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TracVisitors
Overview

To expedite new releases of minor updatesto TracVisitors, we have elected to keep the
majority of the manual asis—and list all new changesin a separate section called
“Updates’ . Pleaserefer tothe* Updates’ section for information about the latest

version.

Now that security is a major concern at most organizations, it is imperative for organizations to know who is
visiting its facilities. TracVisitors is designed to quickly store and retrieve the data on visitors, quickly sign-in
and sign-out visitors, and print badges for the visitors.

In the future, TracVisitors will be enhanced to record visitor information based on their driver’s license — by
reading the barcode found on the back of most drivers' license. The enhanced version will also be able to verify
adriver’s license against a “pre-qualified” database of driver’s licenses. If you are interested in the enhanced
version — let us know and we will notify you when it is available.

Features include:

? Maintains all information about a visitor.

? Tracksvisitorsto your facility.

? Tracksvisitorg/drivers driving onto your facility

? Tracksvigitors/guests at a seminar or conference.

? Prints avisitor’s badge to a Dymo LabelWriter label printer. At this time, thisis the only label
printer that is certified with TracVisitors.

? Allows you to store a visitor’s picture along with the visit transaction — however, the “picture
taking” software and hardware is supplied by you. Basically, you would need to take the picture
using a camera then store it to your computer using a third-party software application. Once the
picture is saved to the computer, you can attach the filename for the picture into the visit
transaction.

?  Supports multiple users using TracVisitors at the same time

? Supports multiple locations and entrances for companies with multiple locations and multiple
entrances at alocation

? List all visitors for the day or al visitors in the database.

? List vigits by visitor’'s name, visitor's company, the person and department that the visitor is
visiting, the location of the visit, and the entrance used

? Apply filters by avariety of key fields which will list a subset of all the visits in your database.

? Quick sign-in and sign-out buttons to expedite check-in/check out times.
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TracVisitors Requirements

TracVigitors is a multi-user .NET Windows application. To install TracVisitors, you must have the Microsoft
NET Framework 1.1 (or higher) installed onto you computer. The .NET framework is available on our web
site or you can download it from Microsoft’s web site. If you try to install TracVisitors and your computer does
not have the .NET framework, you will be prompted and asked if you want to download the .NET framework

from Microsoft. Y ou may want to download the framework from Microsoft’s web site because they supply the
latest version.

TracVigitors was tested on Windows 2000 and Windows XP. It may run under Windows NT and Windows 98.

To print badges, you aso need a Dymo LabelWriter 400. Refer to the section called “Printer Setup” in this
manual.
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Getting Started

Below is a summary of stepsto get started with TracVisitors. For details, please refer to the appropriate section
of this document.

1.

9.

Decide where you want to install TracVisitors and where the database will be located. If multiple
employees will be using TracVisitors, then the TracVisitors database must be located on a centralized
server.

When you install TracVisitors, a default database called TracVisitors MDB is stored in the same folder
as TracVisitors.EXE. An empty database is also installed in the same folder called Empty.MDB. We
strongly suggest that you make multiple copies of the empty database. At the point of installation, both
TracVisitors MDB and Empty.MDB are empty databases.

After you install TracVisitors on the first user’s computer, copy the database to the proper location (and
remember the location). Contact your computer people (or I T staff) to ensurethat the TracVisitors
database is placed in a location that is backed up on a regular basis — WE STRONGLY
RECOMMEND THAT THE TracVisitors DATABASE IS BACKED UP TO A BACKUP
MEDIUM (such as CD or Tape) ON A DAILY BASIS. IF YOU LOSE YOUR DATA, IT
CANNOT BE RECOVERED. MUSTANG TECHNOLOGIES WILL NOT BE RESPONSIBLE
FOR LOST DATA.

Install TracVisitors onto all other users computers. Do not copy the database again.

On each computer running TracVisitors, run TracVisitors using the user “admin” and password
“admin”. Select the “ Configuration” submenu under “ Maintenance” and browse to the common
TracVigitors database location. The default folder is “C:\Program Files\ TracVisitors’ — which is the
default installation folder. 1f you installed TracVisitorsinto another folder (other than the default folder,
you will get an error message indicating the database is corrupt or missing. Then you will have the
option to switch to another database).

After all workstations running TracVisitors are pointing to the same database, log in as admin — and
change your password for the admin account (perhaps change the user name too).

Change the company name under Maintenance/Company Information from “ Mustang Technologies’ to
your company name (and address). Non-registered users will not be able to change the company name.
After you purchase TracVisitors, a Registration Key is emailed to you. Your company name is
embedded into the company name. Seethe “ Register” section for more information.

Add all the other TracVisitors users with a unique password and the proper role/security. TracVisitors
users are individuals that will be running (or accessing) TracVisitors. We suggest that you setup a
couple genera users with level 1 or level 2 securities. Level 1 security allows users to run reports.
Level 2 and level 3 securities allow the usersto add visits.

Enter your reference data. Reference data includes: locations, entrances, vendors, and departments.
Reference data can be added from the visit screen.

Start adding visits into TracVisitors.

10. To register your version of TracVisitors, visit our web site at www.MustangT echnologies.com and

select “Orders’ for instructions.
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Backing up your Database
It is the end user’s responsibility to backup their TracVisitors database on a regular basis (preferably on a
daily basis). If the database is damaged or if the server is damaged, your data will be lost and cannot be
recovered — and your last good database will be your last backup. Since the database can be located at any
location and the name of the database is flexible as well, we cannot tell you what database (or location) to
backup. Please speak to your computer people (or 1T department) on this matter — it isvital that you backup
your database. Mustang Technologiesisnot responsible for lost data and damaged databases.

ALSO NOTE - The actual photo/picture images are NOT stored in the TracVisitors database. Only a
reference to the photo/picture image is stored in the database. YOU MUST BACKUP THE folder/subfolder
with the photos/pictures. We recommend that you store all your photo/picture files under a subfolder called
“Pictures’ under the folder that has the TracVisitors database. Then have your IT department backup the
folder with the TracVisitorsdatabase AND all its subfolders.

Printer Setup

TracVigitors was designed to use the “Dymo LabelWriter 400" label printer. Other label printers may work
with TracVisitors but the end user/customer is responsible for testing TracVisitors with other label printers.

1. Firs, install the printer drivers that came with your Dymo LabelWriter 400 printer. These drivers are
normally included on a CD from Dymo. Drivers are also avalable on Dymo’'s website at
www.Dymo.com

2. After ingtalling, the drivers — decide if you will be using the

“30252 Address’ labels (smaller labels) or
“30857 Badge Label” labels (larger labels)

3. From Windows — select “Start”, then “Settings’, then “Printers’ (note — different Windows operating
systems may have dightly different names for “Settings’ and “Printers’.

4. Right click on the “Dymo LabelWriter 400" printer icon — then select the “Properties’ menu item. The

printer properties window/screen will be displayed — see figure 0.1.

From the properties window, click on the “Printing Preferences’ button.

Then, click on the “ Advanced” button.

Under the “Paper/output” branch — select the paper size — see figure 0.2. The paper size would be either

the 30252 or the 30857 label. Other labels may work — but it is up to the end user/customer to test it.

8. After selecting the paper size, click the “OK” button. Then click the “ Apply” button and “ OK” button
on the “Printing Preferences’ windows/screen — then click the “OK” button on the properties
window/screen.

No o

There is no need to set the “Dymo LabelWriter 400" to the default printer.

Note: The aboveinstructions may be alittle different based on the Windows oper ating system you are
using.
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Figure0.2
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Using TracVisitors

Logon

To access TracVigitors, you must logon. Each user is assigned one of four security levels. Level 4 is the
highest which provides complete access to all areas of TracVisitors. For first time users, the following users
exist in the TracVisitors database:

User Name Password Security Level

admin admin 4
levell levell 1
level2 level2 2
level3 level3 3

After the user logs onto TracVisitorsusing a“User Name” with a security level of 4, the user will be able to add
additional users and modify existing users. First time users are free to use and evaluate TracVisitors for 30
days. To use TracVisitors beyond the first 30 days, a “Registration Key” must be entered using the “ Register”
option on the Logon screen (see figure 1). A “ Regigtration Key” is given to users that buy a legal copy of
TracVigitors from “ Mustang Technologies’. For instructions on registering your version of TracVisitors, please
refer to the “Registering TracVisitors’ section of this manual.

@ TracYisitors - Logon I =] L ogon
| To logonto TracVisitors, enter a“ User
User Name: | o« Name” and “Password” and click the
Pazsword: “Logon” button. Please note that passwords
are case-sensitive.
| Logaon I Benister | Help | Cancel |
Figurel

Note: During the 30-day free trial period, the following screen is displayed (see figure 1.1). This example
indicates that there are 7 days left for using TracVisitors during the tria period.

TracY¥isitors - Warning |

7 days remaining on demonskration version,

Figurel.l
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Note: After the 30-day free trial period, the “Logon” button is disabled (see figure 2) and the user MUST
register TracVisitors to continue using it. To register TracVisitors, Mustang Technologies will provide a
Registration Key via an email after TracVisitors is purchased from Mustang Technologies. When you receive
the Registration Key — click on the “Register” button on the Logon screen — then enter the Registration Key and
click the “ Register” button. And then exit TracVisitors — and then restart TracVisitors.

@ Trac¥isitors ¢ Logon Screen Name
The screen name is on the title bar to the
el | right of the word “TracVisitors’.
Password: | Here, the screen nameis “Logon”.
Logan Benister | Help | | Cancel I
Figure2

After logging onto TracVisitors, the main screen is displayed (see figure 3).

After restarting TracVisitors you may notice processing delays or “ screen refresh” delays when exiting
(or entering) certain sections. For example, thefirst time (after alogin instance) that you return from the
“Visit” screen back to the “Vistors Ligt” screen — you may experience a delay before the screen is
refreshed. Thereason for these delaysis because .NET (.NET isthe new Microsoft framework) will not
load certain components into memory until they are needed — and the loading process may take a few
seconds. However, after thefirst return from the “ Visit” screen tothe* VisitorsList” screen —you should
not see the delay again when you return from the “ Visit” screen. You will experience these delays every
timeyou restart TracVisitors— so we recommend that you start TracVisitorsat the beginning of the day
and keep it running throughout the day to reduce processing delays.

Note: The screen nameislisted on thetitle bar to theright of theword “ TracVisitors’ (see Figure 2).

Product Registration
To register your version of TracVisitors, first click the “Register” button on the Logon screen (see figure 2).
After clicking the “ Register” button, the “Product Registration” screen will be displayed (see figure 2.1).

The “Registration Key” will be emailed to you by Mustang Technologies after you purchase the software
online. After entering the Registration Key, click the “ Register” button. Then the Logon screen is re-displayed.
On the Logon screen, click the “ Cancel” button to exit TracVigitors. Thenrestart TracVigitors.

NOTE: After you register the software, you MUST exit TracVisitorsto complete the product registration
process.

Trac¥isitors - Product Registration

Enter Registration key: |

Register I Cancel |

Figure2.1
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Security/Roles
Each user is assigned a security level (or role number) ranging from one (1) to four (4) — four (4) being the
highest and providing rightsto al areas of TracVisitors.

Below are the major features of TracVisitors and the security level required to use the feature.

Features Levell |Level2 |Level 3 | Level 4
Delete (visit and any reference data)

Configuration including changing the database location *
Add TracVisitors users *
Purge visitors by year *
Add and modify visit information and reference data * * *
Run reports * * * *
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Main Screen

After logging into TracVisitors, the main screen is displayed (see figure 3).

For additional instructionsfor the Main Screen, pleaserefer to the“ Using the Main Screen” section.

If there are visits that satisfy the current filter, then the visits will be listed in descending order — last visit first
(by default). Filters are discussed below. Infigure 3, there are visits listed — indicating an empty database or no
vigits that satisfy the current filter. If you know you have data in your database, then perhaps you opened the
wrong database (or perhaps TracVisitors was re-installed and TracVisitors is pointing to an empty database).
NOTE: When you re-install TracVisitors, your databases are NOT overwritten. To switch to another database,

select the “Configuration” submenu option under “ Maintenance” main menu option.

From this main menu, you can add a visit (sign someone in), sign out, view an existing visit, and delete a visit

(if you have the rights to delete). From the main menu, you can also print reports.

& Date  Toses

€ LastMame ¢ Department
C FistName " Localion
" Company " Enbance

Datelmm/dd ]

Enter Search Value 5

Filter

© AlVisitars " First Mame Filter € Location Filter

& Todap Only ' Campany Fiter € Entrance Filter

" Date Filter " 'To See' Filter € “ea Filer
" LastMame Fiter " Department Filter

Filter: Apply Filker

Date |LastMsme | FirstMame | Company

Add Visit/Sign In

| Timeln

EdiViewVisi_ | Bt Visor (shor) | Pint Visio (o

| TimeOut | Lacation

) Deite Vit | Eit

Main Menu Options
Click on File, Maintenance, or
Help to view submenu options.

Column Headersin the
VisitorsList Grid
To sort the list for a particular
column, click on the column
header. Initially, acolumnis
sorted in ascending order. To
change the order, click on the

column again and the visits will be

sorted in descending order.

Figure3

Main Commands
To add, sign-out, edit/view, or
delete avisit - use one of these
commands/buttons.
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qi" TracYisitors - ¥isitors List : Registered to Cooper Inc.

isting Sort / Search

& Date  Toses
€ LastMame ¢ Department
C FistName " Localion

" Company " Enbance

Datelmm/dd ]

Enter Search Value 5

" First Mame Fiter
+ Today Only ' Campany Fiter
Diate Filter € Ta See' Filier
Last NameFiter  { Dapartment Fiter

€ Location Filter
€ Entrance Fileer
€ “ea Filer

Apply Hter/r

Visitor List

| |Ddm~lLastName | Firsthame | Commani~_ | ToSes Department

Add Visit/Sign In Sign Out

EdiViewVisi_ |

| Timedn | TimeOut | Location

Bint Visitor [short] | Brint Visitor [long) Delete Visit

Exit

Filter
Normally, only the visits for the
current day are listed on the
“Visitors List” grid. However,
with the filter feature, you can
list certain groups of visitors.
For example, you can list
visitors with a certain last name
or visitorsto a certain
department.

Figure4

Company Information
To modify the company information area, select the “Company Information” submenu under “ Maintenance”.
Seefigure 5.

Trac¥isitors - Company Information |

M amne:

Address 1:
Address 2

City:
State/Providence:

£ip code:

Fhone Mumber:

Fam:
Wwieb site:
Email Address:

LCancel

IMustang Technologied

123 Main Street

| Clitton
[h
jooo

|123-456-7290
|123-456-78391

Iwww.MustangT echnologies.com

Iinfn:n@M uztang T echnologies. cam

| Save

Figure5

Listing Sort/Search
To change the sort or to search
for avisit by a particular value,
select the search column, enter
avalue, and click on the find
button.
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Enter your company information then click the “Save” button. If you click the “Cancel” instead of the “Save’
button, no changes will be saved.

Maintaining Users
To add, modify, and delete users, the user that is currently logged in must have a security level of 4. To
maintain users, select the “Users’ submenu under “ Maintenance” — see figure 6.

‘Bl TracVisitors - Users

Row Selector

Fioles: —  Tosdlect arow, click onthe

| Passward | Rale 1;?5”‘ -'Prin-t.gcrljcllﬁj"Ed' " _ row selector _Column for the row
ovel? 5 =S uperyisor it/Reports Rights you wish to select.

3=Supervizor - Add/Edit/Reports Rights
d=pdministratar - Full Rights

levell

1
lewvel3 leweld 3 .
\_ /| adnin admin 4 Add Row Indicator

Inthe e, tes 2 o 3ol v To add another user, enter the
— i e, por 1
Goncel_| Save | number into this row —then
= = click the “Save” button.

Figure6

To delete a user, select the row by clicking on the “Row Selector” column and then press the “ Delete” key on
your keyboard.

To add a user, type the new user name, password, and role number on the row with the “*” (called the “add row
indicator”).

To change a value for an existing user, click on the value and start typing.

To save your changes, you must click the “Save’ button. If you click the “Cancel” button instead of the “Save”,
no changes will be saved.

To save, at least one user must have arole of 4.
To sort/list the users by a different column, click on the column title.

NOTE: Passwords ar e case-sensitive.
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Workstation Configuration

To change the location of the database for a particular user (on a particular computer), change the default
location of the workstation, change the default entrance of the workstation, change the badge printer, or to
change the information printed on the badge - select the “Workstation Configuration” submenu under
“ Maintenance” — see figure 8.

g TracVisitors - Workstation Configuration Browse
Databaze Mame: |D:'\Trac\-’isitors'\Tra-:\-"isit-:rs-Dev.mdb Browse | To mch for a
Drefault Location: INewJerse_l,l Office j Lizt | databa%, use the
Default Entrance: ISUU“"' j List | “Browse” button.
Badge Frinting .
Badge Printer M arne: IDYMD Labehafriker 400 FPrinters | —-/ Printers
_ _ To search for abadge
" Large Badge ¥ PFrint Mame ¥ Frint To See/Department .
printer, use the
¥ Frint Company ¥ Frint Date/Badge 0 Printersn button

Sawve I LCancel |

After changing the Databaze Mame, you must exit and restart TracVisitors for the change to take affect.

Figure8

If you are running TracVisitors on multiple computers, you should place the database (the default database
name is TracVisitors.MDB) in a common location (usually afolder on afile server) and then you must
select/set the database name at each workstation/computer. To select/set the database name at each
workstation/computer, use the “Browse” button.

Input Fields
Database Name — Use the “Browse” button to search your computer network for the TracVisitors

database.

Default Location — One input field on the Visit screen isthe Location. The location is the location of the
facility. If you have multiple facilities, all facilities could use the same database over the
company’s network. Instead of selecting the location for each visit at a particular
workstation/computer, you can set a default location for this workstation/computer. To select the
default location for the current workstation, click the “List” button next to the combo box or
click on the DOWNARROW on the combo box. NOTE: To add new locations, click the “List”
button then click the * Add” button.

Default Entrance — One input field on the Visit screen isthe Entrance. The entrance is a particular
entrance at afacility. If you have multiple facilities and/or multiple entrances, all entrances
could use the same database over the company’ s network. Instead of electing the entrance for
each vigit at a particular workstation/computer, you can set a default entrance for this
workstation/computer. To select the default entrance for the current workstation, click the “List”
button next to the combo box or click on the DOWNARROW on the combo box. NOTE: To
add new entrances, click the “List” button then click the “ Add” button.

Badge Printer Name— CURRENTLY, TracVisitorshastested and supports only one badge printer
—the Dymo LabelWriter 400. When you install the printer drivers for the Dymo LabelWriter,
you could change the name. Here, select the “Dymo LabelWriter 400" printer from your printer
list.

To list the printers on your workstation/computer, click the “Printers’ button. Each Windows
operating system has a different “Print” dialog window. On most operating systems, you can list
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the different printers on your workstation by clicking the DOWNARROW on your combo box
onyour “Print” dialog window. After selecting the printer on your “Print” dialog window, click
the “OK” button.

“Large Badge” Checkbox— The Dymo LabelWriter printer supports different labels. TracVisitors
supports both the “ White Address Labels’ and the “ Badge Labels’. If you are using the smaller
address labels, uncheck this checkbox. If you are using the larger badge labels, check this box.
Extra spacing is used when the “ Large Badge Labels’ are used.

“ Print Name” Checkbox— Check this box if you want the visitor’s name printed on the label/badge.

“ Print Company” Checkibox— Check this box if you want the visitor’s company name printed on the
label/badge.

“Print “ To See” /Department” Checkibbox— Check this box if you want the person’s name and
department, that the visitor is visiting, to print on the label/badge.

“ Print Date/Badge” Checkbox— Check this box if you want the sign-in date and the badge number
printed on the label/badge.

It is not possible to print al four pieces of information on an address label because the label istoo small.
TracVisitors can print al four pieces of information on the larger badge label.

TracVisitors prints the information on the label/badge in the following sequence:
1) visitor’s name,
2) visitor’'s company name,
3) the name of the person and their department being visited (referred to as the “to see” person, and
4) the date of the visit and the badge number.

At thistime, there is no method for changing the sequence of the badge printing in TracVisitors.

Sam Jones

Acme Electronics, Inc.
Bob Smith/Engineering

124531 02/06/2007

Figure 8.1 — Example of badge on lar ge label

Note: The font size adjusts, if the information is too long, to accommodate longer names.

After entering al the information on the screen, click the “Save” button.

After the database name is saved, you must exit TracVisitors and restart TracVisitors before TracVisitors will
start using the new database name.
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Backing up your Database

It is the end user’s responsibility to backup their TracVisitors database on a regular basis (preferably on a
daily basis). If the database is damaged or if the server is damaged, your data will be lost and cannot be
recovered — and your last good database will be your last backup. Since the database can be located at any
location and the name of the database is flexible as well, we cannot tell you what database (or location) to
backup. Please speak to your computer people on this matter — it is vital that you backup your database.
Mustang Technologiesis not responsible for lost data and damaged databases.

Using Visitor Photos/Pictures

TracVigitors can reference photos (files of pictures) stored on your computer system — however, TracVisitors
does not include a picture-taking/imaging component (or module). If your facility will be using photos, then we
recommend that you store al photos to a subfolder called “Pictures’ under the folder that has the TracVisitors
database. By default, TracVisitorsisinstaled in the following folders:

C:\Program Files\TracVisitors (default folder for EXE, configuration files, and database)
C:\Program Files\TracVisitors\Pictures (default subfolder for photos)

So — if you move your database to a file server under a folder called “TV”, then you would have the following
folders for database and photos.

F\TV (folder for database)
CA\TV \Pictures (subfolder for photos)

Set up your camera system to store all pictures to the “Pictures’ subfolder. By default, TracVisitors will list
photos in the “Pictures’ subfolder when the user clicks the “Browse” button next to the “Picture Filename”
input field on both the Visit screen and the Vendor/Customer/Visit screen

NOTE: TracVisitors must be installed onto each workstation — meaning the TracVisitors.EXE file and
associated configuration files MUST be installed onto each workstation. The database and the photos
can be stored on a centralized server so that multiple users can use the same database. Refer to
“Workstation Configuration” for further information about configuring TracVisitors to access a
common database.

NOTE: Backup - TracVisitors can reference photo files anywhere on your computer system/network.
However, when you backup the TracVisitors database — the photo files DO NOT get backed up
automatically. YOU MUST BACKUP thefolder with the photos/pictures. A good practiceisto store all
photo/picture files under the “Pictures’ subfolder — THEN have your IT group set up an automatic
backup routineto backup the TracVisitors database folder and all subfolders.

Reference Data

Reference Data is data (information) that is referenced from a visit. By using reference data, you improve data
entry because you can select the reference data instead of entering the reference data. In addition, it is easy to
extract all visits based on a particular reference. For example, if your facility is visited regularity by an
individual or is visited regularity by several individuals from the same company, then you would add that
company to the company table/list. By having the company in the company table/list, the receptionist or guard
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can quickly lookup the company and pull the reference data into the new “visit transaction” without entering the
company name and address. Another reason for using reference data is database integrity. If the
receptionist/guard enters the company name different on each visit, it is difficult to run areport for the number
of visits for a particular company — one receptionist/guard may enter a company name as “ Acme Services, Inc.”
and another receptionist/guard may enter it as“ Acme’. To a computer, “ Acme Services, Inc.” and “ Acme” are
two different companies.

The company table/list is referred to as reference data.

There are several categories of reference data These categories are: Locations, Entrances,
Vendors/Customerg/Visitors, and Departments.

Using reference data is very important because it will allow you to view the visits in a variety of ways. To
maintain reference data, select “Reference Data” submenu option under the “ Maintenance” — see figure 9. In
addition, you can add reference data while entering data on the Visit screen.

Corp

. Reference Data
T\ e e The menu options for
et (" Department Filter enteflng reference data
are found under the

Maintenance main menu
option.

aaaaa

addvistssigntn | Sign Out | Ediviewvist | Biint Visitor short] | Pt Visitar flong] Delete Visit Exit

Figure9

Only TracVisitors users (the person that signed onto TracVisitors) with a security level of 4 can delete reference
data (and visits/visit records). Also note: TracVisitors will not let a user delete reference data that is being used
by a visit/visit record. For example, if avisit/visit record is using the reference entrance of “South Entrance” —
then TracVisitors will not alow the user to delete entrance of “South Entrance”.

When you select a reference category (such as Locations or Departments), the first screen that will be displayed
isalisting screen for that category (see figure 10 for alisting screen for Locations). From this listing screen,
you can sort the list by the columns displayed in either ascending or descending order. To initiate the sort, click
on the column header. Column headers for the locations are “Location ID” or Location Description”. If you
click the same column a second time, the sort order isreversed. For example, if the “Location Description” is
sorted in ascending order and you click the “ Location Description” column again — the “Location Description”
column will be resorted in descending order.

This concept of column sorting is used throughout TracVisitors.
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NOTE: Ascending order is lowest value to highest value (A-Z). Descending order is highest value to lowest
value (Z-A).

Maintaining Locations
It is very common for larger companies to have multiple locations. For example, a sales office at “123 Main
Street” and a distribution center at “567 Elm Street”.  Each workstation can default to a particular location
allowing the receptionist/guard to quickly sign in visitors. The default location is selected on the
“ Workstation Configuration” screen.

To add or change a location, select “ Locations’ submenu under “Reference Data’ — “Reference Data” is a
submenu under the “ Maintenance” main menu. After selecting “Locations’, the “ Location List” screen is
displayed — see figure 10.

The “ Delete’ button is only enabled if the TracVisitors user (the person that signed into TracVisitors) has a
security level of 4. Also — TracVisitors will not allow you to delete a location when a visit is using the
location.

The features and capabilities of each reference data category are very similar. Under the location area, we
will provide a more in-depth review — but under the other reference categories, we will provide a brief
review.

] Trac¥isitors - Locations [_ O] | Location List
_ _ — To add anew location, click on the
Location 1D | Lozation D ezcription // “ Add New” button.
- To edit an existing location, move
Addhew to the location in the list and click
[ Editrview | the “Edit/View’ button.
- N\ NOTE: The location list isempty in
Delete .
figure 10.

Cancel

i

Figure 10

Initially, the locations are sorted in ascending “Location ID” order. To change the sort, click on the
appropriate column. For example, to change the sort from “ Location ID” to “Location Description”, click
on the column title for “Location Description”

NOTE: Ascending order islowest value to highest value (A-Z). Descending order is highest value to lowest
value (Z-A).
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To add a new location, click on the “ Add New” button. After clicking on the “Add New” button, the
“ Location” screen is displayed — see figure 11.

‘Bl TracYisitors - Location [_[O] x] L t
ocation
ocation 1D: e o H
@ ||“ S— On anew location, the
o : | LocationID issetto
Address 2 I ) NeN" "

City: I

State/Providence: I

_ After entering or
Zp code || modifying the location
Contact:

— information, click the
e I / “Save” button to save
the changesto the

Em;il Address: | /
— TracVisitors database.

Figure11

After clicking on the “ Add New” button on the “Location List” screen (figure 10), an empty location screen
is displayed waiting for the user to enter details about the location (see figure 11).

The most important input field on this screen is the “Description” input field. The “ Description” is used on
reports, for sorting on main screen (see figure 3), and for filtering on the main screen. Try to use unique
letters (or numbers) as the first few characters of the “ Description’. For example, if you have several
locations on “ Main Street”, we recommend that you use the street number as the first few characters of the
description instead of the word “ Main” . Why? If you want to list only the visitorsto “235 Main St.” — you
only need to enter afilter of “235”. But if all “Main Street location” descriptions start with Main, then you
will need to enter afilter that will distinguish one location from another.

Good location names.
235 Main Street
825 Main Street
1090 Main Street
Distribution - Main Street
Manufacturing — Main Street
Corporate Office — Main Street

Bad location names.
Main Street - Distribution
Main Street — Manufacturing
Main Street — Corporate Office

The “Location ID” is generated by TracVisitors. The link between the visit record and the location is
accomplished through the “ Location ID”. By using the “ Location ID” as the link, the user can change any
value for alocation without affecting the link to the visit.

I nput Fields
Description — Enter a unique description for the location. Y ou can change this description at any time

without affecting the links between visits and locations.
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Address 1 — Enter the location address.
Address 2 — Enter a second address for the location.
City — Enter the city for the location.
Sate/Providence- Enter the state for the location.
Zip Code — Enter the zip code for the location.
Contact — Enter a contact for this location.
Phone Number — Enter a phone number for this location.
Fax — Enter afax number for this location.
Email Address— Enter an email address for the contact at this location.
Notes — Y ou can enter notes about this location. The maximum size of the Notes input field is 1,000,000
characters.

No input fields are required — but it makes little sense to add a location without entering at least a location
description.

After entering (or modifying) values for a location, click the “Save” button. After the saving process is
complete, you are returned to the “ Location List” screen (see figure 12). Note that the new location is
shown inthelist. To seethe“Location List” screen with multiple locations, please refer to figure 13.

gl Trac¥isitors - Locations =] | L ocation List

— With one location

Add Hew
Editfiew
Delete

Cancel

dudd

Figure 12

While on the “ Location” screen (figure 11), if you make any changes to a location and click the “ Cancel”
button instead of the “Save” button — you will be prompted by TracVisitors asking you if you want to save
the changes.
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H] Trac¥isitors - Locations

Aocation 1D | Location Deszcription W'thL OCl?FICI)nIL Igt'
LOo0oo0oo0oz Allentown Facilitg < Ith multiple locations.
L~ LO00000000aa0 Bayport Office Add Mew Currently, the locations are

( > Coopertown Facility
~—{L00000000004 D allaz Office
LO000000000:3 Green Bay Facility

0000000005 biami Facility

sorted by “ Location
Description” in descending
Delete order.

Editfiew

il

Cancel Current Pointer
The current pointer is pointing
to the “ Coopertown Facility”
location. If we click the
“ Edit/View" button at this
time, TracVisitors would show
the details of the location. If
we click the “ Delete” instead,
this location would be deleted.

Figure 13

In most cases, the list for reference data (such as the “ Locations’ list in figure 13) can be accessed from
severa areas. For example, the “ Locations’ list can be accessed from the main menu under “Reference
Data’, from the “ Workstation Configuration” data input screen, and the “Visit” screen. If you are accessing
the “ Locations’ list from the “ Workstation Configuration” screen or from the “Visit” screen, a “Select”
button will also appear on the “Locations’ list screen. See figure 13.1.

gl Trac¥isitors - Locations L ocation List

Location 1D | Lozation D ezcription Select >1\ with Select Button
r LOOaa00ooo00 E awport Office The “Select” button can be

i

LO00a0aa00am Coopertovir Facility Add Mew .
LO000O0000Z  Allentawn Facility used to select the location
LOODO0OO0O02  Green Bay Facility Edit/View that is being pointed to.
LOO0O0000O04  Dallas Office

LOOAA0000005 Delete

b iami Facility

Cancel

dudd

Figure13.1
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Maintaining Entrances
In some cases, very large buildings and complexes may have multiple entrances — and you may want to
track where visitors enter the building or complex. For example, a large distribution center may have
multiple entrances. Each workstation can default to a particular entrance allowing the receptionist/guard to
quickly sign in visitors. The default entrance is selected on the “ Workstation Configuration” screen.

To add or change an entrance, select “Entrances’ submenu under “ Reference Data’ — “ Reference Data’ isa
submenu under the “ Maintenance” main menu. After selecting “Entrances’, the “Entrance List” screen is
displayed — see figure 14.

The “ Delete’ button is only enabled if the TracVisitors user (the person that signed into TracVisitors) has a

security level of 4. Also — TracVisitors will not alow you to delete an entrance when a visit is using the
entrance.

&+ Trac¥isitors - Entrances [_ O] |

EntranceList

/ | To add anew entrance, click on the
“ Add New” button.

To edit an existing entrance, move

| Edinview P|| totheentranceinthelist and click
the “Edit/View’ button.

NOTE: The entrance list is empty
Cancel in figure 14.

Entrance D | Entrance Mame

.

Add Hew D

Delete

i

Figure 14

Initially, the entrances are sorted in ascending “Entrance ID” order. To change the sort, click on the
appropriate column. For example, to change the sort from “Entrance ID” to “Entrance Description”, click
on the column title for “Entrance Description”

To add a new entrance, click on the “Add New” button. After clicking on the “ Add New” button, the
“Entrance” screen is displayed — see figure 11.

Entrance
On anew location, the
Entrance ID is set to
“New” .

After entering or
modifying the Entrance
information, click the
“Save’ buttontosave
the changesto the
TracVisitors database.
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g Trac¥isitors - Entrance [_ O] |

Entrance 1D K= «—
Entrance Mame:
Entrance Code:
Save | Cancel |
Figure 15

After clicking on the “Add New” button on the “Entrance List” screen (figure 14), an empty “Entrance”
screen is displayed waiting for the user to enter details about the entrance (see figure 15).

The most important input field on this screen is the “Entrance Name” input field. The “Entrance Name” is
used on reports, for sorting on main screen (see figure 3), and for filtering on the main screen. Try to use
unique letters (or numbers) as the first few characters of the “Entrance Name”.

The “Entrance ID” is generated by TracVisitors. The link between the visit record and the entrance is
accomplished through the “Entrance ID”. By using the “Entrance ID” as the link, the user can change any
value for an entrance without affecting the link to the visit.

I nput Fields
Entrance Name — Enter a unique description for the entrance — including a reference to the facility (if

you have multiple facilities with similar entrance names such as South Entrance). Y ou can
change this name at any time without affecting the links between visits and entrances.
Entrance Code — Enter a code for the entrance.

No input fields are required — but it makes little sense to add an entrance without entering at least an
entrance name.

After entering (or modifying) values for an entrance, click the “Save’ button. After the saving process is
complete, you are returned to the “Entrance List” screen (see figure 16). Note that the new entrance is
shown in the list.
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S Teacstors -Entrances ———___ WEIE| ety anoes Lis

I With one entrance.

Add Hew
Editfiew
Delete

Cancel

dud

Figure 16

Maintaining Vendors/Customers/Visitors
At some facilities, visitors come from common vendors and/or customers. Also — some facilities may be
high-security areas that require visitors to be pre-registered (or listed) in your visitor database. Under the
“VendorgCustomers/Visitors” maintenance area, you can enter pre-qualified/pre-registered vendors,
customers, and/or visitors.

Another advantage of having vendors, customers, and/or visitors entered into TracVisitors is the
receptionist/guard can expedite the sign-in and the verification process for visitors — because there is less
data entry during the sign-in.

To add or change a vendor, customer, or a visitor’s information, select “Vendors/Customer/Visitors”
submenu under “ Reference Datd’ — “Reference Data” is a submenu under the “ Maintenance” main menu.
After selecting “Vendors/Customer/Visitors’, the “Vendors/Customer/Visitors List” screen is displayed —
see figure 16.

To add a new vendor/customer/visitor, click on the “ Add New” button. To modify or view an existing
record, move the current pointer to the proper row then click the “Edit/View” button. Figure 16 is an
example of the * Manufacturer/Service Provider” screen after clicking the “Edit/View” button.

When a user accesses the Vendors/Customers/Visitors list screen from the Visit screen (see figure 25),
information from a particular vendor/customer/visitor can be loaded onto the Visit screen — saving the
receptionist/guard from entering the information onto the Visit screen.

Page 22 of 37



Verson 1.0

TracVisitors
Bl TracYisitors - ¥Yendors/Customers /Visitors
< Customer 1D 2z | Customer Name | Last Mame | First Mame
"E DOOOONORf—Lacahs Mtk Flis ——  —— —fim—
E 0000000007 Jacobs Metals Smith Bob
000000002 Acme Engineering Pepe Joe
»

Add Mew

Editigw

i

LCancel |

Vendors/Customer s/Visitor ¢
Hereisthelist of vendors,
customers, and/or visitors.

Currently, the list is sorted
in ascending order by
Customary. To change the
sort column, click on the
title of the column.

Also — the current pointer is
pointing to “I1BM”.

Figure 16

To edit/modify an existing record, move the current pointer to arow and click the “Edit/View” button (see
figure 17).

g Trac¥isitors - ¥endor,/Customer /¥isitor

Company |D: [E 0000000000
Company Mame:

Wisitor First Mame: Gina

“isitor Last Name: Ellis

Address 1 1234 Main St
Address 2: |

City: |GB
State/Providence: IW’I—

Zip code: |5431 1

Country: I
Company Contact: I
Phaone Mumber: I—
Cell Phane 1
Fax: I—
Email Address: |

Ficture Filename:

Motes:

Open ID.\TracVisilUrs\Piclures\VisilUr1.ipg

Save

Erowse |

LCancel

Figure 17

Vendor s/Customer s/Visitor ¢
Here are the input fields for
one vendor, customer, and
or visitor.

In this example, we have a
photo of the visitor — which
could be used to compare it
against the actual visitor.

The “Customer ID” is generated by TracVisitors. Besides the “Customer ID”, no other input fields are required.

Input Fields
Customer Name— Here we use the term “ Customer Name” — but, it could be the vendor’ s name too.

Actually, you should think of the customer name as the company name of the visitor. 1n some
cases, the visitor may not be with a company.
Visitor First Name
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Visitor Last Name — If anindividual visits your facility frequently, you may want to add the individual
to your “ Vendor/Customer/Visitor” table — and enter the individual’ s first and last name.

However, if your facility is visited by different employees of a company — then you may want to
leave a blank for the Visitor First Name and Last Name — but fill in all the details for the
company (such as company name, address, city, etc.).

NOTE: On the Visit screen (not covered yet), if you enter afirst name and last name —then
select a vendor/customer —the name you entered onto the Visit screen will NOT be
overwritten.

Address 1 — Enter the address.

Address 2 — Enter the address.

City — Enter the city.

Sate/Providence- Enter the state.

Zip Code — Enter the zip code.

Company Contact — Enter a company contact. Thisisjust areference for the company —and it is not
pulled into the Visit screen (not covered yet).

Phone Number — Enter a phone number.

Cell Phone- Enter a cell phone number.

Fax — Enter afax number.

Email Address— Enter an email address.

Picture Filename — Select a filename of a photo of thisvisitor. To select afilename, click the “Browse”
button to the right of the input field. By default, TracVisitors will list image filesin the
“Pictures’ subfolder of where the TracVisitors database islocated. However, you can select files
from any subfolder on your computer system.

Notes — Y ou can enter notes. The maximum size of the Notes input field is 1,000,000 characters.

No input fields are required — but it makes little sense to add a vendor, customer, or a visitor without
entering a company name or a person’s name.

After entering (or modifying) values for a vendor, customer, or visitor, click the “Save” button. After the
saving process is complete, you are returned to the “Vendors/Customers/Visitors List” screen (see figure
16).

Maintaining Departments
The department is the department of the person that the visitor is visiting to see.

To add or change a department, select “Departments’ submenu under “ Reference Data’ — * Reference Data’
is a submenu under the “ Maintenance’” main menu. After selecting “Departments’, the “Departments List”
screen is displayed — see figure 22.

To add anew department, click on the “ Add New” button. To modify or view an existing department, move
the current pointer to the proper row then click the “Edit/View” button. Figure 23 is an example of the
“Department” screen after clicking the “Edit/View” button.

The “ Department ID” is generated by TracVisitors. The link between the visit and the department is
accomplished through the “ Department ID”. By using the “ Department ID” as the link, the user can change
any value for a department without affecting the link to the visit.
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Input Fields
Department Name — Enter a unique name for the department. 'Y ou can change this name at any time
without affecting the links between equipment and departments.
Department Code — Enter an account code for the department.

No input fields are required — but it makes little sense to add a department without entering at least a
department name.

After entering (or modifying) values for a department, click the “Save” button. After the saving process is
complete, you are returned to the “Department List” screen (see figure 22).

q,.s" Trac¥isitors - Departments

Departrent [0 i | Department Mame

DEQOO0000000 Engineemg

DEQQO00aa001 Hurman Resources Add Hew

DEOQOOO0000Z b arketing —

CEQQ0o000003 International 5 ales EditMigw
s Domestic Sales

Delete

duai-

Cancel

Figure 22

@ Trac¥isitors - Department [_ O] |

Department IC: |DED000000000
Department Mame:
Department Code:; IENG1 0o
Save | Cancel
Figure 23
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Adding a New Visit/Sign-in
The main objective of TracVisitorsisto quickly “sign in” visitors, print badges for the visitor, and “sign out”
visitors. However, secondary objectives of TracVisitors include — the ability to list all visitors based on a
category or reference data - and to verify the visitor against a picture in the Vendors/Customers/Visitors table.

To add anew visit to TracVisitors, click the “ Add Visit/Sign In” button from the main screen (see figure 24).

Listing Sort / Searc] Filer
@ Dats  Tosee © Alvisitors © FistNameFiter € Location Fiter
C LastName Department & Today Only € Company Fiter € Entrance Filter
€ FistName Lacation € Date Fiter € 'ToSee'Filter £ Vear Filer
© Company  Entiance € LastMameFiter ¢ Depattment Fiter

Datefmm/ddyp)
Enter Search Value: & Filter: Apply Filter |

(" Tracvisitors - Visitors List

Registered to Acme Coopers

Main Screen

Visitor List

| [Date | LastName

Add Visit/Sign In

| FirstName | Company

Sign Out

| ToSee | Department | Timedn | TimeOut | Location | Entrance:

_— |

it Vistor shor) | Pint Visitor forg) | Delete Visit Eit

Figure24

To add anew visit and sign
in avigitor, click the
“ Add Visit/Sign In” button.

After clicking the “ Add Visit/Sign In” button, the “Visit” screen is displayed (see figure 25).

e In:

General | Motes

First Mame:

g.‘" TracVisitors - ¥isit

4/23/2007

8:35PM

I Ficture: |

I Added by Iadmm

Date OUt M Last Updated by I

Time Out: I Datehdded  |H/2302007 D3a 25 FH
Date Last Updated: |1 140007 12:00:00 A
Internal Visit ID: MNew

Visit Screen
On anew visit, TracVisitors

automatically setsthe
Date In and Time In values.

P < S

KeysInput Fields

Currently, 8 input fields are
printed on the badge —
badge number, first name,
last name, company, “to
see” first name, “to see” last
name, the department the
visitor is visiting, and the
“Date In" date.

| ot Mame Dirivers 1D I

55 Number. I

endars/Customers

Security Level D1 |

D7 |
Address 1
Address 2 ToSes

N
City: First Mame: ™
State/Prov: Last Name: /
Zip Code: | st b
Country:
Phane: Location: I Coapertawn Facility =] List |
Cell Phone: Entrance: IEDuth - Coopersville j List |
Fau:
Email Address:
Save and Frint Badge | Print Badge Save Lancel
Figure25
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When a new vigit is added, the “ Date In” and “Time In” are automatically populated by TracVisitors with the
current date and time.

Either afirst name or alast name is required to save a visit — al other input fields are optional.

Input Fields on Visit Screen

General Tab (thereare 3 tabs: General, Notes, and Picture)

Badge Number — Thisfield is not required. If you want a badge number printed on the badge label,
enter a badge number here. If the badge number is entered by not printing on the badge label,
check the “ Workstation Configuration” screen to ensure that the badge number is to be printed.

First Name — Enter the first name of the visitor.

Last Name — Enter the last name of the visitor.

Company Name — The company name could be entered manually or populated automatically from the
Vendors/Customers/Visitors List screen. To display the Vendor/Customers/Visitors List screen,
click the “List Vendors/Customers’ button to the right of the Company Name input field.

Companies that regularly visit a facility should be entered into the Vendors/Customers/Visitors
list.

NOTE: If you select a company from the Vendor Customer/Visitorslist screen — AND you
did not enter afirst nameor last namefor thevisitor on the Visit screen, TracVisitorswill
bring over the Visitor’s name (and picture) from the customer’srecord.

Security Level— This input field is not used at this time — however, a security level can be entered.

Address 1 — Enter the visitor’s address.

Address 2 — Enter the visitor’s address.

City — Enter the visitor’s city.

Sate/Providence- Enter the visitor’'s state.

Zip Code — Enter the visitor’s zip code.

Country — Enter the visitor’s country.

Phone Number — Enter the visitor’s phone number.

Cell Phone- Enter the visitor’s cell phone number.

Fax — Enter the visitor’s fax number.

Email Address— Enter the visitor’s email address.

Employee #- If the visitor is an employee, enter their employee number.

Driver’s 1D — Enter the visitor’ s driver’ s license number

SS Number — Enter the visitor’s social security number. AT THISTIME, THE SOCIAL SECURITY
NUMBER ISNOT ENCRYPTED WHEN IT ISSAVED TO THE DATABASE. If your
operation is collecting social security numbers, you are responsible for securing the
database and ensuring that social security numbersare not accidentally released to the
public.

ID 1 - Enter another ID for the visitor.

ID 2 - Enter another ID for the visitor.

“To See” First Name - Enter the first name of the person that the visitor is visiting

“To See” Last Name - Enter the last name of the person that the visitor is visiting

“To See” Department — Select the department of the person that the visitor isvisiting. Therearea
couple methods for selecting the department. Thefirst isto select the department from the
dropdown list. To view the dropdown ligt, click the “ DOWNARROW?” on the department’s
combo box. Another method to select the department isto use the “ Department List” screen. To
view the “ Department List” screen, click the “List” button to the right of the Department combo

Page 27 of 37



TracVisitors Verson 1.0

box. From the* Department List” screen, you can add new departments and edit existing
departments.

Location — Select the location for this facility. 1f a default location was selected on the “ Workstation
Configuration” screen, then this input field is automatically populated by TracVisitors.
However, you can change it using a couple methods. The first method isto select the location
from the dropdown list. To view the dropdown list, click the “DOWNARROW” on the
location’s combo box. Another method to select the location isto use the “Location List” screen.
To view the “Location List” screen, click the “List” button to the right of the Location combo
box. From the“Location List” screen, you can add new location s and edit existing locations.

Entrance — Select the entrance of this facility and workstation. If a default entrance was selected on the
“Workstation Configuration” screen, then this input field is automatically populated by
TracVisitors. However, you can change it using a couple methods. The first method isto select
the entrance from the dropdown list. To view the dropdown ligt, click the “ DOWNARROW” on
the entrance’s combo box. Another method to select the entrance is to use the “Entrance List”
screen. To view the “Entrance List” screen, click the “List” button to the right of the Entrance
combo box. From the “Entrance List” screen, you can add new entrances and edit existing
entrances.

Note Tab
Note — A note can be entered for this visit.

Picture Tab

Picture Filename — Select afilename of a photo of thisvisitor. To select afilename, click the “Browse”
button to the right of the input field. By default, TracVisitors will list image filesin the
“Pictures’ subfolder of where the TracVisitors database is located. However, you can select files
from any subfolder on your computer system.

If arecord was selected from the “ Vendors/Customers/Visitors List” and that record had a
picture filename AND no visitor name was entered on the Visit record, then the Picture Filename
is automatically populated using the information from the “ Vendors/Customers/Visitors’ record.

Once al the information is entered for the Visit, the user can “Save and Print Badge”, “Print Badge” without
saving it, or “Save” the visit. By clicking the “Save and Print Badge” button, the visit is saved to the database
then the badge is printed. By clicking the “Print Badge”, only the badge is printed — no data is saved and the
user remains on the Visit screen. By clicking the “Save” button, no badge is printed — but the data is saved to
the database and the user is returned to the “Visit” list screen. See figure 26.
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Figure 26

After the user clicks the “Save and Print Badge” button, the “Save” button, or the “ Cancel” button — the user is

returned to the Main Screen. If the user added another visit or modified an existing visit, the Main Screen is
updated with the information. See figure 27.

" TracVisitors - Visitors List
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© FistName Lacation  Date Fitr  'TaSee! Filer o VearFier )
 Conpany © Erirsnce  LostMaros Fiter Dispattment Fiter
D) Current Row Pointer
Enter Search Value | Filter: Apply Fiter_ |

Visitor List
Date | Last Mame
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Entranee

03/25 Eliis
83/25 Davies

Add Visit/Sign In
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Sign Out
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bakerr e 08:08 P
Ackers, Joe

BrintVistor shor) | Bint istor lang)
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Coopertonn Facilty
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South - Cospersvile

Delete Visit Exit

Figure 27

On figure 27, the current
row pointer is pointing to
“Mr. Rentmeester”.

When the user clicks the
“Sign Out” button, the
“Edit/View Visit” button, or
the “ Delete Visit” button —
TracVisitors works on the
visit record pointed to by
the current row pointer.

Moving the row pointer is
explained under “Using the
Main Screen” section.
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Sign-out a Visitor

To sign out a visitor, move the row pointer to the correct visit and click the “Sign Out” button. The “ Vist
Screen” will be displayed and TracVisitors populates the “ Date Out” and the “Time In”. See figure 28.

g TracVisitors - Visit
Date In: | 3/252007 | ,/Date Out: [ 3/25/2007 sz - Sign Out a Visitor
; . . ; . . Date Added: | B .
Time In: | 814 PM Time Qut: | 823 PM Datemlupdatad.lm After the user clicks the
Internal Visit ID: IW “ Slgn Out” button On the

General |Notes | Picture | M al n &:r%n, Tra:VIStorS
Badge Number. o " I dlSp'ﬂyS the Vlst &r%n
B ol | and automatically populates
Cormpany Name:  [acobs Metals List Vendors/Customers | 55 Mumber | the “ Date Out” and “Time
Securty Level: I— :B ; I Out” I nput fl el dS
Address 1 [Z34Mans
P —————— e ——
o — O — To complete the process, the
State/Prov: i Last Name: Bckers J _I user mua Cllck the & Sa\/e”
Zip Code: 54311 — Engineem -] st |
C:umtry pepamert ; * bUtton
Phane: Location: ICDUDEHUWH Facility | ﬂl
Cell Phone: Entrance: IEnuth - Caopersville j il
Fau:
Email Address:

Save and Frint Badge | Print Badge |( Save Lancel
Figure 28

If the user tries to change the “ Date Out” on a completed visit, TracVisitors will change the “ Date Out” and
“Time Out” to the current date and time.
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Using the Main Screen
From the main screen, you can run a variety of sorts and searches on the visits— as well as applying filters and
running reports (see figure 29).

The main screen lists all visits that fall under the current filter. For example, if the current filter is “Today
Only”, only visits with a“ Date In” equal to the current date will be listed. However, if the current filter is“ All
Vigitors® then all visits in the database will be listed.

Also note — the default “listing order” (sequence of visits) is by the “ Date In” column in descending order
(meaning the person that signed in last islisted first). We commonly refer to the “listing order” as “sort order”.

There are several methods to change the “sort order” (the sort column). One method is to use the radio buttons
in the “Listing Sort/Search” frame.

Please note—when you first change the sort after restarting TracVisitors thereisadelay. All subsequent
sorts should not experience the delay. Thereason for the delay is that the .NET framework must load
additional components — but after the components are loaded, you should not experience additional
delays.

Listing Sort/Search Frame

N T In this frame, you can
beeyay - change the “sort order” (the
sort column) by selecting a
ooy different radio button. For

example, if you select “Last
Name” then visits will be
sorted by the visitor’s last
name (see figure 3).

| Timedn | TimeOut | Location

Add Visit/Sign In Sign Out Bint Visitor [short] | Brint Visitor [long) Delete Visit Exit

Figure29

Another method for changing the sort order/sort column is by clicking on the column title. Some column titles
are: Date, Last Name, First Name, Company, To See, Department, etc. The first time you click on a column
title, the column is sorted in ascending order. If you click the same column a second time, the column is sorted
in descending order.

To search for a visit by a sort/listing, first select the sort order in the “Listing Sort/Search” frame. Next, enter
the value into the “Search Value” input field — then click the “Find” button (see figure 31).
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Figure 30

The user can search for a visit on any column displayed.
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Figure 3l

Another valuable feature available on the main screen isthe filter. The filter allows the user to select a subset of
all visits based on a particular column and value. For example, if the user only wants to list visitors from at
particular company, then first select the “Company Filter” in the “Filter” frame. Next, enter a company’s name
in the filter value. Then click “ Apply Filter” — see figure 32.

NOTE: Instead of entering the full company name, the user can enter the first few character Jletters of
the company name. All company namesthat match thefilter will be applied.
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NOTE: Thesdlectionsin both the“ Listing Sort/Search” area and “ Filter” area are applied.

qi" TracYisitors - Visitors List Registered to Acme Coopers
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Figure 32

The user can apply several different filters. The filters are listed in the “Filter” frame. Here are a few notes
about several of thefilters:

All Visitors — this option will list al visits in the database

Today Only — this option will list all visits with a* Date In” equal to today

Date Filter — this option will list al visits on a particular month/day. Examples of entry are: “03/25" or
“12/22". *03/22/2007" will not work — the current year is applied.

Year Filter — if the user does not purge old visits, then the user can view visits from a particular year.
Examples of entry are: “2007” or “07”.

NOTE: Theuser can also use TracVisitors search capabilities while a filter is applied. The search will
only search visitsthat arein thefilter result.

Reports
TracVigitors has two reports — however, the sort and filter entered on the Main Screen are applied to the report.
Both reports have buttons and are available from the “ Main Screen” - see figure 33.

Figure 34 shows the “short” report based on the filter entered on figure 33. Reports are first displayed to the
screen, then the user can print the report or close the screen. To print the report, click the “Printer” button/icon.
To close areport screen, click the“ X” inthe “ upper right hand” corner.
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Dete Priazd. 342662007

Visitor Name
Jomher Ellis
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242512007
3425007
31252007
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Hizheth Jarohs
M. Raittiesstar

372562007 1101 DB

Short Report

Click “ X" to close report
screen.

Short Report

Click “Printer” icon to print
report.

Short Report

The sort order and filter are
shown here.

Current Page Ma: 1 Total Page Ma: 1 Zoom Factar: Whals Page
Figure 34

The long report is very similar to the short report, however the long report has additional information
printed for each visit.
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& TracVisitors r List Report
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Figure 35

Updates

vl.2.4to

At thistime, there are no updates the documentation.
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