
 

 

ID VisitControl - Administration 

 

Documentation Administration 
In the administration of ID VisitControl you have the possibility to make many configurations yourself. 

For example, if you add new languages, you create a direct connection between your visitor management and 
your Active Directory. Thus all information of your employees is automatically transferred to the visitor software ID 
VisitControl or you can manually add new employees at any time. Define individual entrances for your company 
and extend them flexibly via the administrator page of the visitor software ID VisitControl. 

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

 

• Login and main menu - Administration 

• Menu Item LDAP 

• Menu item Employee 

• Menu item Gates 

• Menu item Signature Pad 

• Menu item - Other Settings 

• Menu item - Logoff 
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Login and main menu - Administration 

In the following documentation, we will explain how to log in to the visitor software ID VisitControl in the 
Administration module. 

 

 

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

 

 

In the main menu you can select the desired action. 
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Menu Item LDAP 

Create a direct connection of your visitor management to your Active Directory. All your employees' information is 
automatically transferred to the visitor software ID VisitControl. 

 

• LDAP Settings 

• LDAP Sync 
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LDAP Settings 

In the following, we will explain in detail how to manage your access data, set connection parameters and test 
connections. 

First click on the LDAP button and then on Settings. 

 

 

 
Now click on the Test login access data button. 

 

 

 
If you have changed anything, click the Save button to confirm. 
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LDAP Sync 

In the following, we will explain in detail how to enter and update your employees from the Active Directory. 

Then click on the LDAP selection field and then on Synch. 

 

 

 
Here you can see all users of your Active Directory and check if they are active. 

 

 

 
Now click on New Users. 
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Here you can find the employees last entered in the Active Directory but not yet imported into ID VisitControl. 
To add a user to ID VisitControl, select the user in the list and click the button Import User. 
Now switch to the mask Existing Users. 

 

 

 

Now click on the button Update User to create a current view. 
Here you can choose between All Users, New Users, Existing Users and Settings. In this case, click on the 
Settings field. 

Now switch to the Settings mask. 
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Click Edit to adjust the property. 

 

 

 
You now have the choice to update the property or import missing records. 
To do this, click the respective button. 
If you have changed something, click on the Save button to confirm. 

 

 

 
Click on the New button in the upper right corner to create a new property. 
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When you have entered all the details, click the Save button. 

 

 

 
To delete a displayed name, click Delete. 
You will now be asked if you really want to delete the property. With the confirmation of the deletion, the record is 
deactivated. 
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Menu item Employee 

 

In the following, we will explain to you how to create employees for your company.  

 

 

 
First click on the Employee selection field. 

 

 

 
Here you will find all employees that you have entered either via your Active Directory or manually.  
You can manually enter new employees via the New button. 
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Here you can enter all required data manually. 
Once you have entered all the necessary data, confirm your entry with the Save button. 

 

 

 

 
To edit a displayed name, click Edit. 
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When you have changed all the required data, confirm your entry with the Save button. 

 

 

To delete a displayed name, click Delete.  
You will now be asked if you really want to delete the property. With the confirmation of the deletion, the record is 
deactivated. 
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Menu item Gates 

In the following, we will explain to you how to create individual gates for your company.  

 

 

 
First click on the selection field Gates. 

 

 

Here you will find all the deposited gates. 
Click the New button to enter new gates. 
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When you have entered all the necessary data, confirm your entry with the Save button. 

 

 

 
To edit a gate, click Edit. 
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When you have changed all the required data, confirm your entry with the Save button. 

 

 

 
To delete a gate, click Delete. 
You will now be asked if you really want to delete the property. With the confirmation of the deletion, the record is 
deactivated. 
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Menu item Signature Pad 

With ID VisitControl we offer you various solutions to integrate your individual security instruction when you 
register your visit to the company, to change it yourself and to repeat it automatically at regular intervals. You can 
flexibly determine when your guest has to sign a new instruction and thus ensure that you always have an up-to-
date signed security instruction from your visit. 

In the following, we explain how you manage your instruction texts and how you view your digital signatures and 
maintain instruction texts. 

 

 

• Signature Pad - Instruction Text 

• Signature Pad - Settings 

• Signature Pad Signatures 
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Signature Pad - Instruction Text 

In the following, we will explain you in detail how to manage your instruction texts. 

First click on the Signature Pad button and then on Instruction Text. 

 

 

 
Now click on "Version 1". 

 

 

 
To view the individual pages, click on the respective page. Here page 1.  
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You can change the respective page of the instruction text and confirm with the button Save.  
If you want to delete a page of the instruction text, click on Delete. Now you will be asked if you really want to 
delete the property. With the confirmation of the deletion, the record is deactivated. 
Or add another page with the button New. 
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If you have entered all the necessary data, confirm your entry with the Save button.  
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Signature Pad - Settings 

In the following, we explain in detail how to view your digital signatures and how to maintain instruction texts. 

First click on the Signature pad button and then on Settings. 

 

 

 
Select the respective signature 
If you click on the Edit texts button, you can open and maintain the signed instruction text.  

 

 

 
Now click on "Version 1".  

 

 

 
To view the individual pages, click on the respective page. Here page 1.  



© 2019 Equitania Software GmbH | cmc Gruppe  Seite | 22  

 

 

 

You can change the respective page of the instruction text and confirm with the button Save.  
If you want to delete a page of the instruction text, click on Delete. Now you will be asked if you really want to 
delete the property. With the confirmation of the deletion, the record is deactivated. 
Or add another page with the button New. 
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If you have entered all the necessary data, confirm your entry with the Save button.  
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Signature Pad Signatures 

In the following we will explain you in detail how you can view and delete your digital signatures. 

First click on the Signature Pad button and then on Signatures. 

 

 

You can search for the visitor's name in the search box. 

If you want to view the signature, click on View. 

 

 

You will now see the visitor's name, when the signature was given and can look at the signature. 

To return, click on the Back button. 
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If you want to delete the signature, click on Delete.  

 

 

 

You will now be asked whether you really want to delete the record. With the confirmation of the deletion, the 
record is deactivated. 
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Menu item - Other Settings 

 

Here you get detailed insights into the configurations of masks, departments, languages and categories. 

 

 

 

• Other Settings mask configuration 

• Other Settings Departments 

• Other Settings - Language 

• Other Settings Categories 

• Other Settings Custom Selections 

• Other Settings Email-Settings 

• Other Settings - Email Templates 

• Other Settings PDF Instuctions 

• Other Settings Data Verification 

• Other Settings Clean Data 
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Other Settings mask configuration 

In the following we will explain how to configure the individual masks in your visitor software ID VisitControl. 

 

 

 
First click on the button Other Settings and then on Mask configuration. 

 

 

 

In the left column, select the object you want to edit. Here now Admin Categories. 



© 2019 Equitania Software GmbH | cmc Gruppe  Seite | 28  

 

 

A further column opens with all editing options for your selected object. Now click on any object to open and 
change it. Here now btnSave. 

 

You have the possibility to mark a field as a mandatory field and you can decide whether a field should be visible 
for the user by checking the box in the respective field. 
You can also add the translation in the desired languages. To do this, simply write the translation of the German 
word in the respective field. 
Click on the Save button in the upper right corner to confirm your changes. 
In the right column Used in following masks, you will find all pages on which the element btbSave is still used. 
Click for example on AdminDepartments. 

 
When you have changed or inserted all the required information, confirm this with the Save button. 
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Other Settings Departments 

In the following we will explain how to configure the individual departments in your visitor software ID VisitControl. 

 

 
First click on the button Other Settings and then on Departments. 

 

Here you can create a new department with the button New. 

 

 

Enter the name of the department and confirm with Save. 
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To delete a department, click on Delete. You will now be asked whether you really want to delete the property. 
With the confirmation of the deletion, the record is deactivated. 
To edit a department, click on Edit. 

 

 

 
You can now change the name and confirm with Save. 
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Other Settings - Language 

In the following we will explain how to configure the individual languages in your visitor software ID VisitControl. 

 

First click on the button Other Settings and then Languages. 

 

If you need more languages you can click on the button New. 

 

 

Enter the language abbreviation and the name of the language and confirm with Save. 
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If you want to change the respective name or the language abbreviation of the respective language, click on Edit. 

 

 

You can now change the language abbreviation and the name and confirm with Save. 
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Other Settings Categories 

In the following we will explain how to configure the individual categories in your visitor software ID VisitControl. 

 

 
First click on the button Other Settings and then Categories. 

 

 

 

If you want to create a new category, click on the button New. 

 

 

 

Enter the category, the print layout and the instruction text and confirm with Save. 
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Delete a category by clicking on "Delete. You will now be asked if you really want to delete the property. With the 
confirmation of the deletion, the record is deactivated. 
Edit a category by clicking on Edit. 

 

 

 

Enter the category, the print layout and the instruction text and confirm with Save. 
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Other Settings Custom Selections 

In the following we will explain how to edit your e-mail settings in your visitor software ID VisitControl. 

 

 

 

First click on the button Other Settings and Custom Selections. 
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Other Settings Email-Settings 

In the following we will explain how to edit your e-mail settings in your visitor software ID VisitControl. 

 

First click on the button Other Settings and  Email-Settings. 

 

 

 
To edit a setting in the e-mail settings, click on Edit in the respective field. 

 

 

 

You can now change the setting and confirm with Save. 
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Other Settings - Email Templates 

Other Settings E-mail templates are used to configure the Office add-on module. 

The additional module Office extends the reception, the intranet and also the kiosk by the possibility to send e-
mails with necessary information at the end of a process. 

You can send a maximum of 3 mails per process. You also have the option of including a further selection field in 
the registration mask of the reception and intranet, whereby you can send further mails in addition to the 
automatically sent mails. 

 

This is a setting for the Office add-on module. 

Here we explain how you can create, edit and delete your e-mail templates. 
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Other Settings PDF Instuctions 

In the following we will explain how to configure the PDF Instuctions in your visitor software ID VisitControl. 

 

 

 
First click on the button Other Settings and PDF Instructions. 

 

 

 

Here you can create a new PDF instruction with the button New. 
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Enter the button text and further information and confirm with Save. 

 

 

 
If you want to change the respective PDF instruction, click on Edit. 

 

 

 

You can now change the PDF instruction and confirm with Save. 
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Other Settings Data Verification 

ATTENTION: Please make sure that you back up your data before activating data verification. After 
performing the data verification, the lost data cannot be recovered. 

In the administration the visitor management ID VisitControl offers you the possibility to define settings for the 
solution of different data. These settings can be used not only in the sense of the EU data protection basic 
regulation, but also for your own comfort and simplification of everyday work. 

If there is a large number of visitors, it can often happen that employees in your company create a company or 
visitors several times in your visitor administration. To keep your visitor software up to date, you can activate data 
verification.  

 

 

Click on Other Settings and then select Data Verification. 
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By default, you start at the Companies item: 

Depending on how detailed the data maintenance takes place in your company, you can select the fields to be 
compared by the system. To do this, check the box next to each field. 

The visitor system ID VisitControl now compares the name_a and the location with each other, as selected here 
in the example. If a company with the same name and the same location exists twice in your system, the data is 
merged with each other and linked to form a company. 

 

The same happens with the point Visitors. In this example, the last name and e-mail address are compared. 
Visitors that are duplicated with these two criteria are also merged into one visitor. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



© 2019 Equitania Software GmbH | cmc Gruppe  Seite | 42  

 

Other Settings Clean Data 

ATTENTION: Please make sure that you back up your data before activating data cleansing. After 
performing the data cleaning, the lost data cannot be recovered. 

Since you as a company are obliged to implement the requirements of the EU data protection basic regulation, 
you will now see some functions of the visitor administration ID VisitControl and how you can automatically clean 
visitor data with a few settings, depending on the company and data protection regulation. 

 

Click on Other Settings and then select Clean Data 
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In the administration the visitor management ID VisitControl offers you the possibility to define settings for the 
solution of different data. These settings are not only in the sense of the EU data protection basic regulation, but 
also for your own comfort and simplification of everyday work. 

The cleaning up of the pre-registered means here a deletion of the pre-registrations which were not converted into 
a registration, because for example a visitor did not come. You can simply specify when the visitor data is to be 
cleansed, so that you do not have to click through the data manually to delete it. 

You can also easily specify the cleanup of visits that actually took place without having to manually delete data 
here. In the area of visitor cleansing and group cleansing, you also have extensive options. 
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Menu item - Logoff 

The following documentation explains how to log out of the visitor software ID VisitControl in the Administration 
module. 

 

 

 
To log out, first click on Logoff. 

The page can now be closed. 

 


