different station | Automatic [&hemate In/0ut) |

™ Uze barcode scan for check out only

i Use barcode scan for check in only

Iv Onbarcode scan for check out, warn if visitor checked in on a previous day ESS

Satellite barcode scan

Barcode scan supports checkpaint arrival and departure ESS
Barcode scan supports checkpaint 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 anly

Barcode scan supports check in and check out

Dreny entry if visitor iz not checked in

Deny checkpoint arival/departure if visitor haz no clearance

Clear notification screen after ’ﬁ Seconds

UEUIE e e e T e i

* |pdate changed values only
i Update all values in this set 0K Cancel

3. Select the Barcode Scan Options tab to set the following:

SVM Barcode scan prior to initial check in

Enable initial check in via bar code scan — This setting allows the
operator to print a badge and check in the visitor by scanning the bar
code on the badge.

Do not enforce required fields check for check in — This setting allows
a visitor who is pre-registered and is checked-in with a bar code
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scanner to not be subject to enforcement of required fields.

Barcode scan after initial check in

You can either:

Use barcode scan for check out and check in, or

From same station or from different station, you can set the
scans as follows:

Alternate the check in and out: this option will check 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.

Prompt: this option will prompt the operator to either
check in or check out the visitor.

Manual: this option will display the visitor’s record for the
operator to manually check in or out the visitor.

Fully Automatic (In/Out, no form display): this option will

automatically check the visitor out or in without displaying
an in or out form.

Use barcode scan for check out only, or
Use barcode scan for check in only

On barcode scan for check-out, warn if visitor checked in on a
previous day — This setting prompts the operator when the

visitor they are checking out with a bar code scanner checked in
on a previous day.

Satellite Barcode scan

For a satellite you can either:

Barcode scan supports checkpoint arrival and departure, or
Barcode Scan supports checkpoint arrival only, or

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

Barcode scan supports check out only, or
Barcode scan supports check in only, or
Barcode scan supports chick in and check out

Deny entry if visitor is not checked in — this setting denies entry
if the visitor is not checked in via a SVM station

Deny checkpoint arrival/departure if visitor has no clearance —
this setting denies entry if the visitor is not assigned a
clearance level

Clear notification screen after interval of seconds — This setting
allows you to place a Satellite at an exit to use for visitors to
check out when they leave. In this instance the satellite does
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not require personnel to check visitors out.

Note: Departure is leaving the satellite; the visitor may head to
another satellite or main lobby. Check out is leaving the facility for
good.

4. Choose the desired settings by clicking the box on the left to put a check mark in
it (turn the feature on) or remove the check mark (turn the feature off), then
click Apply and then OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.34 Program Options: Security Tab - Pre-Authorization Match

Program Options: Security Tab
Pre-Authorization Match Tab

To choose the security settings:

1. Choose Edit¥®Program Options from the menu. The Options window appears.

2. Select the site and station and then the Security tab.
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w. Program Options

Set enterprize options

Site | 4l Sites =] Sites

LCompany Info ] Defauls ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email Alerts

Check In] Barcode Scan  PresAutharization katch l License.-"F'assport] Backup] Screening ] Smart Card ] Paszwaord ]

Pre-authorization Match

[v Enable pre-authorized visitor match on buzsiness card or license scan ESS
Iv ‘W am operator if visitor iz not pre-authorized ESS

* |pdate changed values only
i Update all values in this set 0K Cancel

3. Select the Pre-Authorization Match tab to set the following:

Enable pre-authorized visitor match on business card or license scan —
This setting prompts the operator that the visitor whose business card
or license they scanned is pre-registered. The visitor’s information can
be updated with the scanned information.

Warn if visitor is not pre-authorized — This setting prompts the
operator when the visitor whose business card or license they scanned
is not pre-registered. This setting is useful if your company requires
all visitors to be pre-registered.

4. Choose the desired settings by clicking the box on the left to put a check mark in
it (turn the feature on) or remove the check mark (turn the feature off), then
click Apply and then OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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2.35 Program Options: Security Tab - License/Passport Scan

Program Options: Security Tab

License/Passport Tab

To choose the security settings:

1. Choose Edit®Program Options from the menu. The Options window appears.

2. Select the site and station and then the Security tab.

5 BEE
Set enterprize options

Site [l Sites ~|  Sites

LCompany Info ] Defauls ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email Alerts

Check In] Barcode Scan ] Pre-futhorization Mateh  License/Passport l Backup] Screening ] Smart Card ] Password ]

Wisitor Form

I™ Hide license/passport number on visitor form ESS
[v Enable license/pazsport scan for check out ESS
[v Enable license/pazsport scan to lookup matching visitor record ESS

Optional licenze field capture

E5 S

Gender |N0 Capture j
Operator Clazs |N0 Capture j
Eye Color |N0 Capture j
Hair Color |N0 Capture j
Age |N0 Capture j
Wieight / Lbs [User Defined 1 a|
‘Wweight / gz |N0 Capture j
Height / ftin [User Defined 1 a|
Height # cm |N0 Capture j
Fiestriction Codes |N0 Capture j
Endorzement Codes |No Capture j
Organ Donor |N0 Capture j

* Mote that field availability varies by state

" |pdate changed values only
i Update all values in this set 0K Cancel

3. Select the License/Passport Scan tab to set the following:

Visitor Form

Hide license/passport number on visitor form — This setting hides the
visitor’s driver’s license number by displaying it as asterisks.

Enable license/passport scan for check out — This setting allows the
operator to check out a visitor who is checked in by swiping their
driver’s license through the license device.
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Enable license/passport scan to lookup matching visitor record — This

setting allows the operator to lookup a visitor by swiping their driver’s
license through the license device.

Optional license field capture

These are additional fields that can be captured from the license/passport
scan. Note that field availability varies by state.

4. Choose the desired settings by clicking the box on the left to put a check mark in
it (turn the feature on) or remove the check mark (turn the feature off), then
click Apply and then OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.36 Program Options: Security Tab - Backup

Program Options: Security Tab
Backup Tab

To choose the security settings:

1. Choose Edit¥®Program Options from the menu. The Options window appears.

2. Select the site and station and then the Security tab.
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Set enterprize options

Site | 4l Sites =] Stes

LCompany Info ] Defauls ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email Alerts

Check In] Barcode Scan ] Pre-Authorization Match] License/Passpart  Backup l Screening ] Smart Card ] Paszwaord ]
Backup
[v Prompt for database backup reminder every 1 Days ESS

* |pdate changed values only
i Update all values in this set 0K Cancel

3. Select the Backup tab to set the following:

Prompt for database backup reminder every X days — This setting prompts the
operator upon exiting EasyLobby at the interval specified to backup the
EasyLobby database.

4. Choose the desired settings by clicking the box on the left to put a check mark in
it (turn the feature on) or remove the check mark (turn the feature off), then
click Apply and then OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

© 2009 -2012



Installation and Set Up 99

2.37 Program Options: Security Tab - Denied Party

Program Options: Security Tab

Screening Tab

To choose the security settings:

1. Choose Edit®Program Options from the menu. The Options window appears.

2. Select the site and station and then the Security tab.

w Program Options

Set enterprize options

Site [l Sites ~|  Sites

LCompany Info ] Defauls ] LCustomize Fields ] Wizitor Fields Security l Selfﬂegistration] Email Alerts

Check In] Barcode Scan ] Pre-Authorization Match] License/Passpart| Backup Screening l Smart Card ] Paszwaord ]

Deried Party l Sex Offender ] Prowy Server ] Mo-Fly List]

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

Service Type |eEustoms j I~ Enable denied party screen on check in
| [ Enable manual denied party screening

Security Mumber
[~ Display dialog with status of denied party screen

Password |

ecustoms service
B Search Groups

Dizplay threshold el

= z [v Export v Palice
Search Modes v Muritions [~ Banking
Search Type Exact hd v GS& Iv International
Thesaurs " On = Off Additional Fields for Search
Field 5 pecific: &+ On o Off [~ Company [~ Country
[~ City and State

M. D ata denied party screening service
Search Type Exact -

" |pdate changed values only
i Update all values in this set 0K Cancel

3. Select the Screening tab to set the following:

The Denied Party and Sex Offender screening and No-Fly List are services that
must be purchased from EasyLobby in order to set them up and use them. The
Proxy Server tab is used to set Proxy Server settings for these services.

4. Choose the desired settings by clicking the box on the left to put a check mark in
it (turn the feature on) or remove the check mark (turn the feature off), then
click Apply and then OK.
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Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.38 Program Options: Security Tab - Smart Card

Program Options: Security Tab

Smart Card Tab

To choose the security settings:

1. Choose Edit¥*Program Options from the menu. The Options window appears.

2. Select the site and station and then the Security tab.

5

Set enterprize options

Site |4l Sites

LCompany Info ] Defauls

Smart card field capture

FASC-M 1d Mumber
Agency Code

System Code
Credential Number
Credential Series
!ndividual Credential
Person |dentifier
Organizational Category
Organizational [dentifier
Azsociation Category
Affiliation 1

Affiliation 2

Expiration

Serial Mumber

lszuer Id

DUNS

GUID

j Sites

] Lustomize Fields ]

Wizitor Fields

|Prox Card j
|No Capture ﬂ
|N0 Capture j
|N0 Capture j
|N0 Capture j
|N0 Capture ﬂ
|N0 Capture j
|N0 Capture j
|N0 Capture j
|N0 Capture j
|N0 Capture j
|N0 Capture j
|N0 Capture j
|N0 Capture j
|N0 Capture j
|N0 Capture j
|N0 Capture j

AEE|

Email Alerts

Check In] Barcode Scan] Pre-Authorization Match] License.-"F'assport] Backup] Screening  Smart Card l Password]

" |pdate changed values only
i Update all values in this set

Cancel

3. Select the Smart Card tab to set the following:

Smart card field capture

These are fields that can be captured from the Smart Card reader. Note
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that EasyLobby SVM currently supports only the Hirsch RUU Smart
Card reader.

4. Choose the desired settings, then click Apply and then OK.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.39 Program Options: Configure Self Registration tab

Program Options: Self-Registration tab

EasyLobby SVM can be used in a mode where visitors enter their information or
swipe their business card or license, take their own picture, and print themselves a
badge by setting up a self-registration station.

Customizing self-registration mode

You can customize the self-registration mode. The customization options include:
Screen Setup:

The Text, Logo, and Background you specify in the Screen Setup area are shown
on the self-registration startup screen. Line breaks in the text are indicated by the
vertical bar character (|), also known as a pipe. The startup screen can display up to
three lines of text, so you can type 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.

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.

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 fill in 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.

Self registration mode control selections:

Self registration runs in either a single-screen mode or self registration wizard mode.
When using the wizard, you have the choice of requiring pre registration, how to
match, and whether or not to display a message if the visitor is required to be and is
not preregistered. 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.

Options:

The Options you select allow the visitor to use the peripherals when registering
and other settings. Options include use of the business card scanner, driver’s license
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reader, web camera, signature capture, setting the inactivity reset time, checking
for a pre-registered visitor, adding a document to display to a visitor, and the
automatic email notification to the employee that the visitor has arrived, disable the
printing of a badge directly from self-registration, and a virtual keyboard for touch

screens.

Note: the virtual keyboard requires that the screen resolution be set to 1024x768 for
the entire keyboard to fit on the screen.

To choose the self-registration settings:

1. Choose Edit Program Options from the menu. The Options window appears.

2. Select the site and station and then the Self Registration tab.

3. To set the Screen, Languages, and Hidden/Required Fields, select the General

Setup tab.

B3 Program Options

Set enterprige options

Site [l Sies

Compary Info ] Defaults

General Setup l Behavior Opt

Screen Setup

j Sites

] LCustomize Fields ] Wisitor Fields

ians ]

Security Self Registrat

ian ] Email Alerts

i Update all values in this zet

Text |W'e|come to EazyLobby Visitor Registration ESS
Logo |E: “WProgram FileshE azplobbyhE syl obby Sk 10045 ampleSelfReglogo.jpg Browse
Backaround |E: “Program FileshE asplobbyhE asyl obby S 10045 ampleSelfRegB ackground. jpg Browse
Splash | Browse
Loakup | Browse
Wizard | Browse
Review | Browsze
Message | Erowse
Languages Hidden ar Required Fields
v Englizh ESS Hide  Require Hide Require ESS
[V Spanish H [ [ First Name H [T [ UserDefined 1
W French H ™ [ LastMame H I [ UserDefined 2
v Geman H [T [ Tille H [T [ UserDefined 3
[ ltalian H I [ Compary H ™ T UserDefined 4
[~ Portuguese H [T [T Employes H [T [T UserDefined 5
[~ Danish H ™ [ Reazon H ™ [ UserDefined 6
H [T [T Categomy H [~ [ UserDefined 7
H [T [ &ddess H [T [ UserDefined 8
H [T [T Phone H [T [ UserDefined 9
H [ [ Fax H I [ User Defined 10
H [T [ Emai H [T [ User Defined 11
H [T [ 'webSie H ™ [ UserDefined 12
H [T [ Clearance H [T [ Mates
H [ [ |dMumber H [T [ Citizenzhip
f* Update changed values only
Ok Cancel

4. To set the Self registration mode controls and options, select the Behavior
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Options tab.

B3 Program Options o [ BB

Set enterprige options

Site [l Sies x| Sies

Company Infa ] Liefaults ] LCustomize Fields ] YWigitor Fields Security Self Beqistration ] Ernail slerts

General Setup  Behavior Options l

Self registration mode contral selections Optionz
" Usze classic single-screen zelf registration mode ES S [~ Take photo ESS
' Uze new self registration wizard [~ Capture signature

[V Enable preregistration match
{* Do not require preregistration
" Require preregiztration and dizplay meszage if not registered  Message
IV Match by custom id [visitor must be given custom id]
[V Match by last name or by lagt name and host
™ Last name only o Last name and host
W &l visitor bo resalve if lookup finds multiple matches

Enable CardScan business card scanner
Enable driver's licenze reader

Dizable badge printing

Fiegizter but don't check in

Enable wirtual keyboard

Full screen picture

Use picture on form

8 e e

[~ Returning wizitor lookup by email Hide zplash instructions
[~ Returning vizitor lockup by namme Auta send email to employes
[~ Returning wizsitor lookup by 1d Mumber Check for preregistered vigitors
I~ Display confirmation rmessage after successful registration Meszage Dizplay docurment Document Setup
W Enable watch list match and display message on match Meszage Dizable document printing
[ Enable security email alert on watch list match Allow visitor self check out
v

Enable help wizard Message [ 1 Minutes of inactivity until reset
Lookup screen instruction messages Message m Seconds until notification reset

'ﬁ Seconds ta delay until taking phato

f* Update changed values only
i Update all values in this zet Ok Cancel

Choose the desired settings by clicking the box on the left to put a check mark in
it (turn the feature on) or remove the check mark (turn the feature off), then
click Apply and then OK.

The Confirmation Message displayed to the visitor after they self-register is
customizable.

To customize the confirmation message:
a) Choose Edit=»Program Options from the menu. The Options window
appears.
b) Select the site and station and then the Self Registration tab.
¢) Select the Behavior Options tab, and the Message button to the right
of the option "Display confirmation message after successful registration".
Add any desired variables to the message.

The following variables are supported:

%EMPLOYEE% - Employee name
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%EMPPHONE% - Employee phone
%EMPEXTENSION% - Employee extension
%EMPBUILDING% - Employee building
%EMPFLOOR% - Employee floor
%EMPOFFICE% - Employee office

Other fields from visitor record are supported as well:

%REASON%, %SHOWNNAME%, %FIRSTNAME%, %LASTNAME%, %
CATEGORY%, %LOCATION%, etc.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.40 Program Options: Email Alerts tab

Program Options: Email Alerts tab
There are email alerts included in SVM. To choose the settings for emailing alerts:

1. Choose Edit®*Program Options from the menu.
2. The Enterprise Options window appears.

3. Select the site and station and then the Email tab.
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B3 Program Opticns = |[E]JER

Set enterprize options

Site [l Sites ~|  Gites

Cormpany Info ] Defaults l Custanize Fieldsl Vizitor Figlds l Security ] Self Begistration Email &lerts

Wigitor Check. In l Package Eheckln] Wwatch ListAIertl Expired Badges Alert] Panic Message] CurrentVisitorl Email Interface

[ Send employee email notification of visitor check. in E S5
v
Subject |Message from the Reception Desk
Body "'ou have a Wisitar, - << Wisitor
Mame: ZSHDWMHMAME: <« Tie
Tile: 4TITLES i < Lompany
Compary: ZCOMPANY & [ e
Reasor: ZREASONZ << Reason
QOperator: ZOPERATOR: << Employee
S_tatiorl: ELOCATIOMZ . << Station
Time: 2CHECKEDINTIMEZ << Operator
<< Categary
<¢ User 1
<< Cugtom Id
- << Clearance

(+ |pdate changed values only
" Update all values in this set 0K | |

Cancel |

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.41 Program Options: Email Alerts tab - Visitor Check In

Program Options: Email Alerts tab
Visitor Check In Tab

To choose the settings for emailing Visitor Check in alerts:

1. Choose Edit*Program Options from the menu.
2. The Enterprise Options window appears.

3. Select the site and station and then the Email tab and then the Visitor Check
In tab.
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B Program Optiens = [ =] £

Set enterprize options

Site [al Sites ~|  sites

LCompaty [nfo ] Defaults I LCustamize Fields] Wizitor Fields ] Security I Self Reqistration Email Alerts

Yisitor Check In l Package Eheckln] Watch Lismlert] Expired BadgesAIert] Panic Message] Cunent\-’isitor] Email Interface

[ Send emploves email notification of visitar check in ES55
7
Subject |Message from the Reception Desk
Body "f'ou have aVisitor, - << Wigitar
<4 Title
Mame: ZSHOWNMAME %
Title: ZTITLEZ fff“;'?any
Company: ZCOMPANTE n Time
Reason: XREASON << Reasan
Operator: X0OPERATOR % << Employee
Statior: ZLOCATION <4 Station
Time: %CHECKEDIMTIME U
<+ Category
<4 Usger1
<« Custam Id
i <« Clearance

" Update all values in this zet 0K

* Update changed values only | |
Cancel |

4. Select the Visitor tab to format the email when a visitor has arrived.

5. Select the desired option by placing a check mark in the box:

Send employee email notification of visitor check in will
automatically send an email notification to an employee, with a valid
email address, when a visitor is checked in and/or a badge is printed.

Edit/confirm before send will format an email notification to an
employee when a visitor is checked in and/or a badge is printed, but it will
display the email and the operator can edit it before sending the email to
the employee.

6. Change the Subject of the message, if desired. Change the Body, message and

fields displayed, if desired. To add a field to the email, type the desired text in
the desired location in the body and then choose the desired field from the list on
the right. The field will display on the email message.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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Expired Visitors Alert Tab

1. Check the box Send administrator email notification upon “Valid to”
expiration to send an email to the address specified in the Admin Email field
when a visitor has not been checked out after their Valid To time on the badge
tab.

2. Check the box Also send notification to employee to send an email
notification to the employee visited when their visitor has not been checked out
after their Valid To time on the badge tab.

3. Frequency is how often the program should check the expired badges and send
email. The choices are every 15, 30, 60, 90, or 120 minutes.

4. Change the Subject of the message, if desired. Change the Body, message and
fields displayed, if desired. To add a field to the email, type the desired text in
the desired location in the body and then choose the desired field from the list on
the right. The field will display on the email message.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

Panic Message

1) Check the box Send panic email to site administrator to send an email to
the address specified in the Admin Email field when the Panic email button or
menu item is selected.

2) Check the box Send panic email to additional email addresses to send an
email notification to the addresses specified in the box below.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

Current Visitor

1) Check the box Send current visitor report as email attachment to
administrator to send an email to the address specified in the Admin Email
field when the Current Visitor button or menu item is selected.

2) Check the box Send panic current visitor report as email attachment to
additional email addresses to send an email notification to the addresses
specified in the box below.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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Options

Select the Options tab to choose the email interface: Microsoft MAPI or the Built in
SMTP mail sending facility. Microsoft MAPI will use your installed email MAPI
client (i.e. Outlook). If you select the SMTP mail sending facility, you must be
connected to a SMTP mail server. If the connection goes down when trying to send
an email, you will have lost the email message.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.42 Program Options: Email Alerts tab - Package Check In

Program Options: Email Alerts tab

Package Check In Tab

To choose the settings for emailing Package alerts:

1. Choose Edit*Program Options from the menu.
2. The Enterprise Options window appears.

3. Select the site and station and then the Email tab and then the Package
Check in tab.

© 2009 -2012



Installation and Set Up 109

B3 Program Options = | =&
Set enterprise options
Site: |l Sites | ites
LCompany Info ] Defaults ] LCustomize Fields ] ‘isitar Fields ] Security ] Self Registration Email &lerts
Visitar Check In - Package Check In l *wéatch ListAIert] Espired Badges Alert ] Panic Message] Cunent\"isitol] Email Interface
[ Send employee email notification of package check in E 55
[v Edit/confim before send
Subject |Message from the Reception Desk
Body Wou have a Package. << Description
Descriptior: %DESCRIPTION << Quantity
Quantite: ZOUAMTITY <« From
From: %PKFROM << Station
Location: ZLOCATION?: ;
Time: ZCHECKIN% “D'” Time
Operator: X0PERATOR% cdlpeLaion
<< User1
<< Custom |d
<« Carrier
<« Package Tupe
<< Stored At
f* Update changed values only
™ Update gl walues in this set Ok Cancel

4. Select the Package tab to format the email when a package has arrived.
5. Select the desired option by placing a check mark in the box:

Send employee email notification of package check in will
automatically send 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 will format an email notification to an
employee when a package is checked in and/or a badge is printed, but it

will display the email and the operator can edit it before sending the email
to the employee.

6. Change the Subject of the message, if desired. Change the Body, message and
fields displayed, if desired. To add a field to the email, type the desired text in
the desired location in the body and then choose the desired field from the list on
the right. The field will display on the email message.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
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Proceed with caution as you could be changing a value you didn’t intend to change.

2.43 Program Options: Email Alerts tab - Watch List Alert

Program Options: Email Alerts tab

Watch List Alert Tab

To choose the settings for emailing Watch List alerts:

1. Choose Edit®Program Options from the menu.
2. The Enterprise Options window appears.

3. Select the site and station and then the Email tab and then the Watch List
Alert tab.

B3 Program Opticns = || =] 3

Set enterprize options

Site |4l Sites ~|  Sites

LCompany Infa ] Defaults I QustomizeFields] ‘isitor Fields ] Security ] Self Begistration Email &lerts

Wigitor Check [n ] Package Check In “watch List Alert l Expired Badges Alert ] Panic Message] EurrentVisitor] Email Interface

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

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

Subiject |EasyL0bby ETYPEX Matification - Visitor ZSTATUS

Body A visitor [%5SHOWNMNAME %) matched the %2TYPE% and was ¥
STATUS by the operator [20PERATOR ).

€< Statug
<< Visitor
<< Title
<« Company
<< In Time
<< Reason
<< Employes
<« Statioh
<< Operator
<< Categary
<< Uzer
<« Cugtorn |d
<< Type

{* |pdate changed values only |

™ Update all values in this set 1i8 Cancel |

4. Check the box Send email notification to Administrator on rejection to send an
email to the Administrator when the Watch List visitor is denied entry.
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5. Check the box Also send notification when the person is admitted to send an
email to the Administrator when the Watch List visitor is allowed entry.

6. Change the Subject of the message, if desired. Change the body, message, and
fields displayed, if desired. To add a field to the email, type the desired text in
the desired location in the body and then choose the desired field from the list on
the right. The field will display on the email message.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.44 Program Options: Email Alerts tab - Expired Badges Alert

Program Options: Email Alerts tab

Expired Visitors Alert Tab

To choose the settings for emailing Expired Visitors alerts:

1. Choose Edit*Program Options from the menu.
2. The Enterprise Options window appears.

3. Select the site and station and then the Email tab and then the Expired
Visitors Alert tab.

© 2009 -2012



112 EasyLobby SVM Online Help and Manual

B3 Program Options folfE =]

Set enterprize options

Site: [l Sites x| Sies

LCompany Infa ] Defaults I QustomizeFields] Wisitor Fields Security ] Self Begistration Email &lerts

Wigitar Check In ] Package Check In] Watch List Alert ;| Panic Message] CurrentVisitor] Email Interface

[~ Send notification to administrator of visitors whoze “alid To' has expired ES5 S5
-
Frequency | 60 Minutes =l
Subject |EasyL0bby - Notice of ¥alid To Badge Expirations <4 Vigitor
Bady The fallowing current visitors have paszed their Valid To time: gt
<< Company
<< In Time
<< Reagon
<< Employee
i << Station
<« Operator
Wigitor Info | ZSHOWMNMNAME % from ZCOMPAMY viziting ZEMPLOYEE, » << Categary
expired ZVALIDTOX << User 1
il < Customn Id

¥ Update changed values only | |

" Update all values in this et 0K Cancel |

4. Check the box Send administrator email notification upon “Valid to”
expiration to send an email to the address specified in the Admin Email field
when a visitor has not been checked out after their Valid To time on the badge
tab.

5. Check the box Also send notification to employee to send an email
notification to the employee visited when their visitor has not been checked out
after their Valid To time on the badge tab.

6. Frequency is how often the program should check the expired badges and send
email. The choices are every 15, 30, 60, 90, or 120 minutes.

7. Change the Subject of the message, if desired. Change the Body, message and
fields displayed, if desired. To add a field to the email, type the desired text in
the desired location in the body and then choose the desired field from the list on
the right. The field will display on the email message.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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2.45 Program Options: Email Alerts tab - Panic Message Alert

Program Options: Email Alerts tab

Panic Message Alert Tab

To choose the settings for emailing Expired Visitors alerts:

1. Choose Edit*Program Options from the menu.
2. The Enterprise Options window appears.

3. Select the site and station and then the Email tab and then the Panic
Message Alert tab.

B3 Program Options [E=5 EoR(F==

Set enterprize options

Site [l Sites x| Sies

Company Info ] Defaults ] Customize Fieldsl Wizitor Fields ] Securnity ] Self Begistration Ermail &lerts

Wisitor Check In ] Package Check In] W atch List Alertl Expired Badges Alert

Current Visitor ] Email Interface

v Send panic email to site administrator ESS

[ Send panic email to additional email addresses

Subject  |Panic Message From Z0PERATOR At 3LOCATIONY

Body Send Security to Labby [mmediately " << Operatar
OPERATOR: %0PERATOR% “ Stsa.“m
STATIOM: ZLOCATIONZ < |te.
SITE:  %SITEZ << Date/Time

DATE/TIME: ZDATETIMES

f* Lpdate changed values only
{” Update all values in this set Ok, Cancel

4. Check the box Send panic email to site administrator to send an email to

the address specified in the Admin Email field when the Panic email button or
menu item is selected.

5. Check the box Send panic email to additional email addresses to send an
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email notification to the addresses specified in the box below.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.46 Program Options: Email Alerts tab - Current Visitor Alert

Program Options: Email Alerts tab

Current Visitor Alert Tab

To choose the settings for emailing Current Visitor alerts:

1. Choose Edit®Program Options from the menu.
2. The Enterprise Options window appears.

3. Select the site and station and then the Email tab and then the Current
Visitor Alert tab.
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5 Program Optiens E=n R

Set enterprize options

Site [l Sites ~|  Gites

Cormpany Info ] Defaults l Custanize Fieldsl Vizitor Figlds l Security ] Self Begistration Email &lerts

Yigitor Check In ] Package Check In] “watch List Alertl Expired Badges Alert ] Panic Message l Email Interface

[ Send cument wisitor report as email attachment to administrator ESS

[ Send cument visitor report az email attachment to additional email addresses

Subject |Culrent Wisitar Repart

Baody Current visitar repart is attached

<< Operator
OPERATOR: ZOPERATORE < St;_tlﬂn
STATIOM: ZSTATIOMZ << Site
SITE:  %SITEX << DatedTime

DATE/TIME: %DATETIME

(+ |pdate changed values only
" Update all values in this get Ok Cancel

4. Check the box Send current visitor report as email attachment to
administrator to send an email to the address specified in the Admin Email
field when the Current Visitor button or menu item is selected.

5. Check the box Send panic current visitor report as email attachment to
additional email addresses to send an email notification to the addresses
specified in the box below.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.

2.47 Program Options: Email Alerts tab - Options tab

Program Options: Email Alerts tab

Email Interface Tab
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To choose the settings for emailing options:

1. Choose Edit®*Program Options from the menu.
2. The Enterprise Options window appears.

3. Select the site and station and then the Email tab and then the Email
Interface tab.

B3 Program Options f=lfE ==

Set enterprize options

Site [l Sites x| Sies

Company Info ] Defaults ] Customize Fieldsl Wizitor Fields ] Securnity ] Self Begistration Ermail &lerts

Wisitor Check In ] Package Check In] W atch List Alertl Expired Badges Alert ] Paric Messagel Current Visitor

Email Interface

ESS
" Microsoft MAPI Mail AP [zupports any MAP mail client]

{* Built-in SMTP Mail Sending Facility

SMTP Server |

E-mail Address |

v SMTP server requires authentication

Account Name |

Password |

SMTP Part |25

[~ Server requires an enciypted connection [S5L)

" Update all values in this zet =

f* Lpdate changed values only |
Cancel |

4. Select the Email Interface: Microsoft MAPI or the Built in SMTP mail sending
facility. Microsoft MAPT will use your installed email MAPI client (i.e. Outlook).
If you select the SMTP mail sending facility, you must be connected to a SMTP
mail server. If the connection goes down when trying to send an email, you will
have lost the email message.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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2.48 Step 6: Set Badge Options

Step 6: Set Badge Options

There are several types of badges in EasyLobby: visitor badges, package
labels, asset labels, and employee badges. EasyLobby 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 pre-printed 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 pre-defined badge
printer or the pre-defined group printer (to print multiple badges). A
user with novice access can only print single badges on the badge
printer.

Note: Printers must be installed before selecting badge templates.

2.49 Badge Printing: Visitor

Visitor Badges

To select a visitor badge follow these steps to select the site and stations where the
user will print badges:

1. Choose Edit=>Badge Options from the menu. The Edit Visitor Badge window
appears.

2. Select the Site and Station and then the Visitor tab and then Badge Selection
tab.
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=, Badge Options

Set enterprize options

Site [al Sites ~| _ sites | &2

“izitar l Emplo_l,leel Package] Groupl Asset ] Frinting Dptions]

B adge Selection ] Badge Optiong ]

Categony:

Default ESS
Badge Printer
| DM Labetwiiter 400 Turba | lielcens
o | abel Frinter ™ Laser / Ink Jet
[~ Print second label Show;r,:?Name
Products: Eomp any
|D_l,lm0 Labelafriter w/BarCode j ||"||||||II|I |||I |I|| ':.E;?‘f
Stock: pints 1 badge
| 30256 Shipping ~|
Badge: 40" by 225"
|Logo w/ Cugtom Title & Barcode ﬂ
Printz the Logo, & Bar Code of the Custom |0, Custom Title and Yisitor Mame and
Company on Labef/riter Adhesive Label Stock.

E

Custom Report Customize Prewiew (1].9 Cancel

Choose the category for the badge. There is a default badge that can be used for
any category.

Select the badge printer in the Badge Printer area. In addition, select either
Label Printer or Laser / Ink Jet to identify the type of printer.

Select the type of badge template you would like to use from the Products drop-
down list. If you are using a DYMO Labelwriter, the choices are:

DYMO Labelwriter: contains badge templates for the DYMO Labelwriter

DYMO Labelwriter — Pre-printed: contains badge templates for the DYMO
Labelwriter that are formatted for pre-printed labels

DYMO Labelwriter — with Barcode: contains badge templates for the DYMO
Labelwriter that include the barcode for the identifying number for the
visitor (Custom ID)

DYMO Labelwriter — with Photos: contains badge templates for the DYMO
Labelwriter that include photos of the visitor and employee (optional)

DYMO Labelwriter — with TempBadge: contains badge templates for the
DYMO Labelwriter that are formatted for labels from TempBadge (i.e. self
expiring labels)

Full page: a badge formatted as a wanted poster (prints full size on an
inkjet/laser printer)

Label printers: used for label printers that are not the DYMO Labelwriter
PVC: Plastic card printer
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Seiko: Plastic card printer
Ulrich: Plastic card printer

If you are using an inkjet/laser printer, the choices are:

Avery Standard label sheets

TempBadge

Select the label stock you will be using for the badges. The text above the Stock
list shows how many labels are printed at once. The stock choices will differ
depending on which printer and product you are using. The types are:

30252 Address (3.5” x 1.12”)

30256 Shipping (4.0” x 2.25”) (DYMO Labelwriter starter roll stock)
30258 Diskette (2.75” x 2.0”)

30323 Shipping (4.0” x 1.97”)

30365 Name Badge Card (3.5” x 2.25”)

In the Badge list, select the desired badge template. The text below the field lists
the fields that will be printed on the badge. The text above the Badge list 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 list). You can click the
Preview button to see a larger version of the badge.

Select the Badge Options tab to set the custom and second titles, and the logo
for the badge.

w| Badge Options rg

Set station optionz

Site [101 ~ Main Stest x| Sites Station | Frant Desk | Stations

Wigitor l Emplo_l,lee] Package] Group] Asset] Frinting Dptions]

Badge Selection  Badge Optiohs l

Categony:
|Defaull ﬂ
Customize Badge
Cugtom Title Logo:
| Welcome bolOur Compang
Second Title
|ESCORT REQLIRED Eﬂs},@
Logo Filename “"
|C:\D ocuments and Settings\F.aren Zamowihy Documentsh ‘ .
Befresh |
Lielete custom Customize Prexigw Ok Apply Cancel
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9. Click the Apply button.

Note: The badge template you choose must match the label stock you use in your
printer. If they do not match, the badge will not print correctly because they may
not be the same size.

2.50 Badge Printing: Employee

Employee badges

To select an employee badge follow these steps selecting the site and stations where the user
will print badges:

1. Choose Edit=>Badge Options from the menu. Select the Site and Station and
then the Employee tab and then Badge Selection tab.

= Badge Options E|

Set station options

Site: {107 - Main Street x| s Station |Frant Desk x| Stations

Packagel Gruup] Aszset ] Printing Dpl\uns]

isitor

Emploves Badge Printer

|DYMD Labefwiiter 330 Tuba-USB |
{+ Label Printer i Lazer / Ink Jet

Products: FirstLastName

Titl
|Dymo Labehadriter j G mu:: Neame ﬁ
Stock: prints 1 badge (LLTL |

comparty

| 30256 Shipping |
Emplopes Badge: 4.0 by 2.25"
|Emp|oyae Photo j

Printz Employes Mame, Title, Group, [0, Phota, Company Mame and Logo on Labehafriter
Adhesive Label Stock.

Qe\etecustom| Cugtomize | Preview | (i]3 | Apply | Cancel ‘

2. Select the badge printer in the Badge Printer area. In addition, select either
Label Printer or Laser / Ink Jet to identify what type of printer this is.

3. Select the type of badge template you would like to use from the Products drop-
down list.

4. Select the label stock you will be using for the badges. The text above the Stock
list shows how many labels are printed at once. The stock choices will differ
depending on which printer and product you are using.

5. In the Badge list, select the desired badge template. The text below the field lists
the fields that will be printed on the badge. The text above the Badge list 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 list). You can click the
Preview button to see a larger version of the badge.
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6. Click the Apply button.

2.51 Package Labels

Package labels

To select a package label follow these steps selecting the sites and stations where the user
will print package labels:

1. Choose Edit=>Badge Options from the menu. Select the Site and Station and
then the Package tab and then Badge Selection tab.

o x|

Set station options

Site [101 - Main Street x| Sies Station |Front Desk x| Stations

Wisitor ] Employee  Package l Group] Azzet ] Frinting Options ]

Label Selection l Label Options ]

Package Printer

|DYMO Labefwiter 330 TuboUSE > | CITLA

(=t P EFrom
% Label Printer " Laser / Ink Jet BaType  Cantler
Products: FirstName LastName
|D_l,lm0 Labeh/riter j
Stock: prints 1 badge ||Da!|l| ”I| ”IIlII"I I !nl'rlme
| 30258 Shipping ~|
Label: 40" by 225"
|Basic w/Barcode j

B asic Package Label with Employee Mame, BarCode of Custom |0 on Labelwriter
Adhesive Label Stock.

Delete cust0m| Customize | Preview | ok Cancel

2. Select the Label Selection tab.

3. Select the badge printer in the Badge Printer area. In addition, select either
Label Printer or Laser / Ink Jet to identify what type of printer this is.

4. Select the type of badge template you would like to use from the Products drop-
down list. If you are using a DYMO Labelwriter, the choices are:

DYMO Labelwriter: contains badge templates for the DYMO Labelwrite
Label printers: 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. Select the label stock you will be using for the badges. The text above the Stock
list shows how many labels are printed at once. The stock choices will differ
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depending on which printer and product you are using. The types are:
30252 Address (3.5” x 1.12”)
30256 Shipping (4.0” x 2.25”) (DYMO Labelwriter starter roll stock)
30258 Diskette (2.75” x 2.0”)
30323 Shipping (4.0” x 1.97”)
30365 Name Badge Card (3.5” x 2.25”)

6. In the Badge list, select the desired badge template. The text below the field lists
the fields that will be printed on the badge. The text above the Badge list 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 list). You can click the
Preview button to see a larger version of the badge.

7. Select the Label Options tab to set the custom and second titles for the badge.

8. Print 1 1label for each package — This option will print the quantity of
package labels specified in the Quantity field of the package Form View.

X

w| Badge Options

Set station optiohs

Site [101 - Main Street x| Sies Station |Frant Desk | Stations
Wisitor ] Employes  Package l Group] Asset I Frinting Options ]

g

Label Selection

Cugstomize Label

Cugtom Title

|F'ackage Tracking

Second Title

[Id required for release

I Print one label for each package record [regardless of quantity)

Delete custom | Cugtomize Preview [1]9 Cancel

9. Click the Apply button.
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2.52 Printing multiple badges (Group)

Printing multiple badges (Group)

To select a visitor badge and printer for printing multiple badges, follow these steps on each

123

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.

1.

2.

3.

=, Badge Options

Set station options

Site [101 - Main Street

Group Printer

|DYMO Labehwiiter 400 Turbo [Copy |

(o Label Printer i Lasger 4 Ink Jet

Products:

| Do Labehwfriter j
printz 1 badge

Stock:

B adge:
& Badge w/lLogo, Title, Second Title j

4.0 by 225"

ﬂ Sites

Wisitor ] Employee ] Package Group l Aazet ] Printing O ptiohs ]

Station |Fr0nt Desk

Welcometo
Our Company

ShownName

Title

Company

v O

Printz your Company Logo, a Custom Title, ESCORT REQUIRED and Visitor Name, Title
and Company on Labemyriter Adhesive Label Stock.

Choose Edit=»Badge Options from the menu. Select the Site and Station and
then the Group tab and then Badge Selection tab.

ﬂ Stations

3

Customize:

Preyview

Apply Cancel

Select the badge printer in the Badge Printer area. In addition, select either
Label Printer or Laser / Ink Jet to identify what type of printer this is.

DYMO Labelwriter: contains badge templates for the DYMO Labelwriter

DYMO Labelwriter — Pre-printed: contains badge templates for the DYMO

Labelwriter that are formatted for pre-printed labels

DYMO Labelwriter — with Barcode: contains badge templates for the DYMO
Labelwriter that include the barcode for the identifying number for the

visitor (Custom ID)

DYMO Labelwriter — with Photos: contains badge templates for the DYMO

Select the type of badge template you would like to use from the Products drop-
down list. If you are using a DYMO Labelwriter, the choices are:
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Labelwriter that include photos of the visitor and employee (optional)

DYMO Labelwriter — with TempBadge: contains badge templates for the
DYMO Labelwriter that are formatted for labels from TempBadge (i.e. self-

expiring labels)

Full page: a badge formatted as a wanted poster (prints on an inkjet/laser
printer)

Label printers: used for label printers that are not the DYMO Labelwriter
PVC: Plastic card printer

Seiko: Plastic card printer

Ulrich: Plastic card printer

If you are using an inkjet/laser printer, the choices are:

Avery Standard label sheets

TempBadge

Select the label stock you will be using for the badges. The text above the Stock
list shows how many labels are printed at once. The stock choices will differ
depending on which printer and product you are using. The types are:

30252 Address (3.5” x 1.12”)

30256 Shipping (4.0” x 2.25”) (DYMO Labelwriter starter roll stock)
30258 Diskette (2.75” x 2.0”)

30323 Shipping (4.0” x 1.97”)

30365 Name Badge Card (3.5” x 2.25”)

In the Badge list, select the desired badge template. The text below the field lists
the fields that will be printed on the badge. The text above the Badge list 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 list). You can click the
Preview button to see a larger version of the badge.

6. Click the Apply button.
2.53 Asset Labels

Asset Labels

To select an asset loan and/or tag label follow these steps to select the sites and stations
where the user will print package labels:

Choose Edit*Badge Options from the menu. Select the Site and Station and
then the Asset tab and then the Asset Loan Label or the Asset Tag tab.
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6.
7.

=, Badge Options El
Set stalion oplicns
Site [101 - Main Sireet =] shes | Station |Front Desk x| Staons

Wisitor ] Ernplus-ccl F‘nckngc] Growp  Assst ] Prrting Oplicns ]

Azeet Loan Prinber

| 00 Labetwiites 400 Tuibo = H R

@ LabelPivtsr  C Laser/Inkfet || niivnie: &
Products: 1 EOL!':EEE'
— T LoanedTing
[D_l.'mu:- Labehuites ﬂ ]
— I LT
lock: piinls 1 badge
[ 20226 Shipging =~
Labsl: A0" by 228"
|-"-'-ssd£ Losn Label w/Baicods j

Prirts Azat name, number, barcods, amplyes nams, emplopee phato on Labebyites
idhezive Label Shock

Cuglomize | Prewies | af, | Lpply Cancal |

Select the badge printer in the Badge Printer area. In addition, select either
Label Printer or Laser / Ink Jet to identify what type of printer this is.

Select the type of badge template you would like to use from the Products drop-
down list. If you are using a DYMO Labelwriter, the choices are: Avery Badges
or Dymo Labelwriter.

Select the label stock you will be using for the badges. The text above the Stock
list shows how many labels are printed at once. The stock choices will differ
depending on which printer and product you are using.

In the Badge list, select the desired badge template. The text below the field lists
the fields that will be printed on the badge. The text above the Badge list 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 list). You can click the
Preview button to see a larger version of the badge.

Select the Options tab to set the custom and second titles for the badge.
Click the Apply button.

2.54 Badge Printing: Options

Printing Options

There are several options for printing visitor badges and package labels that allow
you to override what is printed on a badge. To change an option:

1.

Choose Edit=>Badge Options from the menu. Select the Site and Station and
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then the Options tab and then Badge Selection tab.

=, Badge Options [z

Set station options

Site | 101 - Main Street x| Sies Station [Frant Desk | Stations

\u"isitorl Emplo_l,leel Package] Groupl Azt

Badge Frinting Options

[+ Frint Check n Date/Time on badge

W Print Custom 1D on badge

v Print the visitor's natianal flag an badge

v Enable sheet label starting positon option an preview

Customize Preview 1] Apply Cancel

2. The following options allow you override what prints on a badge, the sheet
position, and to print the visitor’s national flag on the badge:

» Print Check in Date/Time on Badge — If you use a badge template that
shows date/time, but don’t want date/time printed, remove the check mark
in this box.

= Print Custom ID on Badge — If you use a badge template that shows
Custom ID but don’t want the Custom ID printed, remove the check mark
in this box.

» 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.

3. Click the Apply button.
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2.55 Creating Custom Badges

Creating Custom Badges

You can create custom badges by selecting the Customize button on the Edit Badge window
for Visitor, Group, Packages, or Employee.

To create a custom badge:

1. Locate the badge closest in appearance to the badge you would like to create, and
then click the Customize button.

2. The Badge/Label Customization Wizard window appears.

. Badgefl abel Customization Wizard

Select 'Mew' ta create a new badae or label bazed on the
exizting template, or ‘Replace’ to edit the existing template.

E Enter Mame, File, and Description information far the template.
IF pou are modifping an exizting template, the same file will be

Lzed.
[eeiate Do Labehaiter w/BarCode 30256 Shipping 4.07 by 225" pmits 1
" Hew badge
~

Template Mame |

Template File |

Dezcription

Prints the Logao, a Bar Code of the Cugtom 1D, Custamn Title and Yisitor Mame and Company
an Labeh/riter Adhesive Label Stock.

[

3. Choose New under Template and enter a new template name and template file
(must end with the extension .lbl). Press the Next button.

4. The EasyLobby Designer window appears where you can customize the
template. This window displays the layout of the badge (shows the fields), a
layout preview (shows the values for the fields in shaded areas), and a preview of
what the badge looks like. The Preview changes as you make changes on the
Layout grid.
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CustomTitle

||| | H || ||||‘|||‘I | ||| e

Title
Company

ShownName

nnnnnnnnnnn

CustomlID

InDate

InTime

To move items around: Click on the desired area and move the area with
your mouse to where you want it. You can also resize the field by selecting its

outline and dragging it to the desired size.

To change the font properties and font size: Double click in the desired
area. The Text Properties window appears. Change the font and size on the

Paragraph Properties tab.

Text Properties

Paraaraphsz:

___

3
B

J Faragraph Froperties | Object Properties

| |

___

= | =

Paraaraph spacing:

Line Digtance:

I/ OF. ] [x Cancel

To add a new field:
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1. From the menu, select Objects=> Insert=> Text.

2. Place your mouse on the badge layout and left click and drag to create a

text box.

3. Select the desired field from the list of variables and drag it into the text

box.

The variables choices include:

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

Address1 — 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

m

PostalCode — the zip or postal code of the visitor

InTime — the time of visitor check in

WorkPhone — the work phone number of the
visitor

CustomID — the custom ID for the visitor

Fax — the fax number of the visitor

BecustomID — barcode of the custom ID

Emalil — 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
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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 — CheckInLocation — 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

VecustomTitle

EmpFirstLastName — the first name, then last
name of the employee

YourCompany — your company’s hame

EmployeeDept — the department of the employee

YourAddress — the company’s address

Em Extension — 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

EmEmergencyContact — the emergency contact
of the employee

Cdkey — the EasyLobby license key

EmUserDefinedl — the userdefinedl field on the
employee screen

Vpic — the visitor’s picture

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

Alt2Caption]1 — associate caption 2

UserDefined5 — the user defined 5 field, etc.

= To align objects: Select the desired object and while holding down the Shift
key, select the next desired object. A border around the objects appears. Select
from the menu Objects=> Arrange=> Alignment. The alignment window
appears, from which you can select the desired alignment.
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Alignment [g|
Horizontal Wertical
E[E O left E@ O top
ﬂ% rright |:| ...... |..._...f| " bottam
1131 ) centered

{1 Size fit - (O Sizefit

i () Egual Shape Distance

E () Equal Shape Distance

%ﬂu () Equal Center Distance %:E {3 Equal Center Distance
| . h E

{*) Unchanged {*) Unchanged

[w ak ] [x Carizel

* To add a field with text:
1. From the menu, select Objects=> Insert=> Text.

2. Place your mouse on the badge layout and left click and drag to create
a text box.

3. Double click in the new field.

4. The Text Properties window appears. Double click on the blue area
under Paragraphs.
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Text Properties

Paragraphs:

E

J Faragraph Praoperties " Object Properties |

| SN )

[]

Blank Optimization _
Paragraph gpacing:

Fermanent

Line breal Line Dligtarce:

Hold Paragraph Together

b
-

pt

WV _ ok

J [x Cancel

5. The Exit Text window appears. Choose the Text Tab.
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6.

7.

I Edit Text (%]

| Wariables and Functions || Functions || +-*/ || Test | Cond() | Date$() || FSu$() || Tab|

deszired text

[T Linefesd | [ Iab

ol can enter text here

Inzert
...
1
[/ ok l [x Cancel ]

Type the desired text in the top portion of the window. Then select the Insert
button on the right side of the middle of the window and then the OK button.

You are returned to the Text Properties window. Select the OK button.

To print a test badge: Select from the menu, File® Print Sample= Print

Sample without Frames.

To save changes to the badge: Select from the menu File=» Save. The template
then displays in the list of available templates for the Product and Stock of the template

it was based on and may be printed and re-edited.

2.56 Step 7: Enable Device Options

Step 7: Enable Device Options

EasyLobby supports the following scanners/readers:

Card Scanner: EasyLobby supports the CardScan. This scanner is used to scan
business cards to create visitor records with the information on the business card.

Passport/License/card Scanner: EasyLobby supports the ScanShell 800 and
1000 license, passport, and business card scanners. These devices are used to scan
the license/passport/business card to create visitor records with the information

on the identification.

© 2009 -2012




134

EasyLobby SVM Online Help and Manual

» License Reader: EasyLobby supports Intelli-Check. This device is used to read
the license’s magnetic stripe and/or 2-D barcode to create visitor records with the
information on the driver’s license.

= Bar Code Scanner: The bar code scanner is used to scan the custom ID given to
each visitor and package for quick check out and multi-day check in and out.

= Prox card reader: The proximity card reader is used to read the access control/
prox card and record the number in EasyLobby SVM.

» Camera: EasyLobby supports any Windows compatible camera for taking visitor
pictures.

= Mag stripe reader: The Magnetic Stripe Reader is used to read a magnetic
stripe on an identification card and record the information/number in SVM.

= Iris Id: The Iris ID is used to take a picture of the visitor’s iris for use in
returning visitor.
To enable the hardware devices:

1. Choose Edit=>Device Options from the menu. The Local Device Options
window appears.

w, Local Device Options

Site Manager

Site |1D - Headquarters j Sites Station |KZ Syh 10 ﬂ Stations

i| Business Eald] Barcode] Prox Cardl Came@] Mag Stripe] Irisldl Fingerprintl Smart Eard]

ScanShell ¢ SnapShel l Inteli-Check ] Wiizage ]
ScanShell License / Passport Scanner
[~ Enable ScanShell/SnapShel Scanner Calibrate ScanShel 800 Options
™ Standard Scan | J
- After button press | J
Available Regions Regioh Scan Order
J ScanShell 1000 Optiohs
Button 1 | J
J Button 2 | J
= Brutton 3 | |
0K Lipply Cancel

2. Select the Site and Station.
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The following information can be set at the enterprise or site/station level
depending on whether you are logged in as and Enterprise Administrator or Site
Administrator. The ability to change the settings is also dependent on whether
the Enterprise Administrator has selected that an option can be changed at a
site or station level or just at the enterprise level.

2.57 License Reader/Scanner setup

License Scanner

1. To configure a license device, select the License tab.

= |ocal Device Options

Site Manager

Site |1U - Headquarters j Sites Station |KZ Sk 10 j Stationz

Business Eard] Barcode] Prox Card ] Camera ] Mag Stripe] Irisld] Fingerprint] Smart Eard]

ScanShell / SnapShell l Inteli-Check ] Viizage ]
ScanShell License / Passport Scanner
™ Enable ScanShel/SnapShel Scanner Calibrate SeanShell 800 Options
™ Standard Scan | J
-
After button press | J
Available Regions Fiegion Scan Order
J ScanShell 1000 O ptions
Button 1 | =l
2 Button 2 | =l
[ Button 3 | =l
u] 4 | Apply | Cancel

ScanShell License\Passport\Business Card Scanner

If using a ScanShell License/Passport Scanner, enable the device by placing a check
mark in the box.

Capture Photo: place a check mark in the box to use the photo on the license as
the visitor’s photo.

Capture full image: place a check mark in the box to capture the image of the
license at the time of scanning.

To enable the license regions, select the desired region from the available Regions list

and click ﬂ to move the region to the Region Scan Order box. Repeat for all
desired regions. To remove a region from the Scan order box, select the region and

click ¢ | to move the region to the Available Regions box.
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Set the options, which form of identification will be scanned, for your ScanShell’s
buttons:

ScanShell 800: Set the desired identification for initial scan and for after button
press.

ScanShell 1000: Set the desired identification scan for each button.

The Scanner must be calibrated before it will work. To calibrate, select the
Calibrate button, and insert the calibration card that came with the printer into
the printer face down, and select the OK button.

Note: The logged in Windows user must have write permission in the system temporary
folder if you are using a ScanShell 800 or 1000 scanner with photo extract. The folder is
usually C:\Windows\Temp. You can check the setting on your system by running the
“System” control panel icon, selecting the “Advanced” tab, clicking the “Environment
Variables” button, and checking the TMP and TEMP variables in the “System variables”
section. See Appendix for more information on permissions.

Intelli-Check License Reader

If using a U.S. Driver’s License Reader, enable the device by placing a check mark
in the box and selecting the port (usually COM1, check with your System
Administrator if unsure about the port) and the type of Intelli-Check Reader; DCM
or 1400.

w, Local Device Options

Site b anager

Site [10 - Headquarters | Sies Station [KZ 5wM 10 | Stations

Licensel Buziness Eald] Barcode] Prox Cardl Camera ] tag Stripe] Irisldl Fingerprintl Smart Eard]

ScanShell / SnapShel || | visage |

Licenze Reader

[~ Enable Driver's License Reader

Device Type lm
Fort | CoM1 hd

0K Apply Cancel
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Note: if using an Intelli-Check DCM with a USB cable, there is a utility to check
which COM port the device is using. The file is called “Instructions for Installing
Intelli-Check DCM.doc” and it is located in the Documentation directory on the
EasyLobby CD.

Viisage/Authenticate Scanner

If using a Viisage Scanner, enable the device by placing a check mark in the box.

Capture Photo: place a check mark in the box to use the photo on the license
as the visitor’s photo.

Capture full image: place a check mark in the box to capture the image of the
license at the time of scanning.

w| Local Device Options

Site Manager

Site [10 - Headquarters | Sites Station [KZ S¥h 10 v|  Stations

License l Business Eard] Barcode] Prox Card ] Camera ] Mag Stripe] Irisld] Fingerprint] Smart Eard]

ScanShel / SnapShel| Inteli-Check |

Wiizage uthenticate S canner

[~ Enable Viizage |Authenticate scanner
r
I~

u] 4 Apply Cancel

2.58 Business Card Scanner

Business Card Scanner

1. To configure a business card device, select the Business Card tab.
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w. | ocal Device Options

Site Manager
EICHH [ - Headquarters

Sites Statior |KZ SV 10 j Stations

License  Busingss Card l Barcode ] Prow Card ] Camera ] Mag Stripe] Iriz Id] Fingerprint] Smart Card ]

Busziness Card Scanner
CardScan Model |CardScan 800c A

[v Enable &uto Scan Card -
Configure Scanner

[+ “when scanning, Capture card image

]S | Apply Cancel

2. Choose the model of the CardScan.
3. The following options are available for the Business Card Scanner:

Enable Auto Scan Card — when this option is on, a business card placed in
the business card scanner will automatically be scanned and a visitor
record created. If you are using the business card scanner, this option
should be on. If you are not using the business card scanner, this option
should be off.

Note: Leaving the Auto Scan option on without a scanner attached will slow down the
performance of the software.

When Scanning, Capture card image — turning this option on will place the

1mage of the business card being scanned as the picture for the visitor.
The default is off.

4. The business card scanner must be configured before it will scan business
cards. To do this, select the Configure Scanner button. The Scanner Setup
window appears.
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Scanner Setup

Fort:

IUSB vl

Card Image:

Cancel

- Device information

Help

=
_teb |

Test

Calibrate

Eject Card

1D humber:
Firrmware version:

e

Betrieve
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a) Set the correct scanner port, either USB or LPT1 depending on your scanner

connection.

b) The scanner must be calibrated before it will scan a business card. Place a

Calibration card (a calibration card is included with your scanner) or
business card, plain white side down into the scanner and select the

Calibrate button.
¢) Select the Ok button.

259 Bar Code Scanner

Bar Code Scanner

There are two kinds of bar code scanners that are compatible with EasyLobby: the

Unitech 335 keyboard wedge scanner, and the Metrologic USB COM scanner.
If using the Unitech 335 keyboard wedge Bar Code Scanner, use the Bar Code

Configuration appendix at the back of this manual to configure the bar code scanner

to work automatically with EasyLobby (Code128, pre-amble F12).

1. To configure the Metrologic bar code scanner device, select the Bar Code

tab.

2. Enable the device by placing a check mark in the box and selecting the
scanner’s port. You may configure two USB COM Barcode Scanners with

EasyLobby SVM.

3. You can disable a program activating on bar code scan by placing a check
mark in the box On Scan, do not activate application when minimized or in

the background.
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License] Business Can

= | ocal Device Options

Site Manager

Site |‘ID - Headquarters j Sites Station |KZ Sk 10

arcode:j
USE COM Barcode Scanner 1
[~ Enable USE COM Barcode Scanner Part | COMA -

USE COM Barcode Scanner 2
[~ Enable USE COM Barcode Scanner Port | Com1 -

™ On zcan, do not activate application when minimized or in the background

j Stations

Prow Card ] Camera ] Mag Stripe] Iriz Id] Fingerprint] Smart Card ]

0K Apply Cancel

2.60 Proximity Card Reader

Proximity Card Reader

1.

= | ocal Device Options

Site Manager

Site: |1D - Headquarters j Sites Station |KZ Sy 10

License] Business Eard] Barcode

Praximity Card Reader 1
[ Enable Prozimity Card Reader

Port | Com1 - Device Type |HID -

™ Prox card scan should be processed the same as a barcode scan

[ Do not assign scanned card number to current visitor record

Proximity Card Reader 2
[ Enable Prozimity Card Reader

Fort |COM] - Device Type |HID -

™ Prox card scan should be processed the same as a barcode scan

[ Do not assign scanned card number to current visitor record

To configure the proximity card reader device, select the Prox Card tab.

j Stations

l Eamerg] Mag Stripe] |liS|d] Fingerprint] Smart Eard]

0K Apply Cancel
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2. Enable the device by placing a check mark in the box and selecting the
port (usually COM1, check with your System Administrator if unsure
about the port), and the device type.

2.61 Camera Set Up

Camera set-up

1. To configure the camera device, select the Camera tab.

= | ocal Device Options |:| |§| rg|

Site Manager

Site |10 - Headouarters | Sies Station [KZ 5 10 | Stations

License] Busziness Card Barcode] Prox Card  Camera l Mag Stripe] Irisldl Fingerprint] Smart Cald]

Camera Interface
&+ UszeVideo for ‘Windows interface
7 Use TWAIN interface

If there is more than one twain device conhected

[~ Add informational caption ta phata

Test

0k | Apply | Cancel

2. The following options are available for the Camera:

Use Video for Windows interface — choose this radio button if using a
camera that should use the video for windows drivers

Use TWAIN interface — choose this radio button if using a TWAIN device
(camera, flatbed scanner, etc.)

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 — This adds time and date
information to the photo taken.

Note: When you select All Sites or All Stations, the Update changed values only
and Update all values in this set options appear at the bottom of the screen. If you
select Update all values in this set, every setting under every tab will be reset.
Proceed with caution as you could be changing a value you didn’t intend to change.
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2.62 Mag Stripe Reader
Mag stripe reader

1. To configure the magnetic stripe reader device, select the Mag Stripe tab.

w| Local Device Options

Site Manager

Site 10 - Headguarters x| Sites Station [KZ SwM 10 x| stations

Irisld] Fingerprint] Smart Eard]

License] Busziness Eard] Barcode] Prox Eald] Camera
M agnetic Stripe Card Reader

[~ Enable USE magnetic stipe card reader
+ Use track 1 for custom id

" Use track 2 for custom id

[~ Prompt to assign mag stripe number as custom id of curent visitar record

Qg | Apply | Cancel |

2. Enable the device by placing a check mark in the box.

Note: When you select All Sites or All Stations, the Update changed values only and
Update all values in this set options appear at the bottom of the screen. If you select Update
all values in this set, every setting under every tab will be reset. Proceed with caution as you
could be changing a value you didn’t intend to change.

2.63 IrisID

Iris ID

1. To configure the Iris ID device, select the Iris ID tab.
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w| Local Device Options

Site Manager

Site [10 - Headquarters | Sites Station [KZ 54k 10 ~|  Stations

License] Busziness Card] Barcode ] Prow Card ] Carnera l Mag Stiipe

Fingerprintl Smart Card ]
LG lriz Id
[ Enable LG lriz 1d

Server Options General Dptionz
Server P Address [127.0001 [~ Use LG Scanner for Yigitor Photo
Ot verific:ation step duri lIment
Server Security Mumber |‘I1‘I1‘I1‘I1‘I1‘I1‘I1‘I1 BB Bl e e = el
; = Eve Source Left Eye j
Lagin 1d [ admiristrator
Pazsward pr— Access Control Options

* Mo access control integration
" Aggign specific access group

Client Optionz
Access Group |4l

Cligrt P Address [132.168.1.150

" Derive access group from field
Field | Category j

Clignt Security Mumber |‘I 2345678901 23456

(n] Apply Cancel

2. Enable the device by placing a check mark in the box and specify the settings for
the device.

Note: When you select All Sites or All Stations, the Update changed values only and
Update all values in this set options appear at the bottom of the screen. If you select Update all
values in this set, every setting under every tab will be reset. Proceed with caution as you
could be changing a value you didn’t intend to change.

2.64 Fingerprint

Fingerprint

1. To configure the Fingerprint device, select the Fingerprint tab.
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= | ocal Device Options EHEFE
Site Manager
Site |1EI -- Headguarters j Sites Station |KZ SvM 10 j Stations

l Smart Card l

Fingerprint Scanner

[ Enable Fingerprint S canner

Server Options
Mame / P &ddress |Iocalhost

Part Number [1200

Client Options

v Scan continuously for fingerprints
[ Display scan dialog

ak | Apply | Cancel |

2. Enable the device by placing a check mark in the box and specify the
settings for the device.

Note: When you select All Sites or All Stations, the Update changed values only and
Update all values in this set options appear at the bottom of the screen. If you select Update all
values in this set, every setting under every tab will be reset. Proceed with caution as you
could be changing a value you didn’t intend to change.

2.65 Smart Card

Smart Card
1. To configure the Smart Card device, select the Smart Card tab.

© 2009 -2012



Installation and Set Up 145

w| Local Device Options

Site Manager

Site [10 - Headquarters ~| Sites Station |KZ Sy 10 ~|  Stations

License] Business Eard] Barcode ] Prax Card ] Camera ] Mag Stripe] Irig Idl Fingerprint

Smart Card Scanner
[~ Enable Smart Card Scanner

Server Options
Mame / [P &ddress |Iocalhost

Port Number |3001

Client Options
[ Onscan, do hot activate application when minimized ar in the background

ak | Apply | Cancel |

2. Enable the device by placing a check mark in the box and specify the
settings for the device.

EasyLobby SVM currently supports only the Hirsch RUU Smart Card
reader.

Note: When you select All Sites or All Stations, the Update changed values only and
Update all values in this set options appear at the bottom of the screen. If you select Update all
values in this set, every setting under every tab will be reset. Proceed with caution as you
could be changing a value you didn’t intend to change.

2.66 Step 8: Import data

Step 8: Import data

You can import employees, visitors, reasons, watch list entries, packages, and assets
into the EasyLobby SVM database.

2.67 Importing Data

Importing data

You can import data from another database or a spreadsheet by following these
steps:
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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 Rooms.

To import records from a database or spreadsheet:
1. Create a file from your database or spreadsheet to import to EasyLobby SVM.

2. The import 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. The first row will
be ignored because it is expected to contain field names.

Give the file a name 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: 10/31/99 9:22
12/25/99 23:40
03/09/00 9:05

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 00 to 29 are
interpreted as 2000 to 2029.

For example, a visitor import file will have to contain the following fields in the
first row, in the provided order.

43,

1. Re Us 64
cor erD Ins
d 22. Em efin ura
Typ plo edl nce
e yee 0 Co

44, 65.
Us Pol
23. erD icy
Cat efin Nu
ego edl mb

2. Id ry 1 er

45,
Us 66.

3. 24, erD Cre
Firs Re efin atio
tNa aso edl nD
me n 2 ate
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46. 67.
Us Mo
4, 25. erD difi
Las Cle efin ed
tNa ara edl Dat
me nce 3 e
47,
Us
erD 68.
5. 26. efin Cu
SS Sit edl sto
N eld 4 mid
27.
Co 48.
nfer Us
enc erD
6. e efin
Titl Ro edl
e om 5
28. 49,
Par Us
7. kin erD
Co gS efin
mp pac edl
any eld 6
50.
Us
8. 29. erD
Ad Ch efin
dre eck edl
ssl In 7
51.
Us
9. 30. erD
Ad Ch efin
dre eck edl
ss2 Out 8
52.
31. Us
Val erD
10. idF efin
Cit ro edl
y m 9
53.
32. Us
Val erD
idT efin
11. Zp o} ed2
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0
33. 54,
Re Us

12. gist erD
Co ere efin
untr dB ed2
y y 1

55.

13. 34. Us
Citi Us erD
zen erD efin
shi efin ed2
p edl 2

56.

14. 35. Us
Wo Us erD
rkP erD efin
hon efin ed2
e ed2 3

57.
36. Us

15. Us erD
Cell erD efin
Ph efin ed2
one ed3 4

37. 58.
Us Ap
erD pro

16. efin ved
Fax ed4 By

38.
Us

17. erD 59.

Em efin Sta
ail ed5 tus
39. 60.

18. Us Pro
We erD xC
bsit efin ard
e ed6 No

40.

19. Us
Lic erD 61.
ens efin Not
e ed7 es

20. 41. 62.

Lic Us Pri
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ens

eE

Xpir erD ntC

atio efin oun

n eds t
21. 42. 63.

Dat Us Pro

eOf erD Xy

Birt efin Pri

h ed9 nt
3. The Record Type field for all records in the file will need to be populated with the

10.

type of record you are importing, in this example it would be Visitor. The Id
column 1is only used 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.

After you create this file, open the visitor log within EasyLobby and move to a
visitor view.

If your visitor log already contains records, create a backup of your visitor log
(without deleting records) before you import records.

Choose File®»Import from the menu. The Select Import File window appears.
Find and select the file you created.

If you need to open the file in read-only mode because the file is used by other
applications, put a check mark in the Open as read-only box.

Click Open. The records are imported from the file and you will see a message
about how many records were imported.

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 and make sure fields do not contain the delimiter character
within the text.

You can include multiple Record Types in a single import file. To do this, just
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. 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. 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 Appendix
F - Import File Configurations, at the end of this document.
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2.68

Note: To create the import file, Choose File=»Export from the menu. This will
create the file with the fields in the proper order. You can then replace the
information in the file with the information you wish to import into EasyLobby

SVM.

Importing Employee Data

Import Employee Data

The Employeelmport utility is used to import employee data into an EasyLobby
database. The utility allows flexibility in structuring the import file data as a

delimited file.

The Employeelmport utility should be run on a system that already has EasyLobby

SVM installed.

To import employee records from another database or a spreadsheet:

1. Run the Employee Import Utility, EmployeeImport.exe, from the Utility
directory on the EasyLobby SVM CD or “C:\program

files\EasyLobby\EasyLobby SVM\Utilities.”

2. Select the employee data source. The choices are a Delimited text file, Active
Directory, or an ODBC Data Source. Then select the Next button.

If using the Delimited Text File option, you must first create a comma or tab
delimited text file (.csv or .tab) of your employee information.

& Import Employees into Easyl obby

Step 1 - Source for employee data
(+ Delimited text file

Data Type:
|E0mma Delimited ﬂ
['ata File:

Browse

|C:\F'rogram Files\E azylobbyhE aswlobby S 8 04U tItes S ample. cav

~

(" ODBC Data Source

Browze

Mext =>

‘ Exit ‘

HELF -

3. Select the EasyLobby SVM database using the Browse by Filename for MS
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Access databases and Browse by Data Source for MS SQL Server and Oracle
databases and then the Next button.

pﬁlmporl Employees into Easylobby ﬂ
— Step 2
E asyLobby BV database

C:%Program Filez\E azyLobbyhE asulobby SWhADatasSample.evm

[ Browss By Fisnams | Brovse By Data Source

About | <= Prev Pent =» E it

HELP -

The next step is to map the fields in the source file to the fields in EasyLobby.
To do this, select the down arrow to the right on the Source Fields column of the
field you want to map. The list of fields in the Source file display, choose the
field that corresponds to the field in the EasyLobby Fields column.

Indicate whether the first record contains field names by checking the indicator
box.

You can save the mapping for future use. This is useful if you are loading
information from more than one source file, you can save separate maps for each
source. Select the Save Map button to save the map, Load Map to load a map,
and Clear Map to clear the current selections.
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5 Import Employees into Easyl obby

Step 3 - Map fields

Field Map: Mone EasplLobby Fields Source Fields
E mployeeumber MHaone
Load Map Firzsttame Mare
Lazth) arme Mane
Save Map Title Mare
Ernailtame Mane
Clear Map Estension Mane
Address Mone
[ First record containg field names Address? Mone
City Hone
Fecord Mumber 1 Stah.eEIrF'mvince Mone
Region Hone
Prev Recard | Mext Record ‘ PostalCode Mane
Countiy Hone

About

HELP -

¢= Prev |

5. If you will run the Employee Import Utility on a regular basis, you can select to
check for duplicates and Update and select the field matching criteria, and what
to do if the employee is not found in the source file. The Check Field Match
button allows you to select the fields to match on the incoming records to the
records in EasyLobby for duplicate employee records. Then select the Next

button.

A& Import Employees into Easylobby

Import O ptions

W Check for duplicate and update

v Remave if name is blank

E azyLobby employees not found in the source:
* Mark them az inactive
™ Keep them, do not archive
™ Azk on each mizzing emploves far archive
™ Automatically archive every mizzing employee

Check Field Match

[ Update employees by company [compary field must be provided in source filg]

Abaout

HELP -

<=Prev
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6. Select the Start button to begin the Employee Import.

5 Im port Employees into Easyl.obby

Fimizhed

| Record Mumber 1
Start
Source: C:\Program Files\E asyLobby\E asyLobby SWhA 8. 0%UtilitieshS ample. csv

Destination: C:%Frogram Filez\E asyLobby\E azylobby S 8.08DatahS anple. evm

T s E3|t

HELP -

7. The screen will indicate when the employee import has finished.

pﬁlmporl Employees into Easylobby ﬂ

 Finished

Field Mames
Finished

Start |

Source: C:AProgram FileshE asyLobbysEasylobby SWRAUtltes S ampleempdata. bt

Destingtion: C:\Program FileshE asyL obbyE azylobby 5VMA\D atahS ample. evm

About | <= Prev [t =» E it

HELP -

Importing Photos

There are a number of picture fields that can be used to indirectly import photo data
from image files.

These would be "Epic", "Altlpic", etc. To import photos, you must have the photo in a
separate image file, and place that file name into the field in the data file. The photo
filename can contain just the filename, in which case the photo must be in the same

© 2009 -2012



154

EasyLobby SVM Online Help and Manual

directory as the data file, or it can be the complete path, in which case the photo file
can reside anywhere.

Scheduling the EmployeeImport Utility

After you have run the Employeelmport Utility, you can schedule it with the MS
Windows scheduler to run automatically.

To schedule the Employeelmport Utility:

1.

2.

3.

4.

From the Windows Start button, open the Control Panel.
£

=

Scheduled
Double click on the Scheduled Tasks icon 12#5 | The Scheduled Tasks
window appears.

& Scheduled Tasks

File Edit Wiew Fawvorites Tools  Adwvanced  Help "f
& | @, By -

@ Back, J .? P Search i Faolders = (¥ x g

fddress |[) Scheduled Tasks v| =
Mame Schedule Mexck Fun Time  Last Run Time Status

@ Add Scheduled Task

FSALFRU Task #Hewlett-Packard# ... Task not scheduled Mewer Mewver

& Mortan Antivirus - Scan my co...  Run when idle When idle Mewer

Symantec MetDetect Every 4 hour{s) from 1:32,., L3ZW00PM ... 9:32:00 AM .,

Double click on “Add Scheduled Task.” The Scheduled Task Wizard opens.
Click the Next button.

Scheduled Task Wizard

This wizard helps you schedule a task for Windows
to perform.

*You select the program you want Windows to run,
and then schedule it for a convenient time.

Click Next to continue.

[ Ned> |’ Cancel ]

The Scheduled Task Wizard continues by asking you select the program to
schedule. To do this, click the Browse button and navigate to “C:\Program
Files\EasyLobby\EasyLobby SVM 8.0\Utilities” and select the
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Employeelmport.exe program. Then select the Next button to continue.

Scheduled Task Wizard X

Click the program you wart Windows to run.
To see more programs, click Browse.

Application Version o]
= 605 E
£5 About HP Mobile Prirting 2010
@ Accessibility Wizard 5.1.2600.218...
(] ActiveX Cortrol Test Cortainer 6.0.8053
L) Address Book £.00.2300.21...
@Adminishation Assigtart for .. 52.01.0 3
Al s - . - S
5. Choose the frequency to perform the task from the choices on the screen.

Scheduled Task Wizard X

Type a name for this task. The task name can be
the same name as the program name.

Perform this task:

@ Daily

O Weskly

O Mortthly

() One time only

() When my computer starts
() When | log on

[ < Back H et > l[ Cancel

6. Then choose the start time and further detail the frequency. Note that this
screen will differ depending on whether you chose daily, weekly, monthly, etc.

Scheduled Task Wizard 3

Select the time and day you want this task to start.
Start time:

2-45 [ 3
Perform this task:

(%) Every Day
() Weekdays

Otmr  [7]

Start date:

6/22/2005 (v

[ < Back " Mex = ]’ Cancel
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7. Enter the account name and password for the task to run as, typically an
account with Administrative privileges.

Beheduled ekl X

Enter the name and password of a user. The task will
runi as if it were started by that user.

Enter the user name: |DOMANI"-J:|drucker |

Enter the password: |uuuu |

Corffirm password: |uuuu| |

If a password is not entered, scheduled tasks might
not run.

’ < Back " Mext > l’ Cancel ]

8. The final confirmation screen tells you that the scheduled task setup is
complete. Select the check box “Open advance properties for this task...” and
then click Finish to complete the task.

Scheduled Task Wizard X

You have successfully scheduled the following task:
@5 Employeelmport

Windows wil perfarm this tash:
At 4:04 PM every day, starting 6/22/2005

Open advanced properties for this task when | click |
?Flnish.

Click Finish to add this task to your Windows schedule.

[ « Back ” Finish ][ Cancel ]

9. The Employeelmport advanced properties dialog opens. Select the “Task” tab,
and in the “Run:” field, enclose the program path in double quotes (at the
beginning and end) and add a space and the “/S” argument at the end of the
command line, as shown in the graphic below. Click OK.
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Employeelmport @ﬁl

Task | Schedule | Settings | Security

ﬁ CAWINDOWS\ Tasks\Employeelmport job

Bun: sby'\EasyLobby SVM &.0\Utilities\ Employee mport xa" /2
Start in: Z\Program Files"\EasylLobby"EasyLobby SVM 8.0\ Liilties
Comments:

[ Run only # logged on
Enabled {scheduled task runs at specified time)

ok J[ Cancsl J[ oot |

The creation of the scheduled task for Employeelmport is completed.

2.69 Step 9: Setting up Visitor Categories

Step 9: Setting up Categories
Visitor categories

Categorizing your visitors allows you to print badges that differ by category and take
advantage of reports sorted by visitor category.

2.70 Adding Visitor Categories

Adding visitor categories

The EasyLobby System Administrator or Manager can add or change categories in
the Administrator program and in EasyLobby SVM.

To set up visitor categories:
1. To add or change categories choose Edit=» Categories from the menu.

The Edit Category window appears.
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%4 Edit Category

categ properies
Wisitor Name |Enntlactul
pentagon visitor . -
white house visitor Sites | =[] &Ml Sites
Employee Headquarters [10)
whest Coast [20)
Move Up | Move Down ‘ Sort |
Insert | Delete | Close | v Require approval for preremistration

If you created a new visitor log based on the sample and preserved the
categories, the categories display. If you created an empty visitor log, you must
add new categories.

The first category in the list is the default category that will be used when a
New Visitor is added. To change the order, select the category and use the Move
buttons to move the category up or down on the list.

To add a category, click Insert. The Edit Category window appears 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 to All Sites, a particular site, or
multiple sites using the Sites boxes. To set the Category as a trigger for Pre
registration approval, check the box "Require approval for pre registration".

%3 Edi '
32 Edit Category X

categay proprics

Contractor M arne |New Category

Visitor . -

pentagon visitor Sites | = [ All Sites

white house visitor Headquarters [10]

Employee “whest Coast [20]

Move Up | M owe Down ‘ Sart |
Inaert | Delate | Close | [~ Reguire approval for preregistration
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2.71 Editing Visitor Categories

2.72 Deleting Visitor Categories

© 2009 -2012

Editing visitor categories

To edit category settings for an existing category, simply change the information
displayed in the edit category window for the desired category.

#2| Edit Category

Visitor
pentagon visitor
white houze vizitor
Emplopee
Move Up ‘ tove Down ‘ Sort ‘
Inzert | Delete ‘ Cloze ‘

categon properties

M amne |Ennlraclnl

Sites | = All Sites
Headquarters [10)
Wwest Coast [20)

Iv Require approval for preregistration

Deleting visitor categories

To delete a visitor category, select the category and click the delete button on the
Edit Category window.

%3 Edit Category

Yisitor
pentagon visitor

Employee

white house visitor

Mowve Up | b e D own |

Sot

Sites

Ihzert ‘

[elete ‘

Cloze

category properties

Mame |[Iuntraclur

= Al Sitez
Headquarters [10]
“west Coast [20]

Iv Require approwval for preregistration




160 EasyLobby SVM Online Help and Manual

2.73 Employee Categories

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, choose Employee®Categories from the menu.
The Edit Employee Categories window appears.

2. Click Insert. The Edit Employee Categories window appears with the Name set
to New Category. The Name you type is shown as the Category in the employee
list in visitor views.

%3 Edit Employee Categories

Move Up

Contractor

Staff

tave Dawn
Sart

Mame

Executive

Ingert Delete LCloze

Editing employee categories

To edit an existing category, simply change the information displayed in the Edit
Employee Category window for the desired category.

Deleting employee categories

To delete an employee category, select the category and click the delete button on
the Edit Category window.

2.74 Watch List Categories

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, choose the Categories button on the Watch List
Alert window. The Edit Watch List Categories window appears.
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’ o]

B9 Watch List Categories = =&
Ex Employee Move Up
Malcious Person

kowe Diown
Sort
Mame |Hestraining Order
Status |Bad [Red] ~|
ool |
Izt | Delete Cloze |

2. Click Insert. The Edit Watch List Categories window appears 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 or not.

2.75 Step 10: Reasons for a Visit

Step 10: Reasons for a visit

The Reason Log contains information about reasons for visits by visitors. Reasons
added in the Reason Log window are included in the Reason pull-down list in the
visitor views. The EasyLobby manager or system administrator can add, edit, or
delete reasons.

To open the Reason Log, use any of these methods:

£E

m Click the il (Reason Log) button in the toolbar.

B Choose Edit=» Reason.

B Double-click on the Reason field in a single-visitor view.

Changes to the Reason Log are saved automatically. You do not need to do anything
to save your changes.
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Afternoon Tea reaszon properties
3 R e etin
Sales Call eason  |[EEEL
Service Call Type |F|easun ﬂ
Interview
Conference Code |

Start [ ate ||_ - ij
End Date ||— =

Sites

= All Sites
Headquarters [10]
West Coast [20)

Move Up | hove Dowe | Sort |

Inzert | Delete | Cloze ‘

2.76 Adding/Deleting Reasons for a Visit

To open the Reason Log, use any of these methods:

R
m Click the ﬁl (Reason Log) button in the toolbar.
m Choose Edit=» Reason.
m Double-click on the Reason field in a single-visitor view.

Changes to the Reason Log are saved automatically. You do not need to do anything
to save your changes.
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Afternoon Tea reaszon properties
3 R e etin
Sales Call eason  |[EEEL
Service Call Type |F|easun ﬂ
Interview
Conference Code |

Start [ ate ||_ - ij
End Date ||— =

Sites

= All Sites
Headquarters [10]
West Coast [20)

Move Up | hove Dowe | Sort |

Inzert | Delete | Cloze ‘

Adding Reasons
To add a new reason or event, follow these steps:
1. In the Reason Log, click New.

2. In the Reason field, type the reason for the visit or the name of the event.In
the Type field, 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.

3. To enter a date, select the check mark 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.

4. Select the desired Site, Sites, or All Sites.
Deleting Reasons

To delete reasons or events:

1. In the Reason Log, locate the reason.

2. Click the Delete button on the Reason window.

2.77 Step 11:. Set Signhature Types

Step 11: Set Signature Types

A Signature Type indicates what the signature is for, whether it is a document or a
delivery. There are Signature Types for the visitor, package, Asset, and Lost and
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Found.

2.78 Adding, Editing and Deleting Signature Types

Adding Signature Types

The EasyLobby System Administrator or Manager can add or change Signature
Types in the Administrator program and in EasyLobby SVM.

To set up Signature Types:
1. Select Edit=»Signatures from the SVM or Administrator menu.

2. The Signature Type window appears. Choose either the Visitor or Package or
Asset tab or Lost & Found for the desired Signature Type.

Vizitar l F'au:kage] .ﬁ.sset] Lnst&FDund]

Disclaimer  [EENYPPNTN
Waiver —_—
bove Down

Sart
Inzert
Delete

I ame

Dizclaimer

Cloze

The first Signature Type in the list is the default type that will be used when a
New Visitor is added. To change the order, select the type and use the Move
buttons to move the Signature Type up or down on the list. To list the Signature
Types alphabetically, click the Sort Button.

3. To add a Signature Type, click the Insert button. The Signature Type appears
with the Name set to New Signature Type. The Name you type is shown in the
Signature Type list in visitor views.
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m| Signature Type b__(|
Yigitor l F'au:kage] .-’-'-.sset] Lu:ust&Fu:uur‘u:Il
Mave Up
Dizclaimer —
Wai
arver Move Down
Sart
Ihzert
Delete
Mame

Cloze

Editing Signature Types

To edit a Signature Type, simply change the information displayed in the Signature
Type window for the desired Signature Type.

Deleting Signature Types

To delete a Signature Type, select the Signature Type and click the delete button on
the Signature Type window. You will be asked if you want to delete this signature
type, click OK for yes, Cancel for no.

2.79 Step 12: Set Alerts

Step 12: Set Alerts

You can set up Alerts to indicate when a visitor has reached a number of visits, is or

1sn’t welcome, has an expired badge but hasn’t checked out, or a host or the facility
has reached a maximum amount of visitors.

2.80 Adding visitors to the Watch List

Adding visitors to the Watch List

The Watch List highlights attention to visitors whether it is good attention or bad
attention. For example, whether the visitor is a VIP (such as a board member), or
someone not allowed in the building (such as a terminated employee or a stalker).

Only managers and administrators can add to the Watch List.

© 2009 -2012



166 EasyLobby SVM Online Help and Manual

To add a previous visitor to the Watch List:

1.

4.

Find the visitor to add to the Watch List in either the Grid view or a single
visitor view.

Choose Visitor=» Add Visitor to Watch List from the menu.
The Watch List appears with the current visitor record displaying.

Watch List ] Frequent Visitors ] b awirnum Yisitors ] Time-Based I Company 'watch List ] Country \Watch List ]

EE:V":J‘;‘;?'E First Name |Ralph Last Mame |Mason
Guy, Bad
Johnzton, Darr

Public, Jahn
Smith, Sally
“wilzon, Billy

Delete Phota | Take Phata | Aliazes Aliazes

Phane W Cell Phone ,7
Address |
|
City State | Zip |
Country ’Lﬁ&i Date of Bith ’7
Licensze li E=piration ’7
Category [Ex-Employee ] Cateqaries

* Always Enabled
(" Enable Between Dates

[Mavotszo08 < Te |[Mavoszoos ~ [

Special Instructions

‘Wigit Rejection History

Mew | Delate | FEind | Count Dates j

Help LClaze

Change any information, load or delete the photo, and add special
instructions if desired.

To add a non-visitor (i.e. stalker) to the Watch List:

1.

2
3.
4

Choose Edit=» Alerts... from the menu.

Select the Watch List tab from the Alerts window.
Click the New button on the Watch List window.
A blank Watch List form appears.
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¥ Aleris

x]

“whatch List 1 Frequent Visitars ] M axirnum Yisitors ] Time-B ased ] Company ‘watch List ] Country “/atch List I

Chan, Jackie B et Name Last Name

Doe, Jane

Gy, Bad
Johnztan, Danny
Mazon, Ralph
Public, John
Srnith. Sally
Wilzon, Billy

Delete Photo | Take Photo | Aliazes Aliazes
Phone Cell Phone
Address |
|
City State Zip
Country Date of Birth
Licenze Expiration
Category |Ex-Emponee j LCategories

(* Always Enabled
" Enable Between Dates

[Mavntizo0e v To [Mavotszooe [

Special Instiuctions

Wisit Rejection Histary

Mew | Delete | Find | Count Dates j

Help LCloze

5. Enter 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.

2.81 Frequent Visitor Alerts

Frequent Visitor Alerts

Frequent Visitor Alerts indicate to the operator when a visitor has reached a
specified number of visits and what action to take.

Only managers and administrators can add Frequent Visitor Alerts.

To add a Frequent Visitor Alert:
1. Choose Edit=>» Alerts... from the menu.

2. The Alerts window appears. Select the Frequent Visitors tab from the Alerts
window.
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¥ Klerts

()

W arirmun isibors ] Time-Baged I Compaty watch List ] Country YW atch List ]

Mame [v Enabled
Tth Wizit ™
Forgetful Employes |1 Ofildisis
Imitial Alert Dizplay
Alert after 10 wizits in timaframe

i Digplay one time only
* Continue to display for subsequent visits

Alert Timeframe:
™ From beginning of time
O Wwithin last

a0 daps [rolling)
+ Within calendar

ear hd

Instructions

Pust collect documents, call supervisor if documents are not
presented

Digplay Stop Dption
i Mewver

" After 1 wigits in imeframe
o Always

Apply to Yisitor Category
+ All Categories
[ Exclude | -

L

" Specific Categom
Only | =

Lo

Mew LDelete

Help ‘ LCloze |

To add a new alert, click the New Button. A new alert is added with the name New
Alert. Type a name for the new alert.

Enable the alert by placing a check mark in the Enabled box.

Specify the Initial Alert Display: 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.

Specify the Alert Timeframe. The choices are to start counting visits for the alert:
§ From the beginning,
§  Within a number of days (on a rolling basis) that you specify, or
§ Within a calendar year, quarter, month, or week.

If applicable, enter instructions that display with the Alert. For example, the
visitor may have to fill out a form after their 10th visit, or a report may have to be
run after a visitor’s 5th visit in 90 days.

Specify the Display Stop Option. The Stop Option is the checkbox on the Alert
that allows the operator to turn off the alert for the particular visitor. The choices
are to
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=  Never display the stop the alert checkbox,
= To stop displaying the alert after the specified number of visits per timeframe, or

= To always display the stop the alert checkbox.

Note, once the alert is turned off for a visitor, it will never show again for that
visitor.

9. Specify the Applicable Visitor Category. You can apply the alert to:
§ All categories,
§ To all categories, but exclude a particular category, or

§ To a specific category.

2.82 Maximum Visitors Alert

Maximum Visitors Alert

The maximum visitor alerts the operator when the maximum number of visitors for
a host (employee, patient, etc.) is reached and/or when a maximum number of
visitors has been reached.

To choose the settings for the maximum visitors alert:

1. Choose Edit=>Alerts... from the menu. The Alerts window appears.
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0~ Alerts

Wwatch List] Frequent Vizitars Time-Bazed ] Cormpany W atch List | Country % atch List ]
M aximum wisitors per employes
v Enable masimum wisitors check

Employes Categories

T | voters for cateory

Contractor I Enforce masimum wvisitors

Staff
M awirum i} [ Allow overide

Instiuctions || nlimited number of visitors

[~ Test all checked in visitars, not just today's

Employee Cateqgories.. |

I axirmurn visibars at one time
[ Enable marimum visitars at one time check

M aximum 25 v Allow overide

(+ Apply to all categories

" Apply to specific categaony J

Help | Cloze |

2. Select the Maximum Visitors tab.

3. Enable the desired Maximum visitor check option by placing a check mark in
the box. The options are maximum visitors per employee and/or maximum
visitors at one time.

4. To set the maximum visitors for an employee, select the desired employee
category and enable the maximum visitors for that category by placing a check
mark in the box and entering the maximum number of visitors, if the maximum
can be overridden, and any instructions. Repeat for each desired employee
category.

5. To set the maximum visitors, select the desired employee category and enable
the maximum visitors for that category by placing a check mark in the box and
entering the maximum number of visitors, if the maximum can be overridden,
and if it applies to all visitor categories or a specific category.

2.83 Time Based Alert

Time Based Alert

Periodic Alerts indicate to the operator when a visitor has visited after a specified number of
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days and what action to take. For example, you can use this alert to ensure that visitors
review safety procedures every six months. This alert can also be triggered by the initial
visit.

To choose the settings for the periodic alert:

1. Choose Edit=»Alerts... from the menu.

it Alerts [&=]

WwWatch List| Frequent Yisitars | Maximum Vigitors — Time-Blazed l Compary 'Watch List ] Country Watch List

Mew Time-Based Alert [~ Enabled

M arne: |New Time-B ased &lert

" Value-bazed
* Time-Bazed
After 365 Diays
Figld |User Defined 1 ﬂ

Alert if value is equal to |

Inztructions

W Also alert on initial visit

Initial visit
Ingtruchions

Apply to Wisitar Category
+ All Cateqgories
[ Ewclude |

L

" Specific Category
Only |

L

when to apply
+ Apply on check in
" Apply on check out

Mew Delete

Help | LCloze |

2. The Alerts window appears. Select the Time Based tab from the Alerts window.

3. To add a new alert, click the New Button. A new alert is added with the name
New Alert. Type a name for the new alert.

4. Enable the alert by placing a check mark in the Enabled box.

5. Specify the time: the number of days after which the alert should display. The
Alert will display on the initial visit when you select the checkbox to alert on
nitial visit.

6. Select the User Defined Field and the value for the field to trigger the alert.

7. If applicable, enter instructions that display with the Alert.
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8. Specify the Applicable Visitor Category. You can apply the alert to:

= All categories,
= To all categories, but exclude a particular category, or

» To a specific category.

2.84 Company Watch List

Company Watch List

The Company Watch List highlights attention to visitors from a specific company
whether it is good attention or bad attention.

Only managers and administrators can add to the Watch List.

To add a Company to the Company Watch List:

1.

2
3.
4

Choose Edit=» Alerts... from the menu.

Select the Company Watch List tab from the Alerts window.
Click the New button on the Watch List window.

A blank Watch List form appears.
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w/atch Listl Frequent Yisitors ] M aximumm *isitors ] Time-Based Company Watch List l Country Watch List ]

Company ||

Aliazes

Aliazes
Phone Alt Phone

Address |

|
City State Zip
Country

Cateqgory | Ex-Emploves ﬂ Lategories
v Always Enabled
" Enable Between Dates

[Marrs2008 ~f= To [Mavonszooe ~ ]

Special Instructions

izt Bejection History

Hew | Delete | Find | Count Dates j

Help Close

Enter the company’s name and contact information, aliases, category, whether
the alert is always enabled or valid for specific dates, and any special
instructions.

2.85 Country Watch List

Country Watch List

The Country Watch List highlights attention to visitors from a specific country
whether it is good attention or bad attention.

Only managers and administrators can add to the Watch List.

To add a Country to the Country Watch List:

1.

2
3.
4

Choose Edit=» Alerts... from the menu.

Select the Country Watch List tab from the Alerts window.
Click the New button on the Watch List window.

A blank Watch List form appears.
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5.

© Alerts

Watch List] Frequent Yisitars ] P airumn Yigitors I Time-Based ] Caompany Watch List

Country |

Aliages

" Ahwayz Enabled
(" Enable Between Dates

[Mavmzoos <[ To [Mavotrzone v

Special Instructions

Aliazes
Categary | ﬂ Lategories

“izit Rejection History

Mews | | Eind | Count Dates ﬂ

Help | LCloze |

Enter the country’s name and contact information, aliases, category, whether

the alert is always enabled or valid for specific dates, and any special
instructions.

2.86 Step 13: Set Clearances

Step 13: Set Clearances

Clearance is used to allow or deny entry at any SVM station or Satellite.
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=¥ (learance |£
~ Clearance properties
Standard
Superstar M armne |A.dvan-::ed
Murmber I
Dezcription
Sites | = B 4l Sites
: - [#] Headquarters (10)
‘o ] WWest Coast [20)
Maove Up | Maove Down | Cort | [~ Require approval for preregistration
[ | Delete | s | Edit Clearance Stations

2.87 Adding Clearances

Adding Clearances

The EasyLobby System Administrator or Manager can add or change Clearances in
the Administrator program and in EasylLobby SVM.

To set up Clearances:
1. Select Edit=>Clearances from the SVM or Administrator menu.

2. The Clearance window appears.
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=X Clearance |£|
- Clearance properties
Standard
Superstar Name |Advanced
Humber I
Dezcription

Sites | =1~ [#] &Ml Sites
Headquarters [10)
West Coast [20)

Move Up | Move Down | Sort | [~ Require approval far prereqgistration

Edit Clearance Stations

Inzert | Delete | LCloge |

3. To create a new clearance, select the Insert button.
a) A clearance is created with the name New Clearance.
b) Rename the clearance level to the desired name.

c¢) Enter a number, if applicable, description, site, and if approval is required to
pre-register a visitor with this clearance.

d) Select the desired Site, Sites, or All Sites for the clearance level.
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(o Allow visitors with thiz clearance to have access to all stations

" Allow vizitors with this clearance to have access to the stationz specified below

=[] Single Site
=[] Main Street (101)
[ Front Desk
O o Pesci Administratar
[ Loading Dock
O Satellite Station

4. To change the order, use the Move Up, Move Down buttons, or to
alphabetize the list use the Sort button.

5. Use the Delete button to delete a particular clearance and the Close button
to close the Clearance window.

2.88 Step 14: Adding, Editing and Deleting Parking Lots and Spaces

Adding, Editing and Deleting Parking Lots and Spaces

In EasyLobby SVM, you may assign and release Parking Lots and spaces to visitors
and employees.

Only managers and administrators can add, edit, and delete Parking Lots and
Spaces.

To add Parking Lots and Spaces:
1. Choose Edit=» Parking from the menu.

2. The Parking Lots and Spaces window appears displaying company sites.
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= Parking Lots and| Spaces |

—|- Sites Add Lot
B3R Headguarters [10]
+- Wiest Coast [20]

£y

ol A

Cloze

3. Select the desired site and the Add Lot button to the right to add a parking
lot. Name the new parking lot. You can then add spaces to the parking lot
and reorder them with the buttons on the right.

2.89 Step 15: Adding, Editing and Deleting Conference Rooms

Adding, Editing and Deleting Conference Rooms

In EasyLobby SVM, you may assign and release Conference Rooms and spaces to
visitors and employees.

Only managers and administrators can add, edit, and delete Conference Rooms.

To add Conference Rooms:
1. Choose Edit=» Conference Rooms from the menu.

2. The Conference Rooms window appears displaying company sites.
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w Conference Rooms fgl
Blue Room [B222 conference room properties
Green Aoom [G344] Mame [ETTECER
Mumber |B222
Capacity |.7"
Description
Sites | . [ &l Sites

Headquarters (10)
“Wwest Coast (20)
Meedharn Site [21)
Wwellesley Site [22)
Hewton Site [23)
Mew Site [24)

Move Up ‘ towe Down ‘ Sort |

Inzert ‘ Delete ‘ LCloze | Heport

3. Select the desired site and the Insert button to add a conference room.
Name the new conference room. You reorder them with the buttons on the
bottom.

2.90 Step 16: Adding, Editing and Deleting Vehicle Types

Adding, Editing and Deleting Vehicle Types

The Vehicle Type indicates the type of vehicle, wether a compact, SUV, truck, etc. The
Vehicle Types are used when specifying vehicles for visitors and employees.

The EasyLobby manager or system administrator can add, edit, or delete Vehicle
Types.

To set up Vehicle Types:
1. Select Edit»Vehicle Types from the menu.

2. The Vehicle Type window appears. Choose either the Visitor or Package or Asset
tab for the desired Vehicle Type.
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Bus

Car
Elephant
Gasz Guzzler
Hybnd
Jeep
Motorcycle
RY

Suv

Truck

M ame

|Bi-::_1,lc:le

Maove Lp

ke Down

Inzert

Delete

LCloze

The first Vehicle Type in the list is the default type that will be used when a
New Visitor is added. To change the order, select the type and use the Move
buttons to move the Vehicle Type up or down on the list. To list the Vehicle

Types alphabetically, click the Sort Button.

3. To add a Vehicle Type, click the Insert button. The Vehicle Type appears with
the Name set to New Vehicle Type. The Name you type is shown in the Vehicle

Type list in visitor views.

Bicycle

Bus

Car
Elephant
Gas Guzzler

Jeep
Motorcycle
RY

5Uv

Truck

M ame

Mew Yehicle Type

Hybrid
Mew Yehicle Type e ——

3

m| Yehicle Types

Move Up
Mave Daown

Sart

Irhzert

Delete

LCloze

Editing Vehicle Types

To edit a Vehicle Type, simply change the information displayed in the Vehicle Type

window for the desired Vehicle Type.
Deleting Vehicle Types

To delete a Vehicle Type, select the Vehicle Type and click the delete button on the
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Vehicle Type window. You will be asked if you want to delete this vehicle type, click
OK for yes, Cancel for no.

2.91 Step 17: Networking EasyLobby SVM

Step 17: Networking EasyLobby SVM

Once a visitor log has been created, EasyLobby SVM can be easily networked after installing
EasyLobby SVM on each computer and creating a visitor log. 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 SVM.

2.92 Networking EasyLobby SVM

Networking EasyLobby SVM

Once a visitor log has been created, EasyLobby SVM can be easily networked after installing
EasyLobby SVM on each computer and creating a visitor log. 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 SVM.

To network each EasyLobby SVM computer, follow these steps:

1. Start EasyLobby SVM on each computer. Log in with administrator or manager
access.

2. Choose File®»Open Visitor Log from the menu.

3. To open an ODBC visitor log MSDE, MS SQL Server, or Oracle), select Data
Source from the Open Visitor Log menu. Choose the log you want to open.

w Select Data Source §|

Pleasze select an Easylobby data source

ELI0 [Microsaft Access Driver [F.mdh]]
TaALlwW 2K 35WR [SAL Server]

M aote that the data zource must hawve an E asylLobby databaze schema

inztalled.
ok Cancel

4. In the Login To window, type a username and password for this log.

5. Click OK.
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NOTE: The Microsoft Access database is intended for single station use only.
We do not recommend networking with the Microsoft Access database.

2.93 Step 18: Exporting data and System Maintenance

Step 18: Exporting Data and System Maintenance
2.94 Exporting data

Exporting data

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. Choose File=»Export. The Import/Export window appears.

B3 Export = || = | ER
Select type of records to export
[ Misitor v "Watch List
[ Include Yisitor Entry [v Include Aliazes
[ Include Photos [v Include Photos
[ Include Signatures [ Lost and Found
[ Employes [ Include Signatures
[ Include Employee Entry [ Reazon
[ Include Photoz [ Categom
[ Aszet [ Clearance
[ Include Photos [ UszerAccounts
[~ Azzet Loan [ Include Paszwardz
[ Include Long-Term [ Site
[ Include Signatures [ Station
[ Package
[ Include Signatures
Options
Delirniter v Include Header Row
Cormma Delimited ﬂ W Include Record Tope
v Include Record Id
1] 8 Cancel

2. Choose the type of records you want to export to a file: Visitors, Employees,
Reasons, Watch List, Assets, Asset Loans, Packages, Lost & Found, or
Employee Photos, and the Options: Delimiter, and Includes.

Name the export file.

Choose the export file format. The file will be an ASCII file with fields separated
by asterisks, tabs, or commas.

5. Click OK.

Select a location and type a name for the export file.
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Save Export File As @@
Save in: | (B8 [Tl j i

ﬂMy Documents

3 My Computer

MyRecent € my Netwark Places
Documents )adabe C53
[E]P.PPLICP.TION DO MLOADS
|ieadvance Group_files
|headvance single_files

sl i

Degklop

G

My Documents

My Computer

@

by Metwork, File: narme: | j Save
Flaces
Save as type: |D:|mma Separated Text export [".cav) j Cancel

7. Click Save. The export file contains fields in the same order used in import files.

2.95 Backing up the Database (Microsoft Access)

Backing up the Database
Administrator

To back up your database, follow these steps:

1. Ask all users of the visitor log to exit from the software before performing a
backup.

2. In EasyLobby Administrator or SVM choose FileVisitor Log>Backup. The
Backup Visitor Date Range window appears.

*';.f Backup Date Range

Start D ate End Date

Mar/01/2007 | | Mar01/2008 v [

[ Delete backed up vizitors and packages

Cancel
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3. Choose the start and end dates for visits you want to back up. The default Start
Date is a year prior to today’s date, and the default End Date is today’s date. If
you also want to remove these visitor records from the database, put a check
mark in the Delete Backed Up Visitors box. Be sure to remove the check
mark if you want to keep the backed up visitors in the database.

4. Click OK.Select a location and type a name for the backup file. Database backup
files have an extension of .vbk.

Suggestion: When naming backups, use a file-naming convention that will help
you sort files and identify the date range backup files cover. For example, backups
created once per month could be called year_month.vbk.

The backup file contains both visitor records and associated records, such as
reasons, employees, and categories used by the visitor records you back up.

Note: If you are using signature capture, you must also back up the signature files
(-wmf) located in the SVM\Data\Signature directory. These files are not included in
the database file.

2.96 Restoring the Database (Microsoft Access)

Restoring databases (Microsoft Access)
Administrator

You can open a backup file by following these steps:
1. In EasyLobby SVM or Administrator choose File»Visitor Log>Restore.

2. In the Restore Visitor Log dialog, select the backup file you want to restore and
click Open.
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9 Restore Visitor Log == ]
» - | <« Data » Backup ~ | +3 | | Search P
RN
‘ Organize ~ g8 Views ~ [ New Folder
Favarite Links Name Date modified Type Size
BN Deskiop | 101" 101" wbk
. | EasylLobby(50509.vbk
5| Recent Places
- || EasyLobby050708.vbk
(8 Computer
“ L | EasyLobby050809.vbk
More » || EasyLobby-backup050509.vbk
Folders v || |InactiveEmployees050603.vbk
. Commaon Files » | | |InactiveEmployees050709.vbk
, Easylobby L | Joe Shamievbk
| EasyLobby SWM 9.0 | L Mew Assetl0211171 vbk
| Easylobby SVM100 | | | New Asset'102'vhk
. API || New Asset 4.vbk
. Badges
. Data
L Backup
Flan= Sl
File name:  Easylobby-backup50503.vbl - [Eas'_.'Lobl::f:.' Backup Databas: v]
[ Open |Vl [ Cancel l

3. EasyLobby asks whether you want to close the current visitor log and open the
backup file as the visitor log. Click OK to open the backup file.

Note: If you back up your database using Backup from File=»Visitor Log the file
created is a .vbk file. The Restore function restores .vbk files to .evm files. If you
are using a SQL database, you can use the DBMigration.exe with the merge option
on to convert the file to your SQL database.

2.97 Archive Inactive Employees

Archive Inactive Employees
You can archive all records associated with inactive employees.
To archive inactive employees, follow these steps:

1. Choose File=Visitor Log®Archive Inactive Employees. The Archive
Inactive Employees window appears.
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m| 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

Cancel Cancel the operation

............................................

2. Select the desired action:
= Archive to create an archive file without deleting the archived files.
= Archive/Delete to create an archive file and delete the archived files.

= Cancel to cancel the operation.

2.98 Visitor Maintenance

Visitor Maintenance

Visitor Maintenance allows you to check out visitors that have checked in, but
haven’t checked out, delete blank visitor records, delete pre-registered visitors that
did not check in, and/or delete visitors that never checked in for visitors created
before a date and time you specify.

You can also delete all logo images, all custom badges that are stored in the
database, and reset all options to the program default (factory settings).

To perform visitor maintenance:

1. Choose File®Visitor Log=Maintenance. The Visitor Maintenance window
appears.

2. Choose the date and time to apply the maintenance to the visitors created before
that time and the desired maintenance items by checking the box.
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= k)
Apply the following maintenance item:

For vizitars created before the =
following date 10/31/2008  ~| [1200.00 8M -2

[ Delete blank vizitor records

Apply the following maintenance itenm;

For wisitors checked in before =
g 10/31/2008  ~| [1200.004M =

[ Check out any vizitars that are checked in but not checked out

Apply the following maintenance item:

Far wizitars autharized before -
g 1043172008 ~| [1200.00 80 =

[v Delete vizitors that never checked in

Apply the following maintenance iten:
[T Delete vizsitors that have not checked in zsince

10/30/2008 | |12:00:00 &M ~=

Apply the following maintenance items:
[ Delete all logo images stored in databaze
[ Delete all custom badges stored in databaze
[ FRezet all optionz in databaze to facton settingz

ok Cancel

3. Click OK.
2.99 Compactthe database (Microsoft Access)

Compact the database (Microsoft Access)

You can choose FileVisitor Log=» Compact in EasyL.obby SVM or in EasyLobby
Administrator to perform a compact and repair on the Microsoft Access visitor log.

This command performs the following actions:
= Removes space taken by deleted records
= Optimizes indexes used to search for records

If there are many deleted records in the database or if the indexes in the file have
become inefficient, performing maintenance will make the file smaller and will help
the EasyLobby programs run faster.

Note: Database maintenance is automatically performed after backup and removal of
records.after backup and removal of records.
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Backup...
Restore...

Archive Inactive Employees...

IMaintenance...

Compact...

Properties...

Easylobby | E2

This operation will compact and repair your visitor log. Do you want to continue?

] Cancel

2.100 Viewing current properties and users

Viewing current properties and users

If you are logged in as an Administrator, you can see the properties of the current database
in both EasyLobby Administrator and EasyL.obby SVM. 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. In EasyLobby SVM or Administrator, you can see these properties by choosing
File=»Visitor Log=>Properties. The Properties window also shows your
current username and security level.
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-

9 Visitor Log Properties

ES

Filenarme:

Last back-up date:
/22409 at 323 P

Operator: Adrminiztratar

Total Packages: 0
Total Employees: 1
Taotal Reazons: 2
Total Categories: 4
Tatal Azzet Loans: [

C:%Program FileshE asyLobbyE azyLobby Sk 10.04DatahS ample. evm

Security: Enterprise Administrator

= Active Logins

2. To view the Active Log Ins, choose Edit=»Active Logins, from the menu.

Dielete | Print Grid | Export to Excel

Cloze

3. To view the Event Log, choose Edit=»Event Log, from the menu.
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=¥ Event Log @
Options
Site |AIIS|tes j Timelrame |Today j
Station | &l Stations ~|
Operator |AIIDperators j
Type |AII Types j
Event Time Operator Type Site Station Info
B F200203-01 134553 | Admin Logir b ain Street Front Desk Logoed in at KZMEWDELL
2008-03-01 132350 | Admin Login b ain Strest Front Desk Logged in at KZMEWDELL

0%isitors Checked In, 0 Total Visitors Today

ipraw~ g | Autoshapest N w OO o s 8] & B - g- A== 0 IjB

3 Administrator Utility

Chapter 3: Administrator Utility

The EasyLobby Administrator Utility allows the EasyLobby System Administrator
to perform all the functions available in EasyLobby SVM except for checking in and
changing visitor information.

3.1 Starting EasyLobby Administrator

Starting EasyLobby Administrator

To start EasyLobby Administrator, either double click on the EasyLobby
Administrator icon on your desktop or select Start from the Windows task bar and
choose Programs=>EasyLobby=>EasyLobby Administrator.

You are prompted to login with your user name and password, type them in the fields
provided. Only users with the administrator authorization level can log into the
Administrator.
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}3} Login to: Sample.e¥m .

User Marne: Iadmin

Password: |

ok I LCancel

When you start EasyLobby Administrator, you will be on the visitor log tab and the
visitor log used in the previous session is automatically opened.

3.2 Exiting EasyLobby Administrator

Exiting from EasyLobby Administrator

To exit from EasyLobby, choose File®Exit or the 2] icon on the top right hand
side of the window.

3.3 EasyLobby Administrator installation

Installing EasyLobby Administrator

Use the CD provided to install EasyLobby 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 where the
visitor database file is hosted.

Choose EasyLobby Administrator from the Family of Products screen or run the
EasyLobby Administrator installation program from the Installs folder.

Follow the instructions on the installation screens to complete the installation as
described below:

1. Close all other Windows applications before running the Setup program.
2. Insert the EasyLobby CD into the CD-ROM drive on the computer.

3. The EasyLobby “Family of Products” screen appears. From the EasyLobby
“Family of Products” screen choose Administrator.

© 2009 -2012



192

EasyLobby SVM Online Help and Manual

Press F1 for Help

EasyLobby® Software

Select a product and click the install button

Easylobby SVM

Secure Visitor Management

Administrator

Set options and produce reports

E_i eAdvance Web Server
Web-based pre-registration

eAdvance Client

& For hosted eAdvance web sites only
Easylobby Database Installer
Installs SGL Server and MSDE Databoses
O SVM Satellite
Track Internal Visitor Movements

) Install ) Exit

Vergion 10.0

Installing

& &

Current File

Copying file:
C:windowshsystem32\MSYCPEDLDLL

Al Files

Time Remaining 0 minutes 33 seconds

EX3

| Cancel |

4. EasyLobby SVM begins to download files needed for the install. (Note the install
times are overestimated. The typical install takes less than five minutes.)

5. The “Welcome to EasyLobby Installation” screen appears. Enter the license key
from your EasyLobby software package for Administrator and press the OK
button.
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» EasylLobby Administrator 3

Welcome to Easylobby Installation

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

1] Cancel

6. The “EasyLobby Setup Program” screen appears. Read the warning and press
the Next button.

@ Welcome [z
% ‘Welcome to the Setup program for:
=  EasylLobby Administrator

Itiz strongly recommended that you exit all 'Windows programs
befare running thiz Setup program.

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

WORMIMG: This program is protected by copyright lav and
international treaties.

Inautharized reproduction or distribution of this pragrar, ar any
portion of it, may result in severe civil and criminal penalties,
and will be prozecuted to the masimum extent pozsible under
.

Meut » | LCancel

7. The “EasyLobby ReadMe File” screen appears. This screen contains information
about the product, documentation, online help, card scanning and bar codes.
Read the information and press the Next button.
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& ReadMe File =]

EasvLobbyv& Administrator 10.0 -

What's MNew?

m

* Employee time and attendance with barcode or prox
card badgs scanning

l Auvto and parking management for visitor and
smploves
. Lost and Found module for tracking itzms

* Enhancesd password options for complexity, length and
fraquency of changs

. web-

» Wirelass FDA versions of 3VhI, Satellite and
Package delivary

. Expandsd number of veer-dafined fizlés with abilitv

to hide vnused fizlds

< Back Meut » | Cancel I

8. The “EasyLobby License Agreement” screen appears. Read the license terms and
press the Yes button to accept the license terms and continue the installation. If
you do not accept the license terms, press No and the installation is terminated.

@ License Agreement (=]

License Terms for EasyLobby, Inc. -
L
IMPORTANT: BY USING THE SOFIWARE, ¥OU ARE
AGREEING TC BE BOUND BY THE TERMS AND
COMDITIONS STATED BELOW. IF ¥OU DO NOT

AGREE WITH THE TERMS OF THIS LICENSE,
DROMETLY RETURN THE UNUSED SCOFIWARE TO

THE POINT OF DURCHRSE.

1. License. EasyLokby, Inc. grants to the
Licensee purchasing this copy of

Easylokky Software a nonexclusiwve,
nontransferable license to use the
EasyLobkby software and its documentation
for use in accordance with this License. 5

['o wou accept all the terms of the preceding license agreement’?
If 20, click ez,
If wou click Mo, the Setup program will close.

< Back Tes | Mo I

9. The “Destination Location” screen appears. This screen determines where the
Administrator program is installed. The default is C:\Program
Files\EasyLobby\Administrator. You can change this directory by pressing
the Browse button and selecting another directory on the computer.

Press the Next button to accept the Destination Folder.
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@ Choose Destination Location @

Setup will install E asplabby Adminiztratar in the fallawing
directary.

Tainztall into a different directary, click Browse, and select
anather directary.

You can choose nat ta install Easylobby Adminiztrator by
clicking Cancel to exit Setup.

C:h. AEasylobbyhE asylobbey S 1000 Browse. .. |

" Destination Folder

< Back I Hest » I Cancel |

10. The “Start Installation” screen appears. This screen displays the destination and
back up directories.

To change the destination directory, press the Back button and make the
desired changes.

Press the Next button to begin the Administrator program installation.

@‘ Start Installation =]

Easylobby Administrator

Destination Directony:
C:%Program FileshE asyLobby\E asyLobby 5%k 10.0

Backup Directory:
C:%Program FileshE asuLobby\E azyLobby S4M
10.0MNSTALLBACKUP

Inztalling CardScan:
CardScan 300, 500, 600c

Click Mext to begin inztallation,

Click Back to change your Setup information,

Click Cancel to quit the Setup program.

< Back I Mext > I LCancel |

11. The “Installing” screen appears. This screen displays the files installed and the
blue bars indicate their progress. (Note the install times are overestimated.)
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Installing

P

¢

— Current File

Copying file:
C:hwfindowsaystem32WMSMAPI 32 00X

— &l Files

Tire Remaining 1 minute 0 zeconds

< Back | MHext » Cancel

12. The EasyLobby support files are registered on the computer.

@ M aow registening the EazpLobby support files . . .

13. The “Installation Complete” screen appears indicating that the installation was
successful. Press the Finish button to exit the installation screen.

@ Installation Complete

(=]

E azyLobby Administratar has been successfully installed,

Fress the Finigh buttan to exit this inztallation.
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3.4 Administrator Menus

File

The options under the file menu allow you to create a new database, open an existing
database, run reports, and to backup, restore, and perform maintenance (compact and repair
for MS Access only) on the database, and exit the system.

Edit

The options under the Edit menu allow you 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.

Visitor

The options under the Visitor menu allow you to look up and sort visitor records on the grid
view and check out visitors.

Employee

The options under the Employee menu allow you to 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.

Package
The options under the Package menu allow you to look up and sort package records.
Assets

The options under the Assets menu allow you to look up, sort, create, and edit asset records.

4 Starting EasyLobby SVM

EasyLobby User’s Guide

A

Chapter 4: Starting EasyLobby SVM

Starting EasyLobby SVM

To start EasyLobby SVM, either double click on the EasyLobby SVM icon on your
desktop or select Start from the Windows task bar and choose Programs=>
EasyLobby=2EasyLobby SVM.
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4.1

4.2

Starting EasyLobby SVM

Starting EasyLobby SVM

To start EasyLobby SVM, either double click on the EasyLobby SVM icon on your
desktop or select Start from the Windows task bar and choose Programs=>
EasyLobby=2EasyLobby SVM.

When are prompted to login with your operator name and password, type them in
the fields provided.

P
fLogin to

Cancel |

Your operator name (login name) gives you an authorization level. If you need a
higher authorization level, please contact your EasyLobby system administrator. (If
your EasyLobby system administrator has not set up user names and passwords,
you can login with the operator name Admin and leave the password blank.)

Your login name will automatically be 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.

Opening visitor logs

Opening visitor logs

EasyLobby programs remember which visitor log was used during the previous

session. They automatically try to open this log when the program starts. Users
with operator-level and lower access levels cannot choose which visitor log file to
open.

To open a visitor log, follow these steps:
1. Choose File®»Open Visitor Log from the menu.

To open a Microsoft Access visitor log, select Filename from the Open
Visitor Log menu.
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File Edit “igitar Emplavee Package ‘Window Help
CtisN el |/ |5l r=l gy

Filename. .. Ctrl+0

Data Source... Chil+D

Reparts. ..

ek I o=

Choose the log you want to open and click 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 EasyLobby, store the file on the network where all the
computers that will use the file can read and write to the file.

To open an ODBC visitor log (MS SQL Server or Oracle), select Data
Source from the Open Visitor Log menu. Choose the log you want to open.

Pleaze zelect an Eazylobby data source

ELED [Microzoft Access Driver [*.mdb]]
ECDCMusgic [Microsoft Access Driver [ mdh))
MeedhamSOLServer [SOL Server]

Mote that the data source must have an EasyLobby databaze zchema
ingtalled.

] LCancel

2. Click OK.

Note: When a Microsoft Access visitor log is open, a temporary file with a file
extension of .1db stores record locking and user information. Do not attempt to
modify this file.

4.3 Loginto EasyLobby
Login to EasyLobby

E When prompted to login with your operator name and password, type them in the
fields provided.

© 2009 -2012



200 EasyLobby SVM Online Help and Manual

' Login to: Sample.evm x|

Operater |&dministrator

Password ||

(1]4 LCancel

Your operator name (login name) gives you one of the authorization levels described on
page 40. If you need a higher authorization level, please contact your EasyLobby
system administrator. (If your EasyLobby system administrator has not set up user
names and passwords, you can login to the Sample file with the operator name Admin
and leave the password blank.)

Your login name will automatically be 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 including any SVM windows you had open in your previous
session.

4.4 Logout of EasyLobby

Logout of EasyLobby

To logout of EasyLobby, but not exit the system, choose File= Logout from the
menu, or CTRL L on the keyboard. You will be automatically logged out of
EasyLobby and the Login to: database file name window appears. You, or another
user, can log in again.

=, Login to: Sample.evm x|

O perator I.-'i‘-.u:lministrah:ur

Password ||

ok LCancel |

4.5 Change Password for EasyLobby

Change Password for EasyLobby

To change your EasyLobby password, choose File®» Change Password from the
menu. The Change Password window appears.
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K

Current Password |

MHew Paszword |

Confirm Pazswaord |

()% | Cancel

Enter your current password, new password, and new password again for
confirmation and select the OK button to change the password.

4.6  Exiting from EasyLobby

Exiting from EasyLobby

To exit from EasyLobby, choose File=»Exit or the icon on the top right hand
side of the window.

If the Prompt For Database Backup At A Particular Interval Of Time security

setting is on, when exiting from EasyLobby the following message displays at the
time interval specified.

EasyLobby S5YM ﬂ

Your lazt backup waz 12/6/2002. \Would vou like to backup now?

Yes Mo

If the reception desk will be unattended, you should exit from EasyLobby to prevent
unauthorized users from adding visitor information and printing badges.

4.7  Starting self-registration mode

Starting in self-registration mode

To run EasyLobby on a self-registration station:
1. Open the Windows Start menu and choose Programs=>EasyLobby= SVM.

2. Type the operator name and password for self-registration. This password gives
the self-registration station lower access privileges than an operator or novice
password. 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 and it has been setup by the
EasyLobby System Administrator, visitors can take their own photo. The simple
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Take Photo dialog can be used so all input is via the keyboard and no mouse is
required.

4.8  Exiting self-registration mode

Exiting self-registration mode

To close the self-registration application, press the escape key and enter the password
for the self registration operator.

5 Navigating Easylobby SVM

Chapter 5: Navigating EasyLobby SVM

5.1 Visitor Views

Visitor Views

EasyLobby provides two ways to view visitor information — the Grid view and the
Form View. You can open the Grid view and one or multiple Form views at the same
time. Displaying multiple Form Views is a Visitor Default option under the Program
Options menu.

The Grid View shows all information for all visitors. The Form View allow you to
view information for a single visitor and add information for a new visitor.

52 The Grid View

The 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 selecting Visitor from the
menu and then Sort by. You can search for specific visitors on the Grid view by
selecting Visitor from the menu and then Lookup.
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= Visitor Log - Grid View [All Visitors (Sorted By Check In Time DESC)]

IZIE____ [Breok o —[Check ow—[Eavlower —[Cotoum |

Zamow TopDiog Productic 27272008 2:27:49 PM Drucker, David Wigitor

. Howard Marsan EasyLobby 1141542007 216:44 Ph Drucker, David Wisitar Me
® Loy Chase EasyLabby 1141242007 10:47:56 & Drucker, David Wisitar
@& Janet Juriar Aome vp 4/14/2006 1:36:27 PM Visitar Sa,

1 of 62 [All Visitors (Sorted By Check In Time DESC)]
Feset Theme ‘ Group Print | Print Grid | Frint Badge | New |

Refresh ‘ Guick Out | Ezport to Exca\| Pre-print | Delete |

53 Form View

The Form View

The Form View shows all the information for a 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 checkout times. You may enter this
visitor information for a new visitor in this view, as well.

I Visitor Log - Full View

First Mame [Liza Last Mame [Rhodes
Company |Acme Titke |
Reason [Sakes Cal | Calegory | Contracior =]
Employee [Bennet. Tom =] Ciearance | =
Contact Info ] Phota ] Badge l Signature ] Austomobile I M edical I Enby Log ] Mates I
Phane || Addiess |
Fax | |
£t Phoee | City |
Email | State | Zip |
‘wieh Sile | Cowntry |
Licenss | Cilizership
Expiration [ Date of Bith SocSec i
Checked In
| Check |n [ Piint Badae | Ereregistes | Hew | Claze |
Checked Dut
| nech | iew Badge | Quick O | Delete |
Authorized for 871172005 12:00 AM to 9/11/2005 12:00 AM Status: Preregiztered in the past
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5.4

Using the Form View

Using the Form View

Buttons

The Form View contain the following buttons:

Check in Allows you to check in the visitor.

Check out Allows you to check out the visitor.

Print Badge Prints a single badge on the badge printer.

View Badge  Shows a preview of the badge to be printed.

Preregister  Allows you to preregister a visitor.

Quick Out Allows you to check out any visitor with their Custom ID.

New Creates a new visitor record.

Delete

Close Closes the visitor log view.

Save Saves information entered into a new visitor record.

Form View fields

With manager or administrator access, you can delete a visitor.

The Form View include the visitor’s First Name, Last Name, Title, Company,
Category, Reason, Employee,and Clearance. The other information is included on
the tabs 1s Contact, Photos, User-defined Fields, Badge, Signature, Entry, Vehicle,

and Notes.

Editing field text

You can cut and paste text from one field to another using the following methods.
Right-click on a field to see the edit choices pop-up menu.

Menu Pop-Up Menu Keystroke
Undo Ctrl+Z
Edit=> Cut Cut Ctrl+X
Edit=> Copy Copy Ctrl+C
Edit>Paste Paste Ctrl+V
Delete Delete
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Select All

5.5 Using the Grid view
Using 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.

An efficient way to work is to open both the Grid view and the Form view. To edit a
visitor record, find that record in the Grid view and double-click on that row. You
will see that record in the Form View.

@ As on all EasyLobby grid views, Dynamic Updates are enabled in all networked
visitor logs. Dynamic Updates refresh the grid view automatically.
= Visitor Log - Grid View [All Visitors (Sorted By Check In Time DESC)] |._|
EIE____——__
Effie Lamow TopDog Producti 27272008 2:27:49 PM Drucker, David Wigitor
. Howard Marsan EasyLabhy 11/15/2007 2:16: 44 Ph Drucker, David Yisitar Me
® L Chase EasyLobby 11/12/2007 10:47.56 & Drucker, David Wisitor
@& Janet Juriar Acme wp 4/14/2006 1:36:27 PM Visitar Sa.,

1 of B2 [&ll Visitars (Sorted By Check In Time DESC)]
Reset Theme ‘ Group Print | Print Grid | Print Badge | New |

Refresh ‘ Guick Out | Export to Exca\| Pre-print | LDielete |

The @ icon indicates that the visitor has checked in but has not checked out.

The @' icon indicates that the visitor has checked out.

The ®| icon indicates that the visitor’s badge has expired and they have not
checked out.

Iy
The icon indicates that the visitor is pre-registered.

The @ icon indicates that the visitor was pre-registered but never checked in.

The 6 icon indicates that the visitor has checkout and is authorized for re-entry
into the facility.

The |® icon indicates that the visitor is pending approval for entry into the facility.

You can control the appearance and organization of the Grid view in the following

ways:

=  Re-size window: Drag the edge of the Grid view window to make the window
bigger or smaller.

=  Re-size 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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=  Change column order: You can make two columns switch places in the Grid. To
do this, drag and drop a column heading where you want it to be. The changes
you make to the grid view are automatically saved. Use the Reset Theme
button on the Grid View to restore the default Grid settings.

=  Re-sort column: Click on the column to change the Grid View sort by to the
desired value.

= Hide a column: Right-click on the column to hide or view a hidden column.

You can export the contents of the Grid View to Microsoft Excel by selecting

Export to Excel |
, the Export to Excel button.

5.6 Finding Visitor Records

Finding visitor records

You can find visitor records quickly using these methods:

m Use a lookup to see a desired selection of visitors.

m Use a Sort by to sort records by desired criteria.

m Search with the Find window.

5.7 Looking up visitor records

Looking up visitor records

To do a lookup to see a desired selection of visitors, follow these steps:

1. With any visitor view active, choose Visitor= Lookup from the menu and then
choose one of the following lookups from the menu. A check mark indicates
which lookup is currently selected.

All Visitors: Displays all visitors.

Today’s Visitors: Displays only visitors checked in with today’s date.
When you open EasyLobby SVM, Today’s Visitors is the default lookup
for the grid and form views.

Current Visitors: Displays only visitors currently checked in.

Today's Preregistered: Displays all visitors who have been pre-
registered but have not checked in for the current day.

Preregistered Visitors: Displays all visitors who have been pre-
registered but have not checked in.

Expired Badges: Displays visitors whose badges have expired but they
have not checked out for the current day.

CheckedIn Visitors: Displays visitors who are currently checked in.
Last Name: Asks you for a last name to look up.
Company: Asks you for a company name to look up.

Visit Date: Asks you for start and end check-in dates to look up.
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= In Station: Asks you for a check-in location. The Badge tab of the Form
View shows the station.

= By Reason: Asks you for a reason or event to look up.

= By Employee: Asks you for an employee last name to look up.

= By Category: Asks you for the category to look up.

= By Clearance: Asks you for the clearance to look up.

= By Expiration Date: Asks you for the expiration date to look up.
= By Custom ID: Asks you for the custom ID of the visit to look up.

= By License/Passport number: Asks you for the license or passport
number to look up.

= By Title: Asks you for the visitor's title to look up.
= By Prox Card: Asks you for the prox card number to look up.
= By ID Number: Asks you for the visitor's ID number to look up.

= By User Defined: Asks you to define the full or partial text to look up and
which user defined fields.

= Preregistered date: Displays visitors who are pre-registered for a
particular date and location that you specify.

= Employee's Preregistered: Displays visitors who have been pre-
registered to visit the employee you select but have not checked in.

= Department's Preregistered: Displays visitors who have been pre-
registered to visit employees in the department you select but have not
checked in.

= Company's Preregistered: Displays visitors who have been pre-
registered 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, select the Load button
to load the list. You may check off 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, uncheck the Always Load option.

You can type the * character to match any number of characters and the ?
character to match any single character.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 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.
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5.8 Finding a specific visitor

Finding a specific visitor

To find a visitor choose Visitor= Lookup=>» Last name from the menu.

‘y Lookup on Yizitor's Last Hame

Wigibar's Laszt Mame

Azhton

r'ou may twpe anp characters bo search on. You
mat uge ® anddor 7 in pour searches. Yol may
zelect ary item from the list o begin your search
ztring,

Azhton o

Avilla

Bames

Bradbury

Budd

DeGlopper

Diucker

Fom

Haousztan

x|

Howard &

4 ™ Alwaps Load

You can select any employee last name from the list (if no list is present, click the
Load button to load the list of visitors). Or, you can type a pattern. For example,
typing S* would look up visitors whose last names begin with the letter S. Typing

Then click OK.
5.9 Finding preregistered visitors

Finding pre-registered visitors

There are many lookups for pre-registered visitors: today's pre-registered visitors, all
pre-registered visitors, by date, by employee, by department, and by company.

The following example shows how to find all pre-registered visitors and pre-

registered visitors for a particular date quickly:

1. Choose Visitor<>Lookup=>Preregistered Visitors. The list of all pre-
registered visitors appears in the grid view and the form view.

2. To find pre-registered visitors for a particular date, choose Visitor=>Lookup=>
Preregistered date. You will see a window that allows you to select the arrival

date and location for pre-registered visitors.
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1% Lookup Preregistered Visitors

Arrival D ate

amve On: 1043172008 -

Site
Site | Headquarters j
[ Al Sites
I e |

3. Select the arrival date for which you want to see the pre-registered visitors.

4. Select the site for which you want to see the pre-registered visitors. You can
either select a single site or you can put a checkmark in the All Sites box to see
visitors for all locations.

5. Click OK. The visitor views show only the pre-registered visitors you selected.

5.10 Sorting visitor records

Sorting visitor records

You may sort the current lookup of the visitor records by:

Check In Time Category

Check Out Time  Clearance

Last Name Custom ID
First Name Valid From
Company Valid to
Title In Station
Employee Out Station
Reason

To sort by, follow these steps:

1. With any visitor view active, choose Visitor=>Sort by from the menu
and choose the desired sort from the menu. A checkmark indicates which
sort is currently selected.

2. The visitors shown in the visitor views will be listed in the order you
selected.

© 2009 -2012



210 EasyLobby SVM Online Help and Manual

Note: The Sort by will sort the current Lookup of the visitor records. This means
that if you had previously looked up all pre-registered visitors, the Sort by last name
would sort the list of pre-registered visitors by last name. To sort all visitors by last
name, do a Lookup all visitors and then sort by last name.

5.11 Reasons for a Visit

Reasons for a visit

The Reason Log contains information about reasons for visits by visitors. You can add
and edit reasons using the Reason Log window. Reasons you add in the Reason Log
window will be included in the Reason pull-down list in the visitor views. To delete
reasons contact your EasyLobby System Administrator or manager.

To open the Reason Log, use any of these methods:

m Choose Edit=» Reason.

m Double-click on the Reason field in a single-visitor view.

Afternoon Tea reasan properties
Sales Call Fieasan
Service Call Type |F|ea$on ﬂ
Interview
Conference Code |
Start Drate | O ;l:ll
End Date ||— =
Sitez
=1 [#] &ll Sites
Headquarters [10]
West Coast [20)
tove Up ‘ Mowve Down | Sort |
Inzert | Delete ‘ Cloze |

5.12 Adding reasons for visits

Adding Reasons

Note: Only EasyLobby Administrators and managers can add new reasons.

To add a new reason or event, follow these steps:
1. To open the Reasons:
B Choose Edit=» Reason.

m Double-click on the Reason field in a single-visitor view.
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Afternoon Tea reason properties
Sales Call Rieason
Service Call Type |F|ea$on ﬂ
Interview
Conference Code |
Start Date | O =
End Date ||— =
Sitez
] All Sitex
Headquarters [10]
WWest Coast [20)
Move Up ‘ Mowve Down | Sort |
Inzert | Delete ‘ Cloze |

In the Reason Log, click Insert.
In the Reason field, type the reason for the visit or the name of the event.

In the Type field, 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 or small meeting or a personal visit.

Type in a Code if your reasons are coded, if not you may leave this field
blank.

To enter a date, select the check mark box to enter a date. 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.

Choose a site, sites, or all sites.

You can use the Move Up, Move Down, and Sort buttons to change the
order of the reasons.

Changes to the Reason Log are saved automatically. You do not need to do anything

to save your changes.

5.13 Finding reasons

Finding Reasons
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Looking up visitor records by Reason

To do a lookup to see a desired selection of visitors by Reason, follow these steps:

1. With any visitor view active, choose Visitor=» Lookup from the menu and then
choose the By Reason lookup from the menu. A checkmark indicates which
lookup is currently selected.

= By Reason: Asks you for a reason or event to look up.

© x|
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zelect any item from the lizt to begin pour search Interview

gring. maryFeazonzFeasar

ranyReazonzHeasar
manyFReazonzFeasar
manyR eazonzHeasar
Meeting

1]4 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. If there is no list to the right, select the Load button
to load the list. You may 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, uncheck the Always Load option.

You can type the * character to match any number of characters and the ?
character to match any single character. 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.

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.

5.14 Employees Visited

Employees visited

The employee log contains information about your employees. EasyLobby provides
two ways to view employee information—the Grid view and the Employee Form
View.
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5.15 The Employee Grid View

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 selecting Employee from the
menu and then Sort by. You can search for specific visitors on the Grid view by
selecting Employee from the menu and then Lookup.

To open the Employee Grid View, use either of these methods:

m Click the E (Employee Grid View) button in the toolbar.

B Choose Employee= Grid View from the menu.

Employee Grid

Employee Information

I 7 Y e — -

Bennel Tom E17-555-5434 101 B17-665-1234 10 Sales Rep Tomlones{@ez. com 100
Diane E17-555-1234 107 107 ‘West Coast Sales Mz DianeCorcoran(@ez. com
I atthew [617] 454-6181 8-884-54737961: | 01111 Director of Corporate | mdinsmore@mck. com 117
D avid ddruckerEdomanisoft. com 591
Fobert [617] 476-8000 [E17] 476-8230 Chief Admrinistrative | bobei@corp.logica.com 32t
Sal E17-655-1234 110 110 Sales Rep SalGraceffa@ez com
Melzon F 17 620.7555 83 746 1.7070 wvice PresidentT echin | nelsoni@ivoxeo. com E7
Tony E17-555-1234 112 112 Mid‘west Sales TonyKawasakizez. com
Fialph E17-555-1234 106 108 Production Manager | Ralpht azoni@ez. com
Faul E17-655-1234 113 113 Databaze Engineer | PaulMoriartpiziez. com
Lavern E17-555-1234 108 108 WP Development LarvenPerroned@ez. com
Martha B17-585-1234 118 118 Sales Re MarthaR ainerEiez. com
Sam E17-655-1234 120 120 Sales Rep Sam$ alest@ez.com
K.evin E17-6551234 102  B17551234 102 Chief Engineer FevinsmallEez. com 23
D avid E17-655-1234  |105 105 Prezident D avidStrongi@ez. com
Jo 555-45395 114 114 Sales Rep JoSummers{@ez.com
Lari E17-555-1234 |115 115 b anager LoniS wartz{@ez. com
tarcia E17-555-1234  |104 104 East Coast Rep MarciaThompson(@ez.com
At E17-655-1234  |109 103 Buyer Aty ahie@ez. com
Rita E17-555-1234 | 117 117 S04 RitsYandenburg@ez.com
Linda E17-655-1234 |11 111 Engineer Linda'Wedge@ez. com
Lala E17-655-1234 119 119 M anager Lolatrigley f

»
1 of 25 [Active Emplovees [Sorted By Last Mame ASC)]
Tnisativ awlnpass ave showss in vad. Export to Excel Reset Theme HNew ‘ Delete
play

5.16 The Employee Form View

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 kept on the bottom half of the screen.

EasyLobby SVM 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:

m Click the H' (Employee Form View) button in the toolbar.

B Choose Employee= Form View.

m Double-click on the Employee field in a single-visitor view.
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Employee Log

Bennet, Tom [~ Inactive
First Name |Tom Last Mame |Bennst
Title |Sales Rep Murnber [1
Email ||Tomlones@ez com Fhone 6176555424 Ext|101
Site | 101 - Main Street v| Depaitmert |Sales -]
Categomy | j Group |East Coast Floor |
Compary |Eag_|r||_c|bb_|r|J Ihe., j Building | foice|

] Photos] Azzociates .t’-‘«uthorizatic-n] .t’-‘«ut-:rnobile] Customlnfo]

Address 100 Main Steat Home Phane |617-6565-1234
| Fager |517-555-1234
City |Kenny Cell Phone |E17-555-1234
State [pa, Zip {01100 Fa |
Region |East Cauntry |54 Wigh Site |, ez.com
Date of Birth | Id Number |
Emergency Contact
Name |Tom's Boss Fhone |617-555-5434 ext |31
Check In Frint Eadge | ‘iew Badge Hew ‘ Delete ‘ | LCloze ‘

4] 4 1 of 25 [Active Emplovess [Sorted By Last Mame 45C]] 04|43 |24 | » H]
5.17 Finding employees

Finding Employees

The Employee=>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:

All Employees: Displays all employees.

Active Employees: Displays only active employees.
Inactive Employees: Displays only inactive employees.
Last name: Asks you for a specific employee’s last name.
Department: Asks for a specific department.

Title: Asks for a specific title.

Site: Asks you to choose a specific site.

Company: Asks you to choose a specific company.
Category: Asks you to choose a specific category.
Number: Asks for a specific employee number.

User Defined: Asks you to define the full or partial text to look up and
which user defined fields.

Auto Fields: Asks you to define the full or partial text to look up and
which user auto (vehicle) fields.

When a selection lookup is done on the Employee Log, the ﬂ traffic signal
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icon appears next to the Employee field or column in all visitor views. If
you place the mouse cursor over the traffic signal icon for a second, you will
see a description of the current lookup.

The Employee=>Sort by menu functions similarly to the Sort by menu for
visitors. A check mark indicates which sort is currently selected. The options in this
menu are:

Last name: Alphabetizes records by the last name of the employee.
First name: Alphabetizes records by the first name of the employee.
Title: Sorts employees by their title.

Department: Sorts employees by their department.

Employee Number: Sorts employees by their employee number.
Company: Sorts employees by their company.

Site: Sorts employees by their sites.

Category: Sorts employees by their category.

5.18 Adding employees

Adding Employees

Note: Only EasyLobby Administrators and managers can add new employees.

Add new employees by clicking New from the employee view or by importing
employee records. New Employees cannot be added by typing in a visitor or package
view.To add a new employee, follow these steps:

1. Open the Employee View and click New. To open an Employee View, select File
= Employee, or double-click on an employee record in the Grid View.
2. Type in the first and last name of the employee.

3. Type in 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.

5.19 Adding employees via scanning

Adding Employees via scanning
To add a new employee by scanning their information, follow these steps:
1. Open the Employee View. To open an Employee View, select File=» Employee,

or double-click on an employee record in the Grid View.

2. Select Employee=> Scan to Create Employee, from the menu. A check
mark appears 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 photo’s) will be included in the
employee record.
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4. Type in 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.

5.20 Marking an Employee as Inactive

Marking an employee as inactive

To mark an employee as inactive, find the record for the employee and put a check
mark in the box marked “Inactive” on the Employee View.

Inactive employees are shown in red on the Employee Grid View.

5.21 Adding an employee to the watch list

Adding 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 detail or
grid views, or from a visitor record (double-click the employee field to bring up
the employee Form View).

2. Choose Employee=» Add to Watch List from the menu.
3. The Watch List appears with the current employee record displaying.
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4. Change any information, and add special instructions if desired.

5.22 Deleting employees

Deleting Employees

To delete an employee record, find the record for the employee and click the Delete
button on the Employee View.

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.

= Choose to Archive the employee record and all the visitors for that employee.
This file can be kept with the employee’s permanent records.

= Lookup all the visitor’s for that employee, then delete the visitors. Once all

the visitors that reference that employee are removed, then you may delete
the employee.
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6 Logging Visitors

Chapter 6: Logging visitors

6.1 Logging Visitors

Logging Visitors
The typical steps for logging a visitor are as follows:

1. Capture the visitor’s information by:
- Manually typing
- Scanning a business card
- Reading a driver’s license

Capture the visitor’s photo and/or signature (optional).
Check in a visitor and print their badge.
Notify the employee being visited.

A

Check out a visitor when they leave.

6.2 Adding a new visitor record manually

Adding a new visitor manually
To manually add a New Visitor for a person who has never visited before:

Open a New Visitor view with any of these methods:

= Click the il (New Visitor) button in the toolbar.

Mew
= (Click the New button = in the visitor or grid view.

= Choose Visitor=» New Visitor from the menu.

= Right-click on the background of any visitor view. In the pop-up menu,
choose New Visitor.

= Press Alt + N.

= Press the F2 function key shortcut to add a record with a single
keystroke.

All the fields in the visitor log are blank in the new record.

1. Enter the visitor’s first name, last name, title, and company.
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Select the type of visitor in the Category field.
Select the reason for the visit in the Reason field.

Select the name of the employee being visited in the Employee field.

ok W

Enter any additional information required by your company’s
procedures.

To save the information on a visitor record before checking in/printing a badge,
select the Save button.

6.3 Copy avisitor

Copy a visitor

To Copy a Visitor Record, find a prior record for this visitor. A quick way to do
this is to use the Grid view to find and select a row with the visitor's name. Other
ways to find visitors are described in "Finding a visitor record".

Once you have selected a prior record for the returning visitor:

= Choose Visitor= Copy Visitor from the menu.

The check in and out information and the fields on the Badge tab in the Form View
are blank in the new record; all other fields are filled in. Make any necessary
changes to the existing information.

Enter any additional information required by your company’s procedures.

6.4 Adding areturning visitor

Adding a returning visitor
To add a Returning Visitor:

1. Open a Returning Visitor view with any of these methods:

= Click the *& (Returning Visitor) button in the toolbar.

= Choose Visitor<»Returning Visitor from the menu.

= Right-click on the background of any visitor view. In the pop-up menu,
choose Returning Visitor.

= Press the F3 function shortcut key to add a record with a single
keystroke.

2. The Returning Visitor window appears. Enter the desired visitor, and click
the Find button.
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= Returning Visitor E]@E]

Enter a full ar partial value in the following fields and click Find

Last MName |
First Marne |
Company |
Toe |

Then select a returning wisitor fram the list and click OF

Firzt Mame | Lazt Mame | Company | Title |

Lazt izt

ok 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.
Choose the desired visitor and the OK button.

| Returning Visitor

Enter a full or partial walue in the following fields and click Find

Lazt Mame |nan:|i

First Mame |

Compary |

Title | Ll |

Then zelect a returming wvigitar from the ligt and click OF

Firzt Mame Lazt Mame

Last Visit
3-0ct-03

0k LCancel

4. A visitor record is created for the visitor. Enter or change any information
required by your company’s procedures and process as normal.
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6.5 Adding avisitor from the same company

Adding a visitor from the same company

To add a Visitor From The Same Company when a group of visitors from the same
company arrives together:

1. Check in the first person via New Visitor or Returning Visitor.

2. Once you have checked in the first visitor from the same company, open a
Visitor from the Same Company view with any of these methods:

» Click the H* (Visitor from Same Company) button in the toolbar.

= Choose Visitor=> Visitor from Same Company from the menu.

» Right-click on the background of any visitor view. In the pop-up menu,
choose Visitor from Same Company.

» Press the F4 function shortcut key 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.

4. Enter any additional information required by your company’s procedures.

5. Repeat this process for all visitors from the same company.

6.6 Adding avisit by an employee

Adding a visit by an employee
To add a visit by an employee:

1. Choose Visitor=»Visit by an employee from the menu. The Visit by
Employee window appears. Enter the desired employee, and click the Find
button.
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. Visit by Employee

Enter a full or partial walue in the following fields and click Find

Last Mame f

First M ame |

Mumber |

=10l x|

Then zelect a name from the lizt and click Ok

FirztH ame | Lazttame | Murnber | Compariy

2. Employees matching the information are displayed in the list on the bottom
of the window, as well as a photo, if available, and the employee number.

Choose the desired employee and the OK button.

i, Visit by Employee

Enter a full or partial walue in the follawing fields and click Find

Lazt Mame |.-’-'-.st|:|n

Firzt Mame |
Murmber I

=10l x|

Then zelect a name from the lizt and click Ok

] 4 LCancel |

1] | »

Sally Aston
103

3. A visitor record is created for the employee. Enter or change any
information required by your company’s procedures and process as normal.
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6.7 Adding a new visitor by scanning a business card

Adding a new visitor by scanning a business card

There are two scanners that can scan a business card.

To Scan a business card with the ScanShell (800 or 1000):

1. Simply place the business card face down 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.

To scan a business card with the Corex CardScan, follow these steps:

1.

Insert the visitor's business card face up into the CardScan device. If you have
the Auto-Scan Card feature enabled, the machine automatically detects the card
and begins scanning. The information from the card is placed automatically into
the visitor view.

If Auto-Scan is not enabled, Add a New Visitor by Scanning a Business
Card with any of these methods:

= Click the (Scan a Business Card) button in the toolbar.
= Choose Visitor= Scan Card from the menu.

= Right-click on the background of any visitor view. In the pop-up menu,
choose Scan a Business Card.

If you have the Capture Card Image feature enabled, the card image will be
copied into the visitor’s photo. Note: Your administrator can set up EasyLobby
to automatically record a visit by scanning a card.

If the card is difficult for the scanner to read, some information may be
incorrect. Correct any information that may have been scanned incorrectly. The
following types of business cards are difficult for the card scanner to read:

¢ Printed on dark or speckled paper

e Printed diagonally

¢ Printed both horizontally and vertically
e Uses script or stylized fonts

¢ Contain text within a logo
Select the type of visitor in the Category field.

Select the reason for the visit in the Reason field.
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4. Select the name of the employee being visited in the Employee field.

5. Enter any additional information required by your company’s procedures.

6.8 Adding a new visitor by reading a driver’s license

Adding a new visitor by scanning or reading a driver’s license

To add a New Visitor by Scanning or Reading a Driver’s License:

There are two driver’s license devices: ScanShell, and Intelli-Check.
ScanShell

1. Insert the visitor's driver’s license with the top of the license head first into the
ScanShell device. The license will automatically feed into the scanner. If the
license is not placed into the scanner with the top of the license head first, face
down, the scanner will scan the license as if it was a business card, adding the
information it can recognize to the record.

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.

2. Select the type of visitor in the Category field.
3. Select the reason for the visit in the Reason field.
4. Select the name of the employee being visited in the Employee field.

5. Enter any additional information required by your company’s procedures.

Intelli-Check

2D Barcode License: Place the driver’s license under the scanning device on the
left side of the Intelli-Check. The license will automatically scan.

Magnetic Stripe License: Swipe the driver’s license through the slot in the middle
of the Intelli-Check.

Note: When you add a new visitor, the login name of the current user is added to the operator
field.

6.9 Merge Card/ID data

Merge Card/ID data

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 the i‘ Merge data button in the toolbar or choose Visitor=> Merge
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Card/ID data from the menu. The Iil Merge data button is added 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 wasn’t 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.

6.10 Business card or driver’s license scan matches Pre-registered
visitor prompt

Business card or driver’s license scan matches Pre-registered
visitor prompt

If the Enable pre-authorized visitor match on business card or license scan security
option 1s selected, when you scan a business card or driver’s license and the last

name matches a visitor who is pre-registered, you will be prompted that the visitor
1s on the list. The Preregistered Match window appears and you may select the pre-
registered visitor, create a new visitor, or cancel the check in.

Note: The visitor’s information will be updated with the information from the
business card or driver’s license.

wi. Preregistered Yisitor Match -0l =]

This vizitor matches an existing preregistration. You
may zelect a match from the lizt below or create a
new vizitor record.

Firzt Mame |F|iza|

Lazt Mame IMarquez

Caompary |Lam Research Corporation

Title |Manager Emploves Information Systems

Employee I

Fleasonl

Preregistered for 1£20/2003

‘ Select Prereqistered Visitor I

Create Mew Yisitor | Cancel Check In |

[« 1af1 » ]
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6.11 Visitor is not pre-registered prompt

6.12 Capturing

Visitor is not pre-registered prompt

Capturing

If the Warn operator if visitor is not pre-authorized security option is selected, when
you scan a business card or driver’s license and the visitor is not pre-registered, you
will be prompted that the visitor is not pre-registered. The No Preregistered Visitor
Match window appears and you may select to create a new visitor, or cancel the
check in.

Mo Preregistered Visitor Match x|

Thisz wisitar iz not preregistered. Do you want to create a new vizitor record?

0k I Cancel

Visitor Photos

Visitor Photos

EasyLobby SVM can capture photos of your visitors and store them in the visitor log,
print the photo on the badge, and show the photo on a visitor report.

Visitor photos can be loaded from and/or saved to disk, captured from a camera or
any input device, such as a scanner, or captured from the ScanShell device. The
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.

To capture a visitor’s picture:

1. On the Visitor Log - Form View, select the Photo tab.

2. Click the Take Photo button L
photo from a file.

4 to take a photo or to load a

3. The Photo Capture window appears.

gl Photo Capture ) x|

File Edit

s |
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= To take a photo, click the Capture Photo button.
= Toload a photo from a file, choose File=»Load from the menu.

4. Right Click and select Scan from CardScan or Scan from ScanShell to
take a photo of the identification by scanning the id.

5. The Place document window appears.

EasyLobby SVM X

Place document in Scanshell scanner

6. Place the business card or driver’s license in the scanner and click OK. The
card scans and it’s image displays as the photo.

6.13 Capturing Visitor Signatures

Capturing Visitor Signatures

EasyLobby SVM can capture the signatures of your visitors. Visitor signatures are
captured with a Topaz Signature Capture device.

To capture a visitor’s signature:

1. On the Visitor Log - Form View, select the Signature tab.

Get Sighature

2. Select the Get Signature button

3. The Signature Acquisition window appears.

Clear Cancel Decline

Have the visitor write their signature on the Topaz device, using the special
pen attached to the device.

As they do this, you will see their signature in the Signature Acquisition
window. Accept the signature and it will appear on the visitor record. You
can then select the document type that they are signing that they have read
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and agree with its terms (i.e. non-disclosure agreement).

6.14 Capturing Custom Information for a Visitor

Custom Information

EasyLobby SVM allows up to twenty-four fields of visitor information that is specific
to your company’s needs (e.g. license plate number, parking lot, etc.) This
information can be recorded on the Visitor Log Form View. Your EasyLobby System
Administrator or manager can change the names of these fields.

To enter desired visitor information:

1. On the Visitor Log— Form View, select the UD tab. The custom
information tabs are named by your EasyLobby System Administrator or
manager, so the label may not be UD. There may be only one, two, three, or
four tabs. Ask your EasyLobby System Administrator or manager if you are
uncertain about the custom fields.

2. Enter the desired information.

6.15 Visual Acceptance of Visitors

Visual Acceptance of Visitors

There may be visitors that are not allowed in your building. EasyLobby SVM has
different ways to check if a visitor is to be accepted.

Watch List: The Watch List allows you to keep a list of people not allowed in the
building, including their name, photograph, contact information, and special
instructions. The list also displays the number of times the person has been denied
entry and the corresponding dates.

To view the Watch List:
Only managers and administrators can view the Watch List.

1. Choose Visitor® Watch List... from the menu.
2. The Watch List appears.
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Whatch List l Frequent Wisitors ] M asirnurn Visitors ] Time-B aged ] Company W atch List ] Country Watch List ]

gr;‘:?ﬁicekle First Hame |Ralph Last Hame ,m
Guy, Bad
Johnston, Dann

Public, John
Smith, S ally
Wilzon, Billy

Delete Photo | Take Phato | Aliases Aliazes

Phone ’W Cell Phone ’7
Address |
|
City | State | Zip|
Coinkry ’LISAi Diate of Birth ’7
Licenze '7 E xpiration ’7
Category |Ex-Emponee j LCategaries

(s Always Enabled
(" Enable Between Dates

[Mar/ot /2008 ~[=] To [Mavotsz008 [

Special Instructions

Wizit Rejection History

New | Delete | Find | Count Dates ﬂ

Help LCloze

3. Click on the name on the left to view information for the person on the
watch list.

= Employee associated photos: 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.

= Watch List Photo thumb view: Clicking on the Photo Thumb
icon or selecting it from the menu shows a thumbnail view of the Watch
List photos and names.

= Photo thumb view: Selecting Photo Thumb from the File menu
shows a thumbnail view of photos with captions.

= These photos may be of people with a special relation to the company for
receptionists to be aware of. Examples are board members who may
require special attention or people who are a security risk to the
corporation.

This view may be multiple pages, so become familiar with the complete list. As
always in EasyLobby SVM just click on any photo to zoom full screen.

Administrators can add/subtract photos easily by copying the picture .BMP file
into the Thumbnail directory (program files\easylobby\SVM\thumbs). Create
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sub-directories off the Thumbnail directory and a caption with the sub-directory
name will be added to each picture.

6.16 Checking in a visitor
Checking in a visitor

After you have entered information about a visitor or found the record for a pre-
registered visitor, you check in the visitor. Checking in a visitor enters the current
time and date in the visitor log.

You can check a visitor in using any of these methods:
= Click the Check In button in your current visitor log view.
= Choose Visitor=>Check In from the menu.

= Right-click on the background of any visitor view. In the pop-up menu, choose
Check In.

Click the ﬁl (Check In) button on the toolbar.
= Press F6.

Click the Print Badge button in your current visitor log view. Printing a
badge for a visitor automatically checks in that visitor.

Check |
The il button enters the current date and time in this format:

Checked In IThursda_l,l, Mowember 07, 2002 at 4:45 PM

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 pre-registered this visitor typed a different location). To change this default
location, contact someone with manager or administrator access to EasyLobby.

6.17 Visitor already checked in prompt

Visitor already checked in prompt

If the On Check in, prompt if already checked in security option is selected, when
you check in a visitor and the first name, last name, and company match a visitor
who is already checked in, you will be 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 appears and you may check
out the previous check in, and/or cancel or proceed with the check in.
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. Previouz Check In Match

checked in.

=101 %]

Warning: this visitor matches a visitor who is currently

First Mame |&drienne

Last Mame |Mardi

Company [EZ Inc.
Phone |
Address |10 South Street

City IBDllings
State Im Zip |54323
- Country ||_|5 &
Checked In |4.-"4.-"2EIEI'I 12:10:00 P4 Cancel Check In |
Check Out |! Proceed with Check [n |
EIRT MEEEE
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6.18 Visitor matches an entry on the Access Control List Prompt

Visitor matches Watch List

If the On Check in, prompt if matches an entry on the Watch List security option is

selected, when you check in a visitor and the name matches a visitor who is on the
Watch List (i.e. unwelcome visitors), you will be prompted that the visitor is on the
list. The Watch List Match window appears and you may cancel or proceed with the

check in.

& Waich List Match (%
Notice: 'Nardi' has been found in the Watch List. Number of
matches = 1

First M ame I.-’-‘-.drienne Last Mame INardi
Aliazes
FPhone Phnnel
.-’-\ddlessl
|
City State| Zip |
Country Date of Birth I
License | E xpiration I
Category |\."IP
izt Fejection History . .
Special Instructions
Caunt = -
] Special guest - call July in the &
Dates | =l |executive suite when Adrienne E
:I
Allow Check In | Deny Check In | Cancel Check In |
M4 1af1 eI
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6.19 Visitor Alert Prompt

Visitor Alert

If you have an Alert set up, and a visitor satisfies the conditions of the alert, when
checked in, the alert displays for the visitor.

=

This is visit &5 for Adrienne Nardi since the
beginning of time.

Have vizitor complete questionnaire.

[ Dan't show this natification again for &drienne M ardi

0K to Proceed 'With Check In | [ Eanceal This Cheok in |

The alert tells you the number of visits and the timeframe, the
instructions, and the “don’t show the notice” for the visitor checkbox Gf
specified). You can either check the visitor in or cancel the check in
depending on what the instructions are for the alert.

Note, once the alert notification is turned off, it will never show again for
that visitor.

6.20 Multi-day check in and check out via barcode scan

Multi-day check in and check out via barcode scan

If the Enable multiple check ins within authorization period option is enabled, 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 will be
onsite 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.

You can also set to_Allow sequential check in with out 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 will be checked in or out automatically.

If you do not have a handheld barcode scanner, press F12 and manually type
the visitor’s Custom ID from their badge to check them in or out.
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Notes: To turn any of these features on or off or to change badge templates, contact your
EasyLobby System Administrator or manager.

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.

If you need to enter a check-in date and time other than the current date and time, contact your
EasyLobby system administrator or manager.

6.21 Printing a badge
Printing 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.

To print a single badge, follow these steps:
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 the EI (Print Badge) button in the toolbar.
= Choose Visitor=»Print Badge.

= Right-click on the background of any visitor view. In the pop-up menu, choose
Print Badge.

= Click the Print Badge button in the visitor view window.

= Press F8. If EasylLobby is set up to use a label printer when printing single
badges, the badge will print immediately.

If EasyLobby is set up to use a laser printer or an ink-jet printer, you will see the
Print Options window, which allows 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 on using the Print
Options window, see "Dealing with groups of visitors".

6.22 Sending email notification of a visit to an employee

Sending 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 employee
being visited. You can modify this message if you like 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 employee being visited 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
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and location will be automatically entered.

2. Click the El button in the toolbar or press F11. Your email program will
open with a message to the employee being visited. You can modify this
message if you like.

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.

6.23 Notification of a visit to an employee by auto dialer

Notification of a visit to an employee by auto dialer

You can use an auto dialer to automatically dial your telephone to call the employee
to let them know they have a visitor or package.

Simply click the auto dialer button Iil on the toolbar, it will dial the number, you
can then pick up the phone and speak with the employee.

6.24 Checking out a visitor

Checking out a visitor

When a visitor leaves, you check that visitor out. This enters the current time and
date in the visitor log. You can check a visitor out using any of these methods:

= Click the Check Out button in your current visitor log view.

= Choose Visitor=»Check Out.

= Right-click on the background of any visitor view. In the pop-up
menu, choose Check Out.

= Click the ﬁl (Check Out) button on the toolbar.

= Press F7.

Check Out . . .
The ;I button enters the current date and time in this format:

Checked Out |Friu:|a_l,l, Movember 03, 2002 &t 1:58 Pk

When you check a visitor out, 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.

If required by your visitor procedure, collect the badge from the visitor.
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Notes: There is one check out date and time for each visitor record. When someone
visits multiple times, you create a new record 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.

6.25 Quick Check Out

Quick Check Out

The check out process is 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 EasyLobby System Administrator or
manager.)

You can check a visitor out with Quick Out using any of these methods:
1. When the visitor returns from their visit, select the Quick Out button

Cuick Out

and the Quick Check Out dialog appears. Type in the Custom ID
number and press enter. The visitor record is automatically looked up and
checked out without disturbing your current work.

2. When the visitor returns from their visit, just press F12 and the Quick
Check Out dialog appears. Type in the Custom ID number and press enter.
The visitor record is automatically looked up and checked out without
disturbing your current work.

6.26 Barcode scanner checkout

Barcode scanner checkout

To automate the check out process, 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, just 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. Either
contact your EasyLobby System Administrator or manager or use the Barcode
Configuration appendix in this manual to configure the scanner.
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6.27 Check out with adriver's license

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 via a
driver’s license read.

6.28 Check out all visitors

Check out all

Check Out All 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.

To check out all visitors:
1. Choose Visitor= Check Out All...
2. The Check Out All window appears.

Apply ko
Site: | All Sites |

There are currently 49 visitors that are
not checked out. {All Sites)

Check Out Date/Time  [10/31/2008 | | 4:41:11 PM =

Check Out Al Cancel

This 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.

Check Out Al
3. Click the Check Out All button to proceed with the check

out. Or click the Cancel button to cancel the check out all.
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6.29 Pre-registering visitors

Pre-registering visitors

Pre-registering expected visitors speeds up the visitor check in process. When the
visitor arrives their information is already entered into EasyLobby SVM and a badge
is ready to print. The badge may also be pre-printed before their arrival.

To pre-register visitors with EasyLobby SVM:

1. Create a new visitor and enter the expected visitor’s information. Do not
check in or print a badge for the visitor.

Preregister

2. Select on the Pre-register button

3. The Pre-register Visitor screen appears.

m Preregister Visitor B@@

— Arrval D ate

Arive On: | Oct/31/2008 1200 4M ¥ [

— Departure Date

Departon: | 0ct/31/2008 11:59FM ¥ [+

—Site

Site I'IEI - Headauarters ;I

Pre-print | ok Cancel

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.

12 13 14 15 16 17 18

13 20 21 22 23 24 28
26 27 28 29 a0 1|
WA Today (O

Note: The date of arrival and check in location or arrival fields are updated on the
Badge tab in the Visitor Log — Form View.
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4. Select OK. The Visitor record will display that the visitor is authorized and the
dates in the status area.

Authorized for 4/20/2006 8:00 AM to 4/20/2006 7:00 PM Status: Preregistered

5.  You do not need to click Check In or Print Badge at this time. When the visitor
arrives, do a lookup on Pre-registered, locate the visitor and print a badge, which
will automatically check in the visitor.

If you need to print badges for pre-registered visitors ahead of their arrival, contact
your EasyLobby System Administrator or Manager to print the badges with a different
time and date or no time and date.

6.30 Dealing with groups of visitors

Dealing with groups 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:

=  Pre-register expected visitors. Encourage employees to inform you of expected
visitors so you can pre-register them. Also if your company uses EasyLobby
inAdvance or eAdvance, encourage employees to pre-register their visitors. You
can quickly find today's pre-registered visitors for your location doing a Visitor
= Lookup=»Preregistered from the menu.

= Print badges for pre-registered 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.

= If you have card scanning set up, scan the visitors' business cards to quickly
enter their information into EasyLobby.

= Ifyou are not using card scanning, enter the first visitor's information, then
press F4 to start a new visitor record with the same company information (if
visitors are from the same company).

» If your procedures permit, enter only information that will be printed on badges
before printing the badges. Then, you can enter additional contact information
from business cards after the visitors have entered.

= Ifyou 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:

Use a Reason that applies only to these visitors and not to any past visits. For
example, you might use "3/24/2003 sales meeting".

Click the Check In button 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 Reason that applies only to this group, choose Visitor=>
Lookup=>By Reason. In the Lookup on Reason/Event window, select the
reason you used for these visitors and click OK.If you checked in all the
visitors as you entered them, choose Visitor=»Sort by=>Check In Time.
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You can also look up pre-registered visitors by choosing Visitor=>Lookup
2> PreRegistered Visitors, or Pre-registered date, or Employee’s
pre-registered, or Department’s pre-registered to look up pre-
registered 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 on the first listed visitor in this group. While still
holding down the Shift key, click on the last listed visitor in the group. This
highlights all the visitors in the group.

4. Click the Print Badge button.

5. If you are using a label printer, EasyLobby prints the badges immediately
and you are finished with this procedure.If you are using a laser printer or
an ink-jet printer, you will see the Print Options window.

6. In the Print Options window, follow these steps to select a printer other
than the normal group printer:

b) In the Printer Choice window, click Select next to "printer page-
independent". (You can click the radio 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.)

¢) 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.

7. In the Print Options window, follow these steps to start printing on a label
other than the upper-left one on the page:

b) In the Choose Start Position window, click the label position of the
first label on the page.

c) Click OK.
8. Click Start Print in the Print Options window.

6.31 Deleting visitor records

Deleting visitor records

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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6.32 Adding visitors to the Watch List

Adding visitors to the Watch List

The Watch List highlights attention to visitors whether it is good attention or bad
attention. For example, whether the visitor is a VIP (such as a board member), or
someone not allowed in the building (such as a terminated employee or a stalker).

Only managers and administrators can add to the Watch List.

To 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. Choose Visitor=» Add Visitor to Watch List from the menu.
3. The Watch List appears with the current visitor record displaying.

- Alerts @

“watch List l Frequent ‘isitors ] I awimum Yisitors ] Time-B ased I Comparny Yatch List ] Country W atch List ]

EE‘:%‘;T;'E First Mame |Ralph Last Name |Mason
Guy, Bad
Johnston, D an

Public, Jahn
Smith, Sally
wilson, Billy

Delete Phota | Take Phata | Aliazes Aliazes

Phane W Cell Phonhe li
Address |
|
City State | Zip |
Country lusgi D ate of Bith ,7
License li E piration ’7
Category |Ex-EmpIo_l,lee ﬂ LCategories

v Always Enabled
(" Enablez Between Dates

[Mavotsz008 »f=] To [Mavoiszoos [

Special Instructions

Wizt Rejection Histary

Hew | Delete | Find | Count Dates j

Help LCloze

4. Change any information, load or delete the photo, and add special
instructions if desired.
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To add a non-visitor (i.e. stalker) to the Watch List:

1.

2
3.
4

5.

Choose Edit=» Alerts... from the menu.

Select the Watch List tab from the Alerts window.
Click the New button on the Watch List window.
A blank Watch List form appears.

¥ Aleris

x]

“whatch List 1 Frequent Visitars ] M axirnum Yisitors ] Time-B ased ] Company ‘watch List ] Country “/atch List I

Chan, Jackis B First Name Last Name

Doe, Jane

Gy, Bad
Johnztan, Danny
Mazon, Ralph
Public, John
Srnith. Sally
Wilzon, Billy

Delete Photo | Take Photo | Aliazes Aliazes
Phone Cell Phone

Address |

|

City ’7 State l— Zip l—

County| DateofBith [

Licenze '7 Expiration ’7
Category |Ex-Emponee j LCategories

(* Always Enabled
" Enable Between Dates

[Mavntizo0e v To [Mavotszooe [

Special Instiuctions

Wisit Rejection Histary

Mew | Delete | Find | Count Dates j

Help LCloze

Enter 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.

7 Using Self-Reg Mode

Chapter 7: Using self-registration mode
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7.1 Using Self-Registration Mode

Using Self-Registration Mode

EasyLobby SVM can be used in a mode where visitors enter their information or
swipe their business card or license, take their own picture, and print themselves
a badge by setting up a self-registration station. EasyLobby System
Administrators customize the self-registration choices for screen set-up, languages,
and hidden and required fields.

7.2  Starting self-registration mode

Starting in self-registration mode

To run EasyLobby on a self-registration station:
1. Open the Windows Start menu and choose Programs=>EasyLobby=> SVM.

2. Type the operator name and password for self-registration. This password gives
the self-registration station lower access privileges than an operator or novice
password. 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 and it 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.

7.3  Exiting self-registration mode

Exiting self-registration mode

To close the self-registration application, press the escape key and enter the password
for the self registration operator.

8 Package Management

Chapter 8: Package management
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8.1

8.2

Package Management

Package Management

A package management system is included with EasyLobby SVM. When a package
arrives at the front desk for an employee, 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 SVM includes two views of packages.
The views are:

&4 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.

Adding and Editing Packages

Adding and editing Packages

When a package arrives:

1.

Click New from either the package grid or Form View, or Package=»New Package
from the menu. The Packages window appears. Select the Package Info tab.

* Packages
Package Info ] Signature]
Employes | j Tracking # |
From | 4 Date |[[B/me/2008 v [
Quarkity 1 Type - Carrier - User Twa | j
Description | Stored At | |
In Station | Dperatar Custom d [P205
DOt Station | Operator
Check In || QuickOut | Finsbel | New | ciose |
Deliverad | iew Label | Delete | |
M4 Mew Package G B G

Select from the employee pull-down list the employee to whom the package is
addressed.

Type in the sender of the package in the “From” field.

If there is more than one item in this shipment, type in the number of items for
the package Quantity, a label can be printed for each package.

Complete the remaining package information as needed.
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6. The Custom ID is automatically set. The current user’s login name is
automatically entered in to the package operator field.

7. Click Print Label and the package will be checked in, and a label printed for
each package. If the auto-email feature is on and the employee has an email
address, an email notification of the package will automatically be sent to the
employee.

8.3 Notifying Employees of a package

Notifying Employees of their Package

You can send an email to the employee to let them know they have a visitor or
package.

Simply click the email button ﬂ on the toolbar, it will either send or format an
email to notify the employee.

You can use an auto dialer to automatically dial your telephone to call the employee
to let them know they have a visitor or package.

T
Simply click the auto dialer button & on the toolbar, it will dial the number, you
can then pick up the phone and speak with the employee.

8.4 Checking out Packages

Checking out Packages

When the package is delivered to the employee, you check out the package.

To manually check out a package press the Check Out button. The package record
will be 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 in the Custom ID from the package label and press
enter. The package will be 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.

8.5 Using Signatures with Packages

Using Signatures with Packages

To sign a package in or out:

1. Select the Signature tab on the Packages Window.
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2 Packages

Bennett, Tom

Package Info  Signature l MNotes ]

Get Signature

Signature Type

|F|eceived ﬂ

Deliverad
Tom Apart

Received |Friday, February 0B, 2009 at 2:32 PM

Huick Out | Frint Label | HNew | LCloze |
Delivered | | Yigw Label | Delete | |
M4 1 of 2 [Current Packages [Sorted By Received Time DESC)] aa[da | da | » M I
/f.»'»;_ ek

2. Select the Get Signature button L_S&tSensue

3. The Signature Acquisition window appears.

Clear Cancel Decline

Have the visitor write their signature on the Topaz device using the special pen
attached to it. As they sign, you will see their signature in the Signature

Acquisition window. Accept the signature and it appears on the visitor record.
You can then select the associated signature type.

8.6 Deleting Packages

Deleting package records

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.

© 2009 -2012



Package Management 247

8.7 Looking up Packages

Looking up package records

You can find specific package records using techniques similar to those you use to find
visitor records. The techniques for finding records are:

= Use a lookup in the Package=Lookup menu to see packages with a
particular last name or in a particular department.

= Use a sort by in the Package=»Sort By menu to sort records by
received time, delivered time, last name, first name, in location, or
stored location.

=  Search with the Find window (binocular find).

8.8 Package Grid view

Package Grid View

The Package Grid view 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:
= Resize window: Drag the edge of the Grid view window to make
the window bigger or smaller.

= 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.

= 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 the
Reset Theme button on the Grid View to restore the default
Grid settings.
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8.9

ackage Grid View

[ [[_Gheok in | Chosk o [Guanity | Employos —[[Cumom > | Swod At |
5

3/05/08 11:55 am
@ 03/03/06 05:56 pm
03/09/06 D5:54 prn

@ 03/09/06 05:44 pm
03/09/06 10:41 am

@ 09/03/05 06:15 pm
03/08/05 D6: 08 prn

@ 05/13/0412:24 pr
@ 03/15/01 10:00 prn
@ 05/15/01 10:00 pro
@ 03/15/01 0555 pr
@ 02/15/01 0359 pro

03/4158/01 0358 pm

1 of 22 [all Packages

1 Carcoran, Diane F204
03/09/06 05:56 pm 1 Drucker, David F158 Front Desk
03/09/06 05:54 pm 2 Drucker, David F157 Storage
03/09/06 05:54 pm 1 Drucker, David F15E Storage
03/09/06 10:42 am 1 Dinsmore, M atthew P155 Frant Door
03/03/06 10:32 am 1 Eubarik, Robert F154 Front Desk
09/08/05 06:09 pm 1 Corcoran, Diane F150
05/13/04 12:24 pm 1 Corcoran, Diane F113
05/13/04 09:56 am 1 Summers, Jo F112
10/18/04 03:48 am 1 P110 Front Desk
03418401 09:59 pm 1 Strong, David F105 Front Desk
09/08/05 06:07 pm 1 Small. Kevin P10E Front Desk
09409405 12:40 pm 1 Mazon, Ralph 1049 Storage
i Exportto Excel il Resst Theme Guick Out ‘ New ‘ Check Out ‘ Frint Badge

Barbecue Worl
LLBean
Mother

LL Bean
Memary Inc
LLBean
LLBean
LLBean

IRS

Main Office
South Side Mar

Frint Center =
3

Delete ‘

Adding and Editing Package Carriers

Adding and Editing Package Carriers

1.

Select Package= Carriers from the menu. The Edit Carriers window appears.

. Edit Carriers

Pigeon
FedEx
UPs

U5 Postal Service

b ovwe Down |

Name

\DHL
Sites
- Al Sites
Headquarters [10]
West Coast [20)

Sart

Delete |

Cloze

Carrier.

Select the Insert button to create a new Carrier.

Type in a descriptive name for the Carrier.

Select the Close Button when finished adding or editing Carrier.

Use the Move Up, Move Down, or Sort buttons to change the order of the
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8.10 Deleting Package Carriers

Deleting Package Carriers

1. Select Package= Carriers from the menu. The Edit Carriers window appears.
Select the

. Edit Carriers

US Postal Service Sitez

= All Sites
Headquarters [10)
“West Coast [20]

kove Down | Sart

Ingert Delete | Cloze

2. Delete button to delete a carrier.

3. Select the Close Button when finished deleting Carriers.
8.11 Adding and Editing Package Stored at locations

Adding and Editing Package Stored at Locations

1. Select Package>Stored At from the menu. The Edit Stored At window
appears.
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5.

w. Edit Stored At

x]

EE

Storage Boom

|Freezer Room

Sites

=[] Al Sites
Headquarters [10)
[ '#est Caast (20]

tove Lp | ke Down | Sart

Ingert | Delete | Cloze

Select the Insert button to create a new Stored At Location.
Type in a descriptive name for the Stored At Location.

Use the Move Up, Move Down, or Sort buttons to change the order of the
Locations.

Select the Close Button when finished adding or editing Locations.

8.12 Deleting Package Stored at locations

Deleting Package Stored At Locations

1.

Select Package=»Stored At from the menu. The Edit Stored At window
appears.
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w. Edit Stored At
e

Storage Boom

x]

|Freezer Room

Sites

=[] Al Sites
Headquarters [10)
[ '#est Caast (20]

tove Lp | ke Down | Sart

Ingert | Delete | Cloze

2. Select the Delete button to delete a location.
3. Select the Close Button when finished deleting Stored At Locations.

8.13 Adding and Editing Package Types

Adding and Editing Package Types

1. Select Package>»Package Types from the menu. The Edit Package Types
window appears.

Hew Packagelype Narme
Box
Letter |New PackageType
Sites
= All Sitez

Headquarters [10]
wWest Coast [20]

kowve Down | Sart

Ingert Delete | Cloze

2. Select the Insert button to create a new Package Type.
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3. Type in a descriptive name for the Package Type.

4. Use the Move Up, Move Down, or Sort buttons to change the order of the

Package Types.

5. Select the Close Button when finished adding or editing Package Types.

8.14 DeletingPackage Types

Deleting Package Types

1. Select Package=» Package Types from the menu. The Edit Package Types
window appears.

| Edit Package Types @

Box
Letter

kove Down |

MNew PackageType

Sart

gt

Delete |

Cloze

Mame

|New

Sites

PackageType

All Sites
Headguarters [10)
“West Coast [20]

2. Select the Delete button to delete a Package Type.

3. Select the Close Button when finished deleting Package Types.

9 Asset Management

Chapter 9: Asset management
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9.1 Asset Management

Asset Management

An Asset management system is included with EasyLobby SVM. When an asset is
removed 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 SVM includes two views of assets. The
views are:

‘:B Form view: Shows asset information in a form view.

ﬁ Grid view: Lets you view all assets 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.

9.2 Adding and Editing Assets
Adding and Editing Assets

You must first create the asset to be loaned out:

1. Click New from either the asset grid or Form View, or Asset=>Edit Assets
from the menu. The Assets window appears. Select the New button to create an
asset.

=¥ Asset |z|

Azzet

Name [EEIREE
Dell Inspiron Laptop
Laptop Number [12345678
Hew Asset
Mokia Cell Phone Typz [Laptop |
Dszcilloscope
Pager

Wave Analyzer

Description |Roberts laptop

Custom |d [4PD0S0ES
Site |4 Sites |

Restriction Lewvel |,-'.‘.,n_|,J AMD Ermployes j
Categary |
i i
Bew ‘ Lelete | Eind ‘ View Tag Erint Tag LClose
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2
3.
4
5

9.3 Asset Loans

Type in a descriptive name for the Asset.
Complete the remaining asset information as needed.
The Custom ID is automatically set.

If desired, click Print Tag to print an asset tag to adhere to the asset.

Assets Loans

When an asset is removed from the facility:

1.

Click New from either the asset grid or Form View, or Asset=»New Asset Loan
from the menu. The Asset Loan window appears.

=¥ Asset Loan

Azzet Info l Signature ]

Azset | =l Emplayes | |
Due Date | [} ;lj
Custom |
Date m
Loan Station li Operatar ’7
Feturn Statian ’7 Operatar ,7

Loan [ Wiew Label | Mew | Cloze |

Fieturned | Buick Out Prirt Label | Delete | |
] 4 Mew Asset g | [ | M

Select the asset to be loaned from the Asset pull-down list.

Select the employee who is checking out the asset from the employee pull-down
list.

To specify a Due Date, place a check mark in the box in 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.

Complete the remaining information as needed.

Click Print Label and the asset will be loaned out, and a label printed for the
asset loan. Or select the Loan button to loan the asset out without printing a
label for the asset.

If you select an asset that has already been loaned, the Asset is currently on loan
window displays and you have the option to return the asset, return and re-loan
the asset, or cancel the loan.
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m| Asset is cunrently on loan

Asset was loaned to David Strong on 3/6/2007 4:04:26
FM and has not yet been returned

Beturmn

Return / Loan

Cancel

Mark the previous aszet loan returned

Mark previous loan returnied and mark current loaned

Cancel the operation

9.4 Returning Assets

Returning Assets

When the asset is returned by the employee, you return the asset.

255

To manually return an asset, press the Returned button. The asset record will be
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, just press F12 to show the Quick
Check Out dialog. Type in the Custom ID from the asset label and press enter. The
asset will be 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, just scan the barcode on the label and
the asset will automatically marked as returned.

9.5 Using Signatures with Assets

Using Signatures with Assets

To sign an asset out or in:

1. Select the Signature tab.
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9.6

a4 Assets

Bennet, Tom

Beret lmfo Sigraluee I

it |

Get Signature

Signabre Typa
|Ernuu:ura-a Feleaze ﬂ

Erplopae Feleas

Check Out  [wedresday, Febueny 08, 2006 o 11:59 45 Piinil Labe| | Wiew Lsbe| |
Betured || Guick Out bew | Do |
W] 4] 1 cé 2 [Tocday's Assets {Seeterd By Checked Ot Tl i » | m|

2. Select the Get Signature button

et

Giek Signabuie

3. The Signature Acquisition window appears.

Clear Cancel Decline

4. Have the employee write their signature on the Topaz device using the special

pen attached to it. As they sign, you will see their signature in the Signature
Acquisition window. Accept the signature and it appears on the asset record.
You can then select the associated signature type.

Deleting Asset Records

Deleting asset records

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.
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9.7 Looking up Asset Records
Looking up asset records

You can find specific asset records using techniques similar to those you use to find
visitor records. The techniques for finding records are:

= Use a lookup in the Asset=»Lookup menu to see assets with a
particular last name or in a particular department. 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.

=  Search with the Find window (binocular find).

9.8 Asset Grid View
Asset Grid View

The Asset Grid view 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:

= Resize window: Drag the edge of the Grid view window to make
the window bigger or smaller.

= 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.

= 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 the
Reset Theme button on the Grid View to restore the default
Grid settings.
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=¥ Asset Loan Grid View Iil\Elfﬁl

I = =S N [T

03/08/08 05:0 prn Laptop 9015819817 Eubark, Robert Al1E L

. 03/08/08 0506 pm AMD Laptop 12345678 Drucker, David 4PO0SORE | L

K I
1 of 2 [Today's Assets [Sorted By Loaned Time]]

;’F\eset Theme | Print Grid | | Print Label | Hew |

Guick Dut | Ezport to Excel | BRetun | WView Label | Delete |

10 Lost and Found

Chapter 10: Lost and Found

10.1 Lostand Found

Lost and Found

A Lost and Found system is included with EasyLobby SVM. When an item is found,
you can enter it's 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 SVM includes two views of items. The views are:

Form view: Shows Lost and Found item information 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.

10.2 Adding and Editing a Lost and Found Items
Adding and editing Lost and Found Items

When you find a lost item:

1. Click New from either the Lost and Found grid or form view, or Lost and Found=>
New Found Item from the menu. The Lost and Found window appears. Select
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the Lost and Found Info tab.

Lost and Found ltem Info l Signature

Name || ostéindFound 1986

Tvpe [{6CEAD2B3-7519-4CCE-9D98-51 01 6ABB33CE}

Description [Heflo w/orld

Found by |Jos Employee

Claimed by |
Claimer Type | j
In Station | Operatar
Out Station | Operator

E

AE3)

Found |M onday, April 20, 2003 &t 11:13 AM

Check Out |

Guick Out | Hew | LCloze |

Delete | Save |

W]

3 of 2019 [All [Sorted By Date/Time Found DESC)]

sl [ [ o ]|

2. Enter information about the found item.

3. If desired, click on the camera icon to take a picture of the item (requires that a
web camera is connected to the computer).

4. Click the Found button to record the day and time the item was found.

10.3 Looking Up Lost and Found Items

Looking up Lost and Found records

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:

= Today

=  Current

= By date range

= Al

= Search to specify text or fields

10.4 Lostand Found Grid View

Lost and Found Grid View

The Lost and Found Grid view 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
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visitor logs. Dynamic Updates refresh the grid view automatically.

You can control the appearance and organization of the Grid view in the following
ways:

= Resize window: Drag the edge of the Grid view window to make the
window bigger or smaller.

= 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.

= 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 the Reset Theme button on
the Grid View to restore the default Grid settings.

i Lost and Found Grid View

([ FoudTime | Comed e | Fome [ Fomdty [ Camodiy

)}, 04/20/0911:13 am | 044214091252 pm | LostAndFound1 333 | Jos Employes
|:| | 04/20/0811:13 am | 04/21/09 1253 pm | LosténdFound]396 | Joe Employee

IR A 04720409 11:13 am LosténdFound! 385 | Jos Employee
[ | 04/20/09 11:13 am LosténdFound1990 | Joe Employee
[ < 04/20/09 11:13 am LosttndFound1983 | Jos Emplayee
[ <~ 04/20/09 11:13 am LostAndFound! 385 | Jos Emplayee
[ < 04/20/09 11:13 am LostAndFaund2000 | Jos Employee
10442008 1113 am | natbndFrnd1979  Llne Franlnuees M
4 4
3 of 2019 [& [Sorted By D ated Tirme Found DESC)) Print Grid | Check Out | New |
Riefresh ‘ Buick Out | Expart to Excel Delete ‘

10.5 Checking out a Lost and Found Item
Checking out Lost and Found Items

When the item is recovered by it's owner, you check out the Lost and Found item.

To manually check out the item press the Check Out button on the Lost and Found
item form. The item record will be time-stamped with the claimed information.
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i
Lozt and Found Item Infa l Signature
Mame || ostAndFound1986 @
Twpe [{BCEANZES-7519-4CCE-9095-510168BE 3308} Rl
Description [Hello tworld
Found by |Joe Employes
Claimed by |
Claimer Type | ﬂ
In Station | Operator
Ot Station | Operatar
Found [Monday, &pr 20, 2008 it 11:13 &M GuickOut | New | Cose |
Check Qut || Delete | Save |
4|4 2 of 2019 [All (Sorted By Date/Time Found DESC] g4 |43 |45 [ » M ]

10.6 Using Signatures with Lost and Found Items
Using Signatures with Lost and Found Items

To sign an item in or out:

1. Select the Signature tab on the Lost and Found Window.

# Lost and Found

Lost and Found Item Info Sighature

Get Signature

Sighature Type

|F0und By j

Picked Up By
Stolen

Faound |Thursda_l,J, July 24, 2003 at 2:39 P

Buick Out | MNew | Close
Check Qut | | Delete | Save
|« 1 of 2 [ [Sarted By Received Time DESC]] o4 | |34 | » |
_,f.._sa_ me
2. Select the Get Signature button LGt Siensue

3. The Signature Acquisition window appears.
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10.7

11

111

11.2

Clear Cancel Decline

4. Have the visitor write their signature on the Topaz device using the special pen
attached to it. As they sign, you will see their signature in the Signature
Acquisition window. Accept the signature and it appears on the visitor record.
You can then select the associated signature type.

Deleting Lost and Found Items
Deleting Lost and Found Items

Administrators and managers can delete any Lost and Found record by clicking Delete in a
Lost and Found view.

Using EasyLobby Reports

11

Chapter 11: Using EasyLobby Reports
Using EasyLobby Reports

Using EasyLobby Reports

The EasyLobby administrator or manager can run and create reports from
EasyLobby to analyze visitor traffic and other data tracked by EasyLobby.

You can report on visitors, employees, reasons, packages, or the watch list.

Creating reports

Creating reports

Reports are run from either EasyLobby SVM or EasyLobby Administrator.
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You can run canned reports or use the Report Wizard to create customized reports
and save them for reuse. To create a report, follow these steps:

1.

Choose File®»Reports from the menu in EasyLobby SVM.
The EasyLobby Reports window appears.

% Easyl obby Reporis

Repart Log:

|"»-"isitu:ur j

Repart:

Dizplays duration of the wizit grouped by
Total Tirme of Yisit by Categary Category

[Hpiiks:
D ate Range and Categary

oK Cancel

In the Report Log field, select the records for which you want to create a
report. You can select Visitor, Event, Employee, or package.

In the Report field, 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.

Click OK.

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 put a check mark in the
Use All Dates box. Click OK when you are finished with each window.

% Visitor Report Date Range ['5__(|
Start D ate End Date
Mar/08/2008 |5  |Mai/08/2008 v [
[ Use all Dates

Cancel

6. When you have finished providing inputs for the report, EasyLobby will create

and display the report.
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11.3 Viewing reports

Viewing reports
When you are viewing a report, EasyLobby displays the report toolbar.

M| 2011 b o] =] &|&|®| o0 =] Tasizs 100z 29.of 23

The buttons on the left allow you to move from page to page in the report.
Move to the first page of the report

Move to the previous page of the report

Move to the next page of the report

Move to the last page of the report

EEEEE

Stop moving to the specified page of the report

=
]
7
1

The zoom field lets you specify the percentage of actual size at which
you would like to view the report.

The text to the right of the zoom field shows how many records are
in the report and in the visitor log.

To close a report, click the icon in the menu bar or in the upper-left corner of the
report window and choose Close from the menu.

11.4 Printing reports

Printing Reports

To print a report, click one of the following buttons on the report toolbar:

EI Opens the Print dialog, which allows you to print the report to the system
printer.

%I Opens the Print Setup dialog, which allows you to select the report printer
and choose the paper size, source, and orientation.
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11.5 Exporting reports

Exporting reports

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 @l button on the report toolbar. You will see the Export dialog.

Export §|

Eaormat:

|.-’-'-.u:ru::|:|at Faormat [FDF] ﬂ

Destination:

| Disk file |

Choose a format for the export: 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. Crystal Reports (.rpt): This format can be
read by Crystal Reports.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 (.xls): Versions of Excel from 5.0 to 8.0 (Excel 2000)
are supported. If you choose an extended format, you can also set format options
for column headings, functions, column width, and tabular format. 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.Lotus 1-2-3 (.
wk*): This format can be read by several versions of this spreadsheet program.
ODBC - dBASE Files

ODBC — Dbase Files — Word
ODBC — ECDCMusic

ODBC - EL60

ODBC — Excel Files

ODBC - FoxPro Files — Word
ODBC — MS Access Database
ODBC — Visual FoxPro Database

ODBC - Visual FoxPro Tables 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.

Report definition: You can choose to use the same number and date formats
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as the report or **.Rich Text Format (.rtf): This format can be opened with
Microsoft Word and many other word-processing programs. Text is contained in
anchored text boxes. This format is good for printing, but difficult to edit. 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.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. 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.
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.Choose a Destination for the report. The destination choices are:

§ Application

Disk File

Exchange Folder
Lotus Domino
Microsoft Mail (MAPI)

To save the data to a file, choose Disk file. To send the data as a file attached to
an email message, choose Microsoft Mail (MAPI).

wn W W W

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".

Click OK.

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.

If you chose to export to a file, select a location and filename for the file. Then
click OK.

If you chose to send the data by email, fill in information for the email message.
When you click Send, this information will be used to create and send a
message with the exported file attached.
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Send Mail X

Send | Check Namesl Addrezsz | Cancel |

To: Iil:ue@:-:_l,lz.cnm

Ci: I

Subject: IH equested Wizibor Feport

teszage
HiJoe,

Here iz the repart you requested.

-C

11.6 Creating reports with the Report Wizard

Report Wizard

To create a report with the Report Wizard, follow these steps:
1. Choose File®»Report Wizard from the menu.

wm Report Wizard - Select Report

Select a report to uze or modify.

Prezs Finizh' if the exigting report iz ready for use, othemwize
prezs 'MWewt' to continue.

f+ Standard " Stored

Repart Type I"v"isitl:lr

Riepart Name | Standard Yisitor

=l
[

Standard Wizitar Report

Cancel | et » Einizh

The EasyLobby Report Wizard window appears.
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2. Choose a Standard report (a canned report) or a Stored report (a report that you
previously created).

3. Choose the Report Type. The choices are: Employee, Event, Package, or Visitor.
4. Choose the Report Name. The default choices for Standard reports are:
Standard — displays basic information for the report type.
Standard, 1 Group — groups the Standard information by one criteria.
Standard, 2 Group — groups the Standard information by two criteria.
Extended Report — displays all information for the report type.
Extended Report with picture — displays all information and picture.

5. Torun the report without any changes, press the Finish button. The report
displays on screen.

6. Torun the report with field filters, ordering, and date ranges, press the Next
button. The Report Wizard — Record Selection Method screen appears.

Select ‘Al in Becard Selection Filker ta repart on all records, ar
zelect a field to use az a filter,

Select ‘Al in Site Selection Filker to report on vizitors from all
gitex, or gelect a zite to uze az a filter.

Prezs Finizh' if the exigting report is ready for uze, othemwize
press ‘Mest' to continue,

Recaord Selection Filker

Al
{» Field Company ﬂ

Site Selection Filker
v Al

™ Site =]

Cancel < Back Mext » | |

7. Torun the report with all records, choose All and press the Next button to
choose ordering and date ranges.

8. To run the report for a particular field, choose Field and then the field you
would like to see, (for example, if you want to run the report for a particular
department) and press the Next button.

9. The Report Wizard — window appears. Select the desired field and press the
Next button to choose ordering and date ranges or Finish to run as is.
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w Report Wizard - Data Selection @

Select 'Matching' to specify a string in the zearch figld. The
matching string can contain wildoard characters,
I1ze 'Selection' to specify ane or more field values from the list,

Prezs Finizh' if the exigting report is ready for uze, othemwize
press ‘Mest' to continue,

(" Matching

f+ Selection Acma =
Acrme =
Bad Compary

Boston Houging Autharity W
Buziness Data Recard Services
E astern boarder

Cancel < Back Mext » Einish

10. The Report Wizard — Sorting and Date Range window appears. Select Order by
and the desired ordering field and the desired dates. Press the Next Button to
save your new report so you can reuse it at a later time. Press the Finish
button to run the report without saving it to a file first.

m| Report Wizard - Sorting and Date Range

Select the field to be uzed for ordering the data, then zelect the
range of dates far this repart.

[f you wigh to zave a template baged on thiz report, click Mext';
otherwize click Finizh' to view the report,

[w Order by

f* |z Al Dates and Times

Fieporting Period

" Select Bange ) ) -
Statting Date and Time | 2 /202009 | [1200.00 &M ==

Ending Date and Time | 2,/21/2003  ~| [12.00:00 M ~=

Cancel < Back | et » Einizh

11. The Save Report window appears. To save the report, type in a report name and
report description and press the Save button. The next time you enter the report
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wizard, your report will be listed under the stored report radio button. Press the
Finish button to run the report.

= Save Report E

[f you would like ta zave thiz report template for later uze,
provide a name and description of the report and click 'S ave'

Click 'Finizh' to dizplay report.

Report Type: Yizitor Repart

Report Mame | Standard “isitor

R epaort Description
Standard Yigitar Beport

Cancel < Back Einigh

11.7 Current Visitors Report

Current visitors report

To run a report of the visitors currently in the building, follow these steps:

1.

Choose File=» Current Visitor Report from the menu or the Current Visitor

report icon from the Toolbar.

The Current Visitors Report appears. 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.

11.8 Visit History Report

Visit history report

To run a report of the selected visitor’s visit history, follow these steps:

1.

Choose File=» Visit History Report from the menu or the Visit History

Report icon | @| from the Toolbar.

The Visit History Report appears. This report displays all the visits made by the
selected visitor.
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11.9 Panic Message

Panic Message
To send an email message that there is a problem in the lobby:
1. Choose File®» Panic Message from the menu or the Panic Message icon —|
from the Toolbar.

2. A preformatted email is automatically sent to pre-designated recipients that
there is a problem in the lobby.

12 Printing

Chapter 12: Printing

12.1 Printer Choice

If you print badges using a laser printer or an ink-jet printer, you will see the Print Options window.

In the Print Options window, follow these steps to select a printer other than the default printer:

1. Criok [E3Chenge ]

2. In the Printer Choice window, click Select next to "printer page-independent". (You can click
the diamond 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.)

3. 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.

Click OK in the Print Setup window.

o

Click OK in the Printer Choice window.

12.2 Change the laser/ink-jet printer - Print Options

If you print badges using a laser printer or an ink-jet printer, the Print Options window appears.

In the Print Options window, follow these steps to select a printer other than the default printer:

2. In the Printer Choice window, click Select next to "printer page-independent". (You can
click the diamond 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.)
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12.3

12.4

3. 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.

4. Click OK in the Print Setup window.
5. Click OK in the Printer Choice window.

In the Print Options window, follow these steps to start printing on a label other than the upper-left
one on the page:

Crick [ESeEEETT]

In the Choose Start Position window, click the label position of the first label on the page.
Click OK.

Choose Start Position for flat sheet labels

If you are printing labels on a laser printer or ink-jet printer, you can use the Choose Start Position
window to select the location of the first label on the page. The page diagram shows that 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:

In the Choose Start Position window, click the label position of the first label on the page.
Click OK.

Badge Printing

12.4.1 Badge Options: Printing Options

Printing Options

There are several options for printing visitor badges and package labels that allow
you to override what is printed on a badge. To change an option:

1. Choose Edit=>Badge Options from the menu. Select the Site and Station and
then the Options tab and then Badge Selection tab.
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=, Badge Options

Set station options

Site | 101 - Main Street x| Sies Station [Frant Desk | Stations

\u"isitorl Emplo_l,leel Package] Groupl Azt

Badge Frinting Options

[+ Frint Check n Date/Time on badge

W Print Custom 1D on badge

v Print the visitor's natianal flag an badge

v Enable sheet label starting positon option an preview

Customize Preview 1] Apply Cancel

The following options allow you override what prints on a badge, the sheet
position, and to print the visitor’s national flag on the badge:

» Print Check in Date/Time on Badge — If you use a badge template that
shows date/time, but don’t want date/time printed, remove the check mark
in this box.

= Print Custom ID on Badge — If you use a badge template that shows
Custom ID but don’t want the Custom ID printed, remove the check mark
in this box.

» 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.

Click the Apply button.
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12.4.2 Setting up badge printing

Visitor Badges

To select a visitor badge follow these steps to select the site and stations where the
user will print badges:

1. Choose Edit=>Badge Options from the menu. The Edit Visitor Badge window
appears.

2. Select the Site and Station and then the Visitor tab and then Badge Selection

tab.

=, Badge Options

Set enterprize options

Site: [l Sies | Sites |

Migitar l Emplo_l,lee] Package] Group] Azzet l Frirting Dptions]

B adge Selection ] Badge Optionz ]

Cateqary:

Default |
Badge Printer
| D40 Labelwiiter 400 Turba | UHLLE
f» Label Frinter i Lazer / Ink Jet
[~ Print second label SHO\I’\?'LNJI‘I‘I&
Products: Eemp any
= W ] 171 T
Stack: prrits 1 badage
| 30256 Shipping |
Badge: 4.0" by 2 25"

|Logo w/ Custom Title & Barcode j

Pritits the Logo, & Bar Code of the Custarn 1D, Custom Title and Visitor Mame and
Company on Labekeriter Adheszive Label Stock.

[~

X

Custarn Report Cuztomize Prexigw (]9

Cancel

3. Choose the category for the badge. There is a default badge that can be used for
any category.

4. Select the badge printer in the Badge Printer area. In addition, select either

Label Printer or Laser / Ink Jet to identify the type of printer.

5. Select the type of badge template you would like to use from the Products drop-

down list. If you are using a DYMO Labelwriter, the choices are:

DYMO Labelwriter: contains badge templates for the DYMO Labelwriter

DYMO Labelwriter — Pre-printed: contains badge templates for the DYMO

Labelwriter that are formatted for pre-printed labels

DYMO Labelwriter — with Barcode: contains badge templates for the DYMO

Labelwriter that include the barcode for the identifying number for the

visitor (Custom ID)
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DYMO Labelwriter — with Photos: contains badge templates for the DYMO

Labelwriter that include photos of the visitor and employee (optional)

DYMO Labelwriter — with TempBadge: contains badge templates for the
DYMO Labelwriter that are formatted for labels from TempBadge (i.e. self
expiring labels)

Full page: a badge formatted as a wanted poster (prints full size on an
inkjet/laser printer)

Label printers: used for label printers that are not the DYMO Labelwriter
PVC: Plastic card printer

Seiko: Plastic card printer

Ulrich: Plastic card printer
If you are using an inkjet/laser printer, the choices are:

Avery Standard label sheets
TempBadge

Select the label stock you will be using for the badges. The text above the Stock
list shows how many labels are printed at once. The stock choices will differ
depending on which printer and product you are using. The types are:

30252 Address (3.5” x 1.12”)

30256 Shipping (4.0” x 2.25”) (DYMO Labelwriter starter roll stock)
30258 Diskette (2.75” x 2.0”)

30323 Shipping (4.0” x 1.97”)

30365 Name Badge Card (3.5” x 2.25”)

In the Badge list, select the desired badge template. The text below the field lists
the fields that will be printed on the badge. The text above the Badge list 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 list). You can click the
Preview button to see a larger version of the badge.

Select the Badge Options tab to set the custom and second titles, and the logo
for the badge.
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K

w| Badge Options

Set station optionz

Site [101 ~ Main Stest x| Sites Station | Frant Desk | Stations

Wigitor l Emplo_l,lee] Package] Group] Asset] Frinting Dptions]

Badge Selection  Badge Optiohs l
Categony:

| Default ﬂ

Customize Badge

Cugtom Title Logo:

| Welcome bolOur Compang

Second Title

|ESCORT REQLIRED Eﬂs},@
Logo Filename “"
|C:\D ocuments and Settings\F.aren Zamowihy Documentsh ‘ .

Lielete custom Customize Prexigw Ok Apply Cancel

9. Click the Apply button.

Note: The badge template you choose must match the label stock you use in your
printer. If they do not match, the badge will not print correctly because they may
not be the same size.

12.4.3 Preview window

When you preview a badge you can use the buttons in the preview toolbar:
| a|p || |2 | El=|al v

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.

The ﬂ button zooms in by a factor of two. The badge you are looking at looks larger. You can use
this to see details more clearly.

The @ button returns to the previous zoom setting. The badge will look smaller.

The Ill button will return 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-fed printer, this is a page of labels.

The %ﬂ button prints the current page.

© 2009 -2012



Printing 277

The @ button prints all pages.
The IEI button allows you to save the badge preview file.

] . .
The ﬂ button closes the Preview window.

12.4.4 Printing a badge with a custom check-in time/date for a visitor

Only managers and administrators can change the check in and/or check out date and time for a
visitor after a visitor has been checked in or out. Operators can change the printer to print multiple
badges from badge printer to group printer.

In the Print Badge tab of the Custom Processing window, you can print badges for the selected
visitors.

The text at the top of the tab shows how many visitors you 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. Choose Visitor*Custom from the menu or the Custom button from the Grid view.

3. The Custom Processing window appears. This window allows you to print a badge with a
custom check in time.

‘:;« Cusztom Proceszing ; : x|

| Check in] Check Dut |
'ou have selected 1 Yisitor for Custom Processing.

— How
Dwennrite the Check In Time

f* Fill Blank Check In times anly
{7 Dwenwrite gll Check |n times

When
Set Chack In times b

* MNow

" Custam [I-II-J.-"lI_':_.-'IJ.-_’” _vll iI_!J.-."-'!--'1 R ;“

i~ Blank

— Where
% Badge Frinter £ Group Printer

Frirt LCancel
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4. Choose the Print Badge tab (Operators will only have this tab, Managers and
Administrators can also change check in and check out times with the corresponding
tabs).

How: Choose Fill blank Check In times if you want to apply the check-in time you
select in the "When" box only to visitors you selected who haven't been checked in.
Choose Overwrite all Check In times if you want to apply the time you select in the
"When" box to all the visitors you selected. (Manager or higher.)

When: Choose Now to apply the current date and time to the visitors. Choose Custom
and a date and time to apply some other date or time. Choose Blank to clear the check-
in and check-out times. (Manager or higher.)

Where: Select the badge printer or the group printer. The group printer is normally set
up to print multiple badges on a sheet of labels. The badge printer is normally set up to
print single badges on a label printer.

5. Click Print to print badges for the selected visitors and apply the changes you chose to
the visitors' check-in times.

Note: If you choose Overwrite all Check In times and Blank, any checked-in or checked-out
visitors you selected will no longer be checked-in.

12.4.5 Printing multiple badges (Group)

Printing multiple badges (Group)

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.

1. Choose Edit=>Badge Options from the menu. Select the Site and Station and
then the Group tab and then Badge Selection tab.
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X

w. Badge Options

Set station options

Site [101 - Main Street x| Sites Statior |Front Desk | tations

Wizitor ] Employee ] Package Group l Aazet ] Printing O ptions ]

Group Printer
CYMO Labehriter 400 Tubo [Copy = Welcome to
| . (Copy J Our Company
{* Label Printer i Laser / Ink Jet
Praducts: ShownName
. Title
|D_|,lmo Labelwriter j Company
Stock: printz 1 badge LE  welcome LU

Badge: 40" by 225"

A Badge wilogo, Title, Second Title j

Frints wour Company Logo, a Custom Title, ESCORT REQUIRED and Wisitar M ame, Title
and Company on Labefy/friter Adhesive Label Stock.

Customize Prexigwm (0] Apply Cancel

Select the badge printer in the Badge Printer area. In addition, select either
Label Printer or Laser / Ink Jet to identify what type of printer this is.

Select the type of badge template you would like to use from the Products drop-
down list. If you are using a DYMO Labelwriter, the choices are:

DYMO Labelwriter: contains badge templates for the DYMO Labelwriter

DYMO Labelwriter — Pre-printed: contains badge templates for the DYMO
Labelwriter that are formatted for pre-printed labels

DYMO Labelwriter — with Barcode: contains badge templates for the DYMO
Labelwriter that include the barcode for the identifying number for the
visitor (Custom ID)

DYMO Labelwriter — with Photos: contains badge templates for the DYMO
Labelwriter that include photos of the visitor and employee (optional)

DYMO Labelwriter — with TempBadge: contains badge templates for the
DYMO Labelwriter that are formatted for labels from TempBadge (i.e. self-
expiring labels)

Full page: a badge formatted as a wanted poster (prints on an inkjet/laser
printer)

Label printers: used for label printers that are not the DYMO Labelwriter
PVC: Plastic card printer
Seiko: Plastic card printer

Ulrich: Plastic card printer
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If you are using an inkjet/laser printer, the choices are:
Avery Standard label sheets

TempBadge

4. Select the label stock you will be using for the badges. The text above the Stock
list shows how many labels are printed at once. The stock choices will differ
depending on which printer and product you are using. The types are:

30252 Address (3.5” x 1.12”)

30256 Shipping (4.0” x 2.25”) (DYMO Labelwriter starter roll stock)
30258 Diskette (2.75” x 2.0”)

30323 Shipping (4.0” x 1.97”)

30365 Name Badge Card (3.5” x 2.25”)

5. In the Badge list, select the desired badge template. The text below the field lists
the fields that will be printed on the badge. The text above the Badge list 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 list). You can click the
Preview button to see a larger version of the badge.

6. Click the Apply button.

13  Appendices

Appendice

13.1 Appendix A

Appendix A: User Level Access to Commands

13.1.1 Access to commands by authorization level

User-Level Access to Commands

Users of EasyLobby must log in with a username and password. The login determines which
commands and functions they can use according to the following table.
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Menu Command

Novice

Operator

Manager

Admin

File>New

File=»Open Visitor Log

File=>»Reports

File=»Report Wizard

File=»Current Visitor Report

File=» Visitor History Report

File=» Panic Message

E P - - i

File Import

File=» Export

File=>»Visitor Log=»Backup

File»Visitor Log=>Restore

<

File=>»Visitor Log=»Maintenance

Filed Visitor Log=>Compact

File=>»Visitor Log=>Properties

File»Photo Thumbs

File»Watch List Thumbs

File>Logout

File=» Change Password

File>Exit

< 1< < |=

Edit=>Cut

Edit=»Copy

Edit=>»Paste

P P B A A A A A

L 222111

Edit=>»Users

Edit=»Reasons

<

Edit=>Categories

< < <1< 1< 1< ]1<1<1<21<Z1<1<1<1<1<=<1<=<1<1<1<"1=&“1=&1=21==1=<1=~

281
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Edit=>Sites

Edit=» Stations

Edit=»Station Enrollment

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

Pl A - A i i R P

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

Visitor<>Merge Card/ID Data

< 2212111

P R A P i A A A i A A

P P - - A i I A Al A A

< 1< <1111 1<1<1<1<1<1<1<1<1</\1<"1<~<1<1&1&21=&21=<1=-=1=~1=~
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Visitor<»Check In N N N N
Visitor<>Print Badge N N N N
Visitor<Pre Print N N N N
Visitor<»Check Out N N N N
Visitor<»Check Out All N N N
Visitor<»Custom N N
Visitor=»Add Visitor to Watch List \ ~
Visitor=>Statistics N N N N
EmployeedLookup N N
Employee>Sort By \ \
EmployeeForm View N N
Employee>Grid View N N
Employee»New Employee \/ \/
Employee>Print Badge N N
Employee»Add to Watch List \ ~
Employee=»Scan to Create Employee \ N
Employee=» Companies \ \
Employee=> Categories \ \
Employee>Departments \ \
PackageLookup v \ \ d
PackageSart By v \ \ d
Package»Form View v v V d
Package>Grid View N N N N
Package»New Package N N \ N
Package->Print Badge v \ \ d
Package-> Carriers \ \ \
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Package=>Stored At

Package=»Package Types

Asset=>» Lookup

Asset=>Sort By

Asset=»Form View

Asset=»Grid View

Asset=>»New Asset Loan

Asset=>Print Badge

A P B i A

Asset=>Edit Assets

Asset=>»Asset Types

Lost & Found=>TLookup

Lost & Found=Form View

Lost & Found=>Grid View

Lost & Found=»New Found Item

< 1< =< |=

Lost & Found=»Lost and Found
Types

P P B Ay A A A A A A A A A A

P P - i A A A A A A A A A A

Pl P B A - A A R A I P g P -

Help=>Contents

Help=2>Search For Help On

Help=2>Quick Reference

Help=>EasyLobby, Inc.

Help=>About EasyLobby

2 1< < |= =

Help=>Register EasyLobby

E B - A i

< << |=<|=

Visitor Log Buttons

Check In

Check Out

< | <

Print Badge
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View Badge

Preregister

Quick Out

New

< 1< < | =

< 1< < | =

Save

< | <

< | <

<L 22 <=

P P B A - A

Reason Log Buttons

Insert

Delete

< | =<

Close

2

Employee Log Buttons

Check In

Print Badge

View Badge

New

< 1< < |=

Delete

Save

Close

< | <

P PN B - - -

Grid View Buttons

Reset Theme

Refresh

Group Print

Quick Out

Print Grid

< 1< < ==

< 1< < =< =

< < =< < |=
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Export to Fxcel ~ N
Print Badge v v v v
Preprint ~ N
New v v v v
Delete v v

13.2 Appendix B

Appendix B: Shortcut Keys

13.2.1 Shortcut Keys

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.

ALT+S — Resize views to fit the current main window.

ALT+F4 — Exit from EasyLobby.

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 — Display online help.
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.
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F9 — Preview a badge.

F10 — Display visitor statistics.

F11 — Send email to the employee being visited.
F12 — Quick Check Out Dialog.
CTRL+L — Logout

CTRL+N — New database (Access)
CTRL+0O — Open Visitor Log (Access)
CTRL+X — Cut

CTRL+C — Copy

CTRL+V — Paste

ALT+5 — Resize (window)

13.3 Appendix C

Manager or higher

C

Appendix C: Toolbar Legend

13.3.1 Toolbar Legend

The Toolbar

Access Level

@r

] [ (8] [&] 2] =] [#] [«

Action

Open a usitor log

Send email to the employee being
visited

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

Open the Grid view
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Manager or higher

Manager or higher

=

EElo EQExuBEEOEE

13.4 Appendix D

Open the Employee view
Open the Employee Grid view
Package Form View

Package Grid view
Asset Form

Asset Loan Grid view

Lost & Found Form
Lost & Found Grid

Photo Thumb Nail view

Merge data enabled for next card/
license scan

Visitor Report

History Report

Panic Message

Appendix D: Command Line Options

13.4.1 Command Line Options

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. To do this
you will need to use some command line options we have provided. The standard syntax
for running these commands would be the path to EasyLobbySVM.exe on your system
in quotes, followed by the command line options you choose. For example, the following
would initiate an import from a specified .csv file:

"C:\Program Files\EasyLobby\EasyLobby SVM 10.0\EasyLobbySVM.exe" -Import=C:

\EasyLobbySampleImport.csv

Below you will find the command line options we currently provide.
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-Import=[filename]
This command initiates the Import function normally found in File > Import.In place of
[filename] you must provide the path to the file you wish to import from.

-VisitorBackup=[filename]

This command runs a visitor log backup normally found in File > Visitor Log >
Backup. To use this command you must also supply the FromDate and ToDate and
DeleteAfter arguments, in addition to the path and filename you wish to save the
backup to in place of [filename]. The -BackupSitelds argument can be applied here as
well.

-ArchivelnactiveEmployees=[filename]

This command runs an employee archive normally found in File > Visitor Log >
Archive Inactive Employees. To use this command you must also supply the
DeleteAfter arguments, in addition to the path and filename you wish to save the
archive file to in place of [filename]. The -CreateBefore argument can be used with this
as well.

-FromDate=[Date]
This argument is used with the VisitorBackup command to provide the starting date in
the range you wish to backup. The date format should be MM/DD/YYYY.

-ToDate=[Date]
This argument is used with the VisitorBackup command to provide the ending date in
the range you wish to backup. The date format should be MM/DD/YYYY.

-DeleteAfter=[True/False]

This argument is used with the VisitorBackup and ArchivelnactiveEmployees
commands. For the VisitorBackup a value of True will delete the visitors being backed
up, while False will leave them in the system. For the ArchivelnactiveEmployees
command a value of True will delete the archived employees, while False will leave
them in the system.

-CreateBefore-[Date]

This argument is used with the -ArchivelnactiveEmployees argument. If provided, that
argument will only backup 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.

-BackupSitelds=[SiteldList]

This argument is used in conjunction with the -VisitorBackup argument. If provided,
the argument will only backup data for the site 1d's provided. If more than one site 1d is
provided they should be separated by commas.

13.5 Appendix E
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Appendix E: Value-Based Approvals

13.5.1 eAdvance Value-Based Approvals

eAdvance Value-Based Approvals

Value-Based Approvals are used exclusively in EasyLobby eAdvance. This feature
allows you to require approval only for specific data entered on a pre-registration form.
To configure value-based approvals go to Edit =& Value-Based Approvals.

wm| eAdvance Value-Based Approvals g|
Properties for selected item
v Enabled
Mame |Test
Field ||_I$erDeﬁneu:I'I j
Alert if walue iz equal to
|tesﬂ
Category |.-'1'«|| Categonies j
Hew Delete Help | Cloze |

1. To add an approval click New. A New approval now appears in the list and you can
specify a Name.

2. In the Field drop-down you can select which user defined field you wish to use for the
approval. If the field is formatted as a text field, you can now enter in the text phrase
you wish to require approval for. If your field is formatted as a Combo Box, Checkbox,

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 in
the Category drop-down.

Once you've 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 the eAdvance Manual.

13.6 Appendix F

Appendix F: Import File Configurations
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13.6.1 Import File Configurations

This section contains the Record Types used for importing data and the field name orders
required to successfully complete an import.

Visitor Data

When importing Visitor Data, a Record Type of Visitor must be used.

1. Record Type 35. UserDefined2
2. Id 36. UserDefined3
3. FirstName 37. UserDefined4
4. LastName 38. UserDefined5
5. SSN 39. UserDefined6
6. Title 40. UserDefined7
7. Company 41. UserDefined8
8. Addressl 42. UserDefined9
9. Address2 43. UserDefined10
10. City 44, UserDefined11
11. Zip 45, UserDefined12
12. Country 46. UserDefined13
13. Citizenship 47. UserDefined14
14. WorkPhone 48. UserDefined15
15. CellPhone 49. UserDefined16
16. Fax 50. UserDefined17
17. Email 51. UserDefined18
18. Website 52. UserDefined19
19. License 53. UserDefined20
20. LicenseExpiration 54. UserDefined21
21. DateOfBirth 55. UserDefined22
22. Employee 56. UserDefined23
23. Category 57. UserDefined24
24. Reason 58. ApprovedBYy
25. Clearance 59. Status

26. Site Id 60. ProxCardNo
27. Conference Room 61. Notes

28. ParkingSpaceld 62. PrintCount
29. Check In 63. ProxyPrint
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30. Check Out 64. InsuranceCo
31. ValidFrom 65. PolicyNumber
32. ValidTo 66. CreationDate
33. RegisteredBy 67. ModifiedDate
34. UserDefined1 68. Customld

Employee Data

When importing Employee Data, a Record Type of Employee must be used.
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1. Record Type 33. UserDefined9
2. 1d 34. UserDefined10
3. FirstName 35. UserDefined11
4. LastName 36. UserDefined12
5. Title 37. IsActive

6. EmailName 38. GateKeeper
7. Extension 39. Password

8. Address 40. LastChanged
9. Address2 41. NewerExpires
10. City 42. LockedOut
11. StateOrProvince 43. Approval

12. Region 44. Approver

13. PostalCode 45. Department
14. Country 46. Company

15. HomePhone 47. Category

16. WorkPhone 48. Site ld

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. UserDefinedl 57. InsuranceCo
26. UserDefined2 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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Asset Data

When importing Asset Data, a Record Type of Asset must be used.

Record Type

Id

Name

IdNumber

Description

Asset Type

UserDefined1

UserDefined2

©|®(Njo |0 frjw N =

UserDefined3

=
©

UserDefined4

=
=

. UserDefined5

=
N

UserDefined6

o
w

Site Id

[
>

CreationDate

=
o

ModifiedDate

=
o

Customld

Asset Loan Data

When importing Asset Loan Data, a Record Type of AssetLoan must be used.

Record Type

Id

Asset

Employee

Visitorld

Loaned

Returned

DueDate

1
2
3
4
5.
6
7
8
9

UserDefined1

10.

UserDefined2
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11.

UserDefined3

12.

UserDefined4

13.

UserDefined5

14.

UserDefined6

15.

Site Id

16.

Loaned Station

17.

Returned Station

18.

LoanOperator

19.

ReturnOperator

20.

LongTerm

21.

CreationDate

Package Data

When importing Package Data, a Record Type of Package must be used.

1. Record Type

2. d 15. UserDefined5
3. Carrier 16. UserDefined6
4. Employee 17. TrackingNumber
5. PackageFrom 18. Stored At

6. Checkln 19. Site Id

7. CheckOut 20. In Station

8. Description 21. Out Station
9. Package Type 22. InOperator
10. Quantity 23. OutOperator
11. UserDefinedl 24. Notes

12. UserDefined2 25. CreationDate
13. UserDefined3 26. ModifiedDate
14. UserDefined4 27. Customld

Watch List Data

When importing Watch List Data, a Record Type of WatchList must be used.

295
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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

11. Zip 23. DateOfBirth
12. Country 24. Type

Lost and Found Data

When importing Lost and Found Data, a Record Type of LostAndFound must be used.

Record Type

Type

Name

Description

Claimer Type

Claimed By

Found By

Claimed Time

1.
2
3
4
5.
6
7
8
9

Found Time

10.

Site

11.

Found-at Station

12.

Claimed-at Station

13.

Checked in by

14.

Checked out by

15.

Record Created

16.

Record Modified

17.

LostAndFoundType

18.

InStation
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Reason Data

When importing Reason Data, a Record Type of Reason must be used.

Record Type
Id

ReasonForVisit

ListOrder

Code

StartDate

EndDate

1.
2
3
4
5. Type
6
7
8
9

AllSites

10. AllUsers

11. CreationDate

12. ModifiedDate

Category Data

When importing Category Data, a Record Type of Category must be used.

Record Type
Id

Name

ListOrder

RequireApproval

AllSites

AllUsers

CreationDate

WO |Njo |0 (,rjw N[

ModifiedDate

Clearance Data

When importing Clearance Data, a Record Type of Clearance must be used.
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Record Type

Id

Name

ListOrder

IdNumber

RequireApproval

AllStations

1
2
3
4
5. Description
6
7
8
9

AllSites

10. AllUsers

11. CreationDate

12. ModifiedDate

User Account Data

When importing User Data, a Record Type of Users must be used.

Record Type

Id

UserName

Password

NewverExpires

LockedOut

SecurityLewel

1.
2
3
4
5. LastChanged
6
7
8
9

Encrypted

10. NTAutentication

11. Siteld

12. Description

Site Data

When importing Site Data, a Record Type of Site must be used.

1. Record Type
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Id

SiteName
Siteld

Description

AdminEmail

Njo (g~ [w|DN

RequireApproval

Station Data

When importing Station Data, a Record Type of Station must be used.

Record Type
Id

Name

Stationld

Siteld

Description

Enrollment

© | IN[fo O, (W NP

Application

Conference Room Data

When importing Conference Room Data, a Record Type of ConferenceRoom must be used.

RecordType
Id

Name

RoomNumber

Capacity
ListOrder

Description

AllSites

©W|l|® N |al,|wN|F

CreationDate

10. ModifiedDate
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Index
A -

Access Control List

addingto 165, 167, 169, 241
prompt setting 89, 90
access lewel
commands 280
access level:.commands 280
adding
a returning visitor 219
employee 215
new visitor manually 218
packages 244, 253, 254
visitor from the same company 221
visitor signature 164, 227
visitor with a business card 223
visitor with drivers license 224
Adding Alerts 167, 169
Adding Clearances 175
adding:employees 215
address
company 66
Address tab 203
address:company 66
administrator
command access 280
administrator.command access 280
advance
entering visitors 237, 238, 239
Alt key 286
arrival time 230
arrow
on report toolbar 264
ASCIl file 182, 214
ASCIl file:exporting 182
ASCII file:importing 214
asterisk character 206

automatic badge name 203

Awery stock 87, 89, 90, 101, 104, 105, 108, 110,
111, 113, 114, 115, 117, 120, 121, 123, 125, 127, 141,
272, 274, 278

_B -

backup
last performed 188
performing 183

backup:last performed 183, 188
badge 203, 206, 234, 237, 238, 239, 272, 276
printing 234
viewing 204
badge printer 17, 89, 90, 117, 120, 121, 123, 127,
234, 274, 278
badge printer vs. group printer
badge printer:installing 17
badge printer:printing on 234
badge printer:vs. group printer 234
Badge Printing: Employee 120
badge styles 87, 101, 104, 105, 108, 110, 111, 113,
114, 115, 117, 120, 121, 123, 127, 141, 157, 274, 278
user-defined fields 79, 80, 82, 83, 85, 86
badge styles:catalog 117, 120, 121, 123, 127, 274,
278
badge styles:category 157

badge styles:date and time
127, 274, 278

badge styles:titles 87, 101, 104, 105, 108, 110,
111, 113, 114, 115, 141

badge styles:user-defined fields
86

Badge tab
274, 278

Badge tab:Full view 203
Badge tab:Options dialog
badge:expiration date 206
badge:fields printed on 203
badge:multiple 237, 238, 239
badge:name printed on 203
badge:preregistration lookup
badge:previewing 204, 276
badge:printing 234
badge:printing in advance
badge:start position on label sheet
badges
choosing 117, 120, 274
custom badges 127
printing 117, 120, 274
printing multiple badges
printing package labels

234

117, 120, 121, 123,

79, 80, 82, 83, 85,

89, 90, 117, 120, 121, 123, 127, 203,

89, 90

206

237, 238, 239

272

123, 278
121
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badges

types 117, 120, 274
bar code scanner 236, 244, 253, 254
barcode 244, 253, 254

check infout with 89, 90, 233

hardware 233
Barcode packages
BMP format 66
bold field labels 203

business card scanning
227, 228, 230, 232, 233
as a \isitor photo 226

_C -

camera 203, 226
Capture Card Image 223

card scanning 164, 223, 224, 225, 226, 227, 228,
230, 232, 233

Category 210
ewent vs. reason 210
lookup employee first name 214
lookup reason 211
Category field 157, 159, 160, 197, 203, 210
Category field:creating category 157, 160, 197
Category field:editing 159
Category field:event vs. reason 210
Category tab 157
CDKey 181
Change Password for EasyLobby 200
character-separated values 265
check in 230
iconin Grid 205
location 206
sorting by 209
check out 235
check out all 237
iconin Grid 205
quick check out 236
check-in 68, 117, 120, 121, 123, 127, 205, 208,
209, 230, 237, 238, 239, 274, 278
check-in:date on badge 117, 120, 121, 123, 127,
274, 278
check-in:default location 68
check-in:icon in Grid 205
check-in:location list 208
check-in:sorting by 209, 237, 238, 239
check-out 68, 205, 235, 236

244, 253, 254

164, 223, 224, 225, 226,

check-out:default location 68
check-out:icon in Grid 205
check-out:using bar code scanner 236
chrfile 265
closing

report 264
columns

resequencing 205, 247

resizing 205, 247
columns:resequencing 205
columns:resizing 205
comma-separated values 265
Company 206

lookup 206
company name 66, 206, 209, 218, 219, 221, 223
company name:field 218, 219, 221, 223
company name:lookup 206
company name:sort by 209
Company tab 66
Connect tab 203
country

default 68
country:default 68
creating 30, 59, 157, 160, 197

new database 54

reports 262
creating visitor categories 157, 160, 197
creating:category 157, 160, 197
creating:reports 262
creating:visitor logs 30, 54, 59
Crystal Reports file 265
csvfile 265
current visitors

icon 205

lookup 206
current visitors:icon 205
current visitors:lookup 206

Custom dialog 165, 167, 169, 204, 237, 238, 239,
241, 277

Custom dialog:check in
Custom dialog:opening

237, 238, 239
165, 167, 169, 204, 241,

277

Custom dialog:printing multiple badges 237, 238,

239

custom fields 79, 80, 82, 83, 85, 86

custom ID 68, 117, 120, 121, 123, 127, 203, 235,

236, 274, 278

custom ID:on badge 117, 120, 121, 123, 127, 274,
278
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custom ID:scanning 235, 236

custom title 117, 120, 121, 123, 127, 157, 274, 278

custom title:category 157

custom titles
category

-D -

Data Interchange Format file 265
date 117, 120, 121, 123, 127, 274, 278

arrival 230

departure 235

lookup reason 211

lookup visitor 206

range for report 262

selecting from calendar 206
date:arrival 230
date:departure 235
date:lookup visitor 206
date:on badge 117, 120, 121, 123, 127, 274, 278
date:range for report 262
Defaults tab 68
deleting 184, 211, 240

visitors after backup 183
deleting:events 211
deleting:visitors 184, 240
delimited file 214
delimited file:importing employees 214
department 215

default 68

preregistration lookup 206
department:default 68
department:lookup 206
department:preregistration lookup 206
departure time 235
dif file 265
Distributed Options tab

company 66

user fields 79, 80, 82, 83, 85, 86
doc file 265

_E -

edit badge name 203

editing commands 159

editing commands:category 159
email 215, 234, 235

157, 160, 197

notification by 68

sending report by 265
email notification 234, 235
email:employee addresses 215
email:notification of visitor arrival
EMF format 66
employee 203, 213, 215, 267, 270

detail view 213

importing 145, 150

lookup 206

preregistration lookup 206

sending message to 234, 235

sort 214
Employee Log 213

user-defined fields 79, 80, 82, 83, 85, 86
Employee Log:opening 213
Employee Log:user-defined fields
85, 86
employee:adding 215
employee:field 203
employee:importing 214
employee:lookingup 206
employee:preregistration lookup 206

234, 235

79, 80, 82, 83,

employee:reports 267, 270
employee:sending message to 234, 235
encryption 183, 188

encryption:view current setting 183, 188
Event

lookup visitor 206

\s. reason 210
events 206, 210, 211, 237, 238, 239, 267, 270
events:adding 210
events:deleting 211
events:lookup visitor 206, 237, 238, 239
events:reports 267, 270
events:vs. reason 210

evm file 181, 198

Excel file 265

exiting from EasyLobby 135, 200, 201
self-registration mode 202, 243

exiting from EasyLobby SVM 200, 201
exiting from EasyLobby:self-registration mode
202, 243
expiration date 206
expiration date:lookup 206
exporting 182
reports 265
exporting:visitor logs 182

135,
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group printer:vs. label printer 234, 237, 238, 239

_ F - Group tab 117, 120, 121, 123, 125, 127, 272, 274,
278
fields 68, 145, 150, 157, 203
user-defined names 79, 80, 82, 83, 85, 86 - H -
fields:badge name 203
fields:bold labels 203 HTML file 265
fields:Category 203
fields:default values 68 _ I _
fields:Employee 203
fields:label for Category field 157 icons
fields:preferences 145, 150 checked in and checked out 205
fields:Preregister 203 report toolbar 264
fields:Reason 203 toolbar 287
fields:user-defined names 79, 80, 82, 83, 85, 86 traffic signal 211, 214

file
exporting report to 265
naming backups 183

icons:checked in and checked out 205
icons:toolbar 287
importing 214

file naming 30, 54, 59 employees 145, 150
file naming:visitor logs 30, 54, 59 importing:employee 214
first name ink jet printer 87, 101, 104, 105, 108, 110, 111, 113,
and badge name 203 114, 115, 117, 120, 121, 123, 125, 127, 141, 237, 238,
first page printer 237, 238, 239, 271 239, 272, 274, 278
format ink jet printer:printing on 237, 238, 239
exported report 265 installation 18, 24, 30, 181, 191
Full view 203 hardware 17
user-defined fields 79, 80, 82, 83, 85, 86 requirements 14
Full view:tabs 203 installation:badge printer 17
Full view:user-defined fields 79, 80, 82, 83, 85, 86 installation:EasyLobby Administrator 24, 191
function keys 286 installation:self-registration 30

installation:sharable 181

-G - .

global settings 145, 150

Grid view 165, 167, 169, 241, 277 JPG format 66
employee 213
packages 247 _ K _
using 205

Grid view:properties 205

o ) ) . keyboard 286
Grid view:selecting mulitple visitors 165, 167, 169,

241, 277

Grid view:using 205 - L -

group of employees 215

group of visitors 237, 238, 239 label position 237, 238, 239

group printer 117, 120, 121, 123, 127, 234, 237, label printer 17, 89, 90, 117, 120, 121, 123, 127,
238, 239, 274, 278 274, 278

group printer vs. label printer 234 printing on 234

group printer:printing on 237, 238, 239 Vs. group printer 234
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label printer:installing 17

label printer:printing on 234

label printer:vs. group printer 234

label stock 87, 89, 90, 101, 104, 105, 108, 110,

111, 113, 114, 115, 117, 120, 121, 123, 125, 127, 141,

272,274, 278

laser printer 87, 101, 104, 105, 108, 110, 111, 113,

114, 115, 117, 120, 121, 123, 125, 127, 141, 237, 238,

239, 272, 274, 278

laser printer:printing on 237, 238, 239
last name 203, 209
lookup 206

last name:and badge name 203
last name:lookup visitor 206
last name:sort visitors 209
last name:sorting by 209
Idb file 198
local settings
location 68

checkin 230

check out 235

lookup preregistered for

lookup visitor 206

of visitor logs 181, 198
location:check in 230
location:check out 235
location:default for check in and out 68
location:list for preregistration 208

145, 150

206, 208

location:lookup preregistered for 206, 208
location:lookup visitor 206
location:of visitor logs 198
Log out of EasyLobby 200
logging in 198
logging into SVM 198
Login to EasyLobby 199
logo 157
category 157, 160, 197
company 66
formats 66
precedence rules 157, 160, 197

logo:category 157
logo:company 66
logo:precedence rules 157

logs 204
logs:viewing 204
lookup 237, 238, 239

by active employee 214
by category 211
by company 206

by date 206, 211

by employee 206

by employee first name 214

by event 206

by last name 206

by location 206

by preregister 206

current visitors 206

employee 214

reasons 211

visitors 206
lookup:by company 206
lookup:by date 206
lookup:by department 206
lookup:by employee 206
lookup:by event 206, 237, 238, 239
lookup:by expiration date 206
lookup:by last name 206
lookup:by location 206
lookup:by preregister 206, 237, 238, 239
lookup:current visitors 206
lookup:visitors 206
Lotus 1-2-3 file 265

M -

manager
command access 280
manager.command access 280
Maximum Visitors Alert 169
memory requirements 14
mouse for self-registration 14
multiple badges 237, 238, 239

multiple visitors
277

multiple visitors:selecting
multiple visits 230, 233

_N -

name
visitor badge 203

naming \visitor logs 30, 54, 59

networking SVM 181

new category 157, 160, 197

new vsitor 218, 219, 221, 223

New Visitor Log window

305

165, 167, 169, 237, 238, 239, 241,

165, 167, 169, 241, 277
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New Visitor Log window
administrators 54
notification by email 234, 235

Notification of a \visit to an employee by auto dialer
235

novice

command access
novice:command access
NT version supported 14
number for visitor 68

-0 -

ODBC report file
opening 213
backup files
logs 198
opening:Employee Log window
opening:logs 198
operator
command access
operator name 198
self-registration 201, 243
operator name:self-registration
operator:command access
optical character recognition
227, 228, 230, 232, 233
Options dialog 68, 87, 89, 90, 101, 104, 105, 108,
110, 111, 113, 114, 115, 117, 120, 121, 123, 125, 127,
141, 145, 150, 157, 272, 274, 278
Company tab 66
User Fields tab 79, 80, 82, 83, 85, 86
Options dialog:Badge tab 89, 90, 117, 120, 121,
123, 127, 274, 278
Options dialog:Category tab 157
Options dialog:Company tab 66
Options dialog:Defaults tab 68
Options dialog:Group tab 117, 120, 121, 123, 125,
127, 272, 274, 278
Options dialog:Printer tab 87, 101, 104, 105, 108,
110, 111, 113, 114, 115, 117, 120, 121, 123, 127, 141,
274, 278
Options dialog:User Fields tab
86

280
280

265

184

213

280

201, 243
280
164, 224, 225, 226,

79, 80, 82, 83, 85,

_P-

Package
287

email notification 68
packages

checking out 245

lookingup 247
page-dependent printing
pages in report 264
paginated text file 265
password 198
passwords 198
pattern matching
PCXformat 66
photo 30, 54, 59, 201, 203, 243, 287
position of label 237, 238, 239, 272
precedence rules 145, 150, 157

titles and logos 157, 160, 197
precedence rules:global vs. local settings
precedence rules:titles and logos 157
preferences

fields 145, 150
pre-registering visitors 238
preregistration 203, 208, 237, 238, 239

lookup 206
preregistration:check box 203
preregistration:example lookup 208
preregistration:group of visitors 237, 238, 239
preregistration:lookup 206, 237, 238, 239
presening existing information 54
preview 204

preview badge
276, 278

Print Options window

66, 244, 245, 246, 247, 253, 254, 280,

237, 238, 239, 271

206

145, 150

117, 120, 121, 123, 127, 204, 274,

237, 238, 239, 271

Print Options window:changing badge printer 237,
238, 239
Print Options window:start position of label 237,

238, 239
printer 204
Printer tab 87, 101, 104, 105, 108, 110, 111, 113,
114, 115, 117, 120, 121, 123, 127, 141, 274, 278
printing 117, 120, 121, 123, 127, 234, 237, 238,
239, 264, 265, 271, 272, 274, 278

report 264

set-up 264

printing a badge 234
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printing:badges 117, 120, 121, 123, 127, 234, 274,
278

printing:changing badge printer 237, 238, 239, 271
printing:multiple badges 237, 238, 239
printing:position of label on sheet 272
printing:report 264, 265

printing:setup 264, 265

products list 87, 89, 90, 101, 104, 105, 108, 110,

111, 113, 114, 115, 117, 120, 121, 123, 125, 127, 141,

272, 274, 278
prompts
visitor already checked in 230
visitor is not pre-registered 226
visitor matches Access Control List 232, 233
visitor matches pre-registered visitor 225

guestion mark character 206

quick check out 236

Quick Out button 204, 235, 236
quitting from EasyLobby 135, 200, 201

self-registration mode 202, 243
quitting from EasyLobby SVM 200, 201

quitting from EasyLobby:self-registration mode 135,

202, 243

"R -

reading drivers license 224
reason 203, 237, 238
groups of visitors 239
sort reasons 211
ws. event 210
reason:adding 210
reason:for visit 203
reason:groups of visitors
reason:\s. event 210
rec file 265
record 218, 219, 221, 223, 230
multiple visits 233
record style file 265
record:adding 218, 219, 221, 223
record:multiple visits 230
repeat visitor 218, 219, 221, 223
report 262, 267, 270
closing 264
exporting 265

237, 238, 239

printing 264

viewing 264
report:.creating 262
report:printing 264, 265
report:types of 267, 270
reports

creating 262
requirements 14

system 14
requirements system 14
resize columns 205, 247
resize window 205, 247

automatic 286
resize window:Grid view 205
restoring logs 184
Rich Text Format file 265
rpt file 265
rif file 265
running EasyLobby 198
running EasyLobby SVM 198

_S -

saving changes 215, 218, 219, 221, 223
packages 247
reasons 210
visitor grid view 205

scanner 236

scanner:bar code 236

scanning a card 164, 223, 224, 225, 226, 227, 228,
230, 232, 233
scanning a drivers license 224
security level
command access 280
security level:command access 280
security settings 233
choices 89, 90
selecting multiple visitors
selection lookup
employee 214
reasons 211
visitors 206
selection lookup:also see "lookup” 206
selection lookup:visitors 206
self-registration 14, 30, 135
Category field 157
exiting 202, 243
starting in mode

165, 167, 169, 241, 277

201, 243
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self-registration:exiting 135, 202, 243 TEMPbadge stock 87, 89, 90, 101, 104, 105, 108,

self-registration:installing for 30 110, 111, 113, 114, 115, 117, 120, 121, 123, 125, 127,

self-registration:no Category field 157 141, 272, 274, 278

self-registration:removing mouse 14 text

self-registration:starting in mode 201, 243 matching 206

sharable mode 181, 183, 188 text file 265

sharable mode:installation ~ 181 theme for Grid 205

sharable mode:view current setting 183, 188 thumb 203, 287

sheet label starting position 117, 120, 121, 123, thumbnail 203

127, 274, 278 time 117, 120, 121, 123, 127, 274, 278

shortcuts 286 arrival 230

signature departure 235
capturing 164, 227 Time Based Alert 170
hardware 164, 227 time:arrival 230

sort by time:departure 235
check in 209 time:on badge 117, 120, 121, 123, 127, 274, 278
employee 214 title 87, 101, 104, 105, 108, 110, 111, 113, 114,
employee last name 214 115, 117, 120, 121, 123, 127, 141, 157, 274, 278
reason 211 title:category 157

sorted lookup title:on badge 87, 101, 104, 105, 108, 110, 111,

113, 114, 115, 141
title:precedence rules 157
titles
category 157, 160, 197
packages 247 precedence rules 157, 160, 197

sorting:by check in 209, 237, 238, 239 toolbar 287
sorting:by company 209 .repc.>rt ?64
sorting:by last name 209 traffic signal icon 211, 214

employee 214
reasons 211
visitors 209

sorting 209, 237, 238, 239

start position of label 237, 238, 239, 271, 272 tsvfile 265
starting EasyLobby 190, 198, 201, 243 tix file 265
starting EasyLobby SVM 198 Twain 226
starting position on sheet 117, 120, 121, 123, 127, txtfile 265
272, 274, 278

stock list 87, 89, 90, 101, 104, 105, 108, 110, 111,  _ U _
113, 114, 115, 117, 120, 121, 123, 125, 127, 141, 272,

274, 278

User Fields tab 79, 80, 82, 83, 85, 86, 203
User Fields tab:Full iew 203
User Fields tab:Options dialog 79, 80, 82, 83, 85,

stop light icon 211, 214
system requirements 14

86
- T - user-defined fields 215
where used 79, 80, 82, 83, 85, 86

tabs 203 user-defined fields:employee 215
tabs:in Full iew 203 user-defined fields:where used 79, 80, 82, 83, 85,
tab-separated 86

text file 265 users 183, 188

values file 265 users:list of current 183, 188
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vk file 183
view 203
view badge 204
view:Full view 203

viewing 117, 120, 121, 123, 127, 204, 274, 276, 278
reports 264

viewing:badge 117, 120, 121, 123, 127, 204, 274,

276, 278

viewing:badge starting position 117, 120, 121, 123,

127, 274, 278

visitor 68, 206, 218, 219, 221, 223, 236, 237, 238,

267, 270
checkingin 230
checking out 235
email notification 68
group of 239
Visitor Alert Prompt 233
visitor categories 157
visitor log 30, 59, 182, 240
backingup 183
current file name 188
location 181, 198
opening 198
oveniew 54
restoring 184
visitor log:creating 30, 54, 59
visitor log:deleting 184, 240
visitor log:exporting 182

visitor log:file name 183, 188
visitor log:location 181, 198
visitor log:naming 30, 54, 59

visitor log:opening 198

visitor number 68

visitor:checking in 230
visitor:checking out 235, 236
visitor:current lookup 206
visitor.group of 237, 238, 239
\visitor:location lookup 206
visitor:looking up 206

visitor:new record 218, 219, 221, 223
visitor:repeat 218, 219, 221, 223
visitor:reports 267, 270

visitor:same company 218, 219, 221, 223

W -

wildcards 206

Windows 14

versions supported 14
Windows NT version 14
Windows:versions supported 14
wk* file 265

WMF format 66

Word file 265
xls file 265

_7 -

zoom in report view 264
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