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Download Application

1. Open Apple App store or Google Play
2. Search “TEKControl Visitor Management”

3. Tap Install
Apple Android
o4 == 9324 4 B o e B Rl 77%0
(Snarrzh
TEKControl Visitor < O‘
e Management
o o c TEKControl
- Visitor
What's New Version History Management
Version 3.5.28 TEKWave Solutions
::iiﬂ:s;rf;t::;lr:err‘;:i::;w visitors, DeVe I op ment
R d time part of sched piratio more
g =l What's new * >
e || Last updated Feb 16, 2020
| *=""|| This release provides an updated
TEKWAVE Solutions Vel 1. )
. - - — —=|| look and feel. More profile items
g = 8 2 |that.
Login Screen
1. Open the application
2. Enterinyour username and password
3. Tap ‘Remember Me’ so you don’t have to reenter your credentials every time
4. TapSignin

= Username

& Password

SIGN IN

Forgot Password?

Remember Me @

5. The default landing page is your profile overview
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Welcome, Mollie!

! General Information

Directory 8903
Code:

o+ Access Credentials

Information not available

0S5ELm .
f Property Information New Visitor
[LENEE ¥ SR 2
oM
Add Visitor

1. Tap Hamburger Bar at top left

= "ﬁome peetneten

Host Address
2. Tap Visitors

Type

One-Day Visitor

Home
Schedule Date Add Time:
a Visitors
12/10/2(C
3. Tap + at bottom right T ——— PP

° 12/10/2(

4. Enter Visitor Information
a. First Name
Last Name
Company Name (if applicable)
Select Destination from drop-down SAVE
Select Type from drop-down
SAVE & SEND E-PASS
Enter Date

Enter Contact Email DENY

Sm 0 o0 o

Enter Contact Phone

8
@

Permament Temporary

Enter any notes

j.  Click Save or Save & Send E-Pass

i. If you send E-Pass the visitor will receive a text QR code to their cell number

ii. Not all communities allow the ePass feature. If you do not see this, it is not
activated in your community*
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Edit Visitor

1. Tap Hamburger Bar at top left

= “Home

2. Tap Visitors

Home

a Visitors

3. Tap Permanent or Temporary based on Visitor you need to Edit

10:03 G ™ 4 o

= Visitors
Q
Brown, Tyler
Permanent Visitor >
oo
Permament Temporary
& @) 1

4. Tap Visitor Name
5. Editas needed
6. Tap Save
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MG dE -

< Edit Visitor

Tyler

SAVE & SEND E-PASS

DELETE VISITOR

Permament Temporary

Delete Visitor

1. Tap Hamburger Bar at top left

“Home

2. Tap Visitors

. Home

a Visitors

3. Tap Permanent or Temporary based on Visitor you need to Delete

10:03 @ 84 o o

= Visitors
Q
Brown, Tyler
Permanent Visitor >
oo
Permament Temporary
& @) 1

4. Tap Visitor Name you need to Delete
5. Tap Delete at bottom
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MITE & e

< Edit Visitor

Tyler

SAVE
SAVE & SEND E-PASS

DENY

DELETE VISITOR

8
©

Permament Temporary

Create a Party

1. Tap Hamburger Bar at top left

= “Home

2. Tap Parties/Events
. . .
- Visitors
- Parties/Events

3. Tap + at bottom right

You do not currently have any
parties/events scheduled. Hit
the red button below to get
started.

BN S Y o

i

/

5. Enter Description
6. Set Start and End Date and Time B
7. Tap Green + Sign
8. Click Red + Sign
Start Date Add Time: @@
12/10/2C 11:27 ¢
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9. Select Existing Visitor from drop-down or

10
11
12
13

a. Enter New Visitor Information

i
ii.
iii.
iv.

. Tap Add

First Name
Last Name
Contact Phone
Contact Email

. Continue Adding All Visitors
. Tap Green Check when all visitors added

. Tap Save or Save & Send E-Pass

a. If you send E-Pass the visitor will rec

to their cell number

€  Party List

Ly

Smith, Brysen

Bland, Judy

14.
15.

16.

17.
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Add Attendee(s)

Ly
Existing Visitor

Or Add New

To finish a visitor record for pre-registration or editing a current visitor, simply select ‘Save’. If

sending e-passes is set up, you will also see a selection that says, ‘Save & Send E-Pass’. When

you select ‘Save & Send E-Pass’, you will be prompted to choose and expiration and enter an

email or phone number that the pass will be send to.
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& SendE-Pass

Are you sure you want to send an
E-Pass to Hancock, Matthew?

Day Pass
End of Day (8%f  --OR--  1Hour(s)

**There is a max pass duration of 10
hour(s)

Contact Email
7707780251
CONFIRM

Navigation Tray

18. Select the button in the top left to pop out the navigation tray from the left side. Here you can
navigate to several other areas that will be discussed below.
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Wilson, Allison
Buckhead Village

M Home ’J

ML Visitor Party

24 Edit Profile

&  Settings
@ Help
2] Logout

Version: 3.5.28

Visitor Parties

19. When you select Visitor Parties from the Navigation Tray, it takes you to your current Parties list.
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Party List

Birthday

,1‘ Party date: 4/10/2019 o

Guests: 0
Super Bowl Party

,,1‘ Party date: 4/10/2019 ®

Guests: 0

ADD NEW PARTY

Similar to the Visitors screen, you can either edit and existing party by selecting the red arrow at
the right side of the Party entry or you can add a new party by selecting ‘Add New Party’ at the
bottom. Once selected, you will have the ability to enter a party name, general description, start
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date/time (which will be the visitor schedule date), end date/time (which will be the visitor
expiration date) and add attendees (which will turn into visitors).

Party Details

Start Date Add Time: = Jon
4/10/2019 1:21 PM

End Date Add Time: = Jjon )
4/10/2019 1:21 PM
Add/Edit Attendees o

SAVE

T ———,

Edit Profile
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20. Back in the Navigation Tray, you can also select Edit Profile. Here you can edit or add basic
profile information including email, phone number, etc.

Edit Profile

1234 [Lot: 8009] Lyons, Pueblo,
C0O 10001

awilson@snapchat.comx

Directory Code: 43007
Change Password

Allison

Wilson

awilson@snapchat.comx

6782000136 Notify: ( JonND
7705556325 Notify: (oFF |

1875 East Glen Street

Atlanta

GA

30303

Settings
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21. Finally, you can change your notification settings by selecting Settings from the Navigation Tray.
Here you can toggle Announcement/Alert notifications (which are general blasts from
community management), Visitor Arrival notifications, and Visitor Departure Notifications.

Notifications Settings

Announcement/Alert by Email OFF

Announcement/Alert by SMS OFF

Visitor Arrival by Email OFF
Visitor Arrival by SMS OFF
Visitor Departure by Email _OFF
Visitor Departure by SMS OFF

UPDATE
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