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Introduction

S m a r t S p a c e V i s i t o r M a n a g e m e n t
This User Guide will outline the steps to adjust your settings and use the day to day admin features  

within the web dashboard. It also provides guidance on the iPad interface for visitors and employees.



W e b   
D a sh b o a rd   
S e t t i n g s



Logging In

L o g  into the system us ing  the  

username a n d  password details  

prov ided b y your system administrator.



Branding & Design

S e l e c t  B ra n d i n g  a n d  D e s i g n  to   

u p l o a d  a  c o m p a n y  l o g o  a n d s p e c i f y   

t h e  d e s i g n  co l o u rs  for  t h e  v i s i tor   

interface.

W h e n  u p l o a d i n g  a  c o m p a n y l o g o   

to  t h e  S c r e e n  D e s i g n  sect ion,   

en su re  it h a s  a  t ra n sp a rent   

b a c k g ro u n d .

Yo u  c a n  se l ect  u p  to  10 di fferent   

s c re e n s ave r  i m a g e s  that  wi l l rotate   

a s  b a c k g r o u n d i m a g e s .

T h e  p rev i ew  s e c t i o n  a l l ows  y o u  to   

s e e  t h e  ef fect s  o f  t h e  se l ect i on y o u   

m a ke  to  t h e d e s i g n .



Visitor Fields

Vis i tor  f ie lds  wi l l  ca p t u re  t h e   

i n format ion  y o u  n e e d  f ro m yo u r   

v i s i tor  w h e n  t h ey  s i g n  in o n  t h e   

iPad.

Re q u i re d  Vis i tor  F i e l d s  c reate f ie lds   

that  m u s t  b e  c o m p l e t e d  b efore  a   

v i s i tor  c a n  co n t i n u e  wi t h  their  s i g n   

in.

V is i tor  F i e l d  O n e  is  p re- set  for y o u   

a n d  Vis i tor  F i e l d  Tw o  is ed i tab le .

Yo u  c a n  a d d  yo u r  o w n  c u s t o m   

f ie lds  a n d  d e c i d e  if y o u  w a n t  to   

m a ke  t h e m  v i s ib le  o n  t h e  i Pa d or   

m a ke  t h e m  req u i red f ields.

Yo u  c a n  a l so  a d d  c a t e g o r i e s  to   

d i s t i n g u i sh  b e t w e e n  di fferent t y p e s   

o f visitor.



Employee Settings

U s e E m p l o y e e S e t t i n g s t o a d d

c u s t o m e m p l o y e e f ie lds to th e

e m p l o y e e s i g n in p a g e .

If a n  e m p l o y e e  fo rg et s  to  s i g n out,   

e n a b l i n g  ‘auto s i g n  out ’  wil l   

a u tomat i ca l l y  s i g n  t h e m  o u t  at   

mi d n i g ht .

O rga n i s a t i o n s  wi t h  mul t ip le   

l ocat i on s  c a n  ea s i l y  a l low  

e m p l o y e e s  to  c h a n g e  their   

l ocat i on s  b y  e n a b l i n g E m p l o y e e   

Ro a m i n g .

W h e n  'Make s i g n  o u t m e s s a g e s   

m a n d a t o r y ’  is

en a b l ed ,  A L L  e m p l o y e e s  wi l l b e   

req u i red  to  l eave  a  s i g n  o u t   

m e s s a g e  in ord er  to  s i g n out.



Visitor ID Badges

C o n n e c t i n g a printer to t h e sy s t e m

e n a b l e s y o u t o pr int I D b a d g e s for

yo u r vis itors.

To  ta ke  p h o t o s  y o u  wi l l  n e e d  to   

e n a b l e  a c c e s s  to  t h e  i Pa d  c a m e ra in  

sett ings .

U p l o a d  a  l ogo,  t a k i n g  n o t e  o f t h e   

o n  s c re e n tips.

S e l e c t  yo u r  preferred  I D b a d g e   

s t y l es  f ro m  t h e  ava i lab le list.



Delivery Settings

S e t u p  t h e  d e l i ver y  feature to a l low  

t h e  p a c k a g e  label  to  b e  s c a n n e d   

a n d  t h e  rec ip ient  to  b e  fo u n d  in  

yo u r  e m p l o y e e list.

S i n g l e  de l iver ies  w i t h ou t  a   

s p e c i f i e d  rec ip ient  c a n  a l so  b e   

a l lowed. E n s u re  y o u  se l ect  a   

d e l i ver y  c o n t a c t  to  b e  not i f ied in  

t h e s e instances .

D e l i ve r y  I n st ruct ions  a l lows  y o u  to   

s p e c i f y  t h e  m e s s a g e  t h e  d e l i ver y   

p e rs o n  wi l l  s e e  w h e n  a  d e l i ver y  is   

m a d e  to  a  s p e c i f i e d  rec ip ient  or for   

g e n e ra l del iver ies .

E n s u re  y o u  s a v e  a n y  c h a n g e s m a d e   

here.



Visitor Agreement

T h e  v i s i tor  a g re e m e n t  s e c t i o n   

a l l ows  y o u  to  a d d  a  ta i lored   

w e l c o m e  a n d  N D A  m e s s a g e for   

yo u r  v i s i tors  to s ign.

In s et t i n g s  y o u  c a n  s p e c i f y  t h e   

fo r m a t  a n d  w h e re  t h e  l ocat i on o f   

t h e s ignature.



Visitor Settings

Vis i tor s et t i n g s a l l ows y o u t o s e l e ct

if t h e h o st m u s t b e ident i f ied b y the

visitor, w h e n s i g n i n g in.

Yo u  c a n  d e c i d e  w h et h e r  to d i s p l ay   

t h e  h o s t s  s tat u s  for  t h e  v i s i tor  to   

see.

Yo u  c a n  a l so  s p e c i f y  if v i s i tors are   

a u tomat i ca l l y  s i g n e d  o u t  at   

mi d n i g ht .

T h e  p r i va c y  s et t i n g s  a l l ows  for   

t i g hter  cont ro l  o n  h o w  e m p l o y e e   

d a t a  is  d i sp l ayed .  P l e a s e  ta ke n o t e   

o f  t h e o n s c re e n G D P R / P r i v a c y   

re co m m e n d a t i o n s .



Notifications

A s  wel l  a s  h o st  emai l  n ot i f icat ions  a n d  S M S   

m e s s a g e s , y o u c a n s et u p G l o b a l a n d C e n t ra l   

emai l  a c c o u n t s  to  rece ive not i f icat ions.

T h i s  is  u sef u l  w h e n  m o r e  t h a n  o n e  p e rs o n   

n e e d s  to  b e  n ot i f ied  t h at  a  v is i tor  h a s arr ived.  

T h e  d i f ferent o p t i o n s  ava i lab le are:

A s s i s t a n t  C C  E m a i l :  is  u s e d  to  C C  in a n   

ass i stant o r a n y o t h e r p e rs o n w h o y o u w i s h to   

rece ive  y o u r  v is i tor  n ot i f i cat ions .

G l o b a l  C C  E m a i l :  th is  s e n d s  a  copyo f  all  emai l   

n o t i f i cat io ns  to  a  s i n g l e  emai l  a c co u n t .  T h e   

e m p l o y e e  wi t h  a  v is i tor  wi l l  a l s o  rece ive  t h e   

not i f icat ion,

C e n t r a l  E m a i l :  th is  s e n d s  all vis i tor   

n o t i f i cat io ns  to  a  s i n g l e emai l

a c co u n t .  N o  in d iv idua l  e m p l o y e e  is notif ied.

Yo u  c a n  a l s o  m o n i t o r  re m a i n i n g  S M S c re d i t s   

here.



ipads and Locations

T h i s  p a g e  d i s p l ays  a  l ist  o f all   

c o n n e c t e d  i Pa d s  a n d  their   

locat ions .

U s e  this  p a g e  to  a d d  n e w l ocat i on s   

a n d  their  i Pa d s  to  t h e system.

E n t e r  t h e  d e v i c e  I D  into t h e  n e w   

i Pa d  to  l ink it to  t h e  i Pa d  n a m e a n d   

locat ion.



W e b   
D a sh b o a rd   
A d m i n



Dashboard

T h e  d a s h b o a r d  g i v e s  a n  ove r v i e w   

o f  E m p l o y e e s  a n d  V i s i tors  that are   

cu rrent l y  s i g n e d in.

T h e  T i mel i n e  d i s p l ays  a  l ist  o f  d a t e   

a n d  t i me s t a m p e d activity. T h e list   

c a n  b e  f i l tered to  s h o w  Vis i tors ,   

E m p l o y e e s  or Al l .

T h e  Eva c u a t i o n  l ist  s e r ve s  a s  a roll   

cal l ,  th is  c a n  b e printed.

V i s i tors  c a n  a l so  b e  s i g n e d in  

m a n u a l l y  f ro m  this p a g e .

E x p e c t e d  v i s i tors  c a n  b e p re -

reg i s tered  here.



Employees

U s e  this  p a g e  to  v i e w  or  a rch i ve   

e m p l o y e e  informat ion,  a n d  a d d   

e m p l o y e e  deta i l s  to  t h e d a ta b a s e .

T h e  l ist  c a n  b e  s e a rc h e d  a n d  t h e   

c o l u m n s  sorted.  T h e  f i l tered l ist c a n   

a l so  b e  ex p o r t e d  to  sh a re  or print.

S e l e c t  ‘A d d  E m p l o ye e ’  a n d t h en   

‘A d d  Bu l k ’  t h en  fo l l ow t h e   

i n st ru ct ions  to  u s e  t h e  . csv   

template.

T i mel i n e  d i s p l ays  a  d a t e  a n d  t i me  

s t a m p e d  l ist  o f  e m p l o y e e act ivity.

E m p l o y e e s  c a n  a l so  b e  s i g n e d in  

f ro m  this screen.



Visitors

U s e  this  p a g e  to  view, a rch i ve  or   

a n o n y m i s e  v i s i tor  informat ion,  a n d   

a d d  v i s i tor  deta i l s  to  t h e d a ta b a s e .

T h e  l ist  c a n  b e  s e a rc h e d  a n d  t h e   

c o l u m n s  s o r t e d  b y  S t a t u s  a n d   

Durat ion.  T h e  f i l tered l ist  c a n a l so   

b e  ex p o r t e d  to  sh a re  or print.

S e l e c t  ‘A d d  Vis i tor ’  to  s i g n  in o n   

b eh a l f  o f  a  visitor. .

T i mel i n e  d i s p l ays  a  d a t e  a n d t i me  

s t a m p e d  l ist  o f  v i s i tor act ivity.

V i s i tors  c a n  a l so  b e  s i g n e d o u t   

f ro m  this screen.



Pre-registration

Vis i tor  p re- reg i s t rat ion  a l lows  y o u   

to  c reate  a  v i s i tor  in a nt i c ip at ion o f   

their  e x p e c t e d visit .

U s e  t h e  P re- reg i s te red  V i s i tors   

s e c t i o n  b efore  t h e  v i s i tor  arr ives to   

a l l ow for  a  q u i c ke r  s i g n  in o n   

arrival.

.



Evacuation

E va c u a t i o n M o d e is d e s i g n e d to b e

a n a i d in E m e r g e n c y s i tuat ions a n d

to h e l p ident i f y t h e w h e re a b o u t s o f

t h o s e onsite.

Eva c u a t i o n  o n  t h e a d m i n   

d a s h b o a r d  a l lows  y o u to:

• S i g n  o u t all

• Pr int l ist

• E x p o r t L i s t



Admin Roles

A d m i n  ro les  are  a s s i g n e d  to e m p l o y e e s   

that  require  a c c e s s  to  the  w e b   

d a s h b o a rd .

T h e s e  ro les  are  c o m p r i s e d  o f c o m p a n y   

a d m i n s  a n d  l o cat i o n m a n a g e rs .

A  ' C o m p a n y  A d m i n '  role e levates  the   

p r i v i l e ge s  o f  a  u s e r  a n d  a l lo ws  t h e m  to   

c o n f i g u re  c o m p a n y  w i d e  c h a n g e s .  A   

c o m p a n y  a d m i n  h a s  a c c e s s  to  A L L   

s ett i n g s  w i th in  the  v is i tor m a n a g e m e n t   

w e b d a s h b o a rd .

A  ' L o c a t i o n  M a n a g e r '  a l lo ws  for  lo wer   

level  p r i v i l e ge s  m e a n i n g  a  l o cat i o n   

m a n a g e r  c a n  o n l y  p e r f o r m  b a s i c   

f u n c t i o n s  a n d  d o e s  n o t  h av e  a c c e s s  to   

a n y  o f  the  'Settings' o r  'Accounts' tabs .   

A  'location manager' c a n  create  a n d   

a s s i g n  a d d i t i o n a l  L o c a t i o n  M a n a g e r   

ro les  o n l y  for  the  l o cat i o n  that  t h ey h av e   

b e e n a s s i g n e d .



Vis i tor U s e r   
In ter face



Select Device ID

U s e  t h e  i Pa d  a n d  L o c a t i o n s s e c t i o n

t. o  a d d  a n d  l ink t h e  i Pa d  to  i ts   

locat ion. I n p u t  t h e  d e v i c e  I D a n d   

t a p  L o g In.

.



Home Screen

T h e  h o m e  s c re e n  wi l l rotate

t. h ro u g h  s c re e n  savers  whi l st   

d i s p l ay i n g  t h e  o p t i o n  for  v i s i tors to   

s i g n  or out.

Tr ip le  t a p  t h e  S m a r t S p a c e  l o g o in  

t h e  t o p  left  co r n e r  to  o p e n  u p  a n   

a d d i t i on a l men u :

• Eva c u a t i o n  – a ct i vates   

Eva c u a t i o n m o d e

• Pr inters S e t u p

• Re p r i n t  I D label

• L o g O u t

.



Evacuation Mode

To  act ivate  g i v e  the  i P a d  a  'Shake’, th is

wi l l s h o w a m e s s a g e that a s k s ' D o y o u.
w a n t  to  a c t i ve  Eva c u a t i o n Mode? ’

A l ternat ive ly  tr iple t a p  the S m a r t S p a c e   

l o g o  to  a c c e s s  a n  a d d i t i o n a l m e n u .

Tw o  t a b s  are  v is ib le ,  o n e  wi l l  s h o w  al l   

v i s i to rs  a n d  the  o ther  t a b  wi l l  d i s p l ay al l   

e m p l o ye e s .

If  u s i n g  the  ' E m p l o y e e  In/Out ' feature,  

th is  wi l l  d i s p l ay  the  s tat u s  o f  the   

e m p l o y e e s  n ex t  to  their n a m e .

V i s i to rs  a n d  e m p l o y e e s  w h o  h av e s i g n e d   

in wi l l  s h o w  a  re d  'Present? '  b u tt o n  n ex t   

to  their  n a m e  to  b e  t a p p e d  in o rd e r  to   

m a r k  t h o s e  s i g n e d  in a n d  a c c o u n t e d  for   

a s 'Safe' .

.



Visitor Sign In

Ta p  ‘ Vis itor In’ to  b e g i n  t h e  s i g n in

p. ro c e s s  for  a visitor.

E n t e r  t h e  deta i l s  req u ested ,   

e n s u r i n g  that  req u i red  f ie lds  are   

c o m p l e t e d  in ord er  to p rog re ss .

Ta p  ‘Next ’  w h e n  eve r y t h i n g is   

co m p l et e .

.



Welcome & NDA

Vi s i tors are re q u e st e d to re a d a n d

s. i g n a w e l c o m e a n d N D A m e s s a g e

that h a s b e e n ta i l o re d / u p l o a d e d in

t h e w e b d a s h b o a rd .

V i s i tors c a n re q u est a c o p y to b e

e m a i l e d to t h em.

.



Select Host

D e p e n d i n g  o n  e m p l o y e e  p r i va c y   

sett i n gs ,  v i s i tors  wi l l  b e  a b l e  to   

s.elect t h e  e m p l o y e e  t h ey  are here   

to  v is i t  f ro m  a list.

O r  b e g i n  t y p i n g  t h e  h o st  n a m e to   

fi lter t h e list.

Ta p p i n g  t h e  n a m e  wi l l  se l ect that   

host .

.



Confirmation  
Message
If u p l o a d e d  t h e  v i s i tor  wi l l  b e a b l e

t. o s e e  a  prof i le  p i c t u re  o f their   

host .

Ta p p i n g  ‘next ’ wi l l  c o m p l e t e  t h e   

s i g n i n g  in p rocess .

.



Notifications

(Rendesk) is here.

D e p e n d i n g  o n  t h e  N ot i f i cat ion   

sett i n gs ,  h o s t s  c a n  rece i ve S M S

a n d /o r  E m a i l  not i f i cat ion m e s s a g e s   

to  alert  t h e m  that  their  v i s i tor  h a s   

arr ived.

.



Visitor Sign Out

Ta p  ‘ S i g n Ou t ’

.

T h e  v i s i tor  wi l l  b e  a b l e  to b e g i n

t y p i n g  their  n a m e  a n d  t h en  se l ect it  

f ro m  t h e  f i l tered list.

.



Confirm Sign Out

Ta p  t h e  b a c k  a r row if t h e i n correct

n. a m e  h a s  b e e n se l ected .

O r  S i m p l y  Ta p  ‘ S i g n  Ou t ’ to   

conf i rm.

.



E m p l o y e e U s e r   
In ter face



Sign In

Triple t a p  t h e  ‘ E m p l oye e s ’  I c o n in

t. h e  t o p  r i g ht corner.

.



Sign In

S e a r c h  for  yo u r  n a m e  in t h e

d. i s p l aye d  list, o r  b e g i n  t y p i n g yo u r   

n a m e  to  fi lter t h e list.

M ove  t h e s l ider p os i t i on to  ‘IN’ to   

s i g n in.

U s e  t h e  Menu i co n  in t h e  t o p r i g ht   

co r n e r  to  o p e n  ‘Opt i on s ’  a n d   

e n a b l e  or  d i s a b l e  t h e t i m e sta m p .

.



Status Message

Ta p  o n  t h e  N o t e p a d  a n d  p e n i co n

o. n  t h e  p rev i o u s  s c re e n  to  a d d  a   

s tat u s m e s s a g e . T h i s  m e s s a g e c a n   

b e  s a v e d  for  future use.

Yo u  c a n  a l so  se l ect  yo u r return  

t ime.

Ta p  ‘C onf i rm a n d  S i g n  out ’ to   

c o m p l e t e  th is act ion.

.
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