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How to Delete a Visitor Record

1. Login to Visitor Watch with a username that has the appropriate permissions.
2. Go File = to Visitor Data.

¥ Visitor Watch, - Database: VisitorWatch50
ZEW Edit Record Utiity Reports Yiew Help
Save Chrl+5

iZonkrackar
Host Cata
YWisitor Data Il Pending | Amved |

Print Preview itor Company Hoszt Mame Job Title Department | Aurival Date Arival Time Longterm D ate |

Print Ctrl+pP
EBiatch Print

Save Grid Layout
Load fGrid Lavout

Exit

4| |
CFind GFier |an/Aa|B|c|DfEJF|6]H| 1T ]J]k|L|M|N[o]P|la|R|s|T]ufviw/x|vy|zZ]

|_|_| View By Gate: L¥L-B Dock

Add Visit | Contractaor | E quiprnent | Edit | Save | Filter | Quick Find | Fird Wigits | Print |

Filtered By Today 12/19/2006 10:32 &M NI




3. Click on the Find button.

¥ Visitor Management System - Visitor Data Edit |’._||’E|E|
File Edit Record Freguent-Visitor Wiew
Visitor Info 1 Addiional Info ]
Mot Allowed [
Dr. /Mdr fhls.
. Reason Mot
First Mame | Allowed
Last Mame |
Earige | Special [
Ui | Special Notes
Phaone |
YizitorlD | Firsthlame LaztMame Compaty of_Allowed | 1_Attention | Reason_Mot_Allowed | Wigitor_MNotes «
13| John Smith ABC Co. Falze Falze
12|John Smith All-Star 1D Falze Falze
» 1| Test *igitor All-Star 1D Falze Falze
2 Test Yizitar(1 All-Star 1d Falze Falze
3 Test YWizibor02 All-Star 1d Falze Falze
4| Test Yizitor(3 All-Star 1d Falze Falze
5| Test Yigitor(4 All-Star 1d Falze Falze
E| Test Yigitor05 All-Star 1d Falze Falze
2| Test *izitor]7 All-Star 1d Falze Falze
9| Test Wigitor0g All-5kar 1d Falze Falze =
| |
4| 4| TestVigitor All-Star D M
Inzert Edit ‘ Save | Undo ‘ Photo Exit ‘




4. Drop down the box on the left and choose the field you would like to search by.
Then, type in the value in the box on the right. Click Ok.
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5. That will bring you to the first visitor that meets the search criteria; in this case
it brought up the first visitor with the last name Smith. If that is not the visitor
you would like to delete, click on the Find Next button until you find the visitor
you are looking for. Once you have found the visitor, select the record, click on
the Record menu and then click Delete. Click Yes to confirm and then click on
the Exit button.
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