Visitor Watch —User Guide

Viewing and Printing Pre-Registered Visitors (Cont.)

To view or print a selected visitor, click next to the visitor’s name to move the cursor arrow.
Then select the print button at the bottom of the screen. If a select group of visitor’s needs

to be printed use the filter shown below.

Note: this list will need to be refreshed from time to time to view the most up to date

information to do so click the Record menu button and then select Refresh option, or click

the refresh button on the tool bar.

V12004 | 15
ATTRO0A 2
Brwstan Jack Do Pt oue V2004 | 14
Bioar Powdan Iack | Poiico B 1T RT004 14
Eiandnr £ Tach | IR/Z004 | 16
Bapwclan. D Tech | TRIN 18 | moas
amr limeciw, Bl Tach VSZIT004 | 15
| Boar Boseian, 0 | Tach | g0 18 R lh ]
Boar Buwrdnn, B0 Twch 1 0/BZ004 |15 1222 44
| Al Game Anreel, dnks Gacunty | amzoegan |
A Brar Lagaar Alan Cales BT | 28 8 5008
Ad-Tilar | dohnson, Jm | Dnicing Secusy | ST2004 3 anEn
- S Jnrsl lnki Eacurty /72004 1 1nn
| Bmiy doson | BA2004 1 R
Hunner Huarriary. kil Sl aradaciunng Sf2004 | mn
bk Piomaian, fia | Tush | vy 18 | |
A B Jdarmal Joks Eacigihy EfTrn04 |1 11 5430
Humilry hial | | irese0s 2
Hharmdalery bilml el dmaciung, AT 004 | 2
T | AeamoosE | mEon
Higrrbiery, kgl Wimrdnctunng arEareana | & [TERTY
L) Mmwifhoninng | B/TI004. T | 23000
Frae. Cmik, Ahioa Casurgs 10 | 1
e i 1 = E Evaaie Sha | | in-l-:l
P 8 T30 S| N R A ™ S )

Hﬂl'ﬂﬂl wl Ewl B

BB =]

‘ View

By A8 Gt

| Mimnd By Today

LA )

AT H T

Fo | peiFra | Feaves | piw |

| LI

3.1.1 Using the Filter

Use this filter to select the visitor(s) that need to be printed. The visitor(s) list can be filtered
by company name, visitor name, host name, arrival time and arrival date. Once selected, use

the print button shown in diagram 3.1(Cont.).
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4.1 Batch Printing Badges

Visitor Watch™ allows for the printing of groups of badges.
To use the batch printing option, click File on the main menu and scroll down to and select
Batch Print. The batch print screen will display. Please see the diagram on the next page.
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To print the entire list click the From Start button or to print from a specific record to the
end of the list click next to the visitot’s name to move the cursor and then click the From
Cursor button.
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It is also possible to specify the number of badges that will print at one time by changing the

Do Not Print More Than quantity. The default is 20.

30




Visitor Watch —User Guide

4.2 Filter for Batch Printing

If the list has too many items or only certain badges need to be printed the list can be filtered
by clicking the Set button in the Filter selection as shown in the diagram on the previous
page. Then in the filter dialog box that appears enter the filter conditions. Please see diagram
below.

This will allow the Batch Print list to be filtered by department, job titles, and several other
fields. Clearing the filter shows all badges that are unprinted. If the printed box in the
diagram on the previous page is checked the printed badges display as well.
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