A BRIEF

Providing first-class service to every single visitor, be it a customer or a mere contact is vital in today's highly
competitive environment. First impressions last. And therefore the entry point treatment plays a major role in
creating a professional image for an organization.

A well-coordinated reception / security area is the ideal way to manage your visitors efficiently and give them
the attention they deserve - and the best news is that you don't have to invest in highly skilled man power to
achieve the same.

The Visitor Register facility in TimeDESK is designed to facilitate the organization in doing away with the manual
process of filling up of visitor passes. The passes are instead printed on to a self adhesive sticker / paper, which
can be easily carried by the visitor. The bonus advantage is the printing of the photograph of the visitor which
is captured through a webcam and printed onto the sticker / paper pass.

FEATURES OF VMS (VISITORDESK)

v' Different Login for each user.

v' Creation of different Host Companies and Pre Creation of Visitors Company.

v" Use of the Software for not only Visitors but Employees , Vendors, Temporary employee.

v Use of the software for GATE PASS generation also.

v Pass Validity can be put instead of pass issued for a single day.

v" Auto updation of Visitors Name and Company, if the same is not there in the database.

v" Auto selection of Visitors Name and details if he/she is a pre-Visitor to the company.

v' Capture basic information of an appointment like Visitors Name, Company Name, Address, etc.

v' Capture of computerized photographs of the visitor for pass printing as well as future records.

v' Capture additional info like Contact No., Vehicle No, Co Visitors (2 Names), Person to Meet, Department (Auto
update if pre-feeded), Materials / Tools brought along with the Visitor (returnable / Non returnable) etc
Purpose of Visit (Official / Personal).

v' Capture the digital signature of the visitor if Digital Signature Pad is taken.

v" Dear Mr. Ramesh Singh. Mr. Satish from HCL has come to meet you. Please share OTP No. 9876 once

meeting is over.” can be sent as SMS on the Official’s mobile for security purpose and only after the same is
feeded, Pass OUT can be done.
v' SMS Alert feature activated in the Application as follows :

e SMS to the host employee as “Mr. Ramesh Singh has come to meet you. Pass Time 11:10".
e Verification Code as “Welcome to ABC CORP. This is system generated message for Visitor Pass
printing. Your OTP is 1234. Please confirm to operator”.

SMS Alert to the visitor on booking his appointment through Web based (If SMS Pack Taken)

Auto update of OUT Time for each visitor. If Bar Code Reader is taken, OUT can be marked automatically.
Easy convert of Appointment to Visitor pass.

Visitor Pass can be customized with Organization logo and desired fields.

Add Pre-appointments for expected visitors, to reduce time delay in Visitor waiting at the reception.
Display current day's appointments for easy search.

Web based Pre Visitor’s entry and cancellation for each individual.

Integration of finger print biometrics, barcode scanner to capture the finger templates of the visitor (Optional)
Information of DEFAULTERS at the click of a button.

Entry of Visitor details by the user for pre appointment (through web based)

Cancellation of Visitors Appointment. (through Web based)

Self view of the number of visitors who has turned up. (through web based)
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Desktop based
(loaded at Reception / Security Gate)

PROCESS FLOW

The software has multiple modules

Tab Based
(Loaded on Windows Tab)

DESKTOP APPLICATION

Web based
(loaded on Server)

 The security person / receptionist enters the details of the visitor in the software.
* The snap of the visitor is captured through the web camera.
* The digital signature of the visitor is captured through the signature pad.

* Pre-Appointment can also be fed in by the security person / receptionist in advance.
* Upon arrival of visitor, the same is checked by the reception and pass is generated.
* The software prints the Pass / | Card for visitor.

* Real time Monitoring of number of visitors in the organization.
» Exit Time is marked on the exit of the visitor from the organization.

« Various reports as per customer requirements.

Date wise,

Mo

nthly, Weekly, By Specific Time,

Department wise, Time interval wise, purpose wise, company wise, person visited wise etc.

WEB BASED APPLICATION

e Each user is created with a login and password.
» Each user can book his appointment through the web based application.

* The digital signature of the visitor is captured through the signature pad.

* Pre-Appointment can also be fed in by the security person / receptionist in advance.
* Upon arrival of visitor, the same is checked by the reception and pass is generated.
e The user can cancel the pre appointment booked.

* The user can view the reports desired.

* The user can clear the status of the visit after the meeting is over.
» Constant up-gradation to the software is being done for more features.

GRAPHICAL REPRESENTATION OF PROCESS FLOW

VisitorDESK

Web Cam -
Click picture of Visitor

Digital Pen -

Captures signature of the visitor (Optional) K

Bar Code Scanner -
Scans Visitor’s Material
if taken Inside (Optional)

>

Fingerprint Scanner -

Captures fingerprint of the

visitor to pull data from

database for ENTRY/EXIT (Optional)

Label Printer -
Print Visitor Pass

VisitorDESK converts visiting card
through OCR into Database.

d Scanner -
iting Card (Optional)

4

&

X!

Visitors Enters Company
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PART 1 - VISITOR MANAGEMENT SOFTWARE (DESKTOP APPLICATION)

When you click on the icon for the Visitor Management Software, it shows all the User Names who can log on to
the system. On selecting a particular user name, it asks for a valid password as shown below :

& TimeDESK

= User's Log-in =" User's Log-in
step[1] | | Select User &) . E [2] Enter Password..
Admin 1 User Mame
V Admin
” ' f Pasgword
ool & [~ Remember My Mame
1 \
.24 v
Cancel ‘ Next | Back Log-In

Upon login, the below screen is displayed.
Here a host of forms are there wherein you can create the followings:

Masters for

Host COMPANY Name
DEPARTMENT of the visit
The name of the Employees

AN

Menus for

Creation of NEW BADGE / Pass
Mark Visitor OUT BADGE / Pass

Pre APPOINTMENTS

HISTORY of Visitors Search
REPORTS the software can generate
SIGN OFF from the system

AN NI N NI N

Refresh Query Administration Reports Exit

Timeﬁ@( Visitor Manaaement Enterprise Solutions

- Version 5.2015.11
Welcome, admin Today is: 12 June 2019 03:04:14 pm

| @ VISITOR  © EMPLOYEE  © APPOINTMENTS |  search |

D | visitor Name | visitor Company | Date Time | Meeting With |
1206190001 ABDUL ANSART RUHI ELECTRICALS 12/06/2019 13:14 AMARJEET JOHAL
1206190002 BISWAJLT DEY ADOBE 2/06/2019 14:57 RAKESH PRAEHU

To Meet :RAKESH PRABHU

Dept :SALES

Date :Jun 12,2019

Time :14:57

Phone :9311154781

Vehicle:

ark Gt |

ADVISORY
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COMPANY MASTER

This is the Host Organization name i.e. the Organization where the visitor is visiting. You

can create multiple

companies in the same software if there are multiple companies located in the same block.

PFremise:

Visitor Management Enterprise Solutions vesionszos
Welcome, Admin Today is: 20 May 2010 11:35:38 am
Company's Records X
Company ID: 001 =carch
Mame: ABC CORPORATION LIMITED (click ko Search) &
g [ Hamz |
m LB CORPOATIZN LIMITED _
| Cunary Cue ;I'Z:“ZI 1 i
¥ Comaas Nane [EOC CONFONATION LMITCD
[amman Ldrres: 1123, MAH ROAC
[NC INUTLACE
INCw BELI
Savs Carcal
1 Record(s; Found ey, COTEEMY | Deel=:e Cempany | Refresh
WVisitor )
S ARAARRRARAARRRRARARARE

E ADviISORY

DEPARTMENT MASTER

This is the Host Organization’s department that exists in the Organization where the visitor wishes to visit. You
can create multiple department as the employees whom the visitor wish to visit can exist from multiple

department.
 Management Enterprise Solutions - [Form1],
Visitor Management Enterprise Solutions version s.2000.11
Welcome, Admin Today is: 20 May 2010 1 1:37:03 am
Department’'s Records
pepartment ;. 001 Search
Name: DEVELOPMENT [tClick to Sea
—
jis) [ rame |
noL DEVELOPMENT
I
| Department Entry
| % Department Code |07
* Department Mame |DEYELOPMEMT
Save Cancel
LEecodGl folnd Hew Department | Delete Department |
Wisitor
Premise:
[
b1 Visitors =0 P T

ADVISORY

TimeDESK Application

|CAPS | IS 20062010 11:37 AW

VisitorDESK Manual Version 2019.07



EMPLOYEE MASTER

This is the Host Organization’s employee database whom the visitor wish to visit.

# TimeDESK Visitor Management E I

Master Transaction Refresh Query Administration Reports  Exit

TimeRESK

Bimita.y Tntegrated IT 30l s

Visitor Manaaement Enterprise Solutions

Version 5.2015.11

Welcome, admin Today is: 28 December 2017 08:31:03 pm
L)
Employee's Records x|
Employee ID: 12 Search
Name: SONIA ANAND i((licktosaarch) v!
D I Name Il Em v7 m =
1 KAUSHIK ADHIKARI | ployee En o i B
10 PREETI CHHABRA L
100 BHLWAN CHANDRA JOSHI || * Employes Code !12 Status | ACTIVE - 3
0 L s * Employee Name IBUN‘A ANAND L
104 DALCHAND SHARMA
106 MOHD SAJEED ASLAM Company |0 DEMO COMPANY LIMITED: ~|
107 SURAITHAPA
7 i Department Jom AccounTs -
12 SONIA ANAND WMobile Mo |931 1154781
13 RAINEET KAUR BAKSHI )
14 SHELLY MANCHANDA Email ID Isuma'l 41276 @gmail com
145 RAHUL SHARMA !
148 SUSHIL KUMAR BORRISON
15 VIMLA SHARMA
151 SUNIL RAWAT _——
155 SURABHI ARORA
1 NEENA AHUIA
17 SUNITA DHAR
18 ROY THOMAS
] MEERAKCHT CANT i
99 Record(s) Found New Employee Delete Employee Refresh

ADVISORY

PASS GENERATION (CREATE PASS)

This form is used to generate new pass for the visitor.

&8 TimeDESK Visitor Management Enterprise Solutions - [Form1]

Master Transaction Query Reporks Exic

Visitor Management Enterprise Solutions version s.zo00.11

Welcome, Admin Taday is: 20 May 2010 11:4-400 am

PASS ID: 2005100001 o Search
Name: RAM BABU P (Click to Sear
From: ASAS Available i—
IN Time: 11:43

Request Mo Mame Fram | IM Tirne To Meek

[pouble dlick ko modify this record!]

Prink Pass Mew Pass | Delete Pass |

e RRRERRARRRRRRRRARRRR

ADVISORY

TimeDE 5K Application | |CAPS ‘ INS .202'05201 ] 11:44 AM

On clicking “New Pass” the below mentioned screen is displayed. The greatest advantage of the software is that it can be
used for :
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v" VISITORS
v VENDORS
v CONTRACTOR

VISITOR DETAILS

This screen is used to enter the details who wish to visit the organization.

(& TimeDESK Visitor Management
Master Transaction Refresh Query Administration Reports  Exit

Tlm&ﬁ@( Visitor Management Enterprise Solutions
Bumta Iy Intearated IT Saluzmns COPYRIGHT @ Kalkasoft Infotech P, Ltd. 20039 Version 5.2015.11
Welcome, admin Today is: 13 February 2019 06:16:37 pm

bt Photograph Fingerprint Signature
Wizit Type
SelectCategoy | & Visitor | Vendor [ € Contractor
Pass Mumber 1302190004 | Card Number
== Vlisitor Name | RUPESH SHARMA B

== ¥igitor Company| TECHOVAT

MOIDA -
== Address

i

Ay Coisitor RAM SINHA
D Proof d __] D Proof No Deposit Materials ID Proof
oo Voter ID Car - Add ‘ Visitor OTP
Visiting Company |[DEMO COMEANY LIMITED ’—
Official to Visit [ERUSHIE RDHIERRT 2
Diepitaet e Allowed Materials :
Appointment Time ‘ : In Time of Visitor | 18:14 Save & Print Pass
Pass Validity Fram Date | 13/02/2013 ; Upta | 13/02/2019 _.:J
Pass Issued By admin
Start Verification

P Till Date Total Visitors = 12 To rs = 3 Inside Visitors = 1 Total Out Visitors =2 P

ADVISORY

» Option to use the Software for Visitors, Vendor Data Tracking and Contractors

» Visit Type can be Official, Personal or Others which can be manually feeded.

» Card Number can be used where Printed Cards are handed over to the user.

» Visitor Name can be feeded or pulled from the database by pressing F2 or through Fingerprint Module.

» Option to take Snap of the visitor, Scan and verify through Fingerprint Module Scanner and Use Digital Signature Pad for
Signature.

» ID Proof — Selection option is there for the type of ID Proof of the visitor. The snap of the same can be taken also.

» Vistor OTP- This OTP need to be shared by the visitor. Only then the Pass can be saved and Printed.

» For enhanced security, the Materials deposited and Allowed can be entered in the system and also printed on the pass.

This is because often in secured places / IT companies laptops / camera phones need to be deposited at the reception /
security gate with proper entry made.
» SMS INTEGRATION WITH OTP
» To verify the mobile number provided by the visitor, OTP can be sent and only once OTP shared the pass can be
generated. The OTP will be like “Welcome to DEMO GROUP. This is system generated message for Visitor Pass
printing. Your OTP is 1234. Please confirm to operator”.
» Only when the correct OTP is shared and entered, the pass can be generated.
» When Visitor Pass is generated. “ Dear RAMESH SINGH, Welcome to DEMO GROUP. Your Visitor Request No is
2410170001.
» SMS to person whom visitor has come to meet. “Dear AJAY KUMAR, RAMESH SINGH from ABACUS INDIA has come
to meet you.”
» On Exit, SMS to the visitor as “Dear RAMESH SINGH, thanks for visiting DEMO GROUP”
» Dear AJAY KUMAR. RAMESH SINGH from DEMO GROUP has come to meet you. Please share OTP No. 9876 once
meeting is over.” and only after the same is feeded, Pass OUT can be done.
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SAMPLE VISITOR PASS

This is the sample of the pass which can be viewed before taking a printout of the same and handing over to
the visitor.

@ Goinanonos Doendarsham i s W Rl Valid for
Dnordarshan Bh.fm an, Copermcu -Imfg New Delhi- 116001 .. ;.- RESERVE BANK OF INDIA 09/10/2013
B Sete et nen R N DR s
PASS No.: 2105130001 VISITOR CARD NO.# = Rwwichiorgn _
I HAME OF:VISITOR © S b osHanT amaaR: Pass No. Date Time ID Ref. No. Phone No.
COMPANYJ ORGAMIZATION : ©: - | HCL COMMET. INDIA 2105130001 Allg:11:2018 10:15 DDDO0RNE 09810104055
HOBILE'/-PHONE NO Tr. K L Khatri
TOMEET: 11100 i e K L Khadri Name : NISHANT KUMAR
DEPARTMENT: :©: 110 iiiiii:0] MK L:Khati Add + dsfadfdidsfdsf
DATE & TIME Aug 1130100 10:15 EXChange Hall
IDPROOE i o e SAM PLE Note Exchange
ITEMDEROSIFED: b ne s b olabeln il 3rd Time
ITEMCARRING . :11: 011 [ IblAllowed: ; R
NISHANT KUMAR
e frin oftmrd & swmr
- - ‘Security Officer i Employee's Signature . '| ... Visitor's Signature - Signnture of lssuing Autaority
. Dear visitor, you are required to follow the security i i The does nat hold any T AEY AN W UE HYAT T4 O T N W THT S R |

3 for any acbidonts. loss or damage to the vistar of property on his parsan haf ang 1oasan hatsacver, while

Please surrender the Fairy Pass ai Fyii Noor before leaving the premises.

HQ WAC (U) AF
SUBROTO PARK IN LIEU OF IAFZ 3052

CASUAL VISITOR'S PASS Dear Visitor Your attention, Please !
Not Transferable valid for day of Issue Only

Camp speed limit 40 kms Seat Belt/Helmet compulsory (
CONCENTRIX

. This Badge should be displayed all the time.

Visitor's Name | RAMESH SINGH Age ‘ 65 |PASS No.: HQ 2. Return this badge to security control room
Nationality INDIAN ‘CONTACT NO | 9312569876 before leaving the premises.
Company HAVELLS LIMITED 3. Please contact 0124-4359813, if you find
Address NEW DELHI yourself in an emergency situation.
ID Proof Voter ID Card - 2589789654 q
Co Visitors MOHIT KR. e
Place of Visit | ACCOUNTS NN l I %F NAME: TIME IN:
To See RAKESH PRABHU - 1 SANDEEP RAM S 03:35 PM
Vehical No DL3SAV9876 Make/Type |WAGON R MOBILE:
Purpose of Visit 9643378994 |2[[))1 50304
Valid From Jul 11,2019 18:40 Upto Jul 12,2019 02:40
- ESCORTED BY
Time IN 18:43 5 Concentrix Daksh Services India Pvt. Ltd.
[DimeiOuT, DEVENDER YADAV
= \
Sign of person receiving the visitor Or SECUNY o V| SITOR DFL IT SEZ Building No.14, DLF Cyber City,
Sector 24 & 25A, Phase lll, Gurgaon 122002

Note : (a)To be returned to same gate after obtaining the sian of receiving the visitor. . .
(b) Visitor is authorised to visitthe place mentioned in pass only. This badge holder should be escorted all the time till

(c) In case of any problemiincident visitor to contact the gate where pass was issued. inside the premises
i (d) Visitors to follow traffic rules strictly.

— 3
. V. : AT
Vi Soxr. Pleasa| HEOT IRCON INTERNATIONAL LTD.
H : Dear Visitor Your attention, Please ! ©-4, DISTRICT CENTER, SAKET,NEW DELHI - 110017
Education
: 1. This Badge should be displayed all the time. PASS No.: VI2812170029 VISITOR CARD NO.#
2. Return this badge to security control room NAMEOEVISITOR KUNAL ARYA
before leaving the premises. ORGANIZATION INDUSIND BANK
3. Please contact 0120-4383400, if you find CONTACT NO FNAAN65
yourself in an emergency situation. OFFICIAL TO MEET Pooja Chaurasia
3 DEPARTMENT CORP-Accounts
PASS NUMBER 201503130001 . ISSUE DATE & TIME Dec 28,2017 1251
Name of Visitor : Naveen Kumar .
Address/Organisation : Kalkasoft Infotech Pvt Ltd . IDEROOE Aagihar CArd(E0ESRATIN
Official to be Visited : Mr. Ajay Kumar COVISITOR 2
Department : Administration : PURPOSE Official
In Time : 12:01 PM .
OitTies 16506 : Fomeazness VALIDITY From :28/12/2017 Upto 28122017
Purpose:: Off|<;|al . . McGraw Hill Education (India) Private Limited -
Allowed Materials : Laptop, Data Card, Pen Drive : B-4, Sector-63
: Disﬁg%i“tgg%ﬂhs";gar Visitor's Signature Employee's Signature Security Officer
Sacurity Sign of Visitor Slgn. of Officlal Visited : Phone : +é1 120 4383400 Dear visitor. you are required to follow the security instructions as ap,
¥ Y.
r i i i e does not hold any responsibility for any aceidents, loss or damage to t
McGraw Hill Education (India) Private Limited any reason whatsoeverwhile inside the works.
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PASS RETURN

This screen is used to automatically mark the OUT Time of the visitor who leaves the premises of the
organization. Else Bar Code Scanner can be used to mark the OUT for the visitors.

& TimeDESK Visitor
Master Transaction Refresh Query Administration Reports Exit

S
TImEﬁ@( Visitor Management Enterprise Solutions
Bimita. by Intearated 17 Salucions COPYRIGHT @ Kalkasaft Infatech Pt Ltd. 2003 Version 5.2015.11
Welcome, admin Today is: 25 April 2019 02:43:40 pm
Rea e 2404190001 I Mark Out Automatically o Search
ame: SUNIL PANDEY Phote | [(Chektoscard)
From: s Available
IN Times 13:22
Request Mo I Name I From IN Time I Meeting Over 1 To Meet I
& 0404190001 SUNIL PANDEY... ITS 13:22 RAJESH CHOU...
i .
Pass Return Window
Wisit No 2404190001
Name SUNIL PANDEY
Person To Meet |10
In Time 1322
Out Time 14:43
Date 25/04/2019
L
Deposited Material
1Record(s) Found Barcode Mode Mark QUT Refresh

ADVISORY

PRE APPOINTMENT SCHEDULE

This form is used to pre feed the details of the visitor who wishes to visit the organization. This form is usually
useful for VVIP visitors wherein you can reduce the time to generate the pass as the visitor need not wait for
long at the reception or security gate.

Visitor Management Enterprise Solutions version szo00.11

Welcome, Admin Today is: 20 May 2010 12:10:20 pmy

[ APPOINTMENT 1

sarch

[ Visitar Details || visit Details | Visitor Details | Ui
Zlick ta Se
Pass Numbsr Company to be visited [smc coxpomaTION LTHTTED 1) ‘
Wisikor Name [pocasi shaRma ToMeet [ravenTr ADETHART il E]
Visiter Company  [HCL TNFOSVSTEMS Department [pEvELaRIENT E—
Adchess [GREATER NOIDA Confirmation Required [ -

Appointment Date: 20/05/2010 =
Appointment Time 12:00
Contact Mo 12340987 VehicleNo  [HR27S1111 Returnable Items

Co¥isitor 1. [AaEET
2. [prERISH
- Purpose
2 2  Personal
i
| ssed By [Admir |

Save | Close | Save | Close ‘

T
Create Pass Delete Appainkmert

e 3 R RRRRRRRRRRRR R

Premise: ;.

ADVISORY
TimeDESK Application CAPS 20/05/2010 1210PM
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HISTORY SEARCH FOR VISITORS

This form is very useful to search the details of any visitor who had visited the organization. The search can

be based on Name, Company Name, Mobile No. ID Card No. etc. The data can be exported to excel file
directly for reports.

% TimeDESK Visitor Management Ente

Master Transaction Refresh Query Administration Camera Format Reports  Euit

E“‘@
Dimta.fy Intrarated 17 Saluzions

Welcome, admin

Visitor Management Enterprise Solutions

COPYRIGHT @ Kalkascft Infatech Pyt Ltd. 2003

Today is: 11 July 2019 07:04:28 pm

Version 5.2015.11

X
Contact Search
Name: ‘Wsitor Name LJ
From (Click to Search)

Request NO

ID Card No: Visitor Name
Reguest No MName ] From ] Contact Mo ID No Visit Date g:“mt:aﬁrohiame
2. 2604190001 RAMESH KUMAR KSIPL 9311111111 DL1234567892 1D Card No
,'_ 1808100001 RAMESH SHARMA ADOBE
& 0110180002 RAMESH SHARMA ADOBE
.'. 1107190001 RAMESH SINGH HAVELLS LIMITED 9312569876 2589789654
,‘. 1302190001 RAMESH SINGH HCL 9311154781
2, 1708180001 RAMESH SINGH HCL 9311154781
... 1808100002 RAMESH SINGH HCL 9311154781
,'__ 2304150001 RAMESH SINGH HCL 9311154781

8 Record(s) Found

ADVISORY

Wigit Type
Select Category
Pass Number

Visitor Name
From
Address

Contact Na

Wehicle No
Co¥figitar

1D Proof
Visiting Company
Location

Official to Visit

Pass Validity

Pass Issued By

Alowed Materials
Deposit Materials

Remarks

Vigitor Higtory

@ Official | Personal| " Other | |
= Visitor " Vendor | " Contractor
1107130001 Nationality INDIAN
RAMESH SINGH
HAVELLS LIMITED
MEW DELHI =
9312569676 Age 65
DL3SAVIETE Make WAGON R
MOHIT KR.
oter D Card | ID Proof Mo (2583739654
HQ WAC (U) AF | Gate |SUBROTO PARK NEW

ACCOUNTS

BAFESH ERABHU

Appointment Time

Date & Time |11J’D?£2D19 18:43

From D ate

[11/o72m3 ~|

Upo  [12/07/2018  ~]

admin

LAPTOP

MOBILE

Cloze
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MIS REPORTS

These are the various types of Visitor reports that can be generated from the software for various analysis.

D aily Report

Dhabalr Ircearated T Salatiers

Date  [mnzzm7 -] To [zsnzzm? «]|[anCompany

{ Date Selection Company

— Report Selection
" Current Visitor still in Permises
" Visitor List

" Offical Visit

" Personal Visit

{" Department Visited

" Visit summary by Name

" Visitor List By Mobile no

" Visitor List By Company Name
& Vfisitor List By Employee

Generate
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PART 11 — TAB BASED SELF REGISTRATION MODULE

This screen is used to SIGN IN to the Visitor Management Application

Sign Out

I.I:U““EFJi?r'le-bE-SK

F  WELCOME to TimeDESK Visitor Management Application. D

The below screen is used to select the type of Visitor

Visitor

Vendor

Contractor

Intcrvicew
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The below screen is used to enter the Mobile Number of the Visitor. Once entered,
OTP is sent to the Mobile Number for Verification.

Enter Mobile Number
+91 9876543210 OTP

Please Enter OTP sent on your Mobile

123

< L
Al x| ®
v| 2| a2

The below screen is used to enter the Name, Company details and Email ID of the
Visitor.

Visitor Name

Satyendra Dube
Oraganization Name / Addesss"

| A.R.ASSOCIATES PVT LTD

E-Mail ID

sdube@arassociates.com

VisitorDESK Manual Version 2019.07



The below screen is enter the details of the Person whom the Visitor wishes to
meet. A SMS is sent to the person regarding the details of the Visitor

Person To Visit

RAJ

RAJ KLIMAR PAL
RAJNEET KAUR BAKSH
SURAD THARS

F WELCOME to TimeDESK Visitor Management Application. D

The below screen is used to take the snap of the Visitor and also his ID Proof

»

WELCOME to TimeDESK Visitor Management Application. D
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On pressing Finish, the pass for the visitor is generated. The pass can be
customized as per the requirement of the company.

7 AR ASSOOATES PRIVATE LIMITED ‘;'ir!:n&iSK
292, 25T muODm, MAUT KHAS, NEW Dm0 2
Satyendra Dube
915T980118

10 May 2018 13:20
To 5ee Pankaj Singh

I Il

1
Finiish

*  WELCOME b3 TineD|

PASS RETURN

This screen is used to automatically mark the OUT Time of the visitor when he leaves the premises of the
organization. User need to select the record and Mark OUT.

PHONE NO  VISITOR NAME TIME IN MEETING WITH

8569885931 ATUL PRASAD 24/10/2018 10:26 SUNNY JOSEPH
9896358963 RAMESH KUMAR 24/10/2018 13:56 ABHAY SINGH

Do Viau Wank e Madi Yosesslt Dt 7

—
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PART 111 - VISITOR MANAGEMENT SOFTWARE (WEB BASED APPLICATION)

This is an extension of the Desktop Application wherein the software (web based) can be accessed from

Internet / Intranet by the users.

The screen will depend upon the user rights. Like if he is a simple user then he would get:

Home

Pre Appointment Booking
Appointment Cancellation

Password Change

Reports

Sign Out (To log out of the system)

The opening screen looks as below :

Visitor

MANAGEMENT

Timeﬁ@(

Bk bty Dategraind 1T Salutlans

The user can log in with his userID and Password if he wants to Book Appointment, Cancel Appointmnets.
Administrator can log in to see the various types of reports. After login, the screen would look as given below.

Welcome : ANJAN KUMAR

Pre-Appointment Cancellation

Change Password

VISITOR

29

Report

VisitorDESK Manual Version 2019.07



e Pre — Appointment — To book the Appointment of the Visitor. The same has to be greater than the
current system date and time

e Cancellation - To cancel the Appointment of the Visitor already pre booked. The same has can only be
done if the to be greater than the current system date and time

e Change Password — To Change the Password

e Reports —The details of the visitor. For individual employee, the user can see the details of visitors who
have come to meet him only. Admin can view the reports of all.

e Logout- To logout of the system

PRE APPOINTMENT SCREEN

This screen is used to pre book an appointment of the visitor. After booking the appointment, the same is
displayed on the reception desktop application wehrein the receptionist / security guard just need to click the
photograph on the arrival of the visitor.

File  Edit

W

~ Book Appointment - Windows Internet Explorer

—
Tt
o

Favorites  Tools  Help

!é. http: ) lacalhastfevrs FrmvrmsHome, aspsx

f‘é EBiook Appointment

Pre-Appointment

Company to be Visit
To Meet
Department

Visitor Hame

Company Name
Appointment Date
Appointment Time
Address

Purpose

Contact MNo.

Vehicle No.
Returnable Material
Co-Visitor-1
Co-Visitor-2

Allow Other

Confirmation Require

Welcome : KAUSHIK ADHIKARI

ABC CONSULTANTS PVT. LTD
KAUSHIK ADHIKARI
SALES

Book

Reset ] [ Cancel

I

i—j Local inkranet H100% v
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APPOINTMENT CANCELLATION SCREEN

This screen is used to cancel the pre booked appointment of the visitor.

Pre-Appointment Cancellation

Pre-Appointment Cancellation

APPOIMTMENT LIST

Visiting DateTime Visitor Hame To Meet Visitor Company Address Co-Visitor1 Co-Visitor2 Cancel Over

Cancel

28042009 12:30 AT JAIN AHIAN KUWAR NETCOM IMPO EXPO PWT. LTD. OKHLA AT AT

Home

PASSWORD CHANGE SCREEN

This screen is used by the user to change his /her password.

Welcome : ANJAN KUMAR

Pre-Appointment

Old Password

New Password

Confirm Password

Change H Cancel ]

REPORT VIEW SCREEN

This screen is used by the admin to view all types of MIS reports. The reports can be sagregated / sorted out in
various options.

View Report
From Date | 28/04/2008 |5 To Date | 28/04/2008 |5 Filter on| AL~ |
Report only | Al 5| Short on : = Hame = | = Company = | = Date =

[ R ” Cancel
APPOIMNTMEMT LIST

Visiting DateTime Visitor Hame To Meet Visitor Company Address Co-Visitor1 Co-Visitor2 Ower

2842009 12:30 AT JAIN AHJAN EURMAR WETEOM IMFD EXF O FYT. LTO. OKHLA, AT SULIT Appaintad

2802000 12:30 MANIEH CHOUBEY  KAUSHIK ADHIKARI  RELIANCE INDUSTRIES MEW DELHI  #wBRISH JAlN  HEETU KUMARI  Appointed
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SYSTEM REQUIREMENTS

. Intel Core i3 or equivalent

. Windows 7,Windows 8 (32 and 64 bit) Windows 10 (64 bit)
o Windows Server 2008/R2, 2012

. SQL Server 2005 and Higher

o 4 GB RAM Available

. 1 Tb of HDD with free hard disk space

. Windows Based Tab for Tab Application Software Module

OPTIONAL ITEMS THAT CAN BE INTEGRATED WITH VISITORDESK

BILL OF MATERIALS

Web Camera - To capture the photograph of the visitor.

Digital Signature Pad - To be used for taking digitalized signature of the visitors.

Visiting Card Scanner - To capture the details from the visiting card and auto fill the Visitor’s Entry
Screen.

Bar Code Scanner - To capture the bar code of the visitors material as also mark OUT.

Computer to load the software.

Label Printer — To print the pass as per the format given by you.

Fingerprint Module - To capture the fingerprint details of the visitor and auto fill the Visitor’s Entry
Screen.

Semi Glossy paper of A6 Size for Visitor’s Pass.

Pouch and Clips for holding the pass

ANENENEN
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