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Introducing Lobby Track 4

Lobby Track is a software tool designed for verifying, tracking and enforcing access
policy for people and equipment passing through lobbies or other gateways.

Lobby Track is flexible: It may be tailored for any type of facility and any group of
people. Included are preconfigured databases to accommodate the visitors, employees,
contractors, students and associates for corporate, educational, healthcare, government
or membership organizations. It is also designed to be easily linked to users’ existing
data systems. The data fields and activity logs are user definable for any particular
purpose.

This guide provides a general overview of product components and instructions on
getting started. This guide is a supplement to the Help system provided within the
product. The integrated Help system provides comprehensive configuration details.

Overview

Lobby Track is menu driven: It presents directed tasks that make the reception process
easy. The Main Menu presents buttons that indentify the regular tasks. Lobby Track is
extremely customizable: Available tasks and data to be collected are easily definable.

VISITOR

Lisa Johnson

Host
John Williamson

1D #222000
i

eend Loskug.

Chack Cut

ooooooooo

Rucrd Contr

Define the steps of your registration process. The Registration process can incorporate
driver’s license/passport scan, manual keyboard entry, photo capture, non-disclosure
agreement, signature capture, fingerprint, capture, badge print, and check in.
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Define your lookup fields for record retrieval and check in/out policy:

Laokup Record

Vius stan P ke i ket B e et chck Mt

e Workstation Task Settings
Chackin/ Out |
i
Check In / Out

¥ atow Checkin
¥ atow Check 0wt
Check In / Qut Options.

F

Auto Check Out

[¥ Mask D namber ingut (characters wil be repisced wih * symbol)
¥ susomatcaly check user n or cut based on curent states.
I ddow user to check in / out by enfering personsl nformaion

[¥ Show persor's recard fior confirmation prise o check in / out

¥ |somaticaly check sveryone cut att

ok | cancal Hel

&2 lubly track powessd by Jolly Technalagles
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The database, the fields in the database and record layout are customizable:
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VISITOR

Lisa Johnson

10 Hussbies
mme

— ]
Database Source ===
Mew_ | Import.. | Dptions..
Database Type:
Tabie Categon
Source Table: N
Ok | Cencd Hela

Report Center provides details of all activities. Customizable logs, charts and time-and-
attendance reports are built-in:

Lign ard Fazorts

Chats.

Tiew a2 Adurrdance

Exigment Logs And Fapons

27 ionty track pmeered by Jaty Tecwaiogies

Eele

EDEl

# LoglD Date Action First Name Last Mamz
1 170 ©/30/2007 S10:34 PM Checkin Lisa WJokinzan
2 171 BE0/2007 S10:38PM Checkin Michelle  Smith

3 172 GE0/2007 S10:42PM  Checkin Patrick  Combs
4 173 8302007 S10:48PM  Checkin Carlos Diaz

5 174 8302007 G:51:02PM  Checkin James Talstoy
& 175 &30/2007 65108 P Checkin Daniel Belmont
T 176 &/30/2007 B:S113PM Checkin Mlolty Brown
& 17T f30/2007 65118 PM Check Out Lisa WJokinzan
9 178 3072007 B:51:22PM Checkin Lisa WJokinzan
10 178 B30/2007 G:51:25 M Check Out Lisa Johnzon
11 180 63072007 6:51:34 PM  CheckIn Lisa Johnson
12 181 830/2007 6:51:39 PM  Check Out Michelle  Smith

Group
Employees
Employzes
Employees
Employees
wisitors

wisitors

Wisitors

Employees
Employees
Employees
Employees

Employees

Result

Success
Success
Success
Success
Success
Success
Failed

Success
Success
Success
Success

Success

Location

Main Location
Main Location
Main Locstion
Main Location

Main Location

hain Locstion g
Main Location !
Main Lecetion 2
hain Location 3
Main Location 4
Main Location B
Main Locstion 1

Select & Chart:

Chat Type

Emplayees Main Location
[ Visitars Main Location

Entries By Hour

Entries By Date.

Evits By Date
Evits By Hour
Failed Enteries
Failed Entries By Hour

Io
HHHHHHEH

o o o a o o o a

glglglglglglgls

2 = < = < = = = =

g 8 8 5 8 8§ 2 =
Firstilame LasiName Dateln  Timeln  DateOut
Patrick  Combs  BA02007 6:51:43PM B/30/2007
Carlos  Diaz Br30/2007 5:10:46 PM GA0E2007
Lisa Johnson  B/30/2007 S:10:34 P 8302007
Lisa Johnson  B/30M2007 E:51:22PM /302007
Lisa Johnson  GA02007 6:51:34 PV B/EA0E007
Michelle  Smth  BA02007 5:10:38PM B/30/007
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A Quick Start

Lobby Track is preconfigured with four sample Visitor Groups: Visitors Basic, Visitors
Advanced, Employees and Members. They include sample databases and sample badge
designs.

Visitor Group: |Advanced Visitor ~ =| -

Employees
Members

Advanced Visitor
Basic Visitor Registration

The groups vary by their badge designs and database fields. Fields and layout can be
changed at any time (layout is not customizable in the Small Business Edition).

Record Center Record Center
[t =t A ——— [rere. [ R —— e

T T 4 sl {81 R 1] 6 Bl e | o | oo e]is 7 sl {81 20K

i == = VISITOR

Lisa Johnson

VISITO
Lisa Johnsom

- o =B
. SRS, wiinin
5. oty track pevased by el Tecnsclagied 5. oty track pevased by el Tecnsclagied
Basic Visitor Group Advanced Visitor Group

Badge design may be modified by selecting “Edit Card Design” below the image on the
Record Center or from the General Tab on the Visitor Group Properties dialog. This will
launch ID Flow Designer:

Viritor Group Proparties ===

G | Begittion | AecordLschun | Logs e Plasens | Fusced Fhen | Autorzed Lien

BrcupMane [Acvanced i
Wskot Db
5okt i abunte hat ol coniam e seer oo

VISITOR

Lisa Johnson

Host:
John Williamson

scor Reauired
D #222000
I

Edit Card Design
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It is suggested that the unused sample groups be removed to avoid confusion at a later

time. Click on the ellipsis button to the right of the Visitor Group selection box to open
the Company Setup. Highlight the Visitor Group to be removed and select Delete.

@ Main Location - Lobby Track

File  Admin Help
Advanced Visitor -
Employees A
Members
Advanced Visitor

Visitor Group:

Company Setup s
(o | Visko Grougs
Ve Gl & Each goup includes
apecs i derie SRR ——
Loge Ard Rispest data sedshorishics.
Equpmen: [ Tag
Emad Nk sk Groups Er
User Accoumt Erspleyees
Hambers
| Addvarced Yistor
Basic ik
=
s
Company Sournce.—. ik B
Cose Hel

To modify image, lookup and report field mapping go to Company Setup highlight the
Visitor Group and select Edit. This will open the Visitor Group Properties dialog.

Visitor Group Properties

===

Log and Fleport Dpticrs

In addidion o the del sl dala nchated o ogs and aports. addbonal veior
infomation can be included. Select up 1o four additional visior iecond fislds 1o

Log Field 1 [Fustame -
LogField 2 [Lashame =
Log Fisd T |Riegresenting -]

Log Fieid & [HastHame -

i
whialz In?
Evacushion Fepot - Tk Locason
Evacuslion Fepert -l Locabon
Today's Log

The ‘Week's Log

Tha Menth's Log

Tha Yea's Log

gmd[ Pegistiation | Recod Lockup | Logs ;'.-i'iab':iti':l]nemn Fers| Auscrized Lsers |

Cancal

o |

Hely

What tasks are shown on the Main Menu screen, registration processes, capture devices
and are set in the Workstation Settings. Click on the blue hyperlink to configure the
individual tasks or click the Configure button to configure them all at once.
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Workstation Settings =i Warkstation Task Settings ===
Eocation | main Menu [ Regisiraion ]| Record Lookup | Checkin /0wt | Reports | Ecuipmant |
Select Mg ocation where Mis workstation resises |
\Werkatation Lpcation: | Wsin Location | Start Opbons
Visitor Groups | W Akow Registration
Seiec r graups that can be wsed at fis workstatian | W Process pre-registered viskors* Loskup Options.

- ] W smaw a st of expected vistors®

PR | || o
o Mt | I Scan drvers icesse or govemment O

|1 Advanced visar 7

¥ Taike vistors phato® Comera Optons... |

= = |

Tasks W Obtai slecronic signature” Sgnatwe Pad Opians_ |

Select Me tasks i perform ot the werkstaton. Ts contgare a task : ]

ol cick on W Scan fgerprint Figerpeint Optisns._ |
Badge Printing

¥ Shew prnt buman oa confimation screen

Advanced Dptions

|
i
|
|
| ¥ sutomsbicaly print badge in background Printer Optians. |
|
|
| ¥ Dmpiay waich bt miches on-acreen®

|

¥ asow sccess mie contgersten derng registraton”

Language
nguagy ¥ isow slert configuration duneeg registration®
FRErIa] T dppkcatin Aler chasging e BAguage sewtion £
[Ergtan = ¥ Show check in buton an cenSrmaton screen
I Show seiection disiog at startup | *Task willosly be gerfomed if conigered in vador prous setings
oK cancel | kew | ok | cams Hep

Global and Workstation Settings

Lobby Track is designed to run across multiple locations in a networked environment.
The Language, Tasks and Visitor Groups displayed may vary from workstation to
workstation because they may be used differently at different places. Dividing
configuration between Global and Workstation settings allows for this.

Global Settings include the Visitor Groups, Locations, User Accounts, Email Notification
and other settings.

For many of the workstation’s Tasks to work properly, items need first be configured in
the Visitor Groups settings.

Global Settings

Get to Global Settings from the Admin Menu, the ellipsis button to the right of Visitor
Group (when more than one group is present) or through the Setup button. Only the
Administrator has rights to these settings.
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Vinttor Group: jEa s 2

FRogimmben

Rncosd Lociug

|

2 fibby Benck prmared by baly Tachnsiogie

Company Source — Networking Multiple Copies

The Company Source is a central database file that contains Lobby Track’s configuration,
user accounts, cardholder groups and logs. It does not contain the Workstation
Settings. It does not contain the visitor groups databases, though it points to them.

When networking multiple copies of Lobby Track, place the Company Source on a
central server or shared workstation. All networked copies should point to the same
Company Source.

There are two versons of the Company Source File/Server available: MS Access and MS
SQL. The MS Access version is included. The MS SQL version is additional.

ik Broupa
A vithod Shoup rephesens pecpls whn ack_E.
ot cutigr, & casthoklen dalabsse, repering ookons, accss nbes and s, pamsssion: and
data edefionsips
Pravkan Company Database Source &J
Program data, including configuration settings, log data and much more, is stored in the company
database. In a networked environment, each client must be configured to access the shared company
database. Configure the connection to the company database below,
el
:‘i‘.. Company Type: Company File [*t)
Company File: C:WProgram Files\Jally TechnologieshLobby File Optians.
Track\Sample CompanieshSample Caompar. it
A Edt Dol |
Company Seures. | | — S
| akK Cancel | Help ‘
Cin Hel

Visitor Groups

Most organizations use a single Visitor Group, however, Lobby Track allows for
connecting to multiple groups and multiple data sources simultaneously. This is ideal for
tracking employees and visitors simultaneously or for multi-tenant buildings.

- Page 9 -
© 2008 Jolly, Inc. All rights reserved.
http://www.jollytech.com

Rev-1-0-0



0
JOLLY

The Visitor Groups is the active selection when the Company Setup is first opened. To
add a new visitor group select Add, to edit an existing group select Edit. Either selection
will open the Visitor Groups Properties tab.

===

oot oeagks wham: £
& card dessgn. & candrokden dalabase, 1RO cpfore, accest tules and s, ot and
i rebatrabpze

General Tab

This tab contains critical information for the Visitor Groups database, type of visitor and
badge design. Give the group a name.

Visitor Database

Lobby Track is open-data source. It may utilize existing databases, a new database or
one of its built-in sample databases. The visitor databases contain the visitor’s
information. Select the database in this dialog.

soup Properties

Gerwnal | Fegistiation | Fleood Lookup | Logs and Reports | Rlecond Eters | Auhorized Lisens |

Group Name: [fudvanced Vidor
Vishot Daabita
Seiect the database that vl contan the vistor secords.

Seiet § Database Source =

7 Guf | Mew. Import.. | Dptions.

[Datshace Type [Sample D stabaze =]

Tshie Catzgony:

Sounce Lable:

Included in the sample database are five tables that contain basics for Visitors,
Employees, Members and a Watch List. For other existing databases, select database
type for a selection of database types. Then point to the database source.
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Database Type: |Micru:u$|:|ft Access [*mdb) j
) icrazaft Ewcel [z -
Location: Text File [*. ket * cav,” tab)

Tahle Cateqary:

Source T able:

dBASE File [*.dbf)

Wigal FosPro File (7.dbe, *.dbf)
QCDEC: File Data Source [*.dsh)
ODBC: Data Source Marme
[LE DB: Connection String
OLE DB: Data Link / UDL File [*ud]) b

m

Important Note: Databases must contain certain fields for certain operations within
Lobby Track to function. The name of these fields is not important, that they exist is.

Field

ID Number
Location
Arrival Date
Expire Date
Has Arrived
Host Name
Host Email
Is Active
Photo
Signature

Fingerprint

Visitor Type

Type
Number/Autonumber
Text
Date
Date
Boolean
Text
Text
Boolean
Image
Image

Image

Required for

Locating record

Showing expected arrivals at this location
Showing arrivals today

Denying access when expired

Showing who has yet to arrive

Looking up host from LDAP or host database
Emailing host of visitor arrival

Denying access when not active
Capturing a headshot

Capturing a signature

Capturing a fingerprint

A visitor group can be one of two visitor types, Guest/One-time Visitors or
Repeat/Regular Visitors.

Type of Wisitors

Select the type of vizitors in thiz group.

+ Guests / One-time Yisitors

" Repeat / Reqgular Visitars

i

Arrival Settings... | Host Settings... ‘ |

Guests have Arrival Settings, so that the Expected Visitor report will display, and Host
Settings, so that a host may be emailed when their guest arrives.
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Arrival Settings

[=5c=)

"Expected"’ database views
Location Field:
Ariival Date Field
Departure D ate Field:
Has Ariived Figld

Map each field to an appropriste database field. These fields are usedin the

Location " Database
AnivalDate i + LDaP
ExpireDate -
- Host Email Field
OK | Cancel I Help |

Lookup Source

¥ Matify host of guests arrival

JOLLY
Host Settings @
Adjust the zettings regarding the visitor's host
Huost Information Field 1: ’m
Hast Information Field 2: Jﬁ

Configure Source...

HostE mail hd
QK Cancel | Help |

Repeat/Regular Visitors are used for employees and membership organizations --
essentially for people who return regularly. They contain access policies and may have
custom rules for alerts and access (Enterprise Edition Feature).

Visitor Badges

- 3
Access Policies &J
¥ Deny access when card iz not active:
Aclive Field: [lsactive =]
v Deny access when card is expired
Start Date Field: ArrivalD ate -
End Drate Field: E xpireDate -
v Apply access rules Access Rules...
V' Show alerts on amival %
0k | Cancel | Help J
e

Issuing badges is optional. To issue badges check the box, then design the badge with ID
Flow. If a badge has already been designed with ID Flow it may be imported. ID Flow is
the premier product for professional ID card design. Print paper badges or double-sided
plastic cards. Magnetic stripe, barcode and other encoding functions are available.
More information on ID Flow follows.

Wizgitor Badges

[+ |szue badges or cards to wisitors in this group

24F I a4 mase
e
-
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Registration Tab

The Registration tab contains options available in the registration process. Registration
must also be configured in the Workstation Settings. When these options are
configured they become a step in the registration process. When they are not
configured, they are either omitted from the registration process or that step becomes
part of the general registration screen. To invoke the Photo, Signature and Fingerprint
capture, map appropriate database fields.

Wisitar Growp Properties |
| Gormiat | Fegiotration || Record Lookup | Logs and Repons | Facord Filers | Sstboiznd Lisees |
Stege o Perfomn Durieg Vistor Regisiation

| Select the sheps 1o perfom during the viskor 1gisation pocess. Devics specilic

sailings ae coniguaed on a pa-solkstation bass in Wk stalon Semng: |
1 |
| ¥ Scan diiver's kcense, 1D card o passpart Coriigan |
|
| ¥ Take phota Savein ek [Froto =l
| ¥ Fequie visitor spprove Hon-dsclosue Agreenent Corfigpan |

¥ Caphure signaure Saveinfeld [Signshre |

W Scan rgeint [P S [e—" -

¥ Chisch viskor againat walch st Corfigan |
|

|
| E w |
Ok Cancel Heip

To scan an IDs click the Configure button and map the scanner fields to the database
fields as appropriate.

Note about driver’s license, ID card or passport scan: Lobby Track utilizes Card Scanning
Solutions scanning devices. In order to configure the scanner, the drivers must first be
loaded. Drivers may be downloaded at: www.jollytech.com/downloads/addon-modules

Watch List

The Watch List is typically used for looking out for dangerous or undesirable persons:
Criminals, people with restraining orders, terminated employees, etc. To configure the
Watch List check its box and click its Configure button.

b i s L2 e
Watch List Settings @ s
Purson appears bo be on the watch
poz pu Thit wdch kil d cheh o Hlles' o Dy,
Watch List Database: |Sample Database.mdb Select Database...
Aeguind 4chon Call Security
Map visitor information database fields to watch list database fields to enable watch
list matching. Wburber 1
Visitor Information Database Fields ~ Watch List Database Fields Fuititora Jomn
Firsthame IFirstName j LastHame Doe
D08 11145
Hotms
DateO Birth [ |
Manage VWatch List...
OK Cancel ‘ Help ] o | Dem
: L
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Click Select Database to point to its database. The Sample Database contains a sample
watch list. Map the appropriate lookup fields to the database. To configure and add
persons to the watch list click Manage Watch List. When persons with matching
information registers their watch list record will appear.

Watch List is an Enterprise Edition Feature.

Record Lookup Tab

The Record Lookup tab is used to define fields by which to lookup records. When no
fields are mapped lookup is by ID number only. To present additional lookup fields,
select the appropriate database fields in the Information Field selection boxes. An
option to require exact match of all fields or partial matching is configured Workstation
Settings.

Visitor Group Properties =2=)

General| Registration  Fiecord Lookup | Logs and Reports | Record Filters | Authorized Users |

Unique Record Identifier

Each visitor record must contain a unique identifier so that individual records can be
Incated. Select the database field that will contain the record identifier. Typically this
field stores the wigitor ID number and is the database table’s primary key.

Unique Record Identifier Field: | IDNumber v

Automatic Group Selection
Instead of manually changing the visitor group as visitars from various arowps arive, the
software can automatically identify the visitor group when the record identifier fisld
contains a pre-definer sequence such as G1-0001, B2-0001

I Enable sutomatic group selection

Select this group when the D field | Starts With

Record Laokup Using Record Infomation

IF 5 visitor's record identifier is unknousn, the record can be located by entering other
wisitor information. Select the information that the visitor will be asked to provide. If
yau do not want to enable this feature, leave all of the fields blank.

Information Fisld - [Fisthame =]
Information Field 2. [Lastame  +]
Infarmation Field 3 -

InformationField 4 [ <]

ok Caneel | Help

When more than one visitor group is used, the Automatic Group Selection may be
invoked to automatically switch between groups when a visitor checks in/out with their
badge. The ID numbers for the group need a consistent identifier.

Logs and Reports Tab

Data such as ID number, date, time, location, user, action, result and comments are
automatically logged whenever an action occurs in Lobby Track. Users may define four
additional fields from the database that may be logged as well. First and last name are
the most obvious, though all four may vary.

Align the log fields with the appropriate database fields.
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Visitor Group Properties o]

Genesal| Fegatration | Record Loskup | Loge and Fleports | Flacced Fbers | Authoszed Lsers |

Log and Fepart Options
I s epors, addbceal vislon
information can be rckided Selact U o ou adciSanal vskar record felds b
inchuds inlog eies.

Log Fiekd 1: [Fasthame =l

Loz [Lastlane 7]

Log Fiskd % [Represening =

Log Fiekd 4: [Hoahiame: m
Logs ]
Whalz T

Evacuation Rlepat - This Location
Evacuation Flepart - &1 Location
Teday's Log

This Wesk's Log

Thiz Morib's Log

This ear's Leg

Ok | Cancd Help

Record Filters Tab

Record Filters allow a subset of records to be presented in the Record Center and during
the check in process. Filters that are commonly used can be created in the Record
Filters tab so that they may be quickly retrieved and re-used.

Visitor Group Properties =
| Gererel| Regiskation | Fecord Lookun | Logs andFieports  econd Fiters | dusthorized Lsers |

Saved Recond Fitess
| Fiecasd filers can be used to nefrieve subsets of vistor secords that meet the ter
| culens. Saved imcod filers can be selecied by the ussr in record fiter didogs

| Fibees PN,

[ icme Viskars [Fupase’ = Inierview]
L
B Filter Setup - [Interviews] Lol o)
T
P Apph Elter
1= B SOL E ipresion " Speciy SOL Expression war Filler
| Begn |Frid [comviton — aus [End [ comtane
| Pupos Malches Intossiare G
| Pupose Containg ok y EE

ok | caweel | Hep

| |

To create a new filter select Add and use the Filter Setup dialog to choose the field,
condition and matching value. This form automatically generates an SQL statement
which is shown beneath the selection criteria.

To use filters, select the filter button in the Record Center: I?

Locations

To define locations, select the Locations category in the Company Setup. To add a new
location select Add... and define the location. The locations are defined here. The
location of a workstation is selected in Workstation Settings.
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mipany Setup x
Locations

Viskor Groups Locations e paces: bam which vishors may kel i el ot Each locat

Locations managed by specific user groups and access o each location may be imied bo spacific vistor

Logs ird Fieporte o

Equipment ID Tag

Securiy Policy o

E-masl Notiticaliorss Lacations Chicage Office

User Accounts San Francizco HO
oo York Difice Add Location &
Deallsz Dlbce

Chicago Offic |
L Gerwral | Calendar Settings | Permizsicn | |

Locasion Hame:  [Allaria Office

Location Descripion:

[ianta 5 aes Olfica
1 Peach Tiee Lane
tianta, G

G o
_ company sourcs.. | =

ok Cancel Heb |

Logs and Reports

The Logs and Reports category in the Company Setup is used to define how logs are
cleaned up.

Company Setup ===
o Logs dird Flepasts
Visior Groupe
N 9 Gieneral Log Clasrup
Loge And Repoit ¥ Delete log records after 10o% days
Equipnent D Tag =
Secuil Polcy % Mimemum og incards 10oeh Clean Up Now
E -mai Notiications
Uses Accourts Time st Mterdance Log Clesrun
¥ Dekete fog recoids ater o days
™ Masdimum kog recerds el

Liog chearnp ocourss whn Lobby Track closes

Company Source... |

Equipment ID Tag

The Equipment ID Tag category is used to define the how equipment tag numbers are
sequenced and generated. Equipment Tracking is an Enterprise Edition feature

Security Policy

Security Policy applies to badges. Badges/ID cards can contain an overlay watermark to
make them more secure and encrypted so that they cannot be reproduced anywhere

but from an authorized user on this Lobby Track system. Security Policy is an Enterprise
Edition feature.

Email Notifications

Email Notifications is used to define the server and account from which email
notifications are sent. Email notifications may be sent to the host when a visitor checks
in or when alerts are triggered. Email Notifications is an Enterprise Edition feature.
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Company Setup =)
E-mal Moslicaliors
Wigitor Groupe: E-ma i y ba sent when xch wihen
Locasons equipnmnt is checked in / out C: t and bekown
Logs Aind Reports
Equinment ID Tag
Securiy Policy
Emal Hoskcaiors ¥ Enable E-mal Moslicaliors:
Koty Ancounts SMIP Server” [Ewchone
Erom
Hame: [Reception
E-mad fddess®  [Reception@acme com
Begl Tor
Hame: [Reception
E-mad figdbess Recepticn@acme com
* Requied
Seng Test E-mai T Serd I
Company Soarce... |
Close: Help

User Accounts
User Accounts define users allowed to use Lobby Track. To add a new user select Add...

Company Setup L=
Categny Usen Agcanrds
Viskor Groups User accounts can be used bo b the acliors: 1hal can be padoemed orce &
pocan Adel User heeount |

Logs Arvd Repoits
Equpment ID Tag
Secuky Polcy
E-mail Natificatons |Group .evin Thompson
Operaor: FawnT
Designess. Dperalors Fasmgrd e

Re-tipe Pasavced =

Select the lunctional oroups from bekow i bo which
the uses belangs

Users belong to a User Group. Four user groups are pre-defined: Administrators,
Supervisors, Designers and Operators. Additional user groups may be defined:

L

| dd | Modiy | Deete |

—
I eds User Group Properties - Add & Print Only_ [t
User Groups ] ~Descipl | General Roles|
g:'s:::!s:gm Select the roles from the below list:

Designers N
Operators Admivistration

Add & Print Only I Allow global setup

I Allow workstation setup

r H;Les— Miscelleneous
add rec | I~ Allow design
IV Allows print

I Allow accsss ta global reparts

& Delio Detaanagement

¥ Allow to add records:

I~ Allows to modify records

I Allow to delete recards

0k | Concal Help
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Workstation Settings

Workstation Settings apply to the specific workstation. They include selecting the
location, Visitor Groups available at this location, selecting which tasks will be available
to the user, configuring the tasks and capture devices, and selecting the language to be
used a this location. Tasks are configured individually through the task’s blue hyperlink
or together via the Configure button.

Workstation Settings ]

Location

Select the location where this workstation resides.

Workstation Location: |EERRFENI=EEL 1) T

Visitor Groups

Select the visitor groups that can be used at this workstation.

[ selected Groups |

Tl Employees
/| lembers
v Advanced Visitor -

Tasks

Select the tasks to perform at this workstation. To configure a task
simply click on it

F Registration % Main Menu
F Record Lookup [# Show Record Center
W Check In/Out Configure
¥ Logs and Reports
W Equipment Tracking
Language
Restart the application after changing the language selection.

I show selection dialog at startup

oK Cancel | Help ‘

Location

Select the location that this workstation resides at, such as Main Office. Locations can
be configured in Global Settings.

Tasks
Configure the tasks to be performed on this workstation.

Main Menu

Any of the Lobby Track tasks may be set as the default screen that the program will
return to when a task is completed. For frequent swiped check-ins make the default the
Check in screen. The Main Menu may be accessed from any task by selecting the Main
Menu button. By default Lobby Track shows a preview of the card design for the current
visitor group in the Main Menu. That may be disabled here.
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- a |
Worlstation Task Settings I&
Main Menu
Default Task
Set the default task: |r.|ain Menu _j
Main Menu -
Registration S
Main Menu Appearance |Record Lookup !
[¥ Show design preview Check Out |"
Equipment A
Report Center
Record Center he

Registration

The registration process for this workstation is defined on the Registration tab. To
invoke an activity, click the check box. Options buttons provide more configuration of

the selected item. Capture devices may be pre-defined so that they do not have be
selected at the time of capture.

Workstation Task Settings L=
Registration
Start Options Workstation Device Settings ]

¥ Allow Registration

¥ Process pre-registered visitors* Lookup Options.

Select a camera or webcam to use at this workstation.
¥ Show a list of expected visitors®

Printer Camera / Webcam ] Signature Pad| Fingerprint Reader |

I e oo Camera: [Microsoft WDM mage Capture (Win32) =]

I™" Scan driver's license or government ID* As an alternative to using a camera, users may be allowed to browse for photo

. . files on disk.
[¥ Take visitor's photo* Camera Options... J
¥ Allow users to browse for photo files
[¥ Obtain eiectronic signature* Signature Pag Options.
_— Photo Crop and Enhancement
¥ Scan fingerprint* Fingerprint Options. ¢ Disabled
Badge Printing (& Allow users to crop and enhance photos
¥ Automatically print badge in background Printer Options. o o beitarce g

[V Show print button on confirmation screen
Advanced Options

¥ Dispiay watch list matches on-scresn®

W Allow users to skip photo acquistion
¥ Allow access rule configuration during registration®

¥ Allow alert configuration during registration*
-

F Show check in button on confirmation screen

= Task will only be performed if configured in visitor group settings Qk Catic]
oK Cancel Help ] |I

Notes about capture devices

ID Flow supports TWAIN and WIA compatible cameras. The ability to capture a photo
from within ID Flow and trigger the flash will depend upon the camera’s software. 1D
Flow is commonly used with web cams: When Microsoft WDM is invoked as the capture
source, four photos are captured and the best may be chosen.
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Capture Live Image El
Live Preview Select Best Image
" .
1 *\ X '] L b
e
(-
Poen.) P |
= . -wh
Video Source... Wideo Format. . |
: Start Capture.. :| l
| Cancel | Help |

ID Flow supports Topaz and Interlink USB signature and fingerprint pads.

ID Flow support Card Scanning Solutions ScanShell 800, ScanShell 1000 and SnapShell
camera for driver’s license and/or passport scanning. It does NOT support the S8O0ON.

Some device files and drivers may be found under “add-on modules” on the “Download”
section of the www.jollytech.com website.

Check in/out

Providing a check in and/or out screen, like all tasks, is optional. Many organizations
check people in, but do not require a check out: In this instance it is recommended that
everyone be automatically checked out at a certain time of day. For organizations that
require a check out, Lobby Track may be set to automatically check in or out based on
the visitor’s current status: If they are checked in it will check them out and visa versa.

Woskstation Task Settings ===

Checkin / Out |

Cheek In | Out
F akw Checki
W Atew Check Out
Check In | Out Options
™ Mask D sumber nput (ch
(P _automancaty chec

il be replaced with * symbol)

S|

FF Alew user io check in | cut by enterng persanal informason
I U strict matcting - al information feds must e conghite
W abow user b select from mulipie maiches

I™ Show garses's mcond for con

Language

Lobby Track is available in 10+ languages. A translation table allows the user to make
changes to the translation or to translate into a language not yet provided by Jolly.
After changing languages, restart the program.
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Workstation Settings

==

Location
Select the location where this workstation resides.

Workstation Location: [Main Location

Cardholder Groups

Select the cardholder groups that can be used at this workstation

i

[AnDesigns

El

Tasks

Select the tasks to perform at this workstation. To configure a task
simply ciick on it

I Enroliment

I Record Lookup

[¥ Main Menu
[¥ Show Record Center

Configure

Restart the appiication after changing the language selection

Norwegian -

I Logs and Reports

Edit Translation j

Fortugusse

Record Center

2] Translation Text
File Find

as in the English version_

(E=5 o =)

Enter translated text in the right-hand column. Special tags must be entered exactly

2058 Speciadl Conditions:
2059 Special Charactedr.

2060 Specific Date

Specify a title for the data block and how

2081 s fren the user is prompted for a new piece

Specify a tile for the image and how often

g2 the user is prompted for a new image while

2063 Specify Criteria

2084 Specify Criteria (CTRL + F)

2065| Specify Page And Press Enter
2066 Specify rotation angle for the text
2067 | Specify SQL &Expression

e =
English Norwegian -

2053 | Sorting Order Sortering Bestill

| 2054) Source &Table: &Source Tabell:

2055| Source file: <<none selected>> Kilde: <<ingen adresse valgt==

206| Spacing Avstand

2057| Spanish Spansk

&Spesielle betingelser:

&Special Character

Bestemt dato

Angi en tittel for data blokk og hvor ofte blir
brukeren bedt om en ny brikke av data
Angi en tittel for bildet og hvor ofte biir
brukeren bedt om et nytt bilde under utskrift.
Angi Kriterier

Angi kriterier (CTRL + F)

Angi siden og trykk ENTER

Angi rotasjon vinkel til teksten

S0L-uttrykk

Specify the text to search and press,

2068] LENTFR- tn start search

Angiteksten du vil sake og trykk <ENTER= 4
tarte saket

Impaort Export

Save Cancel Help
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Record Center is used for the management of records. Records may be added, edited,
deleted, printed and duplicated from this screen. The down-arrow button provides

additional options.

Fie Admn Help

Record Center
Records for ‘Advanced Visitor' are available below.

teo | Ee | pess | me ] el
Reconds
Fust Name Last Mame : ;
Law Jobron
View Al Records
Hast Prone: Curment Record
Capture lmage..
fawe Dt Eugies Dot =
1 12720200 Bkt Recoed Layout.
Escot Rogusd Acenss Level Ect Card Dmign

Medily Database Source..

Poies bo Fecepionst

Diake of Bsih Do’ Licarsse Fegepint

Shnet ez

= S FooislCode Hayinkind
Countyy Enst

TaE == T[]

. Duglicate Record

Virw Leg...

View fsendance..

View Alurty.
View fccess Rales.

Cheek In
Chack Out

VISITOR

Lisa Johnson

Licera Fhos

1D Mumber
0w

I

Records may be viewed in single-record or spreadsheet view by selecting the buttons on

the right of the toolbar.
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File Admin Help

Record Center

Records for '‘Acme Sample Basic' are available below. Main Menu
ew | Edt Delete pin || [ Tol1 7[5 | = B[S

[T # FistName LastMame Tite Department Date of Bith 1D Mumber Phota

¥ 1 James  Tolstoy  Shipping Manager Distribution  2/1/1980 102

[T 2 Daniel Belmont WP Engineering Engineering 87171965 103

¥ 2 Lisa Johnson  Director of Marketing Marketing 3/341983 100

¥ 4 Michelle Smith WP Sales Sales B/4/1571 10

Records may be batch printed, deleted and edited by checking the box to the left of the

record and selecting the appropriate action. Records may be sorted by clicking on
column headers.

“l .
The toolbar contains filter and sort buttons EIT . Filters are used to create data
subsets. Sorting allows for multiple field sort criteria.

Sart on Field [soting Order [ Cambine
IDNurmber Firsthame Ascending AND

FirstM ame
LastName LastName | #scending END

Title:
- D epartment
[RREIE [ 5t= OBt

1D Murnber
Firsthl ame:

Ok Cancel Help

5 Filter Records E=H FoR (>
" Show &l Records
€ &pply Eilter J L] J
" &pply Following Condition:
@ Build 50L Expression " Specily SOL Expression Clear Filter BT ==
] Begin‘ Field | Candition Value | End | Eombmel [ Sort Records by Following Fields
|DateniBinth | atter 114180

Diate0Birth Cancel Help

Configuring the Record Screen

Lobby Track Enterprise and Corporate Editions have drag-and-drop record screen
formatting. Select Edit Record Layout from the down-arrow menu on the Record S

creen:

Size and move fields with the mouse. Caption placement, colors and alignment tools

are provided on the menu bar.
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Edt Layout

Lisz {chren
[President Lorparsle:

Advanced Field Formatting

Caption Mg [Hamal ~][ic | | Dot M= [Homal =] | Ve &)

Acme

rhoi

= Lisa Johnst
President

Eto——

.
A
T

00

0

JOLLY

Lobby Track Enterprise Edition contains advanced field formatting. To configure a field,
double-click on the field while in Edit Record Layout. Fields may be made Visible,
Required and Read Only. They may be given default values. Drop-down lists may be
created. Text can be set to Capitalize, UPPER CASE or lower case. Image paths may be
created to store variable images to file. Fields can automatically update after a card is

"Tert Field Format [Department] =) Text Field Format [Department] Tes Field Format [Department] =
General | appearance | DataFomat | Auo Update | General| Appearance Data Farmat | #uto Update | | Geneal] opesionce | DalsFomat  Auto Uipdsie |
W Enable fomatiing W Erble Auta Fiekd Update
Caplion = e
DalaType  [Ten Updote TR =
Ma Input Length: Do
¥ Visible
[Cumert D -
v Hequired Fleld Default Value i
[ Read Doy Test Fomat: ¥ Time
[™ Auto Update-Only
Custom Format: Cuarant Tie =]
Updsieloievery 1 |secord | being printed
[ Cancel Help Ok Cancel Help Ok | Cancel Help

Logs and Reports

Lobby Track contains seven built-in reports. Custom reports can be added (in the
Corporate and Enterprise Editions) by selecting New and configuring the Custom Log

Setup.
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Logs and Reports

5 Wain Menu |
Seladt a log o report below.
Lo 3 Ent | wn e | Last ticmect £182008 2.00-40 A
- =0 o ] ;
B Lol e [ —— Lok, = S g T
P4 GABGWELBFPM UION  Lea ke Adverced Vi S FlncoooHD B Dk I Sucers Advbes Adwirsls AcreDa obn'wiesion
i Jr— "
3 10 @ GLmemiog g —— — dckrtabs fcraCa  obn'wilemn
43 | Oerma Goope | Dipley ot Corciions| 1 Sy Sore b
@ o o Locsn: ks Acve e
1 q [Fumert Lo =] 1l idrirabs Acvela  bn'wilemicn
AL o v Sdwemr Aceta o wmeon
s g - . b 0 idurizas Acrals  b'wiemon
+ 4 [ — - iy AcveCa  onWisnion
. rams
== =] ot =
1 EiFimoned - [
Vil P |viEas
IO - |
- P et gl 8!
= Conest e

L1} L]
i =]

=< Back

@3 lobby track powered by Jolly Technalogies

Reports may be printed, saved to a file or emailed.

The Evacuation Report lists all visitors in all visitor groups that are checked in at the
current location. This report is available by selecting the button at the bottom of every

page.

@ lobby track powered by Jolly Technologies [EURGEAE TR |
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Lobby Track contains an integrated version of Jolly Technologies leading ID card
product: ID Flow for the design of sophisticated ID cards and badges.

Design Screen

The design screen contains four toolbars: general items, alignment tools, design objects
and object formatting.

% 1D Flow - [ID Cards - 1]

L) File

Edit_Add View Tools Window

Help

( DEedovoe | ibRaX |3 as o= I Show Layers [ Live Data ¥ Double Sided @ Show LV ]

S| o o | |

b b AT+ L b A

g [#08  in wid o in
Yoee in hoz in

n - _]1» o - j_Aria|

= [T =] [—=1 poe o |

General Items

Alignme

—— Design Objects

Object Formatting

nt Tools

X | Pointer

3 Zoom

L Draw Line

O/ Draw Rectangle/Square
| Draw Ellipse/Circle

T | Insert Text

lj Insert Image

m| Insert 1D Barcode
8| Insert 2D Barcode
£3| Format Magnetic Stripe

Cards are designed by selecting the design object on the left-hand toolbar and by
drawing that object’s area on the card with the mouse. After the area drawn the
object’s Properties dialog will appear. Click through the tabs to format the object.

DSl E 1 B & |Doe | | T Showlses [ LveDala W Doubie Sided 7 Shes LV
L™ LR o 0 fches
R | B-[yr =] [—=lpre =
N : L.
_q =_: Image Properes =)
N\ U S T
3| i ‘ Inage Smace
—. : ™ Fiued image hom fle.
@] i T Voriable mage from o of leimet
=l ! ¥ Variable mage fom daisbate
"[‘ 4 T image caphaed of selecied o pink e
G v i Diatatase Fiekd
| : Swlect o databupe Geld that contare sither the phot dats of the meact
A H locafion of the mage e
11111 3 Gin
whoihPhone
121 |- | Nertertome
E ’ Emaitcdiess
= <<FirstName>> <<Las| [f225",,
@l - <<Agency>>| v
] | [T Help
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Objects may be resized at any time and Properties dialog re-accessed by double-click.

Working with Text

ID Flow contains rich text editing. Regular text, database text, serial number, date and
time may be combined within one text box. Type with a keyboard or use the + Field
button for text selections.

e =] |- 77 <] = [ =] [—] forw =]
all.:
\ T i
D F Tewt | Propesties| Eevder| Dipensor: | Fint Condson |
o | e sy EEE ", | 0 il -[n=
O. 3 ? ==LasiName==
T | : Dept: =<Department=>
1L.3
=
o
Ll
= - cntsbnn bt ot e, cich, on = Fekd
5 Tame. o
1 Dete Eteredt Pt Teme. Svs S IE &
—

Symbal. f
Tab |

There are three types of text formatting: Text Box, Flexible Text and Circular Text. Text
Box will always place text within the bounds of the box drawn in the design: If larger, it
will auto-reduce in font size or word wrap. Flexible Text will maintain font size
regardless of the size of the box drawn. Circular Text formats text in a circle.

" <<FirstName>> <<LastName>> ~
Dept: <<Department>>

Taxt =)

Tent Evcpetss | Bosdes| Dimensios | Print Concition |

Syie Teort Hew |
Jest Direction Elmﬂn Test |

.l I i Wiap
¥ At Beduce Fort Size

Ok | Cance Aerly Heln

Working with Layers
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Like other quality graphical design tools, ID Flow uses a layered design approach. Layers

may contain different design objects of varying opacity. Using layers adds a rich depth
to design and creates highly secure cards.

To see the layers window click the Show Layers checkbox on the top menu bar. Layers
are added using the [+] button at the bottom of the window. Use the arrow buttons to
move layers above and below other layers. Click the Print checkbox on each layer to
format its print condition. The active design layer is highlighted blue.

Ol = rRRx 028 om ¥
. % b4 AT+ LT

]

aQ 1
sl - Pr———
o, . .

g 3

T - p g

7| B <<First>> <<Lasts>

E - <<Title>>

LUfh

a

Viewing Designs with Live Data

At anytime the card design may be viewed with data by checking the Live Data button
on the top menu bar:

A View.Tooks: - Windiow _ Help
=4~ N B 1 B8 oo | s

i 7 LoDt | Dot Sided 7 Shami Iy
M |

=]

Acme Technologies I'

Lisa Johnson
Director of Marketing
1D #3330000

S A

.b"b
e
L]
all
|
=l E
O|l.
T||
&l
| -
e | -
=]|&
@

To view the full record set: go to File -> Database Setup or click the data icon on the top
menu bar:

B File Edit Add View Tools Window Help

NEC IS R G Y]
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Design objects or design layers may be set to print only if specific database conditions
are met. Print conditions are set on the Print Conditions tab of the object’s properties
dialog. K Panel (Black Panel) and UV Panel are also set on this tab.

_ —

Rectangle Properties

F!nundngss] Enrder1 Ei\l] Dimensidres

 Alwaps print thiz ohject

(= _Dio nat-prik this-objact

( & Print thiz object based on

Saving a File

I Printin black (K] & print Condition
I Printin ultraviolel
i Buld SAL Expression " Gpecify 50L Expression Clear Filter
Degin |Field | conition | vaiue [End [ combine
—_— [ Department Contains Sales 1 oR
A [ Department Containg Marketing 1 EMND
| ['Department” ke %S ales%') OR [Depatment” like "Eharketing®')

Use File -> Save or Save as... to save and name the design. ID Flow files are saved with a
.jps extension. Though cards can be printed from the design screen or Database Setup,

design files are typically imported into the Card Issue Center for production.
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Lobby Track Online Visitor Registration System

Lobby Track Online Visitor Registration System is a client-hosted (intranet) website that
allows employees to register their visitors in advance of arrival. This is an add-on license
that runs with Lobby Track Enterprise Edition.

a9
oy

L ]

My Schedule Wisitar Information

Armnang Amvead

Flingeiter Hoaw Vi

=13
2;

Pre-registered visitors check in via the Lookup Pre-registration button found in the
Registration process.

Start Registration

Click a button below to start the regisfration process

New Registration ‘

{ Lockup Pre-registration H

Show Expected Visitors

Lobby Track Online System Requirements

Windows XP, Server 2003, Vista or Server 2008
11S 6.0/7.0
ASP .NET 3.5
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The information contained in this document represents the current view of Jolly Technologies on the issues discussed as of the date
of this publication. This paper is for informational purposes only. Jolly Technologies makes no warranties, express or implied in this
document. Jolly, Jolly Technologies, ID Flow, Lobby Track, and Command Line Utility are either trademarks or registered trademarks
of Jolly, Inc. in the United States of America and/or other countries. The names of actual companies and products mentioned herein
may be the trademarks of their respective owners.

ZONE

www. 'Zone.com
800 910-5987
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