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Whatôs New 
If you are already familiar with Lobb yGuard Assist and would like to 

review the areas of this guide that apply to new features in this 
version, please refer to Appendix G:  Whatôs New for links to those 

sections.  
 

Getting Started 
Thank you for making LobbyGu ard Assist your visitor management 

system of choice.  This User Guide will provide you with detailed 
information on the LobbyGuard Assist software.  In conjunction with 

the dedicated support staff at LobbyGuard Solutions, you will have all 
you need to gain  a full understanding of the proper use of LobbyGuard 

at your facility.  
 

 

 

RECOMMENDED  
Review the Appendices at the end of this guide for  

 important information and recommendations.  

 

If you have received your LobbyGuard Assist product and 

hav e not already installed the LobbyGuard Assist 

software and hardware, you should refer to the 

LobbyGuard Assist Installation Guide at this time.   DO 

NOT ATTACH ANY LOBBYGUARD PERIPHERAL HARDWARE 

UNTIL INSTRUCTED TO DO SO IN THE INSTALLATION 

GUIDE.  The Lobb yGuard Assist installation guide is 

available at  

http://www.lobbyguard.com/support  

 

If you need assistance at any time please contact 

LobbyGuard Technical Support using the information 

provided at the top o f this page.  
 

http://www.lobbyguard.com/support
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The LobbyGuard Assist Hardware 
LobbyGuard Assist supports any combination  of the following hardware 

peripherals:  
 

 

Visitor Badge  Printer  

 

Bar Code Scanner  

 

Camera  

 
Scanshell Driver License Scanner  

 

Snapshell Driver License Scanner  

 

LobbyGuard Assist Station  
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Your installation of LobbyGuard Assist will make use of some 
combination of the above hardware peripherals.  Compl ete information 

on the use of the hardware is covered in the appropriate sections 

below.  
 

The LobbyGuard Assist Software 
The LobbyGuard Assist visitor management system is composed of two 

distinct software applications :    
 

 The LobbyGuard Assist Software ï The software that is used 
during sign - in and sign -out that displays the visitor input 

requests, prints visitor badges, performs background checks and 
records all visitor activity.  The LobbyGuard Assist software can 

only be accessed from the computer on wh ich it was installed.  
 

 The LobbyGuard Administrative Utility  ï This software 

provides web -based access to a large variety of administrative 
functions, including visitor logs, reports, and changing various 

settings in the LobbyGuard Assist software.  The Lo bbyGuard 
Administrative Utility can be accessed via a web browser from 

any PC on the internet.   

 

 

IMPORTANT  

LobbyGuard Assist is a ñhostedò application.  This 
means you MUST have an internet connection to your 

PC in order to run the software.  

 
Launching the LobbyGuard Assist Software 

The LobbyGuard Assist software is the software used for signing your 
visitors in and out of your building.  It contains all the user input 

requests as well as support for license scanning, bar code scanning, 
photographing and  badge printing.  
 

Launch LobbyGuard Assist software by clicking on the desktop icon:  
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LobbyGuard Assist will initially check for any new updates to the 
software; you will see the following:  

 

 

 
 

LobbyGuard Solutions, LLC will publish updates to the Lobb yGuard 

Assist software from time to time.  These updates may contain new 
product features or address known issues in the product.   If an update 

is available you will see t he following:  
 

 

 

It is VERY IMPORTANT  to click NEXT  if you see this screen.  Clickin g 
the C ancel  button will cause your LobbyGuard Assist product to fail to 

update and this may cause operational errors.  Once you have clicked 
the NEXT button you will see a series of installation screens; do not 

cancel at any time during this process.  Doi ng so will prevent your 
pr oduct from updating and will require LobbyGuard Technical Support 

assistance to resume use of your LobbyGuard Assist software.  
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LobbyGuard Assist will restart upon completion of your software 
update.  You will then see the followi ng:  

 

 
 

Click OK to view the LobbyGuard Assist software:  
 

 
 

The LobbyGuard Assist software screen is composed of different areas 
of input that create the workflow for signing a visitor in to your 

building.  Workflows are based on the ñvisitor typeò that is selected 
from the top left portion of the screen.  In the example above, the 

visitor types are ñVisitorò, ñFacultyò, ñEmployeeò and ñContractorò.  
Clicking on any of these visitor types will reveal the workflow for that 

visitor type, and may look differe nt from the example above where 

ñVisitorò is selected.  In the following example the visitor type 
ñEmployeeò is selected: 
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The ñEmployeeò workflow is different from ñVisitorò in that you are 
only required to enter the name of  the employee and take a pho to; th e 

difference in workflow also slightly changes the look of the screen  by 
hiding those areas not needed for ñEmployee ò sign - in.  

 
You can create as many visitor types as needed, label them as needed, 

and modify the associated workflow via the LobbyGuar d Administrative 
Utility.  For more information on configuring visitor types and 

workflows see the ñWorkflow ò section below.  
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Signing In 

The key feature of LobbyGuard is the visitor sign - in process.  This 
process has been des igned to be as simple and efficient as possible  

while providing 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.  Typical steps for 
signing in a visitor  are as follows :  

 
1.  Select the appropriate Visitor Type from the top left portion of 

the screen; in the example below we have chosen ñVisitorò.  The 
chosen visitor button should turn orange and the appropriate 

workflow should ap pear :  
 

 
 

 
2.  Enter the information outlined in the ñPersonal Detailsò section of 

the screen.  This includes name, address, city, state, ZIP and 
Date of Birth.  You can enter this information manually or you 

can scan the visitor driver license and this inform ation will be 
entered automatically via the license scan.  Follow these steps to 

scan the driver license:  
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a.  In the bottom right portion of the screen you will see a 

section labeled ñLicenseò.  In this section will be one or 
both of the following License Sca n buttons:  

 

  Scan front of license  

 

  Scan back of license  

 

LobbyGuard supports the scanning of the front and/or back 
of a driver license.  For more information on this 

technology and how to properly insert the driver license 
into your license scanner s ee Appendix K:  Scanning a 

Driver License in LobbyGuard Assist .  Insert the visitorôs 
license into your license scanner and press the License 

Scan button.  Once the license has been successfully 
scanned , you will see an i mage of the license in the 

ñLicenseò section and the information from the license will 
populate the ñPersonal Informationò section, as shown 

below:  
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3.  Enter the visitorôs company name in the ñCompanyò field. 
 

4.  Enter the name of the person this visitor will  be visiting in the 

ñVisitedò field. 
 

5.  Choose the reason for this visit by selecting from the options at 
the bottom left portion of the screen.  In the example above the 

options are ñCampus Tourò, ñOtherò, and ñVisiting an Employeeò.  
These are called ñReasons for Visitò in LobbyGuard and are used 

to help better identify why this person is visiting today.  Choose 
one of the reasons and the other reasons will become invisible, 

as shown below:  
 

 
 

In the example above the reason selected was ñVisiting an 
Emplo yeeò.  Click the red ñxò to the left of this reason to change 

the selection.  
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6.  Take the visitor photo by clicking the camera button, located in 
the ñPhotoò section.  You will see the followin g screen :  

 

 
 

Use the arrow controls to move the camera up/down/ left/right, 
and the slider control to zoom in/out.  When the visitor is lined 

up properly, click the camera button to take the photo.  The 

photo will appear on the LobbyGuard Assist screen as shown 
below:  
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7.  Click the SUBMIT button located at the bottom o f the screen .  
The visitor record is submitted to the LobbyGuard database and 

a visitor badge is printed.  For more information on the visitor 

badge see Appendix L: The LobbyGuard Visitor Badge . 
 

The steps you follow for visitor sign - in may not be exactly the same 
as above and will be dictated by the workflow options  you set up in 

the LobbyGuard Administrative Utility.  For more information on 
visitor workflow set up see ñWorkflow ò section be low.  

 
Signing Out 

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

ou t  your visitors:  
 

Á Scan the Visitor Badge Bar Code  ï the visitor badge that is 

printed during  the sign - in process has a bar code on the bottom 
right corner.  Scanning this bar code under the LobbyGuard bar 

code scanner will instantly sign this visitor out of the building.   You 
will hear a ñbeepò when the bar code is successfully scanned.  Bar 

code  scanning can be done even when LobbyGuard Assist is not the 
active application on the Windows desktop ; f or example, you could 

scan out a visitor badge while viewing a web page, editing a 
spreadsheet, etc.  

 
Á Sign Out using the LobbyGuard Assist Visitor Log ï click on 

the button labeled ñVisitor Logò at the top of the LobbyGuard Assist 
software and you will see the LobbyGuard visitor log as shown 

below:  
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This screen provides a list of all visitors currently signed in.  To the 

far right of each visitor reco rd is a ñSign Outò button:  
 

 
 
Clicking this button will sign out the visitor.  Click on the button 

labeled ñSign Out All Visitorsò to instantly sign everyone out of the 
building.  
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LobbyGuard Assist Background Checking 
One of the more powerful features of  LobbyGuard Assist is the ability 

to screen visitors in order to keep the wrong people from entering your 
building.  For information on how to set up your LobbyGuard product 

for background checking, see the section labeled ñWorkflow ò below.  
 

LobbyGuard Assist can instantly check your visitors against the 
following data sources:  

 

¶ The National Sex Offender Public Registry  ï this is a registry of 
all registered sex offenders in the United States, including 

Washington, DC.  
 

¶ The Re d Flag List  ï this is a list of individuals whom you deem to 
be unwanted in your building.  You have complete control over the 

names in this list; for more information on how to create your Red 
Flag List, see the section labeled  ñRed Flag ò below.  

 
 

IMPORTANT  
LOBBYGUARD ASSIST DOES NOT LABEL ANY VISITOR AS A 
ñSEX OFFENDERò OR AS AN UNWANTED INDIVIDUAL.  THE 

SOFTWARE MATCHES INFORMATION OBTAINED DURING SIGN -
IN  AGAINST THE LIST OF INDIVIDUALS IN THE LOBBYGUARD 

BACKGROUND DATABAS ES.  YOU MUST FOLLOW THE 
VALIDATION STEPS BELOW BEFORE TAKING ANY ACTION 

AGAINST THE VISITOR.  
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Sex Offender Failure 

When a visitor attempts to sign in and fails a background check 
against the Sex Offender Registry, the following screen appears when 

you c lick the SUBMIT button :  
 

 
 
The visitorôs information is on the left and the records and information 

for registered sex offenders whose information match this visitor are 
listed on the right.  Use the information to determine if the visitor is or 

is not o ne of the registered offenders:  
 

¶ Compare the photos.  This is usually the fastest way to tell if the 
visitor is an offender, or if this is a ófalse positiveô. 
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¶ Compare the street address, being mindful that LobbyGuard 
conducts an instant national search and  the offender may have 

recently moved or changed addresses.  
 

¶ If you still do not have enough information, click on the offenderôs 
name, which is hyperlinked in blue.  This will take you to the 

offenderôs page at the state where he or she is registered.  This 
page will contain additional identifying information, such as height, 

weight, scars/marks/tattoos, etc.  
 

If the visitor IS  NOT  the offender(s) listed, click the REMOVE MATCH 

button below the offender record.  This will remove the offender record 
from th e screen and LobbyGuard will never again match this particular 

offender to this particular visitor.  Once all the offender records have 
been cleared in this manner, click the Close button in the bottom right 

corner of the screen.  This will return you to t he main LobbyGuard 
Assist sign -in screen, still populated with this visitorôs information.  

Click SUBMIT once again, and the visitor background check will bypass 
the matching of this visitor to these offenders, resulting in your visitor 

getting a visitor b adge and being successfully signed in.  
 

If the visitor IS  one of the listed offenders, click the NOTIFY SECURITY 
button located at the bottom of the screen.  This button will instantly 

email and/or text message anyone in your organization who has been 
set up to receive these messages; for more information on how to set 

up these alerts see the section labeled ñRulesò below.  These 

individuals will receive a message indicating the location of the 
LobbyGuard Assist installation wher e the background failure has 

occurred as well as the name and date of birth of the person who has 
failed the background check.  In addition you should follow your 

organizationôs prescribed procedures for dealing with an offender 
trying to gain entry.   A sc reen will display notifying you that security 

has been alerte d as shown below:  
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Red Flag Failure  

When a visitor attempts to sign in and fails a background check 
against the Red Flag List, the following screen appears when you click 

the SUBMIT button:  
 

 
 

You will need to access the Red Flag List in the LobbyGuard 
Administrative Utility to review the entries and determine if this visitor 

is the individual listed on the Red Flag List.  For more information on 

access  to  this area, see the section labeled ñRed Flag ò below.    

LobbyGuard Frequent Visitor Keytags 
LobbyGuard Assist supports the use of LobbyGuard Frequent Visitor 

Keytags and LobbyGuard Stick -On Bar Codes to sign in and out of the 
building.  Simply scan the bar code a nd the LobbyGuard Assist screen 

is instantly populated with the visitorôs photo, license image and other 

information.  Other advantages include the ability to track sign -
in/sign -out activity for the purpose of running a time and attendance 

report; for more  information on this feature see the section labeled 
ñTime and Attendance ò below.   You will need a bar code scanner to use 

the LobbyGuard Frequent Visitor Keytags.  
 

The following are images of the keytag and stick -on bar code.  The 
keytag is attached to the userôs keychain; the alternative stick -on bar 

code is highly adhesive and can be attached to an existing form of ID, 
such as an employee ID or a student ID.   
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Follow these steps to use a LobbyGuard Frequent Visitor Keytag or 

Stick -On Bar Code:  

 
1.  Register the visitor :  ent er the visitorôs information into the 

LobbyGuard Assist screen as normal, and click the link labeled 
ñAssign Frequent Visitor Keytagò located in the Registration 

section of the screen.  You will see the following:  
 

 
 

2.  Scan the bar code  on the keytag or sti cker  using the  bar code 
scanner until you hear a ñbeepò sound.   

 
3.  Click the SUBMIT  button.  This visitor is now signed in and is 

now ñregisteredò with this bar code.  The keytag or bar code 
should be given to the visitor for use when they enter and leave 

the building in the future.  

 
4.  On subsequent visits , a  registered visitor can scan the bar code 

to sign in and out of the building.  Scanning the bar code toggles 
the visitorôs current status: if they are currently signed in, it will 

sign them out; if they ar e currently signed out, it will sign them 
in.  Scanning to sign in will instantly populate all the fields on the 

LobbyGuard Assist screen without the need to scan a license, 
take a photo, or other input:  
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Any needed changes can be made at this time; sim ply click 
SUBMIT to complete the sign - in process.  

 
Using a keytag or bar code sticker to sign in does not  bypass the 

background check and LobbyGuard will still print a visitor badge 
for this visitor.  

 
LobbyGuard Frequent Visitor Keytags and Stick -On Bar Co des are 

available at www.lobbyguard.com/supplies . 
 

http://www.lobbyguard.com/supplies
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Frequent Visitor Mode 
LobbyGuard Assist supports ñFrequent Visitor Modeò to allow 

registered visitors (those carrying a LobbyGuard Frequent Visitor 
Keyt ag or Stick -On Bar Code) to sign in completely unassisted.  This 

mode allows LobbyGuard Assist to function as a self -service visitor 
station  and further reduces the time to process visitor traffic.  

 
To operate LobbyGuard Assist  in Frequent Visitor Mode, t urn the bar 

code scanner to face visitor  traffic  and p ress the ñFrequent Visitorsò 

button on the screen :  
 

 
 

Visitors can walk up and scan their keytags or stick -on bar codes to 
sign in or out of the building.  If you are printing visitor badges for 

your vi sitors , you should also move the printer to a location w here the  
visitor will have access to the badge after it prints.  

 
Frequent Visitor  Mode will not require the front desk operator to click 

ñSUBMITò in order to process visitors and can greatly reduce th e time 
needed to process each visitor.  If the visitor signs in and fails the 

background check, LobbyGuard will halt Frequent Visitor Mode and 
display the failed background screen as shown in the section labeled 

ñLobbyGuard Assist Background Checking ò, above.  If a visitor without 
a keytag or stick -on bar code needs to sign in, you will need to click 

the Frequent Visitors button once more to return to the regular sign - in 

mode.  Frequent Visitor Mode c an be run in the background  in 
Windows, meaning you can use your PC for any other task while still 

signing in visitors.  
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Call Security Button 
The Call Security Button is located on the right side of the LobbyGuard 

Assist screen:  
 

 
 

Clicking this button will im mediately send out notification via email 
and/or cell phone text message to anyone in your facility set up to 

receive these alerts.  This feature serves as a ñsilent alarmò that 

assistance is needed at the front desk.  For instructions on how to 
configure individuals to receive this notification see the section labeled 

ñRulesò below.  
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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 ï it is accessed via a web 
browser, just like any other web page.   

 

The Administrative Utility provides the following features  for the 
LobbyGuard Assist software :  

 
 Visitors  ï View complete details of visitors to your building, 

including those who have been flagged by the LobbyGuard 
Background Check.  

 
 Reports  ï Run reports on visitor traffic . 

 
 Registered Visitors  ï Assign LobbyGuard Frequent Visitor 

Keytags or stick -on bar cod es to visitors who frequent your 
facility for even faster sign in/out.  Use the Registered Visitors 

section to manage this information.  
 

 Scheduled Activities -  Schedule upcoming visits and events  

with LobbyGuard .  
 

 Time and Attendance  ï Modify the time a r egistered visitor 
has signed in/out of the LobbyGuard Assist software, in order to 

generate an accurate time and attendance report.  
 

 Rules  ï Associate certain  ñTrigger ò event s within LobbyGuard  
with one or more ñActionsò.    

 
 Administration ï Change workfl ow settings for various visitor 

types and other settings for your LobbyGuard Assist software.  

Accessing the Administrative Utility 

The LobbyGuard Administrative Utility can be accessed from any web 
browser.   Access the LobbyGuard Administrative Utility by typing the 

following URL into the web browser:  
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http://admin.lobbyguard.com  
 

The site should appear in your web browser as follows:  
 

  

You should have received the necessary credentials to log in to the 

Adminis trative Utility when you received your LobbyGuard As sist 
product.  Please contact LobbyGuard Support at this time if you do not 

have your credentials.   Enter the credentials for your user account and 
click the ñloginò button.   The default email address is  

admin@lobbyguard.com  and the default password is 12345.  It is 
recommended that this default account be deleted as soon as possible 

and individual user accounts be created for users of the Administrative 
Utility; for more information on creating additiona l user accounts see 

the section titled ñUser Manager ò.  If you have set up your own unique 
user account and are having trouble signing in, the LobbyGuard link 

ñNeed help logging in?ò will allow you to enter your Domain name and 
email address and your password will be emailed to you.  
 

 

IMPORTANT  

It is recommended that you remove the default user 
account and create your own unique user account as 

soon as possible.  

http://admin.lobbyguard.com/
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Using the Administrative Utility 

Visitor Log 

The main featu re 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 t he following:  
 

 
 

If you have several LobbyGuard Assist installations  networked 
together , you can choose to view data from a specific station by 

selecting it  from the ñStationò drop-down menu.  You can choose the 
date range of data using the From: and To: calendar menus, and then 

click the Filter button to activate your date range selection.  Clicking 
on any column  header (Time In, Station, etc) will sort the data 

accordingly; clicking on the same column header again will reverse the 
sort order.  Clicking t he ñSign Out All Visitorsò button will move all 

visitors from the Signed In section to the Signed Out section.  
 

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

The Signed In section of the visitor log shows  all visitors who are 
currently signed in.  Using the Signed In log you can immediately view 

the Time In (the date and time the visitor signed in), the Station (the 

location the visitor signed in), the visitorôs name, the Reason for visit 
(see the section labeled ñ Signing Inò for an explanation of this feature) 

and the Visiting column, which contains the name of the person  in 
your building the visitor is visiting .  To the far right of each entry is a 

hyperlink labeled ñviewò.  Clicking on this hyperlink for any given 
visitor will display full details on the visitor in the Visitor Properties 

screen:  
 

 
 
This screen contains all the details on the visitor.  The visitor photo 

and the driver license can be enlarged by clicking on the image.  The 
visitor can be manually signed out by clicking on the ñSign Outò button 

located in the lower left side of the screen.  This will move this visitor 
from the ñSigned Inò section of the visitor log to the ñSigned Outò 

section of the visitor logs.  
 

Information stored on this screen can be modified as needed.  Click 

the button labeled ñSave Changesò to save any modifications. 
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The ñCreate Red Flagò link located to the right of the visitor name will 
move this visitor to the Red Flag list.  This wi ll cause this visitor to fail 

the background check on future visits.  For more information on this 

process  see the section labeled ñFailed Background ò 

Signed Out 

The Signed Out section of the visitor log contains the  information on all  

visitors who have been signed out of the building at any point in the 
past, creating an archive of visitor information that you can access at 

any time.  The Signed Out section appears as follows:  
 

 
 
This screen is very similar to the S igned In log, with the addition of 

two columns:  the Time Out column displays the day and time the 
vis itor signed out of the building and t he Duration column which 

displays how long this visitor was in your building in the format of 
hours:minutes:seconds.  Clicking the ñviewò link will provide detail on 

the visitor record.  

Failed Background  

This area of the Administrative Utility is used exclusively by the 

LobbyGuard Kiosk product.  All instructions for handling visitors who 

fail the background using Lobby Guard Assist are contained in the 
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section labeled ñLobbyGuard Assist Background Checking ò, above.  For 
more information on the LobbyGuard Kiosk visit www.lobbyguar d.com . 

 

Reports 

This section allows you to run reports based on criteria that you select.  

The Reports screen appears as follows:  
 

 
 

The reports section contains a list of reports that are available in 
LobbyGuard.  Clicking on the ñrun reportò link to the right of the report 

will generate the report you need.  Some reports may require 
additional parameters, such as a date range for the report, station 

name, or other information.  Clicking the ñrun reportò link for the 
ñVisitor Archive Reportò will display the following: 

 

../Documents/SharePoint%20Drafts/www.lobbyguard.com
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In this example  a number of criteria can be set for the report, 
including the date range, the visitor type and the name of a specific 

registered user, if needed.  The ñSelect Stationò option allows the 
selection of  an individual LobbyGuard installation ; the report will only 

reflect data gathered from that station.  Each report can be viewed 
online, printed, or saved in a number of formats.   If you wish to run a 

different report listed on the Reports page, simply sel ect the ñrun 
reportò link at the end of the line of the report you wish to view and 

enter the information.  An example of a Visitor Archive Report that is 

retrieved from information entered  from the above screen is listed 
below:  
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-  32  -  

Registered Visitors 

The Registered Visitors section allows for management of individuals 
who are registered with your station.  Registered users are those users 

who possess a LobbyGuard Frequent Visitor Keytag, or who have a 
LobbyGuard stick -on bar code  on an existing ID.  Freque nt Visitor 

Keytags are very useful for regular visitors  as they allow the visitor to 
bypass much of the workflow and to quickly sign the registered visitor 

in and out of the station by simply scanning the bar -coded section of 
the keytag or stick -on bar cod e under the bar code scanner.  For more 

information on this process, see the section titled ñLobbyGuard 
Frequent Visitor Keytags ò.  Images of the LobbyGuard keytags and 

stick -on bar codes  are  shown  below:  
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The Registered Visitors section appears as shown below:  
 

 
 
The names of the registered visitors are displayed with the following 

columns:  

 
¶ Name  ï The name of the registered visitor .  

 
¶ Visitor Type  ï The visitor type is the type of visitor this person 

represents, based on the Visitor Types set up in the workflow.  
For more information on Visitor Types see the section titled 

ñWorkflow ò.  Each Registered Visitor is registered as a visitor 
type for the purposes of reporting  and sign - in workflow.  

 
¶ ID  ï This is the number located below the bar code on the 

LobbyGuard Frequent Visitor Keytag  or bar code sticker . 
 

¶ Expiration Date  -  Displays the date that the visitorôs keytag or 
bar code sticker will expire.  The LobbyGuard station will not 

recognize the keytag or bar code sticker after this date.  

 
Clicking on any of these column headings will sort the list of registered 

visitors via that columnôs data.  Clicking the same column again will 
reverse the sort order (ascending / descendi ng).  
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You can search for a particular registered visitor by entering the last 

name of the visitor in the ñLast Nameò field at the top of the page and 

clicking the button labeled ñSearchò.  You can also search for a 
particular keytag or bar code sticker by entering the number on the 

bar code in the ñLobbyGuard IDò field.  The ñNumber of Resultsò menu 
will limit the number of returned names for a given search.  

 
There are two ways to create a new registered visitor in LobbyGuard:  

 
¶ When a non - registered visitor  is being signed in, the front desk 

personnel will be able to click on the link ñAssign Frequent Visitor 
Keytagò after the visitorôs information is entered in the visitor 

sign - in fields.   For more information on registering a visitor in 
this manner see the  section labeled ñLobbyGuard Frequent 

Visitor Keytags ò above. 
 

¶ A visitor can also be registered via the Administrative Utility .  

This is done by clicking the ñAdd Newò link on the right side of 
the Register ed Visitors tab on the Administrative Utility.   

 
Clicking the ñAdd Newò link will display the following screen: 
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Enter the requested information into the fields to create the new 

registered visitor.  The LobbyGuard ID number should be entered 

exactly a s it appears on a LobbyGuard Frequent Visitor keytag or bar 
code sticker.  The Registration Expiration Date can be used to set a 

date for the keytag or bar code sticker to no longer be recognized by 
the station.  This can be useful for contractors who are scheduled for 

short - term work in the building or  for parents whose keytag or bar 
code sticker should expire at the end of the school year, etc.  

Click the ñAddò button when all the information has been entered.  The 
visitor should be provided with the  newly - registered  keytag or bar 

code sticker and will be able to use it immediately.  
 

The detail s for a registered visitor will appear as follows:  
 

 
 

You may change any of the information on this screen and click 
ñUpdateò to save the changes.  If you wish to completely remove this 

person from the list of registered visitors, click the ñUnregisterò button 
at the bottom of the screen.  
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Scheduled Activities 

The LobbyGuard Scheduled Activities tab provides methods for 
scheduling upcoming visitor appointments.  The V isitors section 

provides an area to schedule a visitor or group of visitors and email 
the information regarding the scheduled visit to the visitors.   The 

Events section allows for the creation of upcoming events; this section 
is available for use only with  the LobbyGuard Kiosk product.  For more 

information on the LobbyGuard Kiosk please visit 
www.lobbyguard.com . 

Visitors 

The Visitors feature lets you schedule a visitor or group  of visitors in 
advance of his or her visit, then send an email notification to the 

visitor that outlines the visit location, time, and other information.   
 

The Visitors screen appears as follows:  
 

 
 

Scheduled Visitors are organized as ñgroupsò that represent parties of 

people who will be visiting together.  A group may consist of one 
person or any number of people.  In the illustration above, a group 

named ñABC Corp Board Meetingò consisting of 2 people is scheduled 

../../../RedirectedFolders/kevinallen/Desktop/www.lobbyguard.com
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to arrive at 9:00 AM on July 22nd.  Th e ñStatusò column indicates this 
group was created  and  no further action has been taken  at this time.  

 

Click the ñAdd New Groupò link at the top right of the screen to create 
a new group.  The following screen will appear:  

 

 
 
Enter the information in the fields provided and click the ñSave Groupò 

button to save the group.  This will return you to the previous screen 

with your new group listed, similar to the previous illustration.   
 

From the ñselect an actionò drop down menu, select the ñview/edit 
visitor sò on the same row as the group you just created, then  click the 

ñgoò link.  This will provide an interface for adding the visitors to the 
group, as shown below:  



  

 

 

 
-  38  -  

 
 
Enter the information for each visitor.  If you include the email address 

you will be able to send an email notification to the visitor.  When you 
have filled in all the information, click ñAdd Visitorò and the visitor 

information will appear in the list at the bottom of the form.  Click on 
the Scheduled Activities tab when all visitors have bee n added.  The 

group now appears, with the number of visitors listed in the ñ# in 
Groupò column.  From the ñselect and actionò drop down menu, select 

ñgenerate notificationò and then click the ñgoò link.   The following 
screen will appear:  
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This screen pr ovides an overview of the email that will be delivered to 

the visitors in the group.  Click the EMAIL NOTIFICATION link to send 
the notification via email to the visitors in the group.  Click the PRINT 

NOTIFICATION link to print the email for these visitor s to use if they 

arrive  without the printed email.  
 

The email discusses the capability to scan the included bar code in 
order to sign in.  This feature is exclusive to the LobbyGuard Kiosk; for 

more information on the LobbyGuard Kiosk product visit 
www.lob byguard.com.  

Events 

The Events feature is only available for use  with the LobbyGuard Kiosk 
product .  For more information on  the LobbyGuard Kiosk please visit 

www.lobbyguard.com . 

http://www.lobbyguard.com/
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Time and Attendance 

In addition to managing visitors and recording visitor activity in your 
facility, LobbyGuard also serves as an excellent method for tracking 

time, attendance, and hours worked by employees and contractors in 
your facility.  These individuals can sign in to LobbyGuard Ass ist  when 

entering the building and sign out when leaving.  Using this data you 
can run a Time and Attendance report to show the hours that an 

employee was in the building for a given date range, including a total 
of the hours for the entire range; see the section labeled ñReports ò for 

more information on this report.  
 

In order to obtain accurate hours reporting, it is important that the 
employee sign in and out when entering and leaving the building.  In 

the event this is not d one correctly (for example, someone arrives at 
8:00 but does not sign in until 9:00), the Time and Attendance tab 

provides an interface for modifying the time of sign - in and sign -out, or 

for the creation of a new sign - in/sign -out record.  Clicking on the T ime 
and Attendance interface displays the following:  

 

 
 
The top left section of the page provides an area for selecting the 

individual whose time and attendance records you wish to view or edit.  
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Only the records of those individuals who are registered an d use a 
LobbyGuard Frequent Visitor Keytag or stick on bar code  when signing 

in and signing out can be modified through this interface; see the 

section labeled ñRegistered Visitors ò for more information on how to 
regist er a visitor .  Select the visitor type of the individual whose  

records you wish to review,  then select the individualôs name from the 
ñNameò drop-down menu.  The last step is to select the date range of 

records you wish to review.  Click the ñShow Activityò button and you 
will be presented with a list of sign in/sign out records for this 

individual during the selected date range.  The list has the following 
column headers:  

 
¶ Time In  ï Displays the time and date of sign in.  

 

¶ Time Out  ï Displays the time and d ate of sign out.  
 

¶ Station ï Displays the name of the station used for sign in.  
 

¶ Duration  ï Displays how long the individual was in the building.  
This is the difference between the Time In and the Time Out.  

 
To modify a record click the ñeditò link located on the right side of the 

record.  Doing so will display the drop -down edit box, as show below:  
 

 



  

 

 

 
-  42  -  

Change the Time - In date/time and/or the Time -Out date/time as 
needed.  You may also change the station from which the visitor 

signed in.  Press OK to submit the changes.  A new Duration will 

appear in the record to indicate the change in time spent in the 
building , and a new Total Time will appear at the bottom of the list of 

records  to indicate the change in total time in the building during the 
entire date r ange.  If you wish to delete an entire record  you may do 

so by clicking the ñdeleteò link located on the far right side of the 
record.  

 
Click the ñAdd Newò link to add a new record.  The new record will 

appear at  the bottom of the records list  with the dat e/time of sign in 
set by default to 8:00AM on todayôs date, and the date/time of sign 

out set by default to 5:00PM on todayôs date.  Edit the record to reflect 
the appropriate dates/times as needed.  
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Rules 

The Rules tab is a powerful tool that is used to as sociate one or more 
ñactionsò with certain ñtrigger eventsò in LobbyGuard.  For example, 

you can create a rule that tells lobbyguard to sign out all visitors (the 
action) at 3:00PM (the trigger event) .   You might also create a rule 

that notifies security p ersonnel via email and cell phone text message 
(the action) when a visitors fails the background check in LobbyGuard 

(the trigger event).    
 

Clicking on the Rules tab displays the Name, Description, and the 
Action  options  of rules  that have been created,  as shown below:  

 

 
 

Follow these steps to create a Rule in LobbyGuard:  
 

1.  Click the ñ+ Create Ruleò link located above the ñNameò 
column.   You will see the Create New LobbyGuard Rule screen 

as shown below:  
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2.  Give this rule a name and a description . This inf ormation is 

displayed in the Rules tab view (see above) as a means of 
describing this rule from a top - level perspective.  For example, 

you might name the rule ñEmail on Sign-Inò and the description 
might read ñEmail John Smith when a visitor signs inò. 

 

3.  Se lect the Trigger Event .  This is the event in LobbyGuard that 
will trigger this rule.  The following events are available:  

 
· Failed Background Check ï this occurs when a visitor signs in 

and fails the background check.  For more information on 
background checking please see the section labeled ñLobbyGuard 

Assist Background Checking ò above. 
 

· Time of Day ï you can set a rule to execute at a certain time of 

day with this trigger event.  
 

· Sign - In Completed ï the rule will trigger when a visitor 
completes the sign - in process.  

 
· Sign - In Started ï the rule will trigger the moment the sign - in 

process is initiated.  This trigger event is only available to the 
LobbyGuard Kiosk product.  For more information on th e 
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LobbyGuard Kiosk please visit www.lobbyguard.com . 
 

4.  Choose the station(s) to which this rule should apply.   In 

the ñStationò section you will see all installations of LobbyGuard 
in your domain.  Select the stati on that will make use of this rule 

by clicking on the name in the list.  To add or remove stations, 
hold down the Ctrl button on your keyboard while clicking on the 

station names.  
 

5.  Select the Action(s) that should take place when the 
Trigger Event occurs.   The following actions are available; you 

can choose as many actions as you like for this rule.  Click the 
checkbox to the left of the desired action(s):  

 
· Email ï this action will send an email to the list of recipients 

you enter.  

 
· Text Message ï this action will send a text message to the list 

of phones you enter.  You will be provided with an interface to 
enter the 10 -digit phone number and the carrier.  If you do not 

know the carrier or if the carrier is not listed you can still send a 
text message t o any recipient via the Email action.  To do this 

you will need to know the email address of the phone; this 
information is readily available through your carrier.  Contact the 

carrier for more information.  
 

· Sign Out All Visitors ï this action will sign all visitors out of the 

building.  
 

· Power Down Kiosk and/or Assist Station ï this action will 
power down the LobbyGuard Assist  software .   

 
· Execute HTTP Command ï this action will execute an HTTP 

command of your choice.  This is useful for sending comma nds 

to IP devices such as security cameras and alarm systems.  
 

6.  Click the OK button.  Your new rule will be saved and 
displayed when you click the ñRulesò tab.  

http://www.lobbyguard.com/
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Administration 

The Administration tab provides you with the tools you need to 

customize the wor kflow of the station for your visitors.  The 
Administration section appears as follows:  

 

 
 

 
The Administration Workflow tab contains the following sections:  

Workflow 

The Workflow section contains the two most important LobbyGuard 
Assist customization feat ures: visitor types  and workflow  settings.  

Visitor Types are the foundation for the sign - in process with 
LobbyGuard  Assist .  During the sign - in process , the front desk 

personnel will choose from the selection of visitor types and will enter 
required infor mation about the visitor according to the workflow .  For 

example, you might create a visitor type called ñGuestò that requires 
the visitor to have his or her driverôs license scanned and run a 

background check on that visitor , whereas you might create anot her 
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visitor type called ñEmployeeò that simply takes a photograph of the 
employee and nothing more.  Using visitor types also makes for more 

accurate reporting: you can run a report displaying the number of 

ñGuestsò who entered your building in a given time frame, etc.   For 
more information on visitor types and how they appear in LobbyGuard 

Assist see the section above labeled ñSigning In ò. 
 

The visitor types are displayed on the left side of the screen.  Some 
common visitor  types are visitor, employee, contractor, vendor, 

parent, student, etc.  You can create as many visitor types as you like 
and give them any description you wish.  To add a new visitor type, 

simply enter the description of the visitor type in the text box l ocated 
just above the list of current visitor types and click ñadd newò.  The 

new visitor type will appear in the list on the left side of the screen.   
 

The next step is to create a workflow  for anyone who signs in as this 
new visitor type.  Click on the link labeled ñeditò located to the right of 

the new visitor type.  The visitor type will appear on the right side of 

the screen, above the workflow checkboxes.  Each checkbox 
corresponds to a question or action that takes place during sign - in and 

sign out.   Check the boxes that correspond to the questions youôd like 
to ask of this visitor type as they sign - in.  The following is a 

description of each workflow option; screenshots for these steps as 
they appear on the screen are available at the Launching the 

LobbyGuard Assist Software  section:  
 

· Accept the following terms: -  The ñTerms ò feature is only 
available to the LobbyGuard Kiosk product. For more information on 

the LobbyGuard Kiosk please visit http://www.lobbyguard.com/ . 

 
· Request Visitorôs Photo ï This option will require a photograph of 

the visitor  during sign - in . 
 

· Request Visitorôs Company ï This option will require the name of 

the visitorôs Company to be entered during sign - in . 
 

· Request Visitorôs Driver License ï If this option is checked , the 

software will require a scan of the visitorôs license during sign - in . 
LobbyGuard will store an image of the driver license as a part of the 

visitor record.  In additio n, the visitorôs name, address, date of birth 
and other information will be extracted from the license  and used to 

http://www.lobbyguard.com/
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populate the LobbyGuard Assist sign - in screen , saving time of 
manually entering this information.   

 

The following additional options are mad e available for driver license 
scanning:  

 
· Save Driver License Info ï If this option is checked , 

LobbyGuard will save an image of the visitorôs driver license as 
part of the visitor record.  If it is not checked, the driver license 

image will not be store d as part of the visitor record or captured 
in any way to the LobbyGuard database.  This can be used in 

information -sensitive environments to limit the amount of 
information being stored about each visitor.  

 

· Scan front of drivers license ï If this option  is checked , 
LobbyGuard software will require a scan of the front of the 

drivers license.   For more information on license scanning see 
Appendix K:  Scanning a Driver License in LobbyGuard Assist .  

 
· Scan back of drivers  license -  If this option is checked , 

LobbyGuard software will require a scan of the back of the 
drivers license .  For more information on license scanning see 

Appendix K:  Scanning a Driver License in LobbyGuard Assist .  

 
· Use license photo on visitor badge -  If this option is 

checked , LobbyGuard Assist will use the license photo on the 
drivers license as the photo for the visitor badge.  

 
 

IMPORTANT  
Refer to your local laws and regulations before storing images 

of person al IDs in your LobbyGuard database  
 

 
· ñRequire license scan in order to proceedò and ñAllow 

the visitor to bypass the license scanò.  Choosing the latter 

will allow a visitor to sign - in without a driver license  scan .  This 
gives visitors who do not wish o r do not have a license the ability 

to sign in to the building .  Choosing to require the license scan 
will require the visitor to provide their  license for scanning  in 

order to proceed with the sign in process.  
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· Perform Background Check ï This option wil l compare information 

obtained during visitor sign - in to the  LobbyGuard background data 
services.  For information on how background checking works in 

LobbyGuard, see the section labeled  LobbyGuard Assist B ackground 
Checking .  
 

· Request Visitorôs Reason for Visiting ï If this option is checked , 
visitor s will need to provide the reason for their visi t .  A selection will 

be made from the choices listed  in the ñReasonsò section of the 
LobbyGuard Assist softwa re .  For more information on setting up the 

list of Reasons in LobbyGuard Assist see the section below labeled 
ñReason for Visit ò.   
 

· Request the Name of the Person to be Visited ï This option will 

require  the visi tor to provide the name of the person he or she is 
visiting.  
 

· Print a Visitor Badge ï When this option is selected , LobbyGuard 
Assist will print a visitor badge for the visitor.  The drop -down menu 

located to the right of this option allows you to select  different formats 
for the badge.   For more information on the LobbyGuard visitor badge 

and visitor badge formats see Appendix L:  The LobbyGuard Visitor 
Badge  

   
· Language Translations  ï The language translation feature s located 

in the LobbyGuard Administrative Utility are only available for the 

LobbyGuard Kiosk product .  For more information on the LobbyGuard 
Kiosk product please visit  http://www.lobbyguard.com/ .   

http://www.lobbyguard.com/
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Reason for Visit 

This section allows you to set up the choices regarding the visitorôs 
reason for visiting your building.  The screen appears as follows:  

 

 
 
These choices are made available if a visitor type has the option 

ñRequest Visitorôs Reason for Visitingò sele cted in the workflow .  S ee 
the section labeled ñWorkflow ò for more information. 

 
The first step in creating these reasons is to select a visit or type from 

the drop -down menu which is  located to the right of the ñReasons for 
Visitò label.  This menu consists of all the visitor types that have 

ñRequest Visitorôs Reason for Visitingò selected in the Workflow .  Each 
visitor type can  have its own unique set of choices; for example, the 

reasons you may want to provide to a visitor t ype called ñContractorò 
may be different from the reasons you would provide for a visitor type 

called ñParentò. 
 

To create a reason , enter the description of  the reason in the text box 

located at the bottom of the screen and click the button labeled ñAdd 
Reason for Visitò.   You can create as many reasons as you wish in this 
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fashion.   
 

Once you have created a reason you can modify certain aspects of the 

reason by clicking the ñEditò link located to the right of the reason:  
 

· You can change the description  of the reason under the ñEnglishò 
column.  

 
· The ñSpanishò column allows for the creation of the Spanish 

translation for this reason for visit.  This feature is only applicable to 
the LobbyGuard Kiosk product.  For more information on the 

LobbyGuard Kiosk  please visit www.lobbyguard.com . 

 
· You can set the sort order by entering a number that represents the 

order in which you wish the reason to be displayed  under the Sort 
Order column.  Click the link labeled ñsaveò to save these changes.  

 
Another feature of Reasons for Visit is the ability to create multi - tiered 

reasons , which  allows for a more detailed record of why the visitor is 
visiting and can be useful for creating reports that are more refined.   

To create mul ti - tiered reason s simply click on the description of the 
reason under the ñEnglishò column; this description is hyperlinked and 

will provide a blank screen  similar to the following:  

 

http://www.lobbyguard.com/
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In this example , the reason ñAttending a Meetingò was clicked; this is  
indicated by the hyperlinked trail displayed as ñTop Level >> Attending 

a Meetingò.  You are now able to create addition al reasons under 

ñAttending a Meetingò.  For example, you might create ñ1st  Floorò, ñ2nd  
Floorò and ñ3rd  Floorò.  These new reasons will be visible when the 

ñAttending a Meetingò reason on the LobbyGuard Assist software is 
selected .  

 
Click the ñTop Levelò link to return to the top level view of your 

reasons.  
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Stations 

Click on the stations section and you will see a screen  similar to th e 
following :  
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The Stations section provides the following administrative functions for 
your LobbyGuard Assist software.  The items marked with an ñ*ò 

are settings that require a restart of the LobbyGuard Assist 

software  in order for any changes to take  effect :  
 

¶ Edit Settings for the Following LobbyGuard Station -  
Provides a listing of all the stations available; every 

LobbyGuard installation in your domain is displayed in this 
list.  Select the station you wish to administer from this menu 

before procee ding.  
 

¶ Properties for Station  ID  -  Shows the unique ID given to 
this station.  This ID is not editable but may be required for 

LobbyGuard support reasons.  
 

¶ Name  -  The name of this station  for the purpose of the visitor 
records in the visitor logs.  Each vi sitor has the name of the 

station from which they signed in and out as part of his or her 

record in the LobbyGuard database.  
 

¶ Location  -  A description of the physical location of the 
station.  This is useful if you are administering a large number 

of Lobby Guard installations . 
 

¶ Background Color  -  This feature is only available for use 
with the LobbyGuard Kiosk.  For more information on the 

LobbyGuard Kiosk please visit  http://www.lobbyguard.com/ . 
 

¶ Installed Devices * -  Allows you to enable and disable 
certain hardware components for your installation of 

LobbyGuard .  This is used in the event of a hardware repair 
and for future use as optional hardware components become 

available.   Each hardware device you plan to use  with your 

installation of LobbyGuard Assist should be selected in this 
section.  

 
¶ Languages * -  This feature is only available for use with the 

LobbyGuard Kiosk.  For more information on the LobbyGuard 
Kiosk please visit http://www.lobbyguard.com/ . 

 
 

http://www.lobbyguard.com/
http://www.lobbyguard.com/
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¶ Supported  Visitor Types*  -  Displays each visitor type 
created in the Workflow section.  The selected visitor types 

will be  displayed on the LobbyGuard Assist software  to choose 

from during sign in, and those that are n ot checked are 
hidden from view.  If you have created new workflows you 

will need to enable them here in order to see them as an 
option within LobbyGuard Assist .  

 
¶ Mode ï This feature is only available for use with the 

LobbyGuard Kiosk.  For more informatio n on the LobbyGuard 
Kiosk please visit http://www.lobbyguard.com/ . 

 
¶ Control Panel Password * -  This feature is only available for 

use with the LobbyGuard Kiosk.  For more information on the 
LobbyGuard Kiosk please  visit http://www.lobbyguard.com/ . 

 
¶ Proxy Info  -  Provides an interface for entering any proxy 

server credentials that may be needed by the station to send 

messages from the station or access the internet.  The 
address format for the proxy server should be 

http://xx.xx.xx.xx:port/ .  The station must be restarted if the 
proxy settings on the network are changed from those stored 

in LobbyGuard . 
 

¶ Messaging * -  Sets the SMTP (ma il) server from which 
background failure notification emails and cell phone text 

messages are delivered.  Using the LobbyGuard messaging 
service will route the message through the mail servers that 

are made available by LobbyGuard Solutions, LLC for this 
purpose. You may choose a different server by selecting ñUse 

a specified SMTP Serverò and entering the IP address or 
ñfriendly nameò of the SMTP server. 

 

¶ Admin Email  * -  This feature is only available for use with 
the LobbyGuard Kiosk.  For more information on the 

LobbyGuard Kiosk please visit http://www.lobbyguard.com/ . 
 

After making any changes to this page you must click the button 
labeled ñUpdate General Settingsò for your settings to take effect. 

http://www.lobbyguard.com/
http://www.lobbyguard.com/
http://xx.xx.xx.xx:port/
http://www.lobbyguard.com/
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Red Flag 

This  section provides the ability to add records against which your 
visitors will be checked during sign - in, provided the visitor type has 

ñPerform Background Checkò enabled in the workflow.  If a visitor 

matches a record in your Red Flag list, a notification message will 
display once the ñSubmitò button is pressed informing the front desk 

personnel that this visitor is on the Red Flag list (see the section 
labeled ñLobbyGuard Assist Background Checkingò above for more 

information).  This is useful if there are individuals that you do not 
wish to allow entry into your building, including ex -employees, custody 

disputes, etc.   
 

 
 
The Red Flag screen displays all the current red flag entries for your 

domain .  Cli ck on the Add to List button to add a new record; the 
following screen will be displayed:  
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Enter as much information as possible to the record to make matching 

as accurate as possible during visitor sign - in.  First and Last Name are 

required field.  The ñActiveò check box will enable or disable this 
personôs record from the background check. 

 
When you have completed the entry, click the ADD button to add this 

new record to your Red Flag list.   Entries made to the Red Flag List are 
applicable to all LobbyG uard Assist or LobbyGuard Kiosk installations 

on your domain.  
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User Manager 

The User Manager is used to add / edit / delete user accounts for those 
users who need to gain access to the Administrative Utility.  

 

 
 
The default account admin@lobbyguard.com is listed on the right.  To 

create a new account, enter the information in the fields on the left.  
The Account Rights section contains check boxes, each of which 

corresponds to a tab on the Administrative Utility  interface.  This 
provides user - level rights with regards to accessing various areas of 

the software; if you are creating a user account for a user who does 
not need access to the Administration tab, leave that box unchecked.  

When that user signs in, the Administration tab will not be visible.   
 

The Station Rights section contains a list of all the LobbyGuard 

installations  in your domain .  You can turn off access to an entire 
station for a given user account by leaving the box next to that station 

uncheck ed.  Each user account should have at least one station 
checked; or else that account will have no access to any data.  

 










































