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To begin, please enter the required information below and click the Host Lookup
button to retrieve the Employee’s information.
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[ Host Lookup ]
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Employee Information
ID: 1
Mame: Butler, Lisa
Job Title: Manager
Email: LButler@visitorwatch. com
Phone Number: 973-537-0700
Department: Sales
Building: 415
Floor: 2
Room: 201

Please select all of the appropriate information below as applied to your incoming
visitor{s) and click on the Continue button.

Appointment Information

Arrival Date:|f-\pr V|i13 V||2EIEIE V| Arrival Time: |02 V||E|E| V|iPM V|

Departure Date: |Apr v |13 v||2006 v | Entry Location:  Select4 Location..

Pass Style: |visitor V|
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Employee Informaftion Appointment Information A
ID: 1 Arrival Date: 4/13/2008
Mame: Butler, Lisa Arrival Time: 0Z:00 PM
Job Title: Manager Departure Date: 4/13/2006
Email: LButler@visitorwatch.com Pass Style: visitor
Phone Number: 973-537-0700 Entry Location: Main Gate
Department: Sales
Building: 415
Floor: 2
Room: 201
Finally, add your visitor's information and click on the Submit button to process the
appointment, At least a first name and a last name must be defined before processing.
Visitor Information
Visitor One: v Visitor Two:| ~
First Name: Rodney | First Names| |
Last Name: Newton | Last Name: |
Company | All-Star D | Company: |
Comments;| 2 Fed Fox! ‘ Comments:
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Date: 4/13/2006 Time: 12:31:28 FM

Employee Information Appointment Information
ID: 1 Arrival Date: 4/13/2008
Mame: Butler, Lisa Arrival Time: 0Z:00 FPM
Job Title: Manager Departure Date: 4/13/2006
Email: LButler@visitorwatch,com Pass Style: visitor
Phone Number: 973-537-0700 Entry Location: Main Gate
Department: Sales
Building: 415
Floor: 2
Room: 201

Visitor Information

Visitor Name: MNewton, Rodney
Visitor Company: All-Star ID
Comments: Go Red Sox!

CEpointment Status: Appointment Successfully Added -

[ Reqgister Another Yisitor ]
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Pending | Arived | |

Department ] Aival D ate Arival Time: ] Longterm Date |

1 Wigitor M arne 1 Wigitor Compay ] Hoszt Mame J Job Title

Appointment does not show up until the
screen has been refreshed, This can be
done by pressing the 'Refresh' button or

by selecting a find / filter option such as
filter N,
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Add Visit ] Contractor | E quipment J Edit | Save ] Filter

| QuickFind | Findvists | Print |
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Visitor Watch - Database: VisitorWatch

File Edit Record Utility Repaorts Wiew Help
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VistDetals | VisitorList |
| All Pending Arrived
igitar Mame Wizitar Company Host Na_Lne Job Title Depart@nt Arival Dazte Arival Time Lonqt&rm [1ate
| P | Mewton, Rodney All-Star 1D Butler, Liza Manager Sales 4342006 141/1900 2:00:00 4/13/2008

Now just select the name and click print.
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