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What 6s New

If you are already familiar with LobbyGuard Kiosk and would like to

review the areas of this guide that apply to new features in this

version, please refer to Appendi x G: \binpade 099 foNliaks
to those sections.

Getting Started

Thank you for making the LobbyGuard Kiosk your visitor management
system of choice. This User Guide will provide you with detailed
information on the LobbyGuard Kiosk hardware and the LobbyGuard
software. In conjunction with the installation and training offered by
Authorized LobbyGuard Distributors and the dedicated support staff at
LobbyGuard Solutions, you will h ave all you need to gain a full
understanding of the proper use of LobbyGuard at your facility.

If you have received your LobbyGuard Kiosk and have not already
scheduled product training with your Authorized LobbyGuard

Distributor, you should do so at thi s time. If you need assistance at
any time please contact LobbyGuard Technical Support using the
information provided at the top of every page of this guide. In order

to make the most of your installation and training it is recommended
that you read this  User Guide and have some level of familiarity with
LobbyGuard prior to your scheduled training session.

You are required to receive on -site installation
and training by an authorized distributor prior
to using the LobbyGuard Kiosk .

Review the Appendices at the end of this guide
for important information and
recommendations.
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The LobbyGuard Kiosk Hardware

The LobbyGuard K iosk is the hardware that runs the LobbyGuard

software. It provides an aesthetically pleasing appearance and the

strong visual impression of the security measures thatare part of your
building or facili ty. The LobbyGuard Kiosk is an all-in-one unit that
includes the following hardware components:

Cameras « + + + « » » »
Takes high-resolution
photos of visiters. Can be

swiveled up/down for fee—— IR, ¢ ¢ ¢ Audio Speakers
various visitor heights. N All screens are accompanied
by professional audio prompts

Touchscreen: « « -

Makes visitor input fast,
easy and efficient. H?.B.Lj

Integrated PC- - - -
Windows 7 PC installed
with next-day
replacement warranty.

* +Driver License Scanner
Scans Driver Licenses from all
50 US States + over 500
different ID formats.

------- Bar Code Scanner
; Visitors simply scan their
Badge Printer. . « . . . . visitor badge to sign out.
Quickly prints visitor dge 9
badges with name, date,
photo and other important

information.
Dimensions
The kiosk weighs 66 Ibs.andis 25 0 H X WX 150 L When placing
the kiosk on a table or countertop allow at

sides of the kiosk in order to maintain maximum stability for the
hardware and airflow.
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The LobbyGuard Kiosk must be plugged in to a
surge suppressor that protects both the power
cable and the Ethernet cable.

The LobbyGuard Kiosk contains a number of hardware features for
your visitors to use during the sign -in process. Information on each
component is provided below

Integrated Camera with Tilt Control

The LobbyGuard camera takes high -resol ution photos of your walk  -in
traffic. The camera is housed in a swivel mount, allowing for visitors

of all heights to easily adjust the camera angle.

Speakers for Audio Prompts of the Visitor Inputs

All LobbyGuard screens contain visual and audio cues to walk the
visitor through the sign  -in and sign -out process. The built  -in speakers
are positioned to provide clear, easy -to -hear audio prompts for your
visitor.

Touchscreen for Visitor Sign-In / Sign-Out

The main point of visitor interaction with LobbyGuar d Kiosk is the
integrated touchscreen monitor. This allows visitors to interact with

the kiosk via touch only, eliminating th e need for a mouse or
keyboard.

The LobbyGuard Kiosk ships with a keyboard
and mouse for use during training and
installation. Remove the keyboard and mouse
prior to regular kiosk use.

Badge Printer for Printing Visitor Badges

The LobbyGuard Kiosk can print visitor badges as needed via the

included visitor badge printer. The printer is thermal, eliminating the

need for printer ribbons orink cartridges. Th e printer ships pre -loaded
with a roll of 250 visitor badges. Instructions for loading new visitor

badges into the printer are deloadind ed

n

t

h e
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Visitor Badges 0 o n [®.alLgan more about the visitor badge in
Appendix K: The LobbyGuard Visitor Badge on page 106 . Anexample
visitor badge is shown below:

KEVIN ALLEN

Visiting John Smith
VISITOR

| WEDNESDAY JUNE 3 2009

LOBBUSUARD IR

Sign In. Sign Out. Secure.

The LobbyGuard visitor badge measures

Bar Code Scanner for Fast and Accurate Sign-In / Out

The integrated bar code scanner broadcasts a red grid of light onto the
lower right portion of the kiosk. Using the bar code scanner your
visitors can do the following:

1 Sign -1 n: Using the LobbyGuard Frequent Visitor keytags or
LobbyGuard stick -on bar codes, registered visitors can sign
themselves in by waving their assigned key ta g or stick -on bar
code in front of the bar code scanner. For more information on
visitor registration with the LobbyGuard Frequent Visitor
Keytags, see t he fe&steringpomihtheddbleyGuard A
Kioskd on pB&age

1 Sign -Out : Visitors who are issued visitor badges are able to sign
themselves out quickly and easily by waving the bar coded
section of the visi  tor badge in front of the bar code scanner.
LobbyGuard will inform the visitor that he/she is now signed out.
Registered visitors with a LobbyGuard Frequent Visitor Keytag or
stick -on bar code will be able to sign out by scanning their key
tag before lea ving the facility.

Driver License Scanner

The integrated driver license scanner is located directly below the

touch screen and supports the scanning of driver licenses from all 50

US states , numerous foreign country driver licenses, US state IDs, US
Military IDs and INS cards . License scanning is an important part of
the security that LobbyGuard brings to your facility as it records the

4 .

50L
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i mage of the visitordés driver I|license

including the personds naspeetofthevsitodat e o
record. Proper use of the license scanner is important as it will greatly

improve the accuracy of the scanning. The following photos illustrate

the proper method for scanning alicense :

e

‘l
A

éand agpight dpwnwar
pull the license through.

During the license scanning portion of the visitor sign -in process the
LobbyGuard Kiosk software dis plays full text, audio and video

illustrations of how to insert the license into the scanner for best

scanning results.  The license scanner supports front license scanning
(using OCR) that will scan and extract
back license scanning (using bar code reading) to extract the visitors

information.

Integrated PC Architecture
§ The LobbyGuard Kiosk runs on a slim -line
8 integrated PC running the Windows Operating
System. All peripherals for the kiosk are attached
to USB ports on the PC. The kiosk ships with a
L7 USB mouse and keyboard for use by admini strators
A, Y| when needed. The kios k is designed to be
maintenance free and easy to use.

t

he
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Loading Visitor Badges

Follow these instructions to load a new
roll of badges in the printer:

A Pull the side door open by the
printer. Itis held in place with a
magnetic enclosure; pulling the door
from the top will open it and expose
the printer (see image below).

A Remove the printer from the kiosk
and lift open the top of the printer to
expose the spool that holds the roll
of visitor badges.

A Detailed instructions for replacing
the roll of badges ar e located inside
the printer. Refer to these
instructions for information on

replacing the roll of badges.

A Place the printer back into the kiosk. Make certain the two cables
that connect the printer to the kiosk are still connected to the
bottom of the p  rinter.

If you are in need of additional visitor badges, please visit

http://www.lobbyguard.com/supplies

Accessing other System Components

The LobbyGuard Kiosk incorporates a locked door that houses the
internal workings of the unit. A key is shipped with your kiosk;
replacement keys are available at www.lobbyguard.com/supplies

Power down the unit and unplug any cables from the back of the kiosk
before opening the rear access panel. This includes the power cable
and any USB devices (i.e. mouse, keyboard, etc) that may be
connected to the rear of the kiosk.

Opening the panel will reveal the integrated PC and other internal
system parts for LobbyGuard.
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Modifying an vy portion of this hardware will void
the kiosk warranty. Contact LobbyGuard
Technical Support before making any changes
to the LobbyGuard hardware or before opening
the rear access panel.

Cleaning the LobbyGuard Kiosk

The life of your kiosk can be greatly extended by keeping the hardware
clean of dust and other particles. You will need to find your kiosk key
or order a new one in order to open the rear access panel. The

following should be carried out at least every 6 months to extend the
life of the hardware as well as keeping everything functioning properly
for daily use.  For best results visit ~ www.lobbyguard.com/supplies to

purchase a LobbyGuard Kiosk Cleaning Kit that contains everything
you need to maintain your kiosk

Kiosk MDF & Frame

The kiosk frame and body is best cleaned using an ammonia -free
cleaning agent along with a lint -free cloth, as well as a can of

compr essed air. You may purchase cleaning supplies or a kiosk

cleaning kit by contacting LobbyGuard Sales.

Touchscreen
It is best to clean the touchscreen with a  soft lint -free cloth orusin g an
ammonia -free cleaning wipe. Power down the kiosk before cleaning

the screen. Do not use glass cleaner or other cleaning solution on the
touchscreen .

Interior
Open the rear access panel of the kiosk using the included key. In
order to clean the dust and debris from insi

use a can of compr essed air throughout the interior of the kiosk. Make
sure to focus on the internal fans, the power supply fan, and the entire

bottom panel of the kiosk. A lint -free cloth or ammonia  -free cleaning
wipes are excellent at cleaning the inside surfaces and ha rdware
components.

Bar Code Scanner

The square glass window in front of the bar code scanner should also
be kept clear of fingerprints and other debris. Both the inside and
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outside of this glass should be cleaned on a regular basis in order to
remove dust , dirt, and fingerprints which build up over time. It should

be cleaned in the same manner as the touch screen. This would also

be a great time to adjust the position of your barcode reader in case it

has moved and the red laser is deflecting off the sid es of the square.

License Scanner

The kiosk license scanners have their own unique cleaning cards. A

few free cleaning cards came in your kiosk welcome pack and

additional ones can be purchased via LobbyGuard Sales. The license
scanner should also be cal ibrated on a regular basis and this requires
the use of a black & white calibration sheet. These are available on the
LobbyGuard Support website.

Badge Printer

The kiosk badge printers use special miniature alcohol cleaning cards

in order to remove debris, built -up glue, and small pieces of stuck

badges. Routinely using the printer cleaner cards will help to avoid the

occasional stuck badges and splotches/ |l ines
A few free cleaning cards came in your kiosk welcome pack and

additiona | ones can be purchased via LobbyGuard Sales.

The LobbyGuard Kiosk Stand

A stand is available for your kiosk that is both functional and

attractive. The  kiosk mounts directly to the stand , transforming the
LobbyGuard Kiosk from a desktop unit to a free - standing unit that
utilizes less space and brings more attention to the kiosk for added
security. The stand is made from the same materials as the kiosk and
blends in to create a professional appearance. The kiosk stand is
available at www.lobbyguard.com/supplies
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The LobbyGuard Software

The LobbyGuard Kiosk Visitor Management Syste
distinct software applications:

1 The LobbyGuard Kiosk Software i
visitors use during sign  -in and sign -ou

m is composed of two

The software that your
t. It displays the visitor

input requests, prints visitor badges, performs background
checks and records all visitor activity. The LobbyGuard Kiosk

software is pre -installed on the kiosk.

1 The LobbyGuard Administrative Utility

T This software

provides web -based access to a large variety of administrative
functions, including visitor logs, reports, and configuring the
various settings on the kiosk. The LobbyGuard Administrate
Utility can be accessed via a web browser from any PC on the

internet.

The LobbyGuard Kiosk Software

The LobbyGuard Kiosk software is the interface your visitors will use

when signing in and out of your facility. It contains all the visit or input
requests, including audio and visual cues, as well as support for license
scanning, bar code scanning, photographing and badge printing. The

following is an overview of the screens available for display to visitors

during the sign  -in process:

We Icome Page

The first page your visitors will see on the kiosk is the Welcome Page.

The buttons that appear on this screen depend on

language support

options that can be set for the kiosk via the LobbyGuard

Administrative Utility;

Statians @ hen s B&xfgrée o n

more information on language settings. LobbyGuard has built -in

support for English and Spanish. If the kiosk

is configured to display

both language options, the buttons will appear as per the figure below,
allowing the visitor to select from English or Spanish prompts.

| abe
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. Press here
> to begin
in English

LDBBHEUQRDE Presione

Sign In. Sign Out. Secure. aqui para
comenzar
en espaiol

Please Sign In Here

LOBBYGURRD

Sign In. Sign Out. Secure,

Press here to learn more

www.lobbyguard.com

If the kiosk is configured to display only one language, the two buttons
ontherightof t he screen will -appeand®D&a$iw§mnman
the supported language.

The home page can also play a custom multimedia presentation in

place of the LobbyGuard logo. Creating a custom presentation or
welcome message is the perfect way to blend the LobbyGuard kiosk
into your environment and welcome your visitors. You can order a
custom welcome screen at  www.lobbyguard.com/supplies or f ollow
these instructions to change the welcome page on your own

A Build your presentation in Adobe Flash format (.swf file extension).
The presentation must be 700 pixels wide by 768 pixels high.
Using a white background is preferable.

A Save your presentation to the following location on the kiosk:

C:\program files \lob byguard \flash \welcome.swf

Restart the kiosk and your presentation will play on the welcome page.
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Signing In

The key feature of LobbyGuard is the visitor sign -in process. This

process has been designed to be as simple and efficient as possible

while pr oviding your facility with effective security and record keeping.
LobbyGuard allows the sign  -in process to be customized to the needs

of your facility and to the type of visitor signing in. For additional

information on configuring the sign -in process se e the section labeled
fiWorkflow 6 on p&ge

Exampl e: a visitor would select fASigning In
his or her name, scan his or her driver license and choose the reason
for visiting the building.

Below is a picture of the sign -in/sign -out page:

Are you
Signing In o
or
Signing Out ?

-14 -
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Visitor Type
The next screen the visitor wild.l see

screen. This screen asks the visitor to choose from the types of

visitors you have created for your facility via the LobbyGuard

Administrative Utility; for more information on creating visitor types

see the sect iWorkflow @ b e h e @& ke screens following

when si

this selection are known as the Aworkfl owo;

a different workflow. Example: you may only want the name and

photoofaper son signing in as an AEmMployeeodo, wher

the photo, name, driver license scan and reason for visit from a person

signing in as a AGuesto. LobbyGuard

based on visitor type.

Visitor
Employee

Volunteer

Select the option
that best
describes you.

Cancel and
tart Over

In the example above, the visitor types are AVisitoro,

AEmpl oyeeo. You can create as many
address the visitors to your particular environment or facility.

Once the visitor type is selected the visitor is presented with workflow
for that visitor ~ type. The workflow is the set of questions you will be

Vi

s al so
AVendc
sitor
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asking of the visitor during the sign -in process. The following sections

outline the available workflow options.

Terms and Conditions

This screen provides the visitor with any special terms and conditions
for entering the facility. The text of the terms and conditions is

imported via the LobbyGuard Administrative Ultility; for more

i nformation on this processWokiow 0t be
76.

Do you agree to the following Terms and Conditions?

| 1agree to follow all rules and regulations while visiting this facility.
1 understand that failure to do so may result in removal from the
facility and a permanent ban on entry.

Yes

No

Visitors who refuse to accept the outlined Terms and Conditions will
see the following screen, and the sign -in process will terminate for that
visitor:

‘o’(

Please see a facility
employee to complete
the sign-in process.

pagei on
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Take Photo

This screen provides the visitor with a view of the integrated camera.
The visitor is asked to press the TAKE PHOTO button to capture the
photograph that will become part of the visitor record. The camera on
the LobbyGuard Kiosk is mounted to swivel up an d down to
accommodate the various heights of your visitors.

Align your face in the square below
then look into the camera
and press the Take Photo button.

‘Take Photo

Cancel and
tart Over

-17 -
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Scan Driver License

This screen provides instructions on the proper way to insert the driver
license into the driver license scanner. For additional instructions on
how to insert the license into the scanner please refer to the section
| a b e |Deiwdr Litense Scanner 0 on page

Insert your driver's license into the
scanner as shown below, with the front of
the license facing the kiosk. Push down
gently on the license until you feel the

scanner begin to pull it through.
Press here if
' - ou do not

have alicense

Cancel and
tart Over

Note the button on the ri ght side of the screen. If the visitor does not
have a driver license  available this button can be pressed to bypass

the license scan. The  visitor will then be asked to enter his or her

name using an on -screen keyboard.  This button is optional and can b e
hidden for security purposes, requiring each visitor to scan his or her

driver license in order to proceed with sign -in.

Confirm Name and Confirm Date of Birth

LobbyGuard is capable of running instant background checks on your
visitor traffic to provide additional security to your building. If

-18 -
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background checking is enabled, the visitor will be required to verify

the name and date of birth that are obtained during the driver license

scan. The visitor is presented with the information taken from the

license and asked to confirm its accuracy. | f
to either question, he or she will be presented with a screen to enter

the information manually, as shown below.

Enter your first and last name

Is your name correct
and press OK

in the square below ?

Yos ' ‘ ‘OK
KEVIN ALLEN |

| e

alslelrielalsinn
Eixelvieinn

ol and L SEACE ‘Zancal &
ancel an
‘mn Over tart Over

Confirm name and enter manually if needed.

|5_ your birthdate correct Please enter your birthdate and press
in the square below ? OK. Enter the 2-digit month, 2-digit

day and 4-digit year.
Example: May 7, 1970 would be 05071970 oK

10/21/1972

2
5
(=
8
1
o ‘Cancel
ALEE

Confirm date of  birth and enter manually if needed.

For more information on background checking and how to turn this
feature on and off, seé&orkilbwveo sect@g@ape | abel ed

You can create a Aruleo that wil!/ noti fy a |
message and/or email when someone attempts to modify name or
birthdate information during sign -in. For more information see the

section |Radsel ed pfAage

..
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Enter Company Name

LobbyGuard can be configured to ask the visitor for the name of his or
her employer. If this opt ion is enabled, the visitor will be asked to
enter the company name, as shown below:

Enter your company name and press
OK. If you're not representing a
company press OK to continue.

| | @

BACK
1L2 3}4 Su Bl el 8{9 0‘(_J

QIIWE||R|TI| YU I]|]|O]| P

A||S|ID||F|]|G|H|J]| K| LI:; '

Lz llx]le]lv]iein ][]

)

Cancel &
J tart Over

‘ SPACE

-20 -
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Choose Reason for Visit

The next step the visitor will take is to choose the reason he or she is
visiting your facility. This screen consists of choices that can be
customized to your needs via the LobbyGuard Administrative Utility.
These buttons may consist of the names of your employees, areas of
your building, and departments in your organization or anything else

you would like to provide to your visitors as a cho ice. In addition
LobbyGuard supports multi  -tiered choices allowing your visitors to drill
down to a specific reason. For example, your top layer of choices

might consist of the departments in your organization. If the visitor
chooses fAHuman Reeosshamightehendbe presented with a
new screen that contains the names of all the employees in Human
Resources, from which the visitor would make his or her final choice.

This approach allows for the presentation of a large number of choices
without overwhelming the visitor.

Select the purpose of your visit

{ Allending a Meeling 1 { Caieteria 1

L Coiiference Rooimi q { Delivering Package?

{ Visiling an Employee ]

For more information on creating reasons for visit see the section
| abelWokkflodi 0 on p&ge
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Enter the name of the person you are visiting

In addition to the Reason for Visit screen above, the visitor may also

be prompted to  identify the individual whom they are visiting.
LobbyGuard provides three different options for this purpose; for
information on  how to configure these options see the section labeled
fiWorkflow 6 on p&ge

Display Directory
With this sign -in feature the individ  ual would select the first letter of
the last name of the person they are visiting.

Choose the first letter of the last name
of the person you are visiting.

QSkip this
A B C D E; Step

F G H | ol

K L M N o)

P Q R s T

U Y w X Y

Z

After the first letter o f the last name is selected a list of all the names
with the letter selected will display.
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Choose the name of the person
you are visiting.
[ Allen, Kevin } [ Allison, Lisa } ‘R‘?‘U"‘ to
President Director Directo ry
[ Almond, Jim J { Alta, Fred J
Once the name is selected a picture will be displayed to ve rify the
correct personis  selected. If that is the person being visited the
i ndividual can select the AYesoinbuttond and

process. If the person selected is not the correct person you have the
option of pr &®©sxg6 baokgo thie N prévious screen to select the
correct person. Once a name is selected the screen will appear below:

Is this the person you wish to visit?

No

Kevin Allen

Kevin.Allen@lobbyguard.com
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Enter Employee ID

If the workflow is set up to sign -in by choosing the ID o f the person
being visited, the Kiosk will prompt for the employee ID on the screen

shown below:

Enter the ID of the person you
are visiting and press OK.

. |
(o |
()
m
(9]
X
[
x|
)

f SPACE 1 Cancel and
tart Over
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Request Name Entry

This option will prompt the visitor to manually enter the name of the
person whom they are visiting. The visitor is provided  an on -screen
keyboard for name entry; this option does not notify th e person being
visited.

Enter the name of the person
you are visiting.

Cancel and
tart Over

-25-
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Processing the Sign-In

LobbyGuard will briefly display the following screen once the visitor
has completed the process of signing in:

Please wait while your
sign-in is processed

This screen is meant to inform the visitor to not step away from the

kiosk until further n  otification. If the visitor record has no issues the

next step will involve printing a visitor badge, as per the s ection

|l abeled APrinting the Visitor Badgeo, bel ow.
background check, the following screen will be displayed:

A

An error occurred while
processing your visitor
record. Please see a
facility employee before
proceeding.

This screen is designed to inform those visitors who have failed the

background check to not proceed until a facility employee has assisted

and resolved the issue. The visitor wildl al
more information on the void badge and backg round checking with

LobbyGuard see t he Ra#edBackground sabdeHow d 0
Background CheckingWorks 0 on pgage
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Printing the Visitor Badge

LobbyGuard can also be configured to print a visitor badge upon

completionofthesign -i n pr ocess. The badge contains
name, visitor type, reason for visit, date and time of visit, photograph

and a bar code. LobbyGuard includes multiple badge formats and

layouts; in addition, custom layouts and badge designs are available at
www.lobbyguard.com/supplies

The badge serves as a visual identifier to your employees, as well as
an indicator that this visitor signed in with LobbyGuard upon entering
your building.

1/2" wider than other visitor
badges means larger photo and
easy to read from a distance

Perforation improved
to ensure fewer printer
jams or torn badges

Visiting John Smith
VISITOR
§| WEDNESDAY JUNE 3 2009
LOBBYGURARD |||||||||
L i ot 5
f / \ ~
Pre-printed full-color Adhesive specifically
logo prevents anyone manufactured to stick
rom creating the to clothing without

leaving residue

badge elsewhere and
trespassing

The LobbyGuard visitor badge measurees 4.50
has a self -adhesive backing or may be inserted into a lanyard or clip -

on badge holder. The presence of the visitor badge sends a signal to

facility employees that the visitor has signed in using LobbyGuard and

has followed proper sign  -in procedure. In  addition, it provides your

employees with information regarding the reason this visitor is in the

building and thus preventing the visitor from accessing unauthorized

areas.


http://www.lobbyguard.com/supplies
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The color logo in the bottom left corner of the badge also provides an
additional security measure. The visitor badge printer only prints in
black & white; the logo is pre -printed on the badge. The presence of
this color logo indicates this badge was printed at a LobbyGuard Kiosk
and not from a home computer or other source.

Badges can be customized to print out the badges vertically or
horizontally depending on your preference. Below is an example of a
badge that is configured to print vertically:

KEVIN ALLEN

Visiting John Smith

VISITOR

WEDNESDAY JUNE 3 2009

0
14
a
=)
U]
S
m
m
m_°

For additional security, LobbyGuard offers seven different badge

colors. This all ows you to change the color of your badges each day of

the week by simply changing the roll of badges to a different color

from the previous day. This added badge color security feature could

be used to identify someone that is using an old badge and tres passing
in your facility. These badges come in the colors shown below and can

be ordered at www.lobbyguard.com/supplies

LEIEBHE LCIEE‘HE LOEBY

-28-
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Signing Out

Signing visitors out as they leave the building is very quick and easy
with the LobbyGuard Kiosk. The following options are available for
signing out your visitors:

A The LobbyGuard visitor badge, LobbyGuard Frequent Visitor Keytag,
and LobbyGuard stick -on bar code each have a bar code that can be
used for signing out of the facility. The visitor  signs out by
scanning the bar code under the bar code scanner on the
LobbyGuard Kiosk as shown below . This does not require the
visitor to use the touchscreen.

L 7

Wy

A If the visitor does not have a visitor badge, LobbyGuard Frequent

Visitor Keytag, or LobbyGuard stick -on bar code, sign -out can be

accomplished by entering his or her name into the kiosk. The

visitor should choose the ASI GN OUTO optio
workflow, after which the visitor will be provided with instructions

for signing out without a visitor badge.

In addition to the above options, the LobbyGuard Administrative Utility

provides features for signing out visitors via the desktop. Information

on these features is outlined in the section labeled AThe LobbyGuard
Admini strat iommgeU3d7i | i t yo
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Registering with the LobbyGuard Kiosk

One of the most powerful features of LobbyGuard is the ability for your

visitors to 6registerd themselves with the Kk
the visitor with a permanent plastic keytag, known as a LobbyGuard

Frequent Visitor Keytag, or a LobbyGuard stick -on bar code whicht he

visitor can use in future visits to quickly and easily sign in and out of

the kiosk. In addition, a visitor can use the same keytag or stick -on

bar code to register with other LobbyGuard Kiosks; for example, a

person who registers himself with a LobbyGu ard Kiosk at his workplace

can use the same keytag or stick -on bar code to register with the

LobbyGuard Kiosk at his c¢htidaddsgn soathool , maki
much easier in both locations.

With a LobbyGuard Frequent Visitor Keytag or stick -on bar code , the

visitor will scan the bar code in front of t
Once this has been done the visitor will follow the on -screen

instructions to complete the registration process. The visitor will then

only need to scan the LobbyGuard keytag or bar code sticker to sign  -in

and sign -out for future visits. There is no limit to the number of

visitors who can register with your kiosk. For more information on

Frequent Vi sit orRegisteredeVisiow cd inpage 53.

Frequent Visitor Keytags and stick -on bar codes are available at
http://www.lobbyguard.com/supplies /
The keytag is attached to the visit-ords keyc

on bar code is highly adhesive and can be attached to an existing form

of ID, such asa nemployee ID or a student ID. LobbyGuard can also

be configured to make use of existing bar codes on employee ID cards,
student ID cards, etc. For more information on this feature please

contact support@lobbyguard.com

LOBBYSURRD
S s o Bt

-.-—'-_-
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Once a keytag or stick -on bar code is scanned for the first time the
visitor will be able to sign  -in and become a frequent visitor. Once the
keytag or stick -on bar code is scanned, the visitor will see the screen
below:

LOBBYGUARD

Sign In. Sign Out. Secure.

Frequent Visitor Registration

| LOBBYGURRD
\ i S . B

Cancel

‘ Proceed

LobbyGuard will walk you through the

process of registering with this kiosk.
Please follow the instuctions on each
screen. You will see a confirmation
screen once registration is complete.

Press the "Proceed" button to continue

The visitor wi | | hi't t he mhBorbecteedodo button

information via the frequent visitor registr ation process. This
information will be saved and the frequent visitor will only need to

scan the keytag or stick  -on bar code in future visits to sign in and out.
Once the visitor is finished entering all the required information he or

she will be notifi ed via the screen below:

an
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LOBBYGURARD

Sign In. Sign Out. Secure.

Frequent Visitor Registration

[ LOBBYGURARD'
S gm0t S

Registration Complete!

You may now scan the bar code to sign in or
out of this kiosk any time.

Visitor registration is complete and the visitor is now signed in.

Registered Sign-In

Once a visitor has registered with the kiosk, signing in to LobbyGuard

during future visits is much faster and easier. The visitor need o nly to
scan the bar code contained on the LobbyGuard Frequent Visitor

Keytag or stick -on bar code to sign in. Following a successful scan and
depending on the configuration of the workflow, LobbyGuard will only

ask the visitor for a photo and to choose a reason for the visit that
day. All other information iincluding the visitorés name,
|l icense scan and other information, are cont

registration record and are copied to create a record for this visit.

Registered Sign-Out

Registered visitors who have a LobbyGuard Frequent Visitor Keytag or
stick -on bar code need only to scan the bar code contained on that

item to sign out. The visitor will receive a confirmation screen that the

sign - out was successful.
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Event Mode

The LobbyGuard Kiosk also contains a special mode for handling large
events (i.e. Open House, Conferences, Meetings, etc) called Event

mode. This mode places less emphasis on security and visitor

information and greater emphasis on sign -intime in ordert o process
large numbers of individuals in a short period of time. See the section

| abelEgedts@ o n B4afgrenformation on setting up an event

and setting your kiosk to this mode.

Event Mode Sign-In

When set to Event Mode, the Welcome screen of the kiosk will appear
as follows:

Welcome to the LobbyGuard Open House
SELECT THE FIRST LETTER OF YOUR LAST NAME
A |8 || c || b || E
Fof foS H : J
k|| oL j o N o
P [l @ || R s :
U [V ow X Y
z

When a letter is selected the names of all attendees whose last name
begins with that letter will be displayed as shown below:
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Please choose your name
from the list below

L ALLEN, KEVIN t ALLISON, LISA ’

I ALSTON, JOHN ‘ t ANDREWS, ANTHONY ’

Cancel and
tart Over

The visitor will then choose his or her name and will be issued a visitor
badge. The kiosk will return to the Event mode welcome screen for

the next visitor. The entire process for signing in takes o nonly a
couple of seconds, allowing for quick entry of visitors into the facility.

It is important to keep in mind that the Event mode of the kiosk does

not perform any background checks, or take photos or license scans of

the visitors entering the bui Iding. Event mode also does not support
scanning LobbyGuard Frequent Visitor Keytags or LobbyGuard stick -on
bar code. The Event mode was designed to move a known list of

individuals into the building very quickly for specific events where

security is les s of an issue.

Event Mode Sign-Out

Visitors can sign themselves out of the building by scanning the bar -
coded section of the visitor badge under the LobbyGuard bar code
scanner. Visitors may also be signed out from the LobbyGuard
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Administrative Utility; see the sect iVeitorLbgadh ed re dpGiig e
for more information.

The Kiosk Control Panel

The LobbyGuard Kiosk includes a bui It-in control panel that allows you

to take actions such as reboot, power down and request remote

support. To access the control panel, press the top right corner of the
Welcome screen , either from Kiosk mode or Event mode

Press here to access the
Kiosk Control Panel

a Press here
o> to begin
in English

LOBBHE UQRD Presione
Sign In. Sign Out. Secure. aqui para

Q comenzar
en espainol

Please Sign In Here

LOBBYGURRD
Slan In. Sign Out, Secure.

Press here to learn more

www.lobbyguard.com

This will expose the  administrator password scr  een shown below with a
numeric keypad.  The default password is 12345. This password can

be changed via the LobbyGuard Administrative Utility; see the section

| abelSatbnsiido o n @& fgrenore information.



I8 (866) 905-6229

LOBBYGURARD ' support@lobbyguard.com
Sign In. Sign Out. Secure. ‘ http/" - .IObbyguard.Com

Enter the Administrator
password and click OK

OK

1 2 3
4 5 6
7 o S
0
Cancel and
tart Over

You will then see the  Kiosk C ontrol Panel, which contains the following
options:

LOBBYGURARD

Sign In. Sign Out. Secure.

Kiosk Control Panel

Request Remote Power Down \ Access the
\\ Assistance \ \Windows Desktop

Y
¢

-36 -
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Request Remote Assistance T this feature allows LobbyGuard

Support Technicians to take control of the kiosk and address any
guestions or issues. You should call LobbyGuard Support prior to

using this feature  to ensure that a support technician is available and
expecting your conn  ection. Your support technician will provide you
with additional instructions for using this powerful feature.

Power Down i this feature will safely power down the kiosk. This is
the recommended method of powering down the kiosk. Use the power
switch | ocated on the rear of the kiosk to power on the kiosk.

Access the Windows Desktop i this will shut down the LobbyGuard
software and will take you to the Windows desktop.

The LobbyGuard Administrative Utility

What is it?

The LobbyGuard Administrative Utility is web -based software that can
be accessed from any PC on the internet. Since it is web -based, it
does not require any installation to run T itis accessed via a web
browser, just like any other web page. This means you have access to

your Vvisito r records, reports and other information from anywhere in

the world.

The Administrative Utility provides the following features:

1 Visitors 1 View complete details of visitors to your building,
including those who have been flagged by the LobbyGuard
Backgr ound Check.

91 Directory i Create a list of names from which a visitor can
choose during the sign  -in process to indicate the person he or
she is visiting.

1 Reports T Run reports on visitor traffic

1 Registered Visitors i Use this section to manage those visitors
carrying a LobbyGuard Frequent Visitor Keytag.
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1 Scheduled Activities I Schedule upcoming appointments
directly with LobbyGuard and send notifications to your
scheduled visitors via email. Create dev
numbers of visitorsinav  ery short period of time.

1 Time and Attendance T Modify the time a registered visitor
has signed in/out in order to generate an accurate time and
attendance report.

1 Rules 1 Create and control Trigger Event and Action rules for

your LobbyGuard station; for example you can create a 6
that tells LobbyGuard to notify a certain group of individuals
when a background failure occurs during sign -in.

1 RedFlag " Create a | ist of fAbannedo visitors
instant background check conducted during the sign -in process.

1 Administration i Change workflow settings for various visitor

types and other settings for your LobbyGuard station.

Accessing the Administrative Utility

Note: the section below refers to all LobbyGuard Assist  users and to
those LobbyG uard Kiosk users who are using the LobbyGuard Hosted
Server option and are storing data on the LobbyGuard Servers. If you

are a LobbyGuard Kiosk user and you are not storing data on the
LobbyGuard Servers please referto  Appendix J: Accessing LobbyGuard
Administrative Utility for Non -Hosted Kiosks on page 105.

The LobbyGuard Administrative Utility can be accessed from any web
brow ser anywhere in the world. Access the LobbyGuard
Administrative Utility by typing the following URL into the web browser
address bar:

http://admin.lobbyguard.com

The site should appear in your web browser as follows:


http://admin.lobbyguard.com/
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LOBBYGURARD

Sign In. Sign Out. Secure.

Administrative Utility
44
Domain:
Email:
Password
[T) save Email and Password?

Need help logging in?

Support Supplies Contact Tutorials
Copyright 2011 LobbyGuard Solutions, LLC All Rights Reserved

The credentials needed to log in to your account should have been

provided to you prior to or during your LobbyGuard installation. If you

do not have the credentials to log in, you should contact LobbyGuard

Technical Support for assistance. For more information on creating

additional user account sUserdManadeheonpage t i on t it
86. If you have setupyo ur own unigue user account and are having

trouble signing in, the link | abeled fANeed h
you to enter your LobbyGuard domain name and email address and

your password will be emailed to you.

Itis recomm ended thatyou change the
password of the default account and create
your own unigque user account as soon as
possible .

-39 -
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Using the Administrative Utility

Visitor Log

The main feature of the Administrative Utility is the visitor log. This
screen will give you an immediate view of visitors who are currently in
the building as well as an archive of visitors who have signed out at

any point in the past. The visitor log will resemble the following:

If you have several LobbyGuard stations networked together, you c an

choose to view data from a specific station by selecting that station

from t he @St -adéwnmenod Ydurcanghoose the date range

of data using the From: and To: calendar menus then click the Filter

button to activate your station and/or date rang e selection. Clicking

on any of the column headers (Time In, Station, etc) will sort the data

accordingly; clicking on the same header again will reverse the sort

order . Clicking the ASign Out AlIl Visitorso
from the Signed |  n section to the Signed Out section.

The Visitor Log contains three sections: Signed In, Signed Out, and
Failed Background.

Signed In

The Signed In section of the visitor log shows all visitors who are
currently signed in. Using the Signed In section you can immediately
view the Time In (the date and time the visitor signed in), the Station















































































































































































































