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Introduction 
 

Visitor Management is for managing and tracking visitors within your organization. 

The hosting party logs into a browser-based application to add a visitor or schedule a visit. 

The web application allows users to log into the visitor management system from any desktop. 

The front desk attendant can search for visitors, sign visitors in or out, capture information, determine status, and 

have e-mail notifications sent to the host and visitor. Front desk attendants can also view upcoming visits. 

Scheduled visitors use the Kiosk for self sign-in. When the visit is scheduled, a notification e-mail is sent to the host 

and visitor. The visitorôs e-mail will contain a bar code which is the visit key. This is used to sign in or out for the 

scheduled visit. 

Configuration of these applications is done with Visitor Administration. This is also a browser-based application. It 

is used to configure settings such as sign-in locations and kiosks. 
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1. Track Request: 

 

ü Visitor can track the status of his or her request by click on ñTrack Requestò as: 

 

 
 

ü Visitor can track his or her visiting request status by clicking on track request then a window will be visible 

on screen. 

ü Visitor have to enter his or her mobile number in given text box and type given captcha in text box. 

ü Click on ñGet Detailsò button to see the status of his or her request status as: 
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2. Visit Request: 

 

ü Visitor will click on visit request if he or she want to visit in company premises or want to meet someone 

who are working in company premises for any purpose.A form of visiting request will be open on screen. 

ü Visitor details can also import from excel file in given format if number of visitor is more.format of excel 

are as: 

 

 
 

Visitor Request Process: 

 

a) Visitors have to fill all the mandatory fields available on form and need to enroll via desktop or Android 

application if visitor are going to visit first time. 

b) Visitors have to enter only mobile number in given text box of mobile number and all the field are 

automatically filled and need not to enroll himself or herself. 

c) Visitors have to click on ñAdd Visitorò button  after filling all the details with upload photo to provide 

visit details  as: 
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ü Click on ñNextò button to provide Visiting Details. 

ü Fill all the filled given in visiting details as: 

 

http://www.mantratec.com/


 

Website: www.mantratec.com  Page 6 
 

 
ü Click on ñNextò button to provide materials details which visitors carry with him or her at the time of visit. 

ü Put material description one by one by clicking on ñAddò button as: 

 

 
 

ü Click on ñNextò button to provide Vehicle Details. 

ü Enter vehicle name, vehicle model name and vehicle color. 

ü Click on ñNextò button to submit form as: 
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3. Feedback: 

 

ü Click on feedback if visitor wants to give feedback. 

ü Enter request id, select status from drop/down menu as suggestion/complain and click on emeses to submit 

feedback.  
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Login:- 

 

 
 
ü Visitor Management Menu will be opened after providing correct User Name and Password 

with Captcha.   
ü By Default User Name is admin and Password also is admin. 
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1. Masters:- 
 
ü Master menu has the following masters. 
1.1 Location Master 
1.2 Company To Visit Master 
1.3 Department Master 
1.4 Area Of Visit Master 
1.5 Location Of Visit Master 
1.6 Purpose Master 
1.7 Identity Proof Master 
1.8 Safety Video Master 
1.9 Safety Question Master 
1.10 Role Master 
1.11 Gate Master 
1.12 Visitor Company Master 
1.13 Amount Master 
1.14 Visitor Type Master 
1.15 Approval Mapping Master 
1.16 Employee Master 
1.17 Bio Enroll Master 
1.18 Device Master 
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1.1 Location Master 
 

ü Location master menu is used to add location where visitor wants to visit. 
ü User can also edit the location if required. 

 

 

 
 

 
 
 
 
Add Location: 
 

1. /ƭƛŎƪ ƻƴ ά!ŘŘ [ƻŎŀǘƛƻƴέ ōǳǘǘƻƴ ǘƻ ŀŘŘ ƭƻŎŀǘƛƻƴ ƛƴ ƭƻŎŀǘƛƻƴ ƳŀǎǘŜǊΦ 
2. Type location name in the text box given in the window of Add Location. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ƭƻŎŀǘƛƻƴ ƛƴ ŘŀǘŀōŀǎŜΦ 
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Update Location: 
 

1. Click on  edit icon to edit location name. 
2. Edit or type the correct name of location in given text box of update location window. 
3. /ƭƛŎƪ ƻƴ άǎŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ǳǇŘŀǘŜŘ ƭƻŎŀǘƛƻƴ ƴŀƳŜ ƛƴ ŘŀǘŀōŀǎŜΦ 
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1.2 Company To Visit Master 
 

ü Company To Visit master menu is used to add company where visitors are supposed to visit. 
ü User can also edit the company name if required. 

 

 

 
 

 

 
Add Company To Visit: 
 

1. Click on ά!ŘŘ /ƻƳǇŀƴȅ ¢ƻ ±ƛǎƛǘέ button to add company in company to visit master. 
2. Select location from drop/down menu and Type name of company in text box to be add  in company 

master. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ŎƻƳǇŀƴȅ ƛƴ ŘŀǘŀōŀǎŜΦ 
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Update Company To Visit: 
 

1. Click on  edit icon to edit company name. 
2. Edit or type the correct name of company in given text box of update company to visit window. 
3. /ƭƛŎƪ ƻƴ άǎŀǾŜέ button to save updated company name in database. 
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1.3 Department Master 
 

ü Department master  menu is used to add department where visitors are supposed to visit. 
ü User can also edit the department name if required. 
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Add Department: 
 

1. Click on ά!ŘŘ 5ŜǇŀǊǘƳŜƴǘέ button to add department in department master. 
2. Select location and company to visit  from drop/down menu and Type department name in text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ŘŜǇŀǊǘƳŜƴǘ ƛƴ ŘŀǘŀōŀǎŜΦ 
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Update Department: 
 

1. Click on  edit icon to edit department name. 
2. Edit or type the correct name of department in given text box of update department window. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ŘŜǇŀǊǘƳŜƴǘ ƛƴ ŘŀǘŀōŀǎŜΦ 

 
Note: If we change location from drop/down menu then we will get assigned company in company drop/down 

menu of department window. 
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1.4 Area Of Visit Master 
 

ü Area Of Visit master menu is used to add Area where visitors are supposed to visit. 
ü User can also edit the area name if required. 
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Add Area Of Visit: 
 

1. Click on ά!ŘŘ !ǊŜŀ hŦ ±ƛǎƛǘέ button to add area of visit in area of visit master. 
2. Select location , company to visit and department from drop/down menu and Type area of visit name in 

text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ button to save area of visit in database. 
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Update Area Of Visit: 
 

1. Click on edit icon to edit area of visit name. 
2. Select location, company to visit and department from drop/down menu and edit or type area of visit 

name in text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ŀǊŜŀ ƻŦ Ǿƛǎƛǘ ƛƴ ŘŀǘŀōŀǎŜΦ 
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1.5 Location Of Visit Master 
 

ü Location Of Visit master menu is used to add location where visitors are supposed to visit. 
ü User can also edit the location name if required. 
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Add Location Of Visit: 
 

1. Click on ά!ŘŘ [ƻŎŀǘƛƻƴ hŦ ±ƛǎƛǘέ button to add location of visit in location of visit master. 
2. Select location, company to visit, department and area of visit  from drop/down menu and Type location 

of visit name in text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ŀǊŜŀ ƻŦ Ǿƛǎƛǘ ƛƴ ŘŀǘŀōŀǎŜΦ 
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Update Location Of Visit: 
 

1. Click on edit icon to edit location of visit name. 
2. Select location, company to visit department and area of visit from drop/down menu and edit or type 

location of visit name in text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ŀǊŜŀ ƻŦ Ǿƛǎƛǘ ƛƴ ŘŀǘŀōŀǎŜΦ 
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1.6 Purpose Master 
 

ü Purpose master menu is used to add purpose of visit like meeting, official, personal etc. 
ü User can also edit the purpose of visit if required. 
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Add Purpose Of Visit: 
 

1. Click on ά!ŘŘ Purposeέ button to add purpose of visit in purpose master. 
2. Type purpose of visit in text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ purpose of visit in database. 
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Update Purpose of Visit: 
 

1. Click on edit icon to edit purpose of visit. 
2. Edit purpose of visit in text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ purpose of visit in database. 
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1.7 Identity Proof Master 
 

ü Identity proof master is used to add type of identity proof like Pan Card, Aadhar Card, and Voter Id 
Card etc. 

ü User can also edit the type of identity proof if required. 
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Add Identity Proof: 
 

1. Click on ά!ŘŘ Identity Proofέ button to add identity proof in identity proof master. 
2. Type name of identity proof in text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ identity proof in database. 
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Update Identity Proof: 
 

1. Click on edit icon to edit identity proof name. 
2. Edit identity proof name in text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ updated identity proof in database. 
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1.8 Safety Video Master 
 

ü Safety video master menu is used to add video file in given format as .mp4  for identity and security 
purpose. 

ü User can also change the safety video if required. 
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Add Safety Video: 
 

1. Click on ά!ŘŘ Safety Videoέ button to add Safety Video in safety video master. 
2. Type ƴŀƳŜ ƻŦ ǾƛŘŜƻ ŀƴŘ ŎƭƛŎƪ ƻƴ ά/ƘƻƻǎŜ CƛƭŜέ ōǳǘǘƻƴ ǘƻ ǎŜƭŜŎǘ ǾƛŘŜƻ. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ video file in database. 

 
Note: format of video file should be in .mp4 only. 
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Update Safety Video: 
 

1. Click on edit icon to edit safety video. 
2. /ƭƛŎƪ ƻƴ ά/ƘƻƻǎŜ CƛƭŜέ ōǳǘǘƻƴ ǘƻ ǎŜƭŜŎǘ ǾƛŘŜƻ ŦƛƭŜ ŀƴŘ ǘȅǇŜ ǘƘŜ ƴŀƳŜ ƻŦ ǾƛŘŜƻ ƛƴ ǘƘŜ given text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ updated identity video in database. 
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1.9 Safety Question Master 
 

ü Safety question master menu is used to add safety question and multiple answer  for one question 
and one of them is correct which will be asked at the time of visitor request. 

ü User can also change the safety question and answer if required. 
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Add Safety Question: 
 

1. Click on ά!ŘŘ Safety Questionέ button to add Safety Question, multiple answer, one correct answer and 
marks in safety question master. 

2. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ the same in database. 
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Update Safety Question: 
 

1. Click on edit icon to edit safety  Question, multiple answer, one correct answer and marks in safety 
question master. 

2. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ the same in database. 
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1.10 Role Master 
 

ü Role master menu is used to define role of user like super admin, admin, approval etc. 
ü Role can also edit if required. 
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Add Role: 
 

1. Click on ά!ŘŘ Roleέ button to add Role like Super Admin, Admin, User, Approval etc in Role master. 
2. Type name of roll in text box and check άLǎ ŀǇǇǊƻǾŀƭ ά  button if required. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ role in database. 
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Update Role: 
 

1. Click on edit icon to edit role and edit the name of role in roll master. 
2. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ the updated roll in database. 
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1.11 Gate Master 
 

ü Gate master menu is used to define gate of respected location. 
ü Gate name  can also edit if required. 
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Add Gate: 
 

1. Click on ά!ŘŘ Gateέ button to add Gate in Gate master. 
2. Select location from drop/down menu and type gate name in the given text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ gate in database. 
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Update Gate: 
 

1. Click on ά¦ǇŘŀǘŜ Gateέ button to edit Gate name in Gate master. 
2. Select location from drop/down menu and edit gate name in the given text box. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ gate name in database. 
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1.12 Visitor Company Master 
 

ü Visitor company master menu is used to add visitor company,black list visitor company etc purpose. 
ü Visitor company master  can also edit if required. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Add Visitor Company: 
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ü Click on ά!ŘŘ Visitor Companyέ button to add visitor company details in visitor company master. 
ü Type name of visitor company, owner name, contact no, address and email in given respected text box 

field. 
ü /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ Visitor Company in database. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Update Visitor Company: 
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1. Click on edit icon to edit visitor company details of respected visitor company. 
2. Select the field which you want to edit and edit the respected field. 
3. /ƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ updated visitor company details in database. 
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Blacklist/unblacklist Visitor Company: 
 

1. Click on άBlacklist /ƻƳǇŀƴȅέ button to blacklist or unblacklist Visitor Company. 
2. A window named blacklist will be open. You ƘŀǾŜ ǘƻ ǎŜƭŜŎǘ άǳƴōƭŀŎƪƭƛǎǘŜŘέ ŦǊƻƳ ŘǊƻǇκŘƻǿƴ ƳŜƴǳ ƻŦ 

status. 
3. Click on ά{ŜŀǊŎƘέ ōǳǘǘƻƴ and list of all visitor company will be visible below the search button. 
4. /ƘŜŎƪ ƻƴ ŎƘŜŎƪ ōƻȄ ƻŦ ŎƻƳǇŀƴȅ ǿƘƛŎƘ ȅƻǳ ǿŀƴǘ ǘƻ ōƭŀŎƪƭƛǎǘŜŘ ŀƴŘ ŎƭƛŎƪ ƻƴ ōǳǘǘƻƴ ƴŀƳŜŘ άBlacklistέ. 
5. ! ǿƛƴŘƻǿ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜ ǿƘŜǊŜ ȅƻǳ ƘŀǾŜ ǘƻ ǿǊƛǘŜ ǊŜŀǎƻƴ ŦƻǊ ōƭŀŎƪƭƛǎǘ ŀƴŘ ŎƭƛŎƪ ƻƴ ά{ŀǾŜέ ōǳǘǘƻƴΦ  
6. This same process you have to repeat to unblacklist company. 
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1.13 Amount  Master 
 
ü Amount master is used to define amount in Mantra VMS app for visiting. 
ü It may be a type of school tour or industrial visit purpose.  
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Add Amount: 
 
ü Click on ά!ŘŘ !Ƴƻǳƴǘέ button, a window of Add Amount will be visible.  
ü Select location, company to visit, and purpose from drop/down menu and type amount for same. 
ü Click on ά{ŀǾŜέ button to save amount in database. 

 
 

 
 

 

Update Amount: 
 
ü Click on update amount icon, a window of update amount will be visible.  
ü Select location, company to visit, and purpose from drop/down menu and type updated amount for same. 
ü Click on ά{ŀǾŜέ button to save updated amount in database. 
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1.14 Visitor Type  Master 
 

ü Visitor type master is used to define color code for visitor type which will be visible in Epass. 
ü Visitor request gone for approval and safety. If visitor type is enable in Mantra VMS then visitor 

receive a EPASS with background color code of visitor type once visitor request completed approval 
and safety phase in VMS. 

 
Note: if visitor is already enrolled in VMS then he or she will receive a EPASS after completion of approval and 

safety phase else he or she will be enrolled in our desktop app or android app and then they will get 
EPASS.  

 

 

 
 

 

 

 

 

 

 

Add Visitor Type: 
 

http://www.mantratec.com/


 

Website: www.mantratec.com  Page 49 
 

ü Click on ά!ŘŘ ±ƛǎƛǘƻǊ ¢ȅǇŜέ button, a window of visitor type will visible. 
ü Type name of visitor type and select color to be visible in gate pass. 

 

 
 

Update Visitor Type: 
 

ü Click on edit icon of respected visitor type, a window of update visitor type will visible. 

ü Edit the visitor type and color of respected visitor. 

ü Click on ñSaveò button to save updated visitor type in database. 
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1.15 Approval Mapping  Master 
 
ü Approval mapping master is used to define approval level of visitor request. You can set approval up to 3 

level of approval authority. 
ü Admin can define approval authority details for selected location, company, purpose etc by setting 

priority level.  
ü VMS has facilities to increase or decrease visiting area based on the requirement of client. 
ü VMS has also a facility for direct approval of visitor request. 

 
Example: If field selected by visitor at time of visitor request matched with field assigned to approval authority as 
Ashutosh then Ashutosh will get a mail or message of visitor request for approval. 
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Add Approval Mapping: 
 
ü Click on ά!ŘŘ !ǇǇǊƻǾŀƭ aŀǇǇƛƴƎέ button and a window of add approval mapping will appear. 
ü Select field from all given drop/down menu and type name of approval mapping and priority in respected 

text box. 
ü If approval employee exist in VMS then details of employee will be visible below employee name field, 

you need to select employee from there. 
ü If approval employee not exists in VMS then you need to add employee first in Employee master. 
ü Click on ά{ŀǾŜέ button to save approval mapping in database. 
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1.16 Employee  Master 
 
ü Employee master is used to add employee in Mantra VMS. 
ü Employee added in employee master work as a user, approval authority etc purpose. 
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Add Employee: 
 
ü /ƭƛŎƪ ƻƴ ά!ŘŘ 9ƳǇƭƻȅŜŜέ ōǳǘǘƻƴ ǘƻ ŀŘŘ ŜƳǇƭƻȅŜŜ ƛƴ ŜƳǇƭƻȅŜŜ ƳŀǎǘŜǊΦ 
ü Type employee name, employee id, mobile no, email and select location, company to visit, department 

and card type from respected drop/down menu. 
ü Mark check on checkbox named άLǎ ¦ǎŜǊ ŎǊŜŀǘŜŘέ if you want to define this employee as user. 
ü Click on ά{ŀǾŜέ button to save employee in database. 
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Update Employee: 
 
ü Click on edit icon of respected employee, a window of update employee will be visible. 
ü Edit or change the field which you want to edit or change. 
ü Click on ά{ŀǾŜέ button to save updated employee details in database. 
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1.17 Bio Enrollment  Master 
 
ü Bio Enrollment master is used to enroll visitor in Mantra VMS. 
ü Employee can also enroll himself to allow visitor inside the factory or company premises. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.mantratec.com/


 

Website: www.mantratec.com  Page 56 
 

1.18 Device  Master 
 
ü Device master is used to enroll Mantra device in VMS. 
ü Visitor can request through device also once device enrolled in device master. 
ü You can enroll device separately as in mode and out mode. 
ü You can also see the status of device as online if device is in working stage and offline if device is not in 

working stage. 
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Add Device: 
 
ü /ƭƛŎƪ ƻƴ άAdd Deviceέ ōǳǘǘƻƴ to configure device in device master. A window of add device will be visible 

on screen. 
ü Select device type, device sub type, device model, device mode (in/out/default), location, gate, device ip, 

device port, device id, device name etc from respected drop/down menu. 
ü Click on ά{ŀǾŜέ button to save device configuration in database. 
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Update Device: 
 
ü Click on edit icon of respected device name, a window of updated device will be visible. 
ü Edit the respected field as required. 
ü Click on ά{ŀǾŜέ button to save updated device configuration in database. 
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2 Transaction:- 
 
ü Transaction menu is  following  as: 

2.1 Request Action 
2.2 Visitor In Out 
2.3 Notification 
2.4 Visitor Blacklist 
2.5 Device License Upload 
2.6 Company 

 
 

2.1 Request Action 
 
ü Request Action windows are used to take action on visitor request like approve visitor request or reject 

visitor request. 
ü A window of visitor request details will be visible in Request Action menu page of approval authority login.   

Approval Authority will check on checkbox of visitor request details. 
ü click on button ά!ǇǇǊƻǾŜέ  or άwŜƧŜŎǘέ based on requirement, a window for remarks will be visible. 

Approval authority has to enter remarks and click on ά{ǳōƳƛǘέ button to approve or reject visitor request. 
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2.2 Visitor In Out 
 
ü Visitor can in punch as well as outpunch from this menu. 
ü Either visitor or user to whom visitor meet will enter Request Code/Mobile No/Group Id in given text box 

and click on ά{ŜŀǊŎƘέ button, a window of visitor details will be visible. 
ü Visitor or user have to check on visitor details visible on screen and select the device from drop/down 

menu and will click on άLƴ tǳƴŎƘέ button or άhǳǘ tǳƴŎƘέ button to in punch or out punch of respected 
visitor in VMS. 
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2.3 Notification 

 
ü Notification menu provides the facility as approval authority can send a SMS or Email to selected visitor. 
ü Approval authority have to perform the below step to send a SMS or Email to selected  visitor as: 

 Step1: select person type from drop/down menu. 
 Step2: select filter by (today, upcoming, enrolled inside visitor) from given drop/down menu. 
 Step3: select from date and to date from date/time picker. 
 Step4: Click on ά{ŜŀǊŎƘέ button. a window of visitor will be visible on screen. 
 {ǘŜǇрΥ ŎƘŜŎƪ άǎŜƴŘ ŜƳŀƛƭέ ŎƘŜŎƪ ōƻȄ ŀƴŘ ¢ȅǇŜ ǘŜȄǘ ƛƴ ōƻŘȅΦ 
 {ǘŜǇсΥ ŎƘŜŎƪ άǎŜƴŘ {a{έ ŎƘŜŎƪ ōƻȄ ŀƴŘ ǘȅǇŜ {a{Φ 
 Step7: select the visitor or employee by check on visitor or employee details. 
 Step8: click on άǎŜƴŘ bƻǘƛŦƛŎŀǘƛƻƴέ button to send notification to selected user or employee.  
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2.4 Visitors Blacklist 

 
ü Visitor Blacklist menu is used to blacklist the visitor 
ü Approval authority have to perform the below step to blacklist the visitor as: 

 Step1: enter Request ID/ Mobile/ Employee ID/ Email in respected text box 
 Step2: select status (blacklist/unblacklist) from given drop/down menu. 
 Step3: click on ά{ŜŀǊŎƘέ button to search visitor . 
 Step4: Click on ά{ŜŀǊŎƘέ button. a window of visitor will be visible on screen. 
 Step5: type reason in given text box of reason 
 Step6: click on ά.ƭŀŎƪƭƛǎǘέ button to blacklist the visitor. 
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2.5 Device License Upload 

 
ü Device license upload menu is used to upload the license and password for selected device 
ü Approval authority have to perform the below step to upload device license as: 

 Step1: select gate from given drop/down menu of gate. 
 Step2: list of installed device on gate will be visible on screen. 
 Step3: click on άnew passwordέ if you want to set password in selected device. 
 Step4: Click on άupload documentέ if you want to upload license in selected device. 

 Step5: a window for set password will be visible on screen if you click on new password.  
 Step6: a window for upload document will be visible on screen if you click on upload document. 

{ǘŜǇтΥ ŜƴǘŜǊ ƴŜǿ ǇŀǎǎǿƻǊŘ ŀƴŘ ŎƻƴŦƛǊƳ ƴŜǿ ǇŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ƻƴ άǎŀǾŜέ ōǳǘǘƻƴ ƛƴ ŎŀǎŜ ƻŦ ǎŜǘ   
password in device. 
Step8: click on άŎƘƻƻǎŜ ŦƛƭŜέ button to select license for device and click on ά{ŀǾŜέ button in case of 
upload document.  
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2.6 Company Details 
 
ü Company details are used to set the credentials of company like email, url,welcome text, page title, main 

prefix, visitor prefix, logo etc. 
ü Click on ά{ŀǾŜέ button once the above credential is set to apply the credential in VMS 
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3 Reports:- 
 
ü There are many reports available in VMS as: 

 
.1 Feedback 
.2 Inside Visitor Details 
.3 Visitors Details Report 
.4 Upcoming Visitor Report 
.5 Send SMS Report 
.6 Send Email Report 
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3.1 Feedback Reports 

 
ü Feedback report is used to see the feedback of all visitors which visitor share via feedback form available 

on main screen. 
ü You can see this report either type mobile no/request id or select status from drop/down menu and click 
ƻƴ ά{ǳōƳƛǘέ ōǳǘǘƻƴΦ 
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3.2 Inside Visitor Details Reports 
 
ü Inside visitor details report is used to see the status of all visitors who has done in punch and present 

inside the company premises. 
ü You can also search visitors by typing mobile number or request id in respected text box and click on 
ά{ŜŀǊŎƘέ button to see the specific visitor details who is present inside the company premises. 
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3.3  Visitor Details Reports 
 
ü  Visitor details report is used to see the complete status of visitor along with visit date, time and material 

details which visitor carries. 
ü You can also generate report in pdf and excel. 
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3.4 Upcoming Visitor Details Report 
 
ü Upcoming Visitor details report is used to see the visitor details who are supposed to visit or meet to 

company or person. 
ü You can also generate report in pdf and excel. 
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3.5 Send SMS Report 
 
ü Send SMS Report is used to see the SMS which has been send to visitor. 
ü You can also see the SMS of visitor by typing mobile number in search text box. 
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3.6 Send Email Report 
 
ü Send Email Report is used to see the Email which has been send to visitor. 
ü You can also see the Email of visitor by typing mobile number in search text box. 
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ü Configuration:- 
 

Configuration menu has the following configuration which required enabling /disabling access of web 
pages. 

 
4.1 Safety Question Configuration 
4.2 Right Distribution 
4.3 Request Field Configuration 
4.4 Company Configuration 
4.5 Email Configuration 
4.6 SMS Configuration 
4.7 User Roll Mapping 
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4.1 Safety Question Configuration 
 

ü Safety question configuration is used to set the number of question which visitors has to attempt, 
total marks, minimum marks to qualify for next level. 

ü Question selections are random. Visitors are asked question randomly.  
ü VMS has a facility to define safety question configuration policy for individual location and company 

to visit. 
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Add Safety Question Configuration: 
 
ü /ƭƛŎƪ ƻƴ άǎŀŦŜǘȅ ǉǳŜǎǘƛƻƴ ŎƻƴŦƛƎǳǊŀǘƛƻƴέ ōǳǘǘƻƴΣ ŀ ǿƛƴŘƻǿ ƻŦ ǎŀŦŜǘȅ ǉǳŜǎǘƛƻƴ ŎƻƴŦƛƎǳǊŀǘƛƻƴ ǿƛƭƭ ōŜ ǾƛǎƛōƭŜΦ 
ü Select location, company to visit from drop/down menu and type total question, total marks and 

minimum marks in respected text box. 
ü Click on ά{ŀǾŜέ button to save safety question configuration in database. 
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Update Safety Question Configuration: 
 
ü Click on edit icon of respected location and company to visit field. 
ü Update question configuration window will be visible. 
ü Select location, company to visit from drop/down menu and edit total question, total marks and minimum 

marks in respected text box. 
ü Click on ά{ŀǾŜέ button to save updated safety question configuration in database. 
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4.2 Right Distribution 
 
ü Right Distribution master is used to allow/deny the access of web page menu for specific role defined in 

VMS. 
ü You can allow/deny the access of menu for view, add, update, delete, print, export by check/uncheck the 

respected field. It would be applicable for selected role. 
ü You need to click on ά{Ŝǘ wƛƎƘǘέ button once access right given to selected role. 
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4.3 Request Field Configuration 
 
ü Request Field Configuration menu provide the facility to allow/deny the access of field as mandatory and 

visibility.  
ü There are three criteria of working of Request Field Configuration as: 

 
1. If you check mandatory check box available in front of respected field then visible check box will be 

check also and  this field would be visible and mandatory at the time of visitor request, configuration 
etc. 
 

2. If you check visible check box only then respected field would be visible but not mandatory at the 
time of visitor request, configuration etc. 

 
 

3. If you uncheck both mandatory and visible check box then respected field would not be visible at the 
time of visitor request, configuration etc. 
 

4. Click on ά{ŀǾŜέ button to save setting of request field configuration in database to be applicable in 
whole application of VMS. 
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4.4 Company Configuration 
 
ü Company configuration is used to set the field as enable/disable in VMS application. This setting would be 

applied to whole application of VMS once we click on ά{ŀǾŜέ button. 
ü If you check, select or type on given field and click on save button then this field would be enable 

otherwise disable. 
ü Fields which can be enable/disable in VMS are as: 

 
1. Safety Question(enable/disable): if you enable safety question by check on safety question 

check box then safety question will be ask to visitor at the time of visitor request otherwise it will 
be bypass. 

2. Feedback(enable/disable):if you enable feedback by check  on feedback check box then 
feedback facility would be available to visitor otherwise it will be by pass. 

3. Auto Token Generation(enable/disable):if you enable Auto Token Generation field by check on 
auto token generation  check box then token for first time user will be generate. Auto token 
generation is not applicable for already enrolled user. 

4. Email Facility(enable/disable):if you enable email facility by check on email facility check box 
then email facility will work and if we disable email facility then email facility will not work. 

5. SMS Facility(enable/disable):if you enable SMS facility by check on email facility check box then 
SMS facility will work in VMS and if you disable this facility then SMS facility will not work. 

6. Issue Card Type: if you select precodified card or smart card with paper print from drop/down 
menu then E pass will not be generate and visitor has to visit Kiosk or request a person looking 
after VMS desktop application to gate pass.        

7. Card Reader Type: you need to select card reader type if you are using card reader as mifare 
smart card or proximity card. 

8. Biometric Verification Type: 
 No Biometric: 
 Biometric Enrollment: 
 Biometric Verification Only: 

9. Auto Approval: if you enable auto approval facility by check on auto approval check box then 
visitor request will be auto approved. There is no approval levels required for visitor request. 

10. Unique Mobile No. Person Count: if you type ΨмΩ then visitor approval status, notification etc will 
be share to only one mobile number for all visitors in a group. LŦ ȅƻǳ ǘȅǇŜ ΨнΩ ǘƘŜƴ ǘǿƻ ƴǳƳōŜǊ ƻŦ 
visitor will receive sms for same.  

11. Max Visit Limit Per Month: the number type in given text box will be treat as a maximum 
number of visit limit allowed for a visitor in a month. 

12. Printer Type: the selected printer from drop/down menu will be defined as printer type as paper 
printer or sticker printer to be used to print passes for visitor. 

13. Smart Access(enable/disable):if you enable smart access facility by check on smart access check 
box then it will be visible in Android app. from this menu user can give direct access for VIP type 
user by providing the basic details as name, mobile no etc. 

14. SMS/EMAIL Regards Text: the matter which you type in respected text box will work as a 
Regards matter will be visible in mail and message  which has been send by company to visitors. 

15. SMS URL: VMS has a facility, employer can define sms url  . 
16. SMS Username: VMS has a facility, employer can define user name.   
17. SMS Password: VMS has a facility, employer can define password .   
18. Email SMTPHost: employer can define SMTP Host for email.   
19. Email SMTPPost: employer can define SMTP Post for email.   
20. Email SenderName: employer can define email sender name for email.   
21. Email Sender Email ID: employer can define email id of  sender for email 
22. Email Sender Email Password: employer can define email password of  sender. 
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23. Forgot To Bring ID(Enable/Disable):when you enable this facility then it will be visible in android 
app. if you forgot to bring id card then concern authority can allow you as a visitor for a day and 
he or she will provide a visitor pass to you.   

24. SuperAdmin(Mobile No):by providing mobile number on respected text box means sms 
communication will be share to only one mobile no for all super admin type user. 

25. SuperAdmin(Email): by providing mobile number on respected text box means sms 
communication will be share to only one mobile no for all super admin type user. 

26. Admin(Mobile No): by providing mobile number on respected text box means sms 
communication will be share to only one mobile no for all admin type user. 

27. Admin(Email): by providing mobile number on respected text box means sms communication 
will be share to only one mobile no for all admin type user. 

28. Auto Approve(Mobile No):is used to set the auto approval user mobile no. 
29. Auto Approve(Email): is used to set the auto approval email id. 
30. Approval Authority Selection(enable/disable):if you enable approval authority then  a selection 

option will be visible for visitor at the time of visitor request  and visitor can check on radio 
button user to whom he or she want to meet. 

31. Employee Prefix: define employee prefix will be added as prefix of employee id.  
 

ü Click on ά{ŀǾŜέ button once do the configuration on above field to save changes in VMS. 
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4.5 Email Configuration 
 
ü Email configuration is used to configure the email by selecting the email event.  
ü You can change the body subject etc in email configuration. 
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