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Introduction

Getting started with
SmartSpace Visitor Management

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.

nsmrpartSpace Global



SmartSpace Luton Office

Birmingham v
Dashboard
Visitors \/|S|tO|" Fle\dS
Employees
Deliveries

Required Fields Categories
Pre-Registration

) Visitor Field One
Evacuation Visitor categories

Visitor Field Company Name
e Branding and Design Two Category  |nternal
Photo and ID Printing

[] Disable Employee Selection

Custom Fields

Visitor Agreement c
ategory External
a S O a r Visitor Settings Custom Field  Job Role
name

Notification Settings (] Disable Employee Selection

Employee Settings Show in iPad

. -
S e t t I n S Delivery Settings Required Add Category
iPads and Locations O Saved visitors: Clear response for every

visit
Admin Roles

Custom Field Department
name
show in iPad
[J Required

O Saved visitors: Clear response for every
visit




Logging In

CREATE ACCOUMI

Log into the system using the
username and password details

provided byyour system administrator.

Smart Spaces for the Connected

Employee Please log in

| DThompson@smartspaceplc.com

[ L % . *..--'-“'ﬂ;;- s
>
NS |
The relationships we have with the buildings we occupy Log in to Dashboard Forgat your password?

are set to change forever.
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Branding & Design

SmartSpace Luton Office

All Locations ~

S

Dashboard
Employeeas
Visitors
Pre-Registration

Ewvacuation

Photo and ID Printing
Visitor Fields

Visitor Agreement
Visitor Settings
Notification Settings
Employee Settings
iPads and Locations

Admin Roles

Integrations

SMARTSPACE

SOFTWARE

Branding & Design

Screen Design
Company logo for

iPad

iPad accent color

(Banner and
internal navigation
button color)

Sign in button
color

Sign in text color

Employee button
color

Sign infout text

#2829

HFTTT

Visitor In

Visitor Out

i ]

Upload new Image

Mazx file size: 2ZMB

|

Preview

SMARTSPACE

SOFTWARL

Visitor Out

iPad Screen Saver

VistorPanel-Desks . jpg
VistorPanel-Evoko.jpg

VistorPanel-Mobile. jpg

Select Branding and Design to
upload a company logo andspecify
the design colours for the visitor

interface.

When uploading a company logo
to the Screen Design section,
ensure it has a transparent

background.

You can select up to 10 different
screensaver images that will rotate

as background images.

The preview section allows you to
see the effects of the selection you

make to the design.




S

Dashboard

Employees

Visitors
Pre-Registration
Evacuation
Settings

Branding and Design
Photo and ID Printing
Visitor Fields

Visitor Agreement
Visitor Settings
Notification Settings
Employee Settings
iPads and Locations

Admin Roles

Integrations

SMARTSPACE

SOFTWARE

SmartSpace Luton Office

All Locations ~

Visitor Fields

Required Fields

Visitor Field
One

Visitor Field Company Name
Two

Custom Fields

Custom Field Custom name
name
Show in iPad
Required

Saved visitors
for every visit

Custom Field Department
name
Show in iPad
Required

Saved visitors
for every visit

= Clear response

: Clear response

Categories

Visitor categories

Category

Disable Employee Selection

Category

Disable Employee Selection

Add Category

Visitor Fields

Visitor fields will capture the
information you need from your
visitor when they sign in on the

iPad.

Required Visitor Fields create fields
that must be completed before a
visitor can continue with their sign

in.

Visitor Field One is pre-set foryou

and Visitor Field Two iseditable.

You can add your own custom
fields and decide if you want to
make them visible on the iPad or

make them required fields.

You can also add categories to
distinguish between different types

of visitor.
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Employee Settings

SmartSpace Luton Office

All Locations ~

Use Employee Settings to add

: custom employee fields to the
Empiowess Employee Settings PTOY
Visitors employee sign in page.

Pre-Registration

Required Employee Fields General Settings

Evacuation

Settings Fial St | Employee auto sign out - All Locations If an em p lo vyee fo rge ts to si gn ou t,

Branding and Design

et Momne enabling ‘auto sign out’ will

Photo and ID Printing

Visitor Fields automatically sign them out at
Employee roaming

Visitor Agreeament . .

& midnight.

Visitor Settings

Motification Settings

= Employee privacy mode
Custom Emplovee Fields

Employee Settings . . . .
" Organisations with multiple

iPads and Locations

Admin Roles locations can easily allow

Integrations employees to change their

Make sign out messages mandatory

locations by enabling Employee

Employee Sign Out Messages Roamin g

When '"Make sign out messages
mandatory’ is
enabled, ALL employees willbe

required to leave a sign out

message in order to sign out.

s SMARTSPACE
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Employees

Vizitors
Pre-Registration
Evacuation
Settings

Branding and Design
Photo and ID Printing
Visitor Fields

Visitor Agreement
Visitor Settings
Motification Settings
Employes Sattings
iPads and Locations

Admin Roles

Integrations

SMARTSPACE

SOFTWARE

SmartSpace Luton Office

All Locations ~

Photo and ID Printing

Photos

To take photos, the SmartSpace app needs access to your iPads camera.

To enable this, go to the Settings app on the iPad, search for

'SmartSpace’, select the app, and ensure access to Camera is toggled on.

Take photos of visitors

| Take photos of employees on sign infout

| Take employee profile photos

ID Select

() Photo 1D card

Monique Finn
ABRC Companty'

Visitineg: Terry Smth

20 March, B2 PM

VERY LONG VISITORS CATEGDRIES NAME

™ Standard ID card

C, > SMARTSPACE

Monique Finn
ABC Company
Wisiting: ey Smith - 20 March, 8352 PM

VISITOR

Upload Logo
To keep your logo upload smooth and
looking good:
* Use JPEG, PNG, TIFF or GIF files
* Keep the filesize under 2MB

Please note: most label printers print in
black & white.

(3 Event ID card

o) SMARTSPACE
SOFTWARE PL(

Monique Finn

ABC Company

Visitor ID Badges

Connecting a printer to the system
enables you to print ID badges for

your visitors.
To take photos you will need to
enable access to the iPad camerain

settings.

Upload a logo, taking note of the

on screen tips.

Select your preferred ID badge

styles from the available list.

ArMrTAarela el el ala £ ~Nan—ca
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Delivery Settings

County of Fresno
Setup the delivery feature to allow

Dashboard the package label to be scanned

Employees Delivery Settings

and the recipient to be found in
Visitors

Pre-Registration . Delivery instructions your employee list.

Evacuation

Deliveries Single deliveries without a

Settings ;. e B R - SR R N RS TSR] specified recipient can also be

Branding and Design

allowed. Ensure you select a
Photo and ID Printing

e delivery contact to be notified in

Visitor Agreement these instances.
Visitor Settings

Notification Settings

: Delivery Instructions allows you to
Employee Settings Select an existing employee or enter the details you would like to use as the deliveries contact.

specify the message the delivery

o Select an employee person will see when a delivery is

Admin Roles

made to a specified recipient or for

Integrations

» Enter general contact details genera | deliveries.

Account

Ensure you save any changes made

here.

s SMARTSPACE
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Visitor Agreement

SmartSpace Luton Office

All Locations ~

The visitor agreement section

Visitor Agreement

Visitors allows you to add a tailored

Pre-Ragistration welcome and NDA message for
Agreement Settings
Evacuation

your visitors to sign.

Settings () None Append signature on printed agreement Brenview

Branding and Design () Plain text
im P
Photo and ID Printing ® FDF Upload

In settings you can specify the

Visitor Fialds

itor Agreament format and Where the |Ocati0n Of

Visitor Settings Visitor Agreement Max size 10MB, 5 pages  Upload PDE |

the signature.

Notification Settings

Employee Settings + & =

iPads and Locations

Admin Roles

i gridians SmartSpace Luton Office S

Welcome To Cur Workplace
“isitors are welcome to visit during hours of operations. For your safety & security we hawve the following guidelines:

(&) Agree to follow the divisions rules before entry is permitted into the building.

(b} All visitors must sign in and out through the main entrance lobby.

() All visitors are reguired to read and acknowledge the Mon-Disclosure and Waiver Agreement.
{d} Smokingtobacco use is prohibited in our facility. Please use designated outside areas

(e} Firearms/waapons are prohibited in our facility.

(f} In the event of an emergency. Follow signage to the designated muster point

Visitors Non-Disclosure and Waiver Agreement
Dwuring my wvisit to your facility, | will leam andior have disclosed to me proprigtary or confidential information

(including, without limitstions, information relating to technolagy, trade secrets, processes, materials, equipment,
drawings, specifications, prototypes and products) and may receive samples of products which not generslly known

SMARTSPACE

SOFTWARE




Visitor Settings

SmartSpace Luton Office

All Locations ~

Dashboard Visitor settings allows you to select

Employees Visitor Settings if the host must be identified by the

Visitors
Pre-Registration visitor, when signing in.
Evacuation

Settings

N Empics host aslecuion You can decide whether todisplay

Branding and Design

Photo and ID Printing

the hosts status for the visitor to

Visitor Fields B Display host signed out status

Visitor Agreement see.
Visitor Settings

Motification Settings . :
|  Wisitor auto sign out

R — You can also specify if visitors are

iPads and Locations automatically signed out at
Admin Rolas

Inbogrations midnight.

B Employee (host) selection - List view
The privacy settings allows for
| Saved visitor (‘Remember me’) tighter control on how employee
data is displayed. Please take note
of the on screen GDPR/Privacy

4 Auto-suggest

recommendations.

s SMARTSPACE
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Dashboard

Employees

Visitors
Pre-Registration
Evacuation
Settings

Branding and Design
Photo and ID Printing
Visitor Fields

Visitor Agreemant
Visitor Settings
Notification Settings
Employee Settings
iPads and Locations

Admin Roles

Integrations

SMARTSPACE

SOFTWARE

SmartSpace Luton Office

All Locations ~

Notification Settings

Motification Settings

Use Email Notifications

| Use SMS Notifications

Global CC Email

“You can add multiple Emails
separated with a comma

{rmaximum of 3 allowed ™

“This email account will receive a copy of all Visitor Motification emails. along with
the Emplovese™

Central Email

“You can add multiple Emails
separated with a comma

Crmaximum of 3 allowed )™

SMS Credits
Remaining SMS Credits

1000000

Notifications

As well as host email notifications and SMS
messages, you can set up Global and Central

email accounts to receive notifications.

This is useful when more than one person
needs to be notified that a visitor hasarrived.

The different options available are:

Assistant CC Email: isused to CC in an
assistant or any other person who you wish to

receive your visitor notifications .

Global CC Email: this sends a copyof all email

notifications to a single email account. The
employee with a visitor will also receive the

notification,

Central Email: this sends allvisitor

notifications to a single email

account. No individual employee is notified.

You can also monitor remaining SMS credits

here.
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Employees

Visitors
Pre-Registration
Evacuation
Settings

Branding and Design
Photo and ID Printing
Visitor Fields

Visitor Agreement
Visitor Settings
Notification Settings
Employee Settings
iPads and Locations
Admin Roles

Intagrations

SMARTSPACE

SOFTWARE

SmartSpace Luton Office

All Locations ~

IPads and Locations

Locations

Birmingham
Device ldentifier Version: 213.3 &

05 Version: 12.4.1

cqbuvk Last Activity: 9 days ago

Head Office

iPad Name Reception

Location Head Office

| Employee In/Out

Birmingh

(+0100) Europ

{+0100) Europ

{+0100) Europ ~

ipads and Locations

This page displays a list of all
connected iPads and their

locations.

Use this page to add newlocations

and their iPads to the system.
Enter the device ID into the new

iPad to link itto the iPad name and

location.

ommMmercCilc N conriaence
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Dashboard
Admin
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Dashboard
Employees
Visitors
Pre-Registration
Evacuation
Settings

Admin Roles

Integrations

s SMARTSPACE

SmartSpace Luton Office

All Locations ~

Timeline

Davinia Thompson

Employee

Jaco Jacobs
Employee

Jaco Jacobs
Employee

Sam
Visitor

Dopy Meehan
Visitor

Dopy Meehan
Visitor

Sep 23, 4:40pm

Sep 17, 1:01pm

Sep 17, 1:01pm

Sep 12, 10:48am

Sep N, 12:48pm

Sep M, 12:48pm

Signed out

Signed out

Signed in

Visiting
John Mathews

Visited
John Mathews

Visiting
John Mathews

Visitors

Employees

Sign out

U Evacuation

= Print list

Sign in a visitor

Full name

Company Mame

Category
Select a Category
Location
Birmingham
Visiting (Host)

Company

Dashboard

The dashboard gives an overview
of Employees and Visitors that are

currently signed in.

The Timeline displays a list of date
and time stamped activity. The list
can be filtered to show Visitors,

Employees or All.

The Evacuation list serves as aroll

call, this can be printed.

Visitors can also be signedin

manually from this page.

Expected visitors can be pre-

registered here.

mmercCilce N conriaence
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Dashboard
Employess
Visitors
Pre-Registration
Evacuation
Settings

Admin Roles

Integrations

SMARTSPACE

SOFTWARE

SmartSpace Luton Office

All Locations ~

Employees

Employees

4 Employee

Company
Admin

Company
Admin

Company
Admin

Contact Details

DThompson@smartspaceplc.com
447908746251

Jlacobsi@msmartspaceplc.com

jmaugi@smartspaceplc.com
+A4 47498319333

Im_demo@smartspaceplc.com

Add Employee Archive All

Export All

Custom Last

2 dii Location
Fields Activity

Head Office
BST
(+0100)

Head Office
BST
(+0100)

Head Office
BST
(+01:00)

Head Office
BST
(+001:00)

Employees

Use this page to view or archive
employee information, and add

employee details to the database.

The listcan be searched and the
columns sorted. The filtered listcan

also be exported to share or print.

Select ‘Add Employee’ and then
‘Add Bulk’ then follow the
instructions to use the .csv

template.

Timeline displays a date and time

stamped list of employee activity.

Employees can also be signedin

from this screen.

ommMmercCilc N conriaence
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Employees
Visitors
Pre-Registration
Evacuation
Settings

Admin Roles

Integrations

SMARTSPACE

SOFTWARE

All Locations ~

Visitors

Visitors Timeline

Doofus Plc

lestSpace

SmartSpace Luton Office

Archive

John Mathews

John Mathews

Jaco Jacobs

w Visit

Sep 12, 10:48am

Sep N, 12:48pm
Sep N, 12:48pm

Aug 28, 1210pm
Aug 28, 1212pm

Add Visitor

Head Office
BST (+01:00)

Head Office
BST (+01:00)

Head Office
BST (+01:00)

Sign Out All

Custom fields

Custom name: Test
Department: Test

Custom name: SmartSpace
Department: Special Meeds

Anonymize All

Export All

Visitors

Use this page to view, archive or
anonymise visitor information, and

add visitor details to the database.

The list can be searched and the
columns sorted by Status and
Duration. The filtered list can also

be exported to share or print.

Select ‘Add Visitor’ to sign inon

behalf of a visitor. .

Timeline displays a date and time

stamped list of visitor activity.

Visitors can also be signed out

from this screen.

mmercCilce N conriaence
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Employees

Visitors

Pre-Registration

Evacuation

Settings

Admin Roles

Integrations

SMARTSPACE

SOFTWARE

SmartSpace Luton Office

All Locations ~

Pre-registered Visitors

Pre-registered Visitors

Visitor Info Visiting 4 pate Range

Mo data available in table

Add New Visitor

Full name

Company Name

Select Date Range for Visit

2019-10-02

Categories

Select a Category

Location

Birmingham

Custom name

Department

3

2019-10-02

Cancel

Pre-registration

Visitor pre-registration allows you
to create a visitor in anticipation of

their expected visit.

Use the Pre-registered Visitors
section before the visitor arrives to
allow for a quicker sign in on

arrival.

ommMmercCilc N conriaence



Employeeas

Visitors

Pre-Registration

Evacuation

Settings

Admin Roles

Integrations

Evacuation

SmartSpace Luton Office

All Locations ~

Evacuation

Evacuation Mode is designed to be
an aid in Emergency situations and

Signed-in Employees and Visitors

_ to help identify the whereabouts of
1 Total: O En ployees, 1 Visitors

those onsite.

Full Name

Evacuation on the admin

Signed in ' dashboard allows you to:
Sep 12, 9:48am

e Sign out all

e Print list

* Export List

l_

S

SMARTSPACE

SOFTWARE
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Admin Roles

SmartSpace Luton Office

All Locations ~ Admin roles are assigned toemployees

Dashboard .
- that require access to the web
Ermnioyees Admin Roles
Viktors dashboard.
Pre-Registration
Company administrators .
Evacuation These roles are comprised ofcompany

Settings Add Admin Role =

admins and location managers.

Admin Roles
Integrations

A 'Company Admin' role elevates the
“ First Name Last Name Location Admin Role

privileges of a user and allows them to
Davinia Thompson DThompson@smartspaceplccom  Head Office Company Admin configure company wide changes. A
company admin has access to ALL
Jlacobs@smartspaceplc.com Head Office Company Admin = settings within the visitor management
web dashboard.

Mathews jm_demo@smartspaceplc.com Head Office Company Admin =

A 'Location Manager' allows for lower
level privileges meaning a location
manager can only perform basic
functions and does not have access to
any of the 'Settings' or 'Accounts’ tabs.
A 'location manager' can create and

l . assign additional Location Manager
_l roles only for the location that they have

been assigned.

H%. 7~ N "-‘_f
e
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Select Device ID

y4 XXX 1o

Use the iPad and Locations section

Please enter your device ID to add and link the iPad to its

location. Input the device ID and

L°g In tap Log In.

s SMARTSPACE
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s SMARTSPACE Home SC reen

SOFTWARE PLC

© Evacuation The home screen will rotate

= Printers through screen savers whilst

Reprint ID labe displaying the option for visitors to

SMARTSPACE

SOFTWARE

() Log out sign or out.

Triple tap the SmartSpace logoin
the top left corner to open up an

additional menu:

e Evacuation —activates

Evacuation mode

* Printers Setup
* Reprint ID label
* Log Out

E%Visitor Out

Commercial in confidence
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Present?

Present?

Present?

Employees (6)

)

Claire Darcy

Gary Hunt

Kelli Lewis

Present?

Present?

Present?

Evacuation Mode

To activate give the iPad a 'Shake’, this
will show a message that asks 'Do you

want to active Evacuation Mode?’

Alternatively triple tap the SmartSpace

logo to access an additionalmenu.

Two tabs are visible, one will show all
visitors and the other tab will display all

employees.

If using the '"Employee In/Out' feature,
this will display the status of the

employees next to theirname.

Visitors and employees who havesigned
in will show a red 'Present?' button next
to their name to be tapped in order to

mark those signed in and accounted for

as 'Safe'.

Commercial in confidencse

(T
D



Hi! Please enter your details Visitor Sign In

Samuel Smith Tap ‘Visitor In’ to begin the sign in

process for a visitor.

Rendesk

Enter the details requested,

ensuring that required fields are

Internal @ External

completed in order to progress.

Sales Rep Tap ‘Next’ when everything is

complete.

Sales & marketing

@ SMARTSPACE



Please read & agree Welcome & NDA

SmartSpace Luton Office

Visitors are requested to read and

S o

sign a welcome and NDA message

that has been tailored/uploaded in
Welcome To Our Workplace

the web dashboard.
Visitors are welcome to visit during hours of operations. For your safety & security we have the following guidelines:

a) Agree to follow the divisions rules before entry is permitted into the building.

b) All visitors must sign in and out through the main entrance lobby.

) All visitors are required to read and acknowledge the Non-Disclosure and Waiver Agreement.
) Smoking/tobacco use is prohibited in our facility. Please use designated outside areas.

) Firearms/weapons are prohibited in our facility.

f) In the event of an emergency. Follow sighage to the designated muster point.

Visitors can request a copy to be

emailed to them.

(
(
(c
(d
(e
(

Visitors Non-Disclosure and Waiver Agreement \/

Samuel Smith Email me a copy of the signed agreement U
04 October 2019

ssmith@rendesk.com

s sSo[;;lv,vA\AFE\;TS PACE Commercial in confidence



Who are you visiting today? Se|ect Host

Depending on employee privacy

settings, visitors will be able to

Sy

] s-elect the employee they are here
@ Alex Black 6";‘ Claire Darcy ploy Y
s to visit from a list.

Elliot French M Gary Hunt
Or begin typing the host name to

filter the list.

\= Iris Jobs Kelli Lewis
@

Tapping the name will select that

host.

€& SMARTSPACE
SOFTWARE Commercial in confidence



Confirm Confirmation
Message

If uploaded the visitor will be able

to see a profile picture of their

host.

Tapping ‘next’ will complete the

signing in process.

You are about to visit Alex Black

€& SMARTSPACE
SOFTWARE Commercial in confidence



< = cm Notifications

SwipedOn »
Depending on the Notification
Text Message |
= T s e = Yot smitdl S he ey s Wednesday 10:00 _ settings, hosts can receive SMS
File Message  Help Acrobat Q  Tell me what you want to do ..
Hello Davinia Thompson, Sam and/or Email notification messages
& 1 = € Reply - —— M =& (Rendesk) is here.
Delete  Archive | O ReplyAl i ) Move @ | Thank you to alert them that their visitor has
o T I = Reception
Delete Respond Quick Steps n. Move arrived.

Visitor Samuel Smith is here to meet you

notifications+smartspace@swipedon.com
Te Davinia Thempson

Davinia Thompson,
you have a visitor

Samuel Smith (Rendesk) is here to see you.

Thanks,

Reception South
Head Office

POWERED BY g ,. SPACE : I /‘

@ SMARTSPACE




Thank you for visiting. Please sign out Visitor Sign Out

Tap ‘Sign Out’

The visitor will be able tobegin

Sam typing their name and then select it
A+k
from the filtered list.

Samuel Smith
Rendesk

Samuel Thompson
Abc

€& SMARTSPACE
SOFTWARE Commercial in confidence



Confirm Confirm Sign Out

Tap the back arrow if the incorrect

name has been selected.

Or Simply Tap ‘Sign Out’ to

confirm.

Sam

Signed in Thursday, 12 September 10:48am

@ SMARTSPACE

Commercial in confidence



SMARTSPACE
Employee User SOFTWARE

Interface




Sign In

Triple tap the ‘Employees’ Icon in

the top right corner.

SMARTSPACE

SOFTWARE

E—>Visitor Out

s SMARTSPACE
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All (6) Sign In

Show timestamp

Search for your name inthe
Alex Black displayed list, or begin typing your

name to filter the list.

Claire Darcy

Move the slider position to ‘IN’ to

sign in.
Elliot French

Use the Menu icon in the topright
Gary Hunt corner to open ‘Options’ and

enable or disable the timestamp.

Iris Jobs

Kelll Lewis

@ SMARTSPACE



Status Message

Saved Messages Time Returning
Tap on the Notepad and penicon

Back in 15 mins on the previous screen to add a

status message. This message can

Back in 30 mins
be saved for future use.

Back in 1 hour

You can also select your return
Back tomorrow time.
Back next week Tap ‘Confirm and Sign out’to

. complete this action.
Custom Time

Confirm & sign out

@ SMARTSPACE



ENTER YOUR NAME

SmartSpace Global

AFWI Company

October 2020
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