General Configuration

The software offers a full list of optional settings that can be used to tailor the registration and

other processes to your own needs. This guide will take a brief tour of each setting offered by
the software.

Visitor Group Settings
These are settings that can vary between Visitor Groups allowing for customization per visitor
type, facility, etc.

1. Open the software from an administrator account and select the Settings button at the
bottom left of the main screen:

Find Visitor

Reports

| Settings I

@ lobby track




2. Select New to add a new Visitor Group. Edit allows for an existing group to be configured.
Existing groups can also be deleted or duplicated from this screen as well. Import and
Export allow for group settings to be transferred from one installation to another:

Settings *

~Visitor Groups

@ Data Sharing Each visitor group represents a logical group of visitors and includes a badge design,
visitor database, program and reporting options.

() Visitor Groups

Wehicle Group

Visitors - Advanced
@ Locations Visitors - Basic
(~) E-mail
@ Users
@ This Workstation New I Edit I Delete Duplicate Import | Export |
@ Reports Groups available on this workstation

All Groups

3. Select the desired Visitor Group and select Edit
4. Customize the Group Name and Group Picture as needed

| Visitor Group Properties: Demo Group

—Group |dentification

@ General Enter a name and select a picture that will identify this visitar group.

Group |dentification :
Group Name: |Demo Group
(v) Database Picture: Select
\gf

() Visitor Badge Eleay

0 Q Generate
@ Tasks R




5. Select Database to configure data source, visible fields, and the visitor record form:

Visitor Group Properties: Visitors
Visitor Database

=
'\f) General Configure the database that will contain the visitor records.

.Ef) Database Data Source

|Imernal:"-.-"isitujrsi-.uj'v'ance-j Configure
Visitor Database —

Record Search Visible Fields

i Select list of database fields that will be visible to the user Configure
Report Fields
B Record Form
"\1':' Visitor Badge Configure the form used to display and enter record data Configure
et .. . -
) Tasks [] Show the selected visitor record fields in Kiosk Mode

H Allow user to select the records to load when managing records - suggested for large
databases

|:| Include data from read-only fields when records are saved

Data Source

Data Source is used to connect Lobby Track to a specified visitor database. Depending on the
software edition, this can be used to connect to MS Access, Excel, or SQL through an OLE DB or
ODBC database connection string.

Visible Fields
Visible Fields can be used to specify which database fields should be hidden and which should
be visible to users.

Record Form

Configuring the Record Form allows for customization of the form used to display and enter
visitor records. Here, fields can be color coded, formatted, and marked as required and custom
drop-down lists can be created and managed. Fields can be rearranged on the Record Form
through simple drag-and-drop.




6. Select Record Search to configure barcode field and additional visitor search fields.
Automatic Group Selection can also be configured here.

Visitor Group Properties: Visitors
(v) General

(~) Database

Visitor Database
Record Search
Report Fields

(~) Visitor Badge

(v) Tasks

~Record Search

Select up to four information fields that can be used to locate a visitor record. If pre-registration is
enabled, the pre-registration code can also be used to sign in for a visit.

Barcode Field: IAccessRecordID j
Information Field 1: IFirstName j
Infarmation Field 2: ILastName j
Infarmation Field 3: IRepresenting j
Information Field 4: |Email -

—Automatic Group Selection

Instead of manually changing the visitor group, the software can automatically selectthe
appropriate visitor group. To use this feature, each visitor group’s barcode field must
contain a unique prefix or sequence such as G1-0001, G2-0001.

|:| Enable automatic group selection
Selectthis group when the barcode field  |Starts With j |11

7. Select Report Fields to configure which fields will display within the reports:

Visitor Group Properties: Visitors
(v) General

(~) Database

Visitor Database
Record Search

Report Fields

(v) Visitor Badge

@ Tasks

~Report Fields

In addition to the default data included in the activity logs and the data from the record search
fields, you can also include the data from up to eight record fields in each log entry.

1: IF'referredName j 5 ICHY j

2 IF'huneNumber B: IState

=l =l
3 IF'urpose j T ICnuntry j
=l -

4 IAccessRecordID g IEscortRequired




8. Select Visitor Badge to configure badge design and printing options:

Visitor Group Properties: Visitors

Badge Design
=
@ General Manage the badge design.
@ Database Badge Design
Edit
() Visitor Badge
Import

—
o e s Export

Badge Printing

(v) Tasks

Edit
Select Edit in order to launch the ID Flow designer and configure your ID badge.

Import/Export
Import and Export allow for the badge template to be saved elsewhere and used in other
installations of the software.

9. Select Badge Printing to configure printing rules (see guide on Check-in and Printing
Rules) and to set up automatic record updates to occur after printing:

Visitor Group Properties: Visitors

Badge Printing

P
'\‘D General Select and configure the additional actions to perform when printing a badge.
(v) Database Rules and Alerts

Verify print rules
() Visitor Badge

After Printing
Badge Design [] uUpdate record
Badge Printing

(v) Tasks




10. Select Tasks to configure Preregistration, Sign-in, Etc. Note that many of the options are
available under multiple tasks. For example, Lookup Host and Watch List are available
under both Pre-Registration and Sign In:

Yisitor Group Properties: Visitors
Pre-Reqgistration
@ General Configure the steps available in the Pre-Reqgistration task.
@ Database General
| Initialize new records with default values
® Visitor Badge Allow group pre-registration
Check for duplicate records
(~) Tasks Lookup host
Check visitor against watch list
Add Record After Pre-Registration
_ [] update record
Sign In Motify host via e-mail
Sign Out Motify visitor via e-mail
Re-Entry Check In [ ] send e-mail calendar invitation to visitor
Re-Entry Check Out [] Print badge
Task settings for this workstation

Initialize new records with default values
When a new record is added, the record can be automatically populated with default values.
Those default values can be configured here.

Allow group pre-registration

When pre-registering a group of visitors, the process can be sped up by entering only the
information that changes for each visitor. Here, fields that should be re-entered per group
member can be specified. Fields that are not specified will be auto-populated with the data
entered for the previous member.




Check for duplicate records

Before creating a new record, a check can be performed to detect if a similar record already

exists. Record fields that will be used to search for matching records can be configured here.

Duplicate Record Check Settings

Matching Record Fields

Before creating a new record, a check can be performed to detect if a similar record already exists.
Configure the record fields that will be used to search for matching records already in the database.

et

- [Lastiiame -
AND AND
|LastName ﬂ OR |Emai| -
AND AND I
Ok Cancel ‘ Help ‘
Lookup host

The host information for each visitor can be retrieved from Active Directory/LDAP or from a

database and saved to the visit details. Data source, unique host record identifier, host search
fields, and additional report fields can be configured here.

@ Host Lookup Settings

| the visit details.
Data Source

(@) Active Directory / LDAP

() Host Database

Host Record |dentifier
Select the host field that uniguely identifies a host record.

Host Search Fields
data will be recorded in the logs.
Additional Report Fields

select up to eight additional host fields to be included in the log.

The host information for each visitor can be retrieved from Active Directory / LDAP or from a database and saved to

Select up to four host fields that the user can enter to search for a host record. This

Lobby Track includes all of the host lookup fields in the log. However, you can

>

Configure

Configure

Configure

Configure

Ok

H Cancel H Help |




Check visitor against watch list

The list can be stored in a private database, an online provider database, or both. Selecting the
blue link opens a window to configure settings. Local Watch List settings apply to a custom,
private database. Online Watch List settings apply to a connected third-party provider.
Notifications can also be configured for email alerts.

@ Watch List Manager »f

Local Watch List  Online Watch List  Motifications

Check Local Watch List

‘Watch List Database; |Internal : WatchList Configure

Watch List Match Condition:

Select fields from the visitor database and the corresponding fields from the watch list database to compare them
against. You may configure two comparison groups. Amatch of all fields in either group will trigger a watch list

match.

Visitor Database Fields Watch List Database Fields

FirstMame ~ = firstname ~
AND

LastMame ~ = lastname ~
AND
OR

L = L

AMD
AND

Important note about date fields

Update record
Record fields can be automatically updated once the pre-registration task has completed. Using
the grid, a list of fields to update along with update formulas and values can be specified.



Notify host via e-mail
Here, the e-mail confirmation sent to the visitor’s host can be configured with custom text,
specified visitor fields, additional recipients, and sending rules.

Host E-mail Motification Settings =

Configure the e-mail to be sent after a new visit has been scheduled.
Recipients
To: |

Host E-mail Field: email -

Ce: |

Bec: |

Subject
Visitor Preregistration Conﬂrmation|

Message Body:

Hello ==HostLookupField ==, Y

“f'our visitor, =<FirstMame=> <<l astName== has successfuly been preregistered for their
visit on =<ArrivalDates=.

Wisitor information:
Email: <<Email==

; *To include database field, date, time etc. click on "+ Field”
+ Field

[ Only send e-mail when condition is met

Ok Cancel Help

Notify visitor via e-mail

Here, the e-mail confirmation sent to the visitor can be configured with custom text, specified
visitor fields, additional recipients, and sending rules. A barcode can be added to the email to
expedite onsite sign in.

Send e-mail calendar invitation to visitor
Configure the e-mail calendar reminder to be sent after a new visit has been scheduled. The
start date, end date, and the location for the event will be automatically set based on the visit.

Print badge
Toggle whether or not the badge can be printed at the end of visitor pre-registration.

Task setting for this workstation

At the end of each of the Visitor Group Property Tasks, you can use ‘Task settings for this
workstation’ to jump to the workstation settings related to the selected task. Workstation
settings are described further on in this guide.



11. Select Add Record or Sign In. Many of the options here are described above. Likewise,
Add Record and Sign In share several elements. Add Record is primarily designed for
adding employee/student-type records while Sign In is used for visitors:

Visitor Group Properties: Demao Group b
) Signin
@ General Configure the steps available in the Sign In task.
@ Database General
/| Initialize new records with default values
() Visitor Badge Allow group sign in
|:| Check for duplicate records
@ Tasks Lookup host

Check visitor against watch list
Pre-Registration

Information Capture

Add Record
Scan drivers license, passport, or business card
Capture photo

Sign Out
Re-Entry Check In
Re-Entry Check Out

[] capture fingerprint
Capture signature

Security and Safety

[[] Allow or deny sign in when rules are met
|:| Show on-screen messages

Show visit agreement

[[] Activate badge in access control system Johnson Controls J

After Sign In
[] update record

[] send e-mail notification
Print badge

(Options for repeat visitors
Task settings for this workstation

Ok Cancel ‘ Help ‘

Scan drivers license, passport, or business card

This option allows the software to collect information from selected media to make the
registration process quicker. Selecting the Auto Map Fields button will map fields that the
scanner is able to read. Occasionally fields may need to be mapped manually depending on the
naming structure of the fields.



Card Scanner Settings X

Selectthe record fields to populate with scanned data. If a field is
not present on a scanned document, the record field will be blank.

Database Field |ScannerFieId
RecordMumber

Firsthame -
LastName LastName

PreferredMame

Email

Representing Company

PhoneMumber

Purpose

EscorntRequired

Configure device settings Auto Map Fields

Ok Cancel | Help |

Note: You should inspect the information collected from driver’s licenses and IDs before
finishing registration. Scuffs and imperfections on the card can cause incorrect results.

Capture photo
Here, the photo capture option can be configured to save the photo to a specific database field
or file location. If saving to a file location, the folder path and file name can be specified.

Capture signature

Here, the signature capture option can be configured to save the signature to a specific
database field or file location. If saving to a file location, the folder path and file name can be
specified.

Capture fingerprint

Here, the fingerprint capture option can be configured to save the image of the fingerprint to a
specific database field or file location. If saving to a file location, the folder path and file name
can be specified.

Show on-screen messages

This feature can be used to show on-screen messages during the sign-in process. Multiple
messages can be configured with custom rule parameters based on record information,
locations, and times.



Show visit agreement

This feature can also be used for any type of agreement, simply change the title and instructions
appropriately. You can use database fields to pull information such as names using the +Field
button. See the Configure NDA Guide for additional details.

Activate badge in access control system

Use these settings to connect Lobby Track to a supported third-party access control system.
Connecting to an access control system will allow Lobby Track to activate and deactivate pre-
encoded access control cards which can be used along with physical access control and door
locks. See the various access Control Guides for additional details related to supported systems.

Check in (Add Record)
Toggle whether or not check in will take place after a new record is added.

Options for repeat visitors (Sign In)
Several steps can be skipped for visitors who have signed in through Lobby Track previously. Use
this option to select any steps that should only be displayed the first time a visitor signs in.

12. The above options apply to Sign Out, Re-Entry Check In, and Re-Entry Check Out in the
same fashion as described above. Configure these options as needed. See the’ Configure
Check in, Check out, and Badge Print Rules’ guide for more details.

13. When finished configuring the Visitor Group Settings, select Ok to save your changes.



Global and Workstation Settings
1. From the Settings window, open Data Sharing. Configuring the Program Data Location
will allow for multiple licenses of Lobby Track to connect to and share a central Jolly
Server. See the Jolly Server Guides for additional details.

Settings

Data Sharing

@ Data Sharing This workstation can share program data with other Lobby Track workstations by
connecting to a shared Jolly Server. To change the program data location, click the link

e

Program Data Location

@ Visitor Groups Internal

(v} Locations

(+) E-mail

2. Select Locations. The ‘Locations’ category allows you to create and manage “physical”
locations for workstations. Once created, locations can be used to filter reports and
apply custom check-in/out and printing rules. Here, the location name for the current
workstation can be specified.

Settings X
Locations
@ Data Sharing Ifyou are using Lobby Track on multiple workstations, you can associate each
workstation with it's location. The location name is included in log entries.
G) Visitor Groups Branson
Building A

Main Location
(E.;J\, Locations Second Floor
Secondary Entrance

(~) E-mail

(+) Users
New ‘ Edit ‘ Delete |

Fam - .
@ This Workstation Location of this workstation:

- Main Location j
(~) Reporis




3. Select E-mail. This category allows you to manage e-mail settings used by the software.
Any groups that use e-mail notifications will use the provided settings when sending an
outgoing e-mail. See your System or Network Administrator for assistance with settings.

Settings w0
~E-mail Server
@ Data Sharing E-mails can be sent as tasks are performed or from the Report Center. Configure the
e-mail server settings below.

(~) Visitor Groups SMTP Mail Server
e | o

(¥) Locations SMTP Port [ ]
Timeout: 10000 |3 milliseconds

(%) E-mail I TLs: O
Username: | | {optional}

.
Password: | | {optional)

@ Users Sender Information
From Name: |Jolly Reception |

- - From Address: sales@jollytech.com

(~) This Workstation | @iolnt |
Reply To Name: |Jo|ly Reception |
Reply To Address: sales@jollytech.com

@ Reports 3 | @jolint |

Send Test E-mail To: | |

4. Select Users. User settings and accounts can be used to limit the actions that can be
performed once a person is logged in.

Settings X
~Users
@ Data Sharing User accounts can be used to limit the actions that can be performed once a person
is logged in.

@ Visitor Groups

Amy Adams Atdams | Operators

@ Locations

(+) E-mail

@ Users |

i ) New | Modify | Delete ‘ User Groups
@ This Workstation
Single Sign-on
@ Reports Each Lobby Track user account can be linked to an Active Directory account to

support single sign-on.

Active Directory Connection Settings

f+ Attemptto log in as the current Windows user

" Askuserto enter their Windows account credentials




User Accounts

Lobby Track users can be authenticated by providing a password or by using a linked Active
Directory or LDAP account.

User Groups

User groups allow for the customization of access levels and roles to be provided to specific user
accounts. Custom user groups can be added for further control.

User Groups >

Description
Administrators have all the rights and

Designers only administrators can manage the
user accounts.

Operatars

Reporis Basic

Supernvisors
Roles
add records, modify records, delete
records, design, print, view reports,
manage logs, manage time and
attendance data, setup company,
configure local seftings

MNew | Edit | Delete |

Close | Help |

Active Directory Connection Settings

This option will allow users to be logged on via Active Directory to keep passwords synchronized
with the user’s Windows password. Selecting the Active Directory Connection Settings button
will open the ‘Active Directory / LDAP Settings’ window. You may use the ‘Auto Detect’ button

in that window to configure settings however, you may need to see your System or Network
Administrator for assistance with these settings.

@0 Active Directory / LDAP Settings X

Connection | Record Filter | Advanced

Configure the connection to the Active Directory / LDAP server below.

Server: I

Directory:

Auto Detect
(@) Use Windows Integrated Security
() Use a specific username and password

Username:

Password:

Test Connection

o [ cmn |[ vew |




5. Select This Workstation. These are settings that span multiple visitor groups and change

behavior throughout the software for the current workstation only.

Settings
(¥) Data Sharing
@ Visitor Groups
@ Locations
(~) E-mail
@ Users

| @ This Workstation |

Kiosk

Tasks

Devices

Language

Load [ Save Profile

Product License

@ Reports

~Home Screen

Configure the appearance of the home screen.
Title:

IWeIcome!

Message:

Please select Sign In to get started

Background color:

[~ Show background image:

Select |

[T Applyto all screens

| stretch -]
[ Show group image
|v Show search box - searches the lookup fields for all groups and displays the results
¥ Use strict matching - entire field must match
Search Groups: All Groups j
Deliveries
HostGroups
fehicle Group
tors
fisitors - Advanced
[w] Visitors - Basic
Close Help

Home Screen

Here, the home screen can be configured with a custom welcome message, background color,

background image, and global search function.




Kiosk

General kiosk mode options can be toggled here. If kiosk mode is turned on, users will enter a
special, full screen mode that prevents users from closing the software or switching
applications. Further steps can be taken within Tasks to further restrict access in a self-serve
environment.

Settings X
Kiosk Settings
@ Data Sharing Kiesk mode is a special full screen mode, from which users will be unable to close or

switch applications. To enter kiosk mode, select Lock Kiosk from the File menu.

,i’v“\_, Visitor Groups To exit kiosk mode, click and hold down the left mouse button (or finger if using a touch

- P screen) on the Jolly logo in the bottom, left corner of the screen until the log-in dialog is
displayed.

(v) Locations

= [ Enable kiosk mode

- ) [~ Always startin kiosk mode

(~) E-mail
|« Enable on-screen keyboard

() Users ¥ Allow users to hide on-screen keyboard
L

(~) This Workstation

Home Screen

Tasks

Tasks
Workstation tasks are additional configuration options that can apply to a specific workstation.
Tasks can be toggled on and off here, removing them from the main screen.



Pre-Registration

Use the Pre-Registration workstation settings to configure the display of the pre-registration
task. Selecting ‘This is a receptionist assisted registration station’ will display the full
preregistration list and allow users to openly search for visitor records and hosts. Selecting ‘This
is a self-registration station” will allow for the restriction of visitor and host searches.

Workstation Task Settings - Pre-Registration X

Configure the Pre-Registration steps to be shown on this workstation. A step will only be shown if it has
peen configured in the group properties.

{« iThis is areceptionist assisted registration station;

Show visits for all locations

|:| Show visits for all visitor groups
(" This is a self registration station
Allow user to select from multiple matching visitor records

Allow user to select from multiple matching host records

Badge printing options® Automatically Print j

0K Cancel ‘ Help ‘

Add Record
Workstation options for the Add Record task allow for configuration of automatic printing and
check-in upon adding a new record.

Workstation Task Settings - Add Record x

Configure the Add Record steps to be shown on this workstation. A step will only be shown if it has been
configured in the group properies.

Visit Agreement printing options* -
Access control options™® |Sh0w Activate Button j
i Badge printing options* |Sh0w Print Button j
Check in options?® |Show Re-entry Check In Elj

i *iffeature is enabled oK Cancel ‘ Help ‘




Sign In

Workstation options for the Sign In task allow for further self-serve customization, including the
ability to hide the pre-registration list and to restrict the visitor’s searching capabilities. Further
options include license scanning from the main screen, playing a sound when the sign in takes
place or fails, sending commands through a relay to unlock a gate/door, and automatic printing
of NDAs and badges.

| Workstation Task Settings - Sign In =t

Configure the Sign In steps to be shown on this workstation. A step will only be shown ifit has been
configured in the group properties.

{+ {This is a receptionist assisted sign in station;

Show a list of expected visitors
Show visits for all locations

|:| Show visits for all visitor groups

(" Thig is a self sign in station
Allow user to select from multiple matching visitor records

Allow user to select from multiple maiching host records

Allow visitor to sign in muliiple times for the same visit
Allow search using the pre-registration code

Start Sign In task when document is scanned*

Show record confirmation screen

Show visit location, date and time selection screen
Show visit summary

Play sound after each sign in / out attempt

Send command to unlock entry point after sign in

DUOMOORRBRO

Process background pre-registration barcode scan

Visit agreement printing options* |Sh0w Print Button j

Access control options™ \Show Activate Buton = |

Badge printing options* |Sh0w Print Button j

| *iffeature is enabled OK Cancel ‘ Help ‘:




Sign Out

Workstation options for the Sign Out task allow for further self-serve customization, including
the ability to hide the list of all those who are currently signed in and to restrict the visitor’s
searching capabilities. Further options include playing a sound when the sign out takes place or
fails, sending commands through a relay to unlock a gate/door, and automatically signing
visitors out at a specific time or after a specified number of hours.

Workstation Task Settings - Sign Out *

Configure the Sign Out steps to be shown on this workstation. A step will only be shown if it has been
configured in the group properies.

f* This is a receptionist assisted sign out station
Show a list of signed in visitors
Show visits for all locations

|:| Show visits for all visitor groups
i~ This is a self sign out station

[] Allow user to select from multiple matching visitor records

Allow search using the pre-registration code

Show record confirmation screen

Play sound after each sign in / out attempt

Send command to unlock entry point after sign out

Process background pre-registration barcode scan

RO U R R E

Auto sign out visitors at this location
{* Auto sign out all visitors at

12:00AM -

" Auto sign outvisitors a number of hours after their most recent sign in

24 hours

Ok Cancel ‘ Help ‘




Re-Entry Check In

Workstation options for the Re-Entry Check In task allow for further self-serve customization,
including the ability to restrict the visitor’s searching capabilities. Further options include record
confirmation display settings, playing a sound when check-in takes place or fails, sending
commands through a relay to unlock a gate/door, automatic check-in/out based on current
status, and background scanning (see Background Scanning Guide for additional details).

Waorkstation Task Settings - Re-Entry Check In *

Configure the Re-Entry Check In steps to be shown on this workstation. A step will only be shown if it has
been configured in the group properties.

i+ {This is a receptionist assisted check in station;

" This is a self check in station

o Allow user to select from multiple maiching visitor records

Show record for confirmation

Automatically proceed if no response in 5 seconds
Visit agreement printing options® |Shnw Print Button j
Badge printing options*® |Shnw Print Button ﬂ

Automatically check in / out based on current status
Play sound for each attempted check in f out
[ | Send command to unlock entry point after check in

|:| Listen and process badge scans in the background

*if feature is enabled OK Cancel ‘ Help ‘




Re-Entry Check Out

Workstation options for the Re-Entry Check Out task allow for further self-serve customization,
including the ability to restrict the visitor’s searching capabilities. Further options include record
confirmation display settings, playing a sound when check-out takes place or fails, sending
commands through a relay to unlock a gate/door, automatic check-in/out based on current
status, background scanning (see Background Scanning Guide for additional details), and
automatically checking out all visitors at a specific time or after a specified number of hours.

Workstation Task Settings - Re-Entry Check Qut x

Configure the Re-Entry Check Out steps to be shown on this workstation. A step will only be shown if it has
peen configured in the group properties.

* This is a receptionist assisted check out station
(™ This is a self check out station
| Allow user to select from multiple matching visitor records
Show record for confirmation
Automatically proceed if no response in 3 seconds
Automatically check in / out based on current status
Play sound for each attempted check in / out
|:| Send command to unlock exit point after check out
|:| Listen and process badge scans in the background

Automatically check out visitors at this location
{* Auto check out all visitors at

15959 PM -

— Auto check out visitors a number of hours after their most recent check in

24 hours

OK Cancel ‘ Help ‘

Visit List
Toggle the Visit List on/off and select options for displaying visitors from all groups/locations.

Manage Records
Toggle Manage Records on/off and select which records can be displayed on this workstation.



Devices
Printers and other devices used on this workstation can be configured here.

Settings *
~Printers Devices
@ Data Sharing Configure the printers and devices used on this workstation.
o Badge Printer
@ Visitor Groups Use Windows default printer
Document Printer
(v) Locations Microsoft XPS Document Writer
Card Scanner
(~) E-mail SnapShell ID Reader
Camera
(¥) Users Ask User
Signature Pad
(~) This Workstation Auto Detect
Fingerprint Scanner
Home Screen Auto Detect
Kiosk
Background Scanner
Tasks USB Scanner
Portable Scanner
Language Mo device specified
Load / Save Profile

Check In Turnstile

Product License Mo device specified

Check OQut Tumnstile
Mo device specified

® Reports

Close Help

Badge Printer
Configure badge printer settings including the print dialogue display and default printers.

Document Printer
Configure document printer settings including the print dialogue display and default printers.



Card Scanner
Configure driver’s license, passport, and business card scanning settings including scanner
calibration and display options.

Scanner Settings bt

Configure the card scanner used at this workstation.

Scanner type: ScanShell / SnapShell
Detected Card Scanner

SnapShell ID Reader

Calibrate Scanner

I+ Scan driver's licenses and ID cards

Iv Display region options on scan step

Region: United States -
Country: United States |
State: |_J\ut0—D etect j

¥ Scan passports

Iv Scan business cards

¥ Enable auto-feed

¥ Allow users to skip card scanning step

¥ Remind userto collect documents

Ok Cancel ‘ Help |

Camera
Configure camera settings including the default camera, the ability to browse for an image, the
ability to edit photos, and automatic face detection and image cropping.

Camera Settings Ed

Select a camera or webcam to use at this workstation.

Camera:

[v Allow users to skip photo acquisition
[v Allow users to browse for photo files on disk

[v Allow users to manually crop and enhance photos

[v Automatically crop photos around face Configure

Ok Cancel ‘ Help |




Face Crop Settings allows for the captured photo to be automatically cropped to a specified
ratio when the photo is captured.

Face Crop Settings *

Configure the width-to-height ratio and size of the cropped photo as well
as the level of accuracy to use when attempting to detectthe face in a
photo.

Width-to-height ratio: m =

Crop box size: |r.,1edium j
Detection accuracy: |Aut0-SeIec’[ j
DK Cancel | Help |
Signature Pad

Configure the signature pad settings including the default device, the ability to edit signatures,

and the ability to display the agreement on a Topaz signature pad with agreement display
capabilities.

Signature Pad Settings >

Select a signature pad to use at this workstation.

Signature Pad:  [Fs hd

[v Allow users to skip signature acquisition

[ Allow users to manually crop and enhance signatures

Device Specific Settings

[ Display visit agreement on signature pad*

-

Fingerprint Scanner

Configure the fingerprint scanner settings including the default device and the ability to edit the
captured fingerprint image.

Background Scanner

Configure background scanning to take place without interfering with visitor sign in or if the
software is minimized. See the Background Scanning Guide for more details.



Portable Scanner

Using a compatible batch scanner, such as the Opticon 2001, multiple record IDs can be loaded

to populate the check-in or check-out reports. Options for batch scanners and file upload can be
configured here.

Check In Turnstile
Lobby Track can send a series of commands to a relay switch or device to open and close a

turnstile, flap barrier, or other entry gate. Settings related specifically to check in can be
configured here.

@ Turnstile Control Settings =

The software can send a series of commands to a relay switch or device to open
and close a turnstile, flap barrier or other entry control gate.

Connection Settings

COM Port: | Com1 .
Baud Rate: | 9500 -
Parity: MNone M
Data Bits: | 8 w
Stop Bits: 1 L

Command Settings

Enter comma-separated lists of commands to be sent to the relay or control
device to open and close the gate. Example: 255, 1, 1

Open command sequence:

Delay between open and close: &1 Seconds

Close command sequence:

Ok Cancel Help

Check Out Turnstile
Lobby Track can send a series of commands to a relay switch or device to open and close a

turnstile, flap barrier, or other entry gate. Settings related specifically to check out can be
configured here.

Language

The main language display can be selected and applied to the workstation. Language options
include English (default), German, Spanish, and Other. The ‘Other’ selection can be customized
with a specified system font, display direction, and translation text.



Load/Save Profile
The current workstation options can be saved as a profile and loaded on other Lobby Track
installations for easy duplication of workstation settings.

Product License

The current product license is displayed here along with a link to the End User License
Agreement. Licenses can be deactivated and transferred from this area as well. Please see the
Deactivation Guide for more information.

6. Select Reports. This category allows for the customization of the Evacuation Report and
automatic log deletion.

Settings s

Evacuation Report

@ Data Sharing The evacuation report will display the people whao are currently checked in. To adjust
the settings for the evacuation report, click the configure button.

I:v:I Visitor Groups I —

Y =
(~) Locations
= _
() E-mail
P

(¥} Users

\ff,’l This Workstation

I @' Reports I

Log Cleanup




Evacuation Report

The evacuation report displays a list of everyone who is currently signed in. Using the
configuration options provided, the evacuation report can be named, fields can be hidden, and
the report can be filtered by Visitor Group(s) and Location(s)

& Evacuation Report Setup >
11| Fiters |
Mame: |Evacuatinn Report - This Location
Displayed Columns: |AII Columns j
[
Log ID Y
Date

Search Field 1

Search Field 2

Group

Location

Action

Result

Cperator User Name

Operator L]

Log Cleanup
By default, logs are kept within Lobby Track indefinitely. Using the log cleanup settings, logs can
automatically be deleted after a set number of days or restricted to a maximum number of logs.

Settings >
Log Cleanup
@ Data Sharing Setthe log retention policy. Expired log entries are removed when Lobby Track is
closed.
(~) Visitor Groups [v Delete log records after 500 days

[~ Maximum log records 1000

Clean Up Mow

(v) Locations

(~) E-mail

G_:} Users

{f," This Workstation

@I Reports

Evacuation Report

Log Cleanup




