ID VisitControl

ID VisitControl Module Intranet

Intranet module documentation

Via the Intranet module of the visitor management, visitors or visitor groups are pre-registered by the employees
of your company themselves, immediately after the appointment has been made.

Each employee can enter planned visits independently in the Intranet module and pre-register a visit. It is not
necessary to contact the reception to transmit the data of the guest or to announce a visit.

Thus your employees do not only have an overview of their forthcoming visits, additionally the visitors profit at the
time of their arrival by a still faster completion of the registration at the visitor reception and receive fast with few
Klicks the visitor identity card. The visitor administration will show at regular intervals a safety instruction, which
the visitor must sign. This security instruction can then be handed in digitally at the reception desk using a
signature pad.

Below you will find detailed documentation on how to use ID VisitControl.

Login and main menu - Module Intranet
Visitor pre-registration - Module Intranet
Pre-reqistered visitors - Module Intranet
Currently on site - Module Intranet
Logout - Module Intranet
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Login and main menu - Module Intranet

In the following documentation we will explain how to log into the visitor software ID VisitControl with your user.

ID VisitControl

Benutzername

Please enter your user name and password on the login screen.
Benutzername = Username
Kennwort = Password

ID VisitControl

Select gate:

Tor A v

Logged in as:John Doe © 2019 Equitania Software GmbH

You can select the desired gate from the drop-down menu in the gate selection. The visitor is registered at this
gate. Click Next to open the main menu.
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ID VisitControl

Preregistration
Pre-registered visitors
Currently on site

Exit the application

D VisitControl Loggedin s dobe Doe PO —

In the main menu you can select the actions you want. Below the selection mask you can switch to the main
menu at any time with the button Home.
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Visitor pre-registration - Module Intranet

Relieve your reception by pre-registering the visit by your employees themselves. The intuitive menu navigation
enables your employees to pre-register a visitor quickly and easily.

In the following documentation we explain in detail how to pre-register your visitors, visitor groups and multi-
visitors in your visitor management ID VisitControl.

e Single visitor pre-registration - Module Intranet
e  Group pre-registration - Module Intranet
e  Multi-visitor pre-registration - Module Intranet
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Single visitor pre-registration - Module Intranet

Here you will find a detailed explanation of single visitor pre-registration for the Intranet module in ID VisitControl.

ID VisitControl

Preregistration
Pre-registered visitors

Currently on site

Exit the application

ID VisitControl Logei eninDos | GueramD

First click on the Preregistration button.

@ ID VisitControl

At which gate should the visitor be registered ?

Select gate:

Gate D

o]

sie D

In the gate selection you can select the desired gate in the dropdown menu. The visitor is registered at this gate.
Click Continue to open the main menu.
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@ ID VisitControl
Pre-registration

Please select whether you would like to continue with a visitar, a group or several visitors at once

Visitor

Groups

Multi visitor

D VisitControl LogdinaskimDon | GakeGaieD 218 Eqtria S G

Here you can select individual or group visitor registration. In this case, click on the visitor button.
Multi visitor registration is only available if you have licensed the additional module Multi visitor registration.

@ ID VisitControl

Searching visitor (Sign-on)

Surname / Name / Company: \ Q

Total: 0

Visitor Company
VeI P e eI G [ ) © 2019 Equitania Software GmbH

Enter your search term for example "muster" in the field surname / first name / company. To execute the search,
simply press the Enter key. If you find something under your searched term, you can click on the button New
visit to create a new visit with the existing data. If your search does not show any results, click on the button

Create new visit in the upper right corner.
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Surname:*
Company:*
Phone:

E-Mail:

License plate:

Comment:

Arrival time:

ID VisitControl

Creatre new visitor (Sign-on)

| ®26.092019 | @ 11:19 |

Establish long-term visit

From:

1D VisitGantrol

| &8

Logged in as:John Doe

Name:*

Category:

Employee:*

Phone/Department:

Car Access:

Departure time:

Until:

GateTor A

Add Company

| v

GDPR x

© 2010 Equitania Software GmbH

Here you can fill in the desired fields. The fields marked with a red star * are mandatory. These fields must be
filled in. Not filled mandatory fields are marked red.
The input fields "Company" and "Employee" automatically show contents after entering the first letter.

If you click on the Add company button, you will be taken to the company administration and can immediately
create the new company. After confirming the box, the company is automatically entered in the input field.

Back

Company:*
Street:
Postal code:
Phone:
E-Mail:

Created:

D VisitGontrol

ID VisitControl

Company data

| Test Company |
| Any Street | Number: |1 |
| 12345 | City:* | Any State |
[ 11111 | Fax: [ 11111112 |
| testcompany@doe com | Website: | testcomany com |

Country | v

Logged in ascJohn Doe

GateTorA

© 2019 Equitania Software GmbH

When you have entered all the required information, click on Confirm in the top right-hand corner.
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m ID VisitControl

Creatre new visitor (Sign-on)

Surname:* Jane Name:* Dos
Company:* Q, Test Company, Any State Edit company
Phone: Category: v
E-Mail:
License plate: Employee:* Q,_Admin Admin|
Comment: Phone/Department:  Produktion

y Car Access: X WLAN: X

A A

Arrival time: £ 26.09.2019 @ 11:19 Departure time: = o]

GDPR
yl.
Establish long-term visit
From: =] Until: e
Loggedin as-John Doe | GateTorA % 2019 Equitania Sofware GméH

Each visitor can be assigned a long-term visit. This means that the visitor will be displayed in a separate list after
he/she logs out later and you don't have to fill in all the data repeatedly and can simply log in the visitor.

The button Next takes you to the label selection page.

ID VisitControl

The registration was successful

Next registration

Logged in as:John Doe GateTor A © 2010 Equitania Software GmbH
The registration was successful and the visitor is now automatically in your visit list.

You now have the option of using the Done button to go to the main menu or directly restart a process by clicking
the Button Next registration.
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Group pre-registration - Module Intranet

Here you will find a detailed explanation of group pre-registration for the Intranet module in ID VisitControl.

ID VisitControl

Preregistration
Pre-registered visitors

Currently on site

Exit the application

Home | | ID VisitControl Lopged in asuohn Doe | Gate:Gaie D & 2019 Equitaria Saftware GmbH

First click on the button Previsitor.

m ID VisitControl

At which gate should the visitor be registered ?

Select gate:

Gate D A

1D VisitCantrol Logged nasuohn Doe | Gete:Gale D 2019 Equitaria Saftwere: GrrbH
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In the gate selection you can select the desired gate in the dropdown menu. The visitor is registered at this gate.
Click Continue to open the main menu.

m ID VisitControl

Pre-registration

Please select whether you would like to continue with a visitar, a group or several visitors at once

Visitor

Multi visitor

Here you can select individual or group visitor registration. In this case, click on the Groups button.
Multi visitor registration is only available if you have licensed the additional module Multi visitor registration.

Group search
Total: 0

Group / Group leader / Cumpanﬂ al

Group leader Group Company

1D VisitControl [Pe———

Enter your search term for example "muster” in the field surname / first name / company. To execute the search,
simply press the Enter key. If you find something under your searched term, you can click on the button New
visit to create a new visit with the existing data. If your search does not show any results, click on the button
Create new visit in the upper right corner.
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@ ID VisitControl
create visitor

Employee:* Q John Doe

Phone/Department: 0123 / 123456 | Verkauf

Contact details of the group leader

Surname:* Name:*
License plate: Phone:
E-Mail: Category: v
Car Access: WLAN:
A x 4 X
Arrive: £909.10 2019 © 083 Departure time: =) o
Lodinammoe | GerrA 2019 e St Gt

Here you can fill in the desired fields. The fields marked with a red star * are mandatory. These fields must be
filled in. Not filled mandatory fields are marked red.

The input fields "Group" and "Employee" automatically show contents after entering the first letter.

If you click on the Add company button, you will be taken to the company administration and can immediately
create the new company. After confirming the box, the company is automatically entered in the input field.

m ID VisitControl
company data

Company:* | Equitania Software GmbH |
Street: Weiherstrasse Number: 13
Postal code: 75173 City:~ Pforzheim
Phone: +49 7231 166 04 0 Fax: +497231 166 04 200
E-Mail: info@equitania.de Website: www idvisitcontrol de
Created: 1/10/2018 12:00:00 PM Country v
Loggediin amidotnDoe | GaleTor A & 2018 Extitoria Sftwre G

When you have entered all the required information, click on Confirm in the top right-hand corner.
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Group™

Comment:

ID VisitControl

create visitor

Testgruppe Excel-mport

Contact details of the group leader

Surname:*
Company:*
License plate:

E-Mail:

Arrive:

1D VisitControl

Mustermann

Q, Equitania Software GmbH, Pforzheim

Testgruppe@muster.de

£ 09.10.2019 @ 0832

johs D

Participant total:=™

Employee:*

Phone/Department:

Name:*

Phone:

Category:

Car Access:

Departure time:

GaleTorA

5

Create visitor

Q, John Doe

0123/ 123456 | Verkauf

Edit company

07000 55555

WLAN:
y

2019 Equitaria Software G

Via the button Create visitor, you create the individual visitors of the group.

Surname:
[I

Surname
Musterfrau
Mustermann
Muster
Beispiel

Testmann

ID VisitControl

Group member

Name:

Firstname
Maria

Max
Heinrich
Elfriede

August

Logged in assJohn Doe

Delete

GaleTor A

When you have created all visitors, go to Done.

Click Next to complete the process.
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Delete
Delete

Delete
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ID VisitControl

The registration was successful

Next registration

ID VisitControl Logged in as:John Doe | GateTorA © 2019 Equitania Software GmbH

The registration was successful and the visitor is now automatically in your visit list.

You now have the option of using the Done button to go to the main menu or directly restart a process by clicking
the Button Next registration.
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Multi-visitor pre-registration - Module Intranet

Here you will find a detailed explanation of the multi-user pre-registration for the Intranet module in ID
VisitControl.

Additional module Multi visitor registration

ID VisitControl

Preregistration
Pre-registered visitors
Currently on site

Exit the application

Home | | 1D VisitContral Logged in asdohn Doe | Gate:Gaie D © 2018 Enuitaria Saftware GmbH

First click on the button Previsitor.

@ ID VisitControl

At which gate should the visitor be registered ?

Select gate:

Gate D A

nDos | GefeGaleD 2019 Euitaria Saftwere GrriH

1D VisitControl
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In the gate selection you can select the desired gate in the dropdown menu. The visitor is registered at this gate.
Click Continue to open the main menu.

@ ID VisitControl

Pre-registration

Please select whether you would like to continue with a visitar, a group or several visitors at once

Visitor
Groups

Multi visitor

1D VisitCantrol Logmd naxkimDoa | GubeGala D 2018 Bt Sotware Gl

Here you can select individual or group visitor registration. In this case, click on the Multi visitors button.
Multi visitor registration is only available if you have licensed the additional module Multi visitor registration.

m ID VisitControl

Searching visitors
Total: 0

Surname / Name / Company: | Q |

Visitor Company Visitor Company

1D VisitGontrol Loggedinas:chaDon | GaieorA 2019 Eqeria Sobvere G
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m ID VisitControl
Searching Mulfi visitors (Preregistration)

Surname / Name / Company iQ| |

Total: 2
Visitor Company Visitor Company
Tester, Anne Test Company, Any State Musterfrau, Marion  Equitania Software GmbH, Pforzheim Remove
Test, Tester Tester GmbH, Teststadt Mustermann, Max  Equitania Software GmbH, Pforzheim Remove
D VisitContral Logged in as:John Doe Gate-TorA © 2019 Equitania Software GmbH

Enter your search term for example muster in the field surname / first name / company. To execute the search,
simply press the Enter key. Please add the desired visitors by clicking on the Add button. On the right side you
will see the visitors you have selected.

Clicking the Next button takes you to the next page.

@ ID VisitControl
multiple registration

Category: v Employee:* | Q, John Doe )n
License plate: Phone/Department: 0123 / 123456 | Verkauf
Comment: Car Access: X) WLAN: X
o -
4
Arrival time: 2 09.10.2019 © 0942 Departure time: iz o]

Here the desired fields can be filled in. The fields marked with a red star * are mandatory. These fields must be
filled in. Not filled mandatory fields are marked red.
The input field "Employee" automatically displays contents after entering the first letter.
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Click Next to complete the process.

ID VisitControl

The registration was successiul

Next registration

1D VisitControl Lopged in as:John Doe GateTor & © 2019 Equitania Software GmbH

The registration was successful and the visitor is now automatically in your visit list.

You now have the option of using the Done button to go to the main menu or directly restart a process by clicking
the Button Next registration.
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Pre-registered visitors - Module Intranet

Your employees can view their upcoming visits at any time and thus keep an even better overview. They only see
the pre-registered visitors for themselves.

In the following documentation, we explain detailed steps to the list of pre-registered visitors in the Intranet
module.

ID VisitControl

Preregistration
Pre-registered visitors
Currently on site

Exit the application

D VisitCantrol Loggedin as:icha Dos | Ga

2018 Ex i Scftwere GrrbH

First click on the button Pre registered visitors.

@ ID VisitControl search: [ Q

List for pre-registered visitors

Total: 45
Planned Visitor Group Company Employee Work on E-Mail Delete -
9262019 348PM  Musterfrau, Marion Equitania Software GMOH, i acimin B n
Pforzheim
9262019 3:48PM  Mustermann, Max Equitania Software GMOH, i acimin B n
Pforzheim
10372019 2:36 PM Doe, Jang Test Company, Any State Admin, Admin ﬂ n n
8202019 208 PM  Musterfray, Martina Eoultania Software GMOH,  oe john B n
Pforzheim
THS2019 12:00 AM
£32018 12:00 AM Maierhofer , Sepp Pusch-Bartels, Peterland Doe, John B n
- ! i ﬂ n n
52712019 2:41 PM Bozsik, Silas Ristmiiller. Pohledorf Doe, John
- folzi ey L1 ﬂ n n
5272019 2:41PM  Holz, Nikol Doe, Joh
ol Hikola! Ristmilller, Pohledorf o8, Jomn
- i i ﬂ n n
SP7TR019 2:41PM  Kampschulte, Fel Doe, Joh
R Ristmilller, Pohledort =5
1213012019 1:55 PM Baganz Gruppe, West ﬂ n n
Haschie, Ell Doe, Joh
12802019354 P ? Matteolznd o8, Jomn
9102019 2:07 PM Gamiin, Weschler und Hordt
Wallmann, Ra Doe, Joh
9102019245 pM | Ramon All Leannland et ﬂ n n
101242019 1:16 PM . Alexander-Bultmann, West
Riekmann, . Doe, Joh
10242019224 Pl o 4SS Lucy o8, Jomn ﬂ n n
10232019 1020 M __ Reinberg, Dold und ﬂ n n
Stower, Marek Doe, Joh
10232018 1233 B SO o A Vangermain, West Julius =5
1111112019 4.26 PM Aigner. Gehrig und Lang, Neu ﬂ n n
141112019 .01 PM Maurer, Emanuel Mick Doe, John
9112019 956 AM ! Dichert, Marchewski und
gMR0tg 112z AN Drogacken Batuhan Vialter, Bad Jackstadt IR ﬂ n n -
a4 »

D VisitControl

2018 Equilaria Softwere: G
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Behind each visitor you have different choices. You can delete the pre-registration by clicking on the delete icon.

You can change a visitor's data by clicking on the edit icon.

Surname:*
Company:*
Phone:

E-Mail:

ID VisitControl

Create new visitor

Mustermann

| Name:*

Q Equitania Software GmbH, Fforzheim

+49 7231166 040

info@equitania.de

License plate:

Comment:

E-Mail Template

Arrival time:

£ 26.09.2019

Establish lang-term visit

From:

@

D VisitGontrol

Category:

Employee:*
Phone/Department:

P Car Access:

© 1548 Departure time:

Until:

Max

Edit company

v

Q. Admin Admin

Produktion

WLAN:
y.

Clicking on the button Next in the upper right corner takes you back to the list of pre-registered visitors.

G D

Total: 45

Planned

9I26/2019 348 PM

10/3/2019 2:36 PM

B20/2019 2:08 PM

TH5/2019 12:00 AM
32019 12:00 AM

S/27/2019 241 PM

S/27/2019 241 PM

S/27/2019 241 PM

12/30/2019 1:58 PM
1230/2019 3:54 PM
9M10/2019 207 PM
910/2019 248 PM
10/24/2019 1:16 PM
10/24/2019 2:24 PM
10/23/2019 10:20 AM
10/23/2019 12:33 PM
117112019 4:26 PM
117112019 8:01 PM
91172019 9:56 AM
2019 11:22 AM
E13/2019 10:04 AM
8132019 12:27 PM
4

1D VisitConrol

Visitor Group
Musterfrau, Marien
Doe, Jane

Musterfrau, Martina
Maierhofer , Sepp
Bozsik, Silas

Holz, Nikolai
Kampschulie. Felix
Haschke. Ella
Wallmann, Ramon
Rigkmann, Jessy
Stower, Marek

Maurer, Emanuel
Dreissigacker, Bafuhan

Priemer, Lean

ID VisitControl

List for pre-registered visitors

Period from: | £2

Company Employee
Equitania Software GmbH, Admin. Admin
Pforzheim
Test Company, Any State Admin, Admin
Equitania Software GmbH,
Prorzheim Doe, John
Pusch-Bartels, Peterland Doe, John
Ackermann, Ahrenberg und
Rietmuller. Pohiedort Dos, John
Ackermann, Ahrenberg und
Rietmuller, Pohiedort LIDEi
Ackermann, Ahrenberg und
Rietmuller. Pohiedort Dos, John
Baganz Gruppe, West
Matteoiand Doe, John
Gamlin, Woschier und Hordt Doe, John
Alt Leanniand !
Alexander-Bultmann, \West Doe. John
Lucy
Reinberg, Dold und

Doe, John
Vangermain. VWest Julius
Aigner. Gehrig und Lang, Neu Doe. John
Hick
Déachert, Marchewski und Doe. John

‘Walter, Bad Jackstadl
Kleeberg AG, Deuschlescheid Doe, John

Loggedin s JohnDoe | GaieTord

To return to the main menu, click the Back button.
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until: [ 2

Work on

m
7
,

q
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ID VisitControl

Preregistration
Pre-registered visitors
Currently on site

Exit the application

1D VisitControl Loggedin as:dchnDoe | GalecTorA 2019 Enuiteria Softwere: GrrbH
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Currently on site - Module Intranet

Find out quickly who is currently on site. This can also provide a quick overview in emergency situations

In the following documentation, we explain detailed steps on how to use the Currently on site list.

ID VisitControl

Preregistration

Pre-registered visitors

Currently on site

Exit the application

Loggedin ascohnDoe | GaleTork

First click on the Currently on site button.

Total: 23

Time on site

9/26/2019 2:07 PM

9/26/2019 11:59 AM

9/26/2019 11:27 AM

9/26/2019 & 14 AM

9/26/2019 &:00 AM

9/25/2019 2:20 PM

8/22/2019 436 PM

8/20/2019 2:30 PM

B20/2019 223 PM

8/20/2019 2.20 PM

8/20/2019 2.07 PM

B8/2019 1:41 PM

822019 2:14 PM

B/5/2019 2:00 PM

Gate
Tor A
Tor A
Tor A
Tor A
Tor A
Tor A
Tor A
Tor C (mit E-Mail)
Tor C (mit E-Wail)
Tor C {mit E-Mail)}
Tor C {mit E-Mail)}
Tor A
Tor A

Tor A

D VisitGantrol
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Visitor

Tester, Anne

Jane, Doe

Jane, Doe
Mustermann, Max
Musterfrau, Mariina
Muster, May
Mustermann, Max
Gutowicz, Thea
Tafelmeier, Florentina
Schultze, Malena
Musterfrau, Marion
Hirt, Ines

Frohlich, Friedalin

Maiers, Margot

ID VisitControl

Currently on site

Period from: | g8

Company

Test Company, Any State
Test Company, Any State
Test Company, Any State

Muster GmbH, Miinchen

Equitania Software GmbH
Pforzheim

Muster GmbH, Miinchen

Equitania Software GmbH
Pforzheim

Assmus-Ehrig, Amaland

Abt-Scherer, Nord Jeschua
Abramovic-Schmalzle,
Franziskastadt

Equitania Software GmbH
Pforzheim

Muster GmbH, Miinchen
Spitzmiiller, Schneider und
Mallenbeck, Ranzburg

Miiller AG. Nord Laureen

Lopgedin as:lohn Do | GateTor A

Search:

Until:

Employee
Admin, Admin
Admin, Admin
Admin, Admin
Roth, Adam
Admin, Admin
Jambor, Daria
Doe, John
Doe, John
Doe, John
Doe, John
Doe, John
Admin, Admin
Fahner, Joe

Doe, John

2018 Exy laria Softwere GrrbH

License -
Plate:

Logout

¥

¥

¥

+

Pre-registered visitors

© 2019 Equitania Software GmbH
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You can unsubscribe visitors by clicking on the Logout icon.
To return to the main menu, click Back at the top left.

© 2019 Equitania Software GmbH | cmc Gruppe Seite | 23



Logout - Module Intranet

In the following documentation we will explain how to log out of the visitor software ID VisitControl with your user.

ID VisitControl

Preregistration
Pre-registered visitors
Currently on site

Exit the application

ID VisitControl Logei eninDos | GueramD

To log out, first click on the Exit the application button.

ID VisitControl

Benutzername

Kennwort

The page can be closed now.
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