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About VizMan

Swipe

The history and relevant
information of the guest can -
be scanned *

Who's there? P

A notification blinks on
the dashboard of Welcome
concerned employee
If accepted, the visitor
proceeds to the Meeting
L Arena.

Invitations!

Through this app, invites can be
sent to the Guests/VIPs for easy
access on arrival.

Knock knock! o

A visitor enters and
gets registered.

See'yu!
Smartly and Effortlessly the
timestamps, notes and contact
details are recorded for future
¢ - correspondence.,

Visitor Management System is a secure and user friendly
database manager that records, filters, tracks the visitors to your
organization. On receiving the instant notification, the logged in
employee can schedule, postpone or cancel the meeting request

right away.

It digitizes the process right from the main gate to reception;
meeting arena to gate pass. It also assists you to see relevant visitor's
information on the system before the meeting. Vizman manages a
sleek end to end flow of the visit that makes your workplace look

effortless and smart.



1.1Signing up with VizMan

If you haven't tried the VizMan app just try it by
clicking on sign up:

Step 1: To sign up, Click on the link given below.
https://dashboard.vizman.app/Account/Reqister

A sign-up page will open as
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Screen111: Sign up

Step 2: Fill all the details:

Full name: Enter full name of the user. Here you can write up to 50
characters. This field is mandatory.

Mobile number: Enter a 10-digit mobile number. This field is also
mandatory. This is important for further communication. You don't need
to write country code i.e, +91in case of India.

Email id: Enter a valid email id. This field is mandatory and is helpful for
further communication.

Password: You have to create a new password. Passwords should be of
at least 6 characters including 1letter, 1 number, and 1 special character.

Save: Save the details. You will receive email and SMS OTP for
verification.


https://dashboard.vizman.app/Account/Register

Email OTP and SMS OTP will be sent to your mobile number and email id. You

have to use both the OTPs to verify your account.

VERIFY ACCOUNT

Please Enter a verification code

Screen 11.2: Verification Page

Step3: Fill the OTPs’ (as mentioned in screen 11.2).

Step 4: Submit: Click on the submit button after filling all the details. After
verifying your account, you will receive an emaiil.

*In case you didn't receive any OTP click on Resend OTP, You will receive the
email and mobile OTP.

After you have registered and verified your account, you can sign in with
VizMan by clicking on the link
https://dashboard.vizman.app/Account/Login



https://dashboard.vizman.app/Account/Login

1.2 Sighing in with VizMan

Now you have registered to VizMan, Lets start
with sign in by entering your Credentials:
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Screen 12.1:Signin page

Step I: Fill in the details (Screen 1.21)

1. Mobile number: Enter a registered mobile number of 10 digits no
special characters are allowed only 10-digit mobile number is
allowed. You don't need to write country code i.e, +91 in case of
India.

2. Password: Enter the password which you must have created while
signing up to VizMan. Passwords policy is that it must contain at
least 6 characters which includes at least 1 letter, 1 number, and 1
special character.

3. Captcha: Entering the correct captcha is required as robots cannot

use the application. The captcha available is a math'’s problem.

Step 2: Accept the cookies: You have to accept the cookies for login

otherwise you wouldn't be able to login.

Step 3: Click on login.

‘Accept



1.3 Forget password

In case you have forgotten your password. Follow
the steps toregainit.
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Screen 13.: Sign in page

Step 1: From the login screen (screen 1.31), Click on forgot password option.
A tab will open as follows:

Step 2: Fill the details (screen 1.3.2).

RESET PASSWORD
1.  Mobile number: Enter a I
registered mobile number of
10 digits no special characters
LOGIN
are allowed only 10-digit

mobile number is allowed.
Screen 1.3.2 : Reset Password

2. Click on reset. A Mobile SMS Hello ,Oppss you forgot the
password.Try this OTP 247142 to
reset it. VizMan

OTP will be sent to a

registered mobile number as

. Screen 1.3.3 : OTP for Password
in screen 1.3.3.
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1.4 Configuring VizMan

After login to have to fill the following details:

*Company details:

After login you have to fill your company’s details mentioned in
screen 14.l.
Vizl
1z)an
Subscription
Pac
‘ompany Name * «fd GSTIN
‘ompany Address * dafy Country * e

State * cof

Screen 14.1: Company Details

Step I: Fill the details:

Company Name: Write your company’s name. You can use
alphanumeric and special characters as well. You can write a maximum
of 100 characters. This field is mandatory.

Company Address: Write detailed address of the company. You can use
alphanumeric characters. You can write a maximum of 100 characters.
This field is mandatory.

GSTIN: Here you have to write Goods and services tax identification
number. Only Alphanumeric and only 15 digits in GSTIN format are
allowed.

Country: This field is mandatory. Here you have to write, in which country
you are using VizMan. The maximum character allowed is 50.

State: This field is mandatory. Here you have to write, in which state you
are using VizMan. The maximum character allowed is 50.

11



Step 2: Save and next: Click on save and next button to know about VizMan’s

package.

* Select a Packages:
Here you will find about the different packages of the VizMan as

shown in screen 1.4.2 and table 14.1

Company Details

i I
Free

& 50 Irvitees
® 5 o, Of Employess
® Ticksets

SIGN UP

Silver

% 699 £ Yoar

& 200 Invilees
® 30 No OF Employess
B Tickels

SIGN UP

Gold

® 500 Irvitees

® 30 Mo, OF Empiayees
® Tickels

® Email

B Chat (3 AM To 9 PMY

SIGN UP

Screen:14.2 package details

Platinum

& 1200 Imatees

® 170 Mo OF Employess
® Tickats

& Emzil

& That (24°7)

SIGN UP

Packages Visitors Employees
1 Trial Yes 50 5
2 Silver Yes 300 20
3 Gold Yes 500 50
4 Platinum Yes 1200 120

Table 14.1: Packages Details

Step 3: After choosing which package you want, click on the proceed button.

12



1.5 Adding Employees

There are two options to add employees: Importing
the excel sheet and adding one by one

Option 1: Manual Addition of Employees

Step 1: Go to the admin dashboard.

Step 2: Click on employees. You will see a screen open (as shown in screen 151)

Vizllgn &= amo s

St w

Shaver 10 antes Search:

Firet Namp Ermail tohile Role actiom

Admir Damn clerrarad e cor AEOTIEGT Acdmin n E

demo erma Emzloyeiidemo.com SLON000a03 Employes EUBE

DEW0 GATE yatekésperidereoom 200COT0I02 Galskeeper [ivja]=]2]

eeaption FerEiaR T SN, e GOONON Racaptinnist Euuﬂ
Shoaing 170 4 of 4 anties Previous - Mest

U i F l Iu n Cupyriahl © 2025 Nasgirooks Privat=s Limited

Screen 15.: Employees' list in Admin panel
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Step 3: Click on add button. You will see a screen (CIS screen 1.5.2).

Full Hame Mo bile

Email User Role

b
b
e
E
-]
2
a
®

Department

File | Mo file chosen
Designation Phota Id Choase File Mo file chosge

Screen 15.2: Add employee from Admin panel

Step 4: Fill all the details (mentioned in screen 15.2):

N

Full name: Name of the employee. You can use alphanumeric, and special
characters. This field is mandatory.

Email: Write a valid email id. You can use alphanumeric, and special
characters. This field is mandatory and used for further communication.
Password: You have to create a new password. Passwords must contain at
least 6 characters which includes at least 1 letter, 1 number, and 1 special
character

Designation: Here you can write the designation of employees.

Mobile Number: write a 10-digit valid mobile number. This field is also
mandatory. This is important for further communication

User Role: This is dropdown, you have to select from the dropdown-
receptionist, employee, gatekeeper.

Department: You can write here the department of employees

Photo Id: Here you can add the photo id of the employee. The image size of
less than or Equal to 300 KB is allowed and in the following format only-
JPEG, JPG, PNG

Step 5: Click on submit.

OTP will be sent to employee’s mobile number and email id. Both OTP are
unique so use both to verify your Mobile number & Email ID.



Option 2: Bulk Addition of Employees with the use of Excel Import
Facility.

Step 1: To import the employees go to employees' list (as in screen 15.3).

Vi z . 'u n & Dashanad & empayee: & Vidto B subscnprar |l H=part

Employea List @

Showr o e Search:

First Mame: Ernall Mahils Frlm Actian

Bl D Ve e oo SONIDC00T] Sxinin EE

ilwirer ey Ernploymibdernocem OO Brnpakiyen un E

DEWC GATE pate ks g T c o AO0ATN0002 Galsgsayer ﬂun B

e e epllumiderno gy SOOTE0D0 Reapiinist una

Showng 1ta 4 of 3 entrizs Pretious - et

"J'Izl Ian Cogyright & 201 Maapbanes Privite |rded

Screen 15.3: Employee list

Step 2: After clicking on the import button, a tab will open. You have to click on the

download excel sheet (as in screen 1.5.4)

Import Employee Excel List

Hie tiplosd : Choose file | No file chosen

Download Excel Sheet

m Upload Excel

Screen 15.4: Import employees
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M B [ C[ O [ E [ F [ G

FullName Mobile Email UserRole Password Department Designation

Screen 16.6: Excel template for importing Employees

Step 3: Fill all the valid details, example mobile number, you have to enter a valid
mobile number otherwise you would not be able to proceed further.

Step 4: Select from Dropdown only in User Roles

Step 5: Save the details.

Step 6: Open the import employee excel sheet. And click choose file option and
choose the excel sheet that you had created.

Step 8: Click on upload excel.

All the employees’ details will be uploaded.

Step 9: You can view the details by clicking on the view button of the employee.
The display is shown as screen 15.6

Employee Details

Full tama demin e tlabika o BRI
U=er Role Empicyan Email Emiployei@derma.com
¥ ¥

Department b Designation P

Fhata Proof Login Shatis

A7) I Zilan Copyright £ 202% Naspbocks Private Limited

Screen 15.6: Employee view
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1.6 Adding Visitors

Adding Visitors from the admin login:

®
V I z ' ‘a n @ Dashboarnd & Employees & Visitors [ Subscription [l Report
Visitors

Show 10 ~ | enfries Search: |
St Ne. Full Name Mobile Emall Action
1 Dem01 1875121524 E z
2 Sunil Gohel 7990431644 B
Showng 102 of 2 entries Previous Mext

Screen 16.1: Visitors’ list in Admin panel

Follow the steps:
Stepl: Go to the admin dashboard, click on visitors (screen 161).

Step2: Click on the add button, a new screen will open (as shown in screen 1.6.2).

V i z . 'a n @ Dashboard ‘ Employees
Invite Visitor

Maobile” Full Mame* Whem Te --Select Person-— b
Meet*
Date* 03,02/2021 Expected In 12:05 FM Expected Out
Time* Time
Email Purpose” Designation
Company Department Address
vip

ok

V iZ I [CI n opyright © 2027 Naapbooks Private Limited
Screen 16.2 : invite visitors
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Step 3: Fill the details as mentioned (in screen 1.6.2):

1.  Mobile: Mobile number of visitors where invite code will be sent and
Only numbers and maximum value 10 allowed. You don't need to
write country code i.e,+91in case of India.

2. Date: Date of the meeting. There is a calendar option given to
select the date.

3. Full Name: Name of the visitor, and alphanumeric, and special
character allowed.

4. Expected in time: Expected time when visitors come to the
company. Admin have to select from a time picker.

5. Whom to meet: Whom visitor wants to meet. Admin can only call
visitors for their employees. There is a drop down in which
employees’ names are listed. Admin has to select one of those
names.

6. Expected out time: Expected time when visitors will leave the
company. Admin has to select from a time picker.

7. VIP:If the visitor is VIP or not.

Step 4: Click on submit.



1.7 Changing general settings

Step 1: Go to admin dashboard (as shown in 1.7.).

-
V l z . ‘a n & Dainbosd mploye B subscription

Dashboard

@ Total Visited & Visitor

@ Total Resheduled
» Total Rejected

Curramt Month

No Visitor
0

Status wise visitors MNo of visitors

Vizitan ayright Naapbooks Private Umited
Screen 1.7.1: Admin dashboard

Step 2: Go to the settings option, click on it. A tab will open.

There are three settings options

a. Additional setting: Here you can add different columns in your list.
There are 5 available columns, that are text, number, and email,
mobile, select (as mentioned in screen 17.2).

-
v 1Z . ‘ an @B Dashboard & Fmploypes B Visitrrs

Settings
Additional Columns Field Settings Badge Template
Add column Toxt L
Add column Number [
Add column Email bt
Add column Mobile o
Add column Selact =

ave Next
Vizitan pyright © 2 Naapbooks Private Limited

Screen 17.2: Additional setting
19



b. Field settings:

Vizltan S

Settings

Additional Columns Field Settings Badge Tempilate
—— -

Email Col 1

Company duabie Col 2 dinatile

Purpose Col 3 dinatile

Address dnabie Col s tle

Dasignation Col & dinable

Department disable

Photo Proof deab

Id Proof d=ab

Arogya Setu d=able

Temperature d=able

-
Vizllan Naapbooks Private Limited

Screen 17.3: Field setting

Here you can enable the details you want from visitors. These details will be
filed while inviting any visitor. If you enable the email option then only
visitors will get the emails of the meeting as shown in screen 30.

c. Badge template:

Viz)lan

Settings
Additional Columns Field Settings Badge Template

(@) Termpiate 1

Template 2
— e e
~ = RS - =
[ —_— e
Termplate 3 Te rrapall 4
e — SIS e— e apersans
- -
= e e

S

Vizlian

Screen 17.4: bandage template

From here you can change the template for visitor pass
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2.1 Confirming Registration

When admin add employee manually, they will
receive an email and SMS OTPs as follows:

Email:

Dear user
and tracks the visitors for you. You can keep track of your

visitors or even send them invites to visit you using this secured

interface

To verify your email id enter 869901 as your Email One Time
Password (OTP)

Click on the below link for verification.

ACTIVATE ACCOUNT

To know more, check out our user videos.

Screen 2.11: OTP verification mail for Employee

SMS:

Step 1: To verify the account, < VizMan
employees have to click on the 5:56 PM
activate account button in email (as Hello test 1 You are

. . . added as an employee
mentioned in screen 2.1.1). The verify in happysoft-. Your

. . verification OTP is
tab will open (as in screen 21.3): =a0284 VizMan
Step 2: Fill the details (mentioned in Copy OTP

screen 2.1.3):
1. Write the email OTP.

2. Write the SMS OTP. Please Enter a verification code

Screen 21.2: OTP verification SMS for Employee

Both OTPs are required to

activate your account. Email OTP*
Step 3: Click on submit, employee ot O
account will be verified.

Login

Screen 2.1.3: Verification page 21




2.2 Sign in with VizMan by Employees

Now you have registered to VizMan, Lets start
with sign in by entering your Credentials:

Invitations!

Swipe Thiough this aop. kytes con be
Tha history and relavant tont 10 the Guests[vis for sovy
information of the gue2t can access on orivol
be sconrod

< % Welcome Mobile No *

Who's there? 1 gccepted, the visitor
0T a0
PrLs L Password * @
- - Y e ]
whicom n@* 6= Captcha Code
Knock knock! L
A visitor enters ond !

SIGNIN

Remember me

A g T

Smartly ond £iforvessly the tmostamps,
detois ded

A notes ond contact detals are recor
for iture coespondence. Forgot password? @
/ Resend OTP @
\ Cmnsming el # Download on the Don’t have an account?. Siga Up
% Google play it @ App Store

We Value Your Privacy:
We use ‘cookies’ and related technologies to help identity you and your devices, to operate our site, enhance your experience and conduct advertising and analysis. You ean read more about these uses In our Privacy Statement
cce|

Screen 2.21: Sign in page

Step 1: Fill in the details

1. Mobile number: Enter a registered mobile number of 10 digits no
special characters are allowed only 10-digit mobile number is
allowed. You don't need to write country code i.e, +91 in case of
India.

2. Password: Enter the password which admin must has created while
adding employee into VizMan. Passwords policy is that it must
contain at least 6 characters which includes at least 1 letter, 1
number, and 1 special character.

3. Captcha: Entering the correct captcha is required as robots cannot

use the application. The captcha available is a math'’s problem.

Step 2: Accept the cookies: You have to accept the cookies for login

otherwise you wouldn't be able to login.

Step 3: Click on login. 5




2.3 Forget password

In case you have forgotten your password. Follow
the steps toregainit.

Invitations!
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Screen 2.3.1: Sign in page

Step 1: From the login screen (screen 2.311), Click on forgot password option.
A tab will open as follows:

Step 2: Fill the details (screen 2.3.2).

RESET PASSWORD
1.  Mobile number: Enter a I
registered mobile number of
10 digits no special characters
LOGIN
are allowed only 10-digit

mobile number is allowed.
Screen 1.3.2 : Reset Password

2. Click on reset. A Mobile SMS Hello ,Oppss you forgot the
password.Try this OTP 247142 to
reset it. VizMan

OTP will be sent to a

registered mobile number as

. Screen 1.3.3 : OTP for Password
in screen 2.3.3.
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2.4 Adding Visitors

Visitors added by Employee:
. vizlan ‘'

Emplayes Dashboard

R oo | January 2021
a
_
1
= 1
'_‘:ﬁ":ii’] ! J
: 0
@
WVisitor List m
F ] w enine Smaich
T il
Ho Gata dvafaibe in
Sramintgy 0 ny 0 of I armne LTI T

Screen 2.4.1: Employee’s dashboard

Follow the steps
Step 1: Go to the employee dashboard (screen 2.41).
Step 2: Go to the visitor list.

Step 3: Click on Invite button, a new tab will open (as screen 2.4.2).
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Invite Visitor

03/02/2021

B

Screen 2.4.2 : Add visitor through Employee’s panel
Step 4: Fill the details (mentioned in screen 2.4.2).

1. Mobile: Mobile number of visitors where invite code will be sent and
Only numbers and maximum value 10 allowed. You don't need to write
country code i.e, +91in case of India.

2. Full Name: Name of the visitor, and alphanumeric, and special
character allowed.

3. Emuail: Enter a valid email id. This field is mandatory and is helpful for
further communication.

4. Expected in time: Expected time when visitors come to the company.
You have to select a time picker.

5. Date: Date of the meeting. There is a calendar option given to select
the date.

6. Expected out time: Expected time when visitors will leave the company.
You have to select a time picker.

7. VIP: If the visitor is VIP or not.

Step 5: Click on the submit button.

Employees will receive an email regarding meeting schedule
Visitors will receive an email and SMS for the same

25




2.5 Approve, Reschedule, and Reject

Change the status of the visitors

Step 1: Go to employee’s dashboard.
Step 1: Go to visitor (as shown in screen 2.5.1)

KMKtzH ~ 27-Jan  Neelu 7350462112 Dama 1 1129 AM WAITING !
2021 Chauhan

Coly2f 27-Jan  Neelu /359462112 Demal 1134 | cheok in BADIRE
2021 Chauhan AM

Screen 2.5.1: Visitors' listin employee panel

Step 2: Go to the action bar, click on it and the other tab will open.

ol Approved

@ Rejected

i Re-schedule
@& Details

&= Print

Screen 2.5.2: Change status of visitors

You will see the following details mentioned in screen 2.5.2, here you can approve,
reschedule or reject the visitors that are waiting and for invited and reschedule or
reject the meeting for invited visitors.

If an employee rejects the meeting, visitor will receive an email for rejection.

If an employee rescheduled the meeting then the visitor will notify the time and
date through an Email and SMS.
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3.1 Confirming Registration

When admin add receptionist manually, they will
receive an email and SMS OTPs as follows:

Email:
Dear user

and tracks the visitors for you. You can keep track of your

visitors or even send them invites to visit you using this secured

interface

To verify your email id enter 869901 s your Email One Time

Password (OTP)

Click on the below link for verification.

ACTIVATE ACCOUNT

To know more, check out our user videos.

Screen 3.11: OTP verification mail for Employee

Step 1: To verify the account,
receptionist has to click on the
activate account button in email
(mentioned in screen 3.11). The verify

tab will open as (screen 31.3):

Step 2: Fill the details (mentioned in
screen 31.3):
1. Write the email OTP.
2. Write the SMS OTP.
Both OTPs are required to
activate your account.
Step 3: Click on submit, receptionist

account will be verified.

SMS:
< VizMan

5:56 PM

Hello test 1 You are
added as an employee
in happysoft-. Your
verification OTP is
580284 VizMan

Copy OTP

Screen 3.1.2: OTP verification SMS for Employee

Please Enter a verification code

TD

Emall OTP*
Mobile OTP*
SUBMIT

Login

Screen 3.1.3: Verification page 5




3.2 Sign in with VizMan as Receptionist

Now you have added to VizMan, Lets start with
sigh in by entering your Credentials:

Invitations!

Swipe Thiough this aop. kytes con be
Tha history and relavant tont 10 the Guests[vis for sovy
information of the gue2t can access on orivol
be sconrod

< % Welcome Mobile No *

Who's there? 1 gccepted, the visitor
0T a0
o Password * @
- e e
whicom n@* 6= Captcha Code
Knock knock! e
A visitor enters ond

SIGNIN

Remember me

A g T

Smartly ond £iforvessly the tmostamps,

A notes ond contact detals are recorded
for ture comespondence. Forgot password? @
/ Resend OTP @
o aanems ise 40 # Download on the Don't have an account?. Siga Up
% Google play ll @ App Store

We Value Your Privacy:

We use ‘cookies’ and related technologies to help identify you and your devices, to operate our site, enhance your experience and eonduct advertising and analysis. You ean read more 3bout these uses In our Privacy Statement

Screen 3.2.1: Sign in page

Step 1: Fill in the details

1. Mobile number: Enter a registered mobile number of 10 digits no
special characters are allowed only 10-digit mobile number is
allowed. You don't need to write country code i.e, +91 in case of
India.

2. Password: Enter the password which admin must has created while
adding receptionist into VizMan. Passwords policy is that it must
contain at least 6 characters which includes at least 1 letter, 1
number, and 1 special character.

3. Captcha: Entering the correct captcha is required as robots cannot

use the application. The captcha available is a math'’s problem.

Step 2: Accept the cookies: You have to accept the cookies for login

otherwise you wouldn't be able to login.

Step 3: Click on login.
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3.3 Forget password

In case you have forgotten your password. Follow
the steps toregainit.

Invitations!
wl” 'hw ST "M
n ¥z bl RN fl;;,:u :\h .or
t‘arum 2! 03 il con , SIGN IN
|
Welcame Natihs !
Who's there? focspa 1
B ook on ook o pemcree "“"‘"“ /
mu b of ~ fnra A
e lﬂ.f\\ LN S [ @
e
e i 5?;." §=%gy Cagtehz Coze
.
\ Hemnerrber e
/

Knock knoek!
LR ]
e ngpleat
/A Sec'yal “
Frecib e il n v lamala=ga
O O O O X0 e e - -
Y bnue caTessan dere e W PR @
waend DT

-~
\ Asanx 170 9% Dawnioad an the foa'thavean somenl! Sign Uz
¥+ Google play App Store
—
Ve Value Your Privacy:
Ve Lok o bias’ 30d reitned Setnsiagfes 15 Pelp Mansly poU 202 pour devizes, 30 Coerate OLF SIN. EAIINSE YU DEIIENGCE 315 COn Uzt SInerisicg 2ns 3aaly3ls. You £an redE mzre 2oL Iheda USes 1 aur Privazy Sunemiet m

Screen .3.3.: Signin page

Step 1: From the login screen (screen 3.3.1), Click on forgot password option.
A tab will open as follows (screen 3.3.2):

Step 2: Fill the details (screen 3.3.2).

RESET PASSWORD
1.  Mobile number: Enter a I
registered mobile number of
10 digits no special characters
LOGIN
are allowed only 10-digit

mobile number is allowed.
Screen 3.3.2 : Reset Password

2. Click on reset. A Mobile SMS Hello ,Oppss you forgot the
password.Try this OTP 247142 to
reset it. VizMan

OTP will be sent to a

registered mobile number as

. Screen 3.3.3 : OTP for Password
in screen 3.3.3.
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3.4 Adding Visitors

Visitors added by Receptionist:

Follow the steps:
Step 1: Go to receptionist dashboard( screen 3.4.)

Viz)lan

Receptionist Dashboard

0

Winining Wiiices

Visitor List

Show 1o

|rwite

Codn

OMIDAT

B¥ead

Ryrgrk
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Bjl+ugE

~ antries
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2-Feh-
2081
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2021
1-Feb
6
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L0371
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2001
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Henhi
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Ml

Tk

Healu
Craihar

Jemo

Meabi
Lhaunar

Show' o 7 1o b af b entres

Contact

EEECE ARy

LEEET [ R

Lt S Lo R

LEEE BRI

7153462192

0

Todaif i Wiailieia

W'hom
Ta
Mot

D 123
Erp
Moy 123

Ltrra 123
i

Crerma 123
arp

D 123
Mg

Emplay=e
Exp Exp.
Iri Ot
Tirne Timin
G AN TP
FT Ak
1t eM 700 P

Sparch

Checkin
Time

554 P

S50 PM

0

Upmazsing WVisiticia

Al .

CheocaOut

Tirmia Status

AL P L aLmEs o]

G1L P L iECT
eI

Presons . St

Vizlian

Screen 3.4.1: Receptionist dashboard
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Step 2: Go to visitor tab.

Step 3: Fill the details (mentioned in i it N
screen 3.4.2). 12:35 PM
1. Mobile: Mobile number of visitors

where invite code will be sent and S

Only numbers and maximum vie

value 10 allowed. You don't need Invite

to write country code ie., +91 in Check IN

case of India.
2. Full Name: Name of the visitor,

and alphanumeric, and special

character allowed. Screen 3.4.2: Add visitor through Receptionist panel
3. Whom to meet: Whom visitor wants to meet. Receptionists can only
call visitors for the employees. There is a drop down in which employees’
names are listed. Receptionists have to select one of those names.
4. Expected in time: Expected time when visitors come to the company.
You have to select a time picker.
5. Expected out time: Expected time when visitors will leave the company.
You have to select a time picker.
6. Date: Date of the meeting. There is a calendar option given to select
the date.
7. VIP:If the visitor is VIP or not.
8. Invite: If the receptionist wants to invite any visitor.
9. Checkin: If a visitor comes without any invitation.

Step 4: Click on submit

Employees will receive an email regarding meeting schedule
Visitors will receive an email and SMS for the same



3.5 Receptionist check-in Employee

Check in and check out

Follow the steps:

Step 1: Go to Receptionist dashboard( screen 3.5.1)

Viz)lan

Receptionist Dashboard

0 a0
Walting Vistar Today's Visitors

‘ Visitors ]

Employee List

Show 10~ entries

Name Mablile

AAAAAAAA 8000000055
Demo 3 2000000004
Demo recpt 8000000001
Emp new 8000000002
Gate new 8000000003
Nitmal Jain 9000000008

Showing 1 to 6 of 6 entries

Viz)lan

Search
Uner Role Check Ir Check Out
Emplooee
Employee [ check 1) Check Cu |
Receptionist
Employee
Gatekeeper
Admin

PFrevious - Next

Naaphooks Private Limitad

Screen 3.5.1: Receptionist dashboard

Step 2: Go to employee tab.

Step 3: Click on check in button.
Employee can either check in
or check out. One of the
buttons would be disable.

Step 4: fill the field like
temperature or if employee
have Arogya setu app or not

Step 5: Click on check in
button.

Employee Check In

Demo recpt

Is Arogya Setu*  Yes O No O

Temperature®

Check In

Screen 3.5.2: employee check in
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3.6 Approve, Reschedule, and Reject

Change the status of the visitors

Step 1: Go to receptionist’s dashboard.
Step 1: Go to visitor (as shown in screen 3.6)

Invite Ia In Qhut Checkln CheckOut
Time Time Status e

KMKtzH  27-]an-  Neely 7350462112 Dema 11:29 AM L WAITING] !
2021 Chauhan

Cdy2Rv 21-Jan MHeelu 7359462112 Demo 11:34 m IMVITRR
201 Chauhan AM

Screen 3.6.1: Visitors' list in employee panel

Step 2: Go to the action bar, click on it and the other tab will open.

ol Approved

@ Rejected

i Re-schedule
@& Details

= Print

Screen 3.6.2: Change status of visitors

You will see the following details mentioned in screen 3.6.2, here you can approve,
reschedule or reject the visitors that are waiting and for invited and reschedule or
reject the meeting for invited visitors.

If receptionist rejects the meeting, visitor will receive an email for rejection.

If receptionist rescheduled the meeting then the visitor will notify the time and
date through an Email and SMS.
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4.1 Confirming Registration

When admin add gatekeeper manually, they will
receive an email and SMS OTPs as follows:

Email:

Dear user
and tracks the visitors for you. You can keep track of your

visitors or even send them invites to visit you using this secured

interface

To verify your email id enter 869901 as your Email One Time

Password (OTP)

Click on the below link for verification.

ACTIVATE ACCOUNT

To know more, check out our user videos.

Screen 4.1.1: OTP verification mail for Employee

SMS:

Step 1: To verify the account, < VizMan
gatekeeper has to click on the 5:56 PM
activate account button in email Hello test 1 You are

. . . added as an employee
(mentioned in screen 411). The verify in happysoft-. Your

. verification OTP is
tab will open as (screen 4.1.3): =a0284 VizMan
Step 2: Fill the details (mentioned in Copy OTP

screen 4.1.3):
1. Write the email OTP.
2. Write the SMS OTP. Please Enter a verification code

Both OTPs are required to

Screen 4.1.2: OTP verification SMS for Employee

. Emalil OTP*
activate your account.
Step 3: Click on submit, gatekeeper Mobile OTP*
account will be verified.

Login

Screen 41.3: Verification page
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4.2 Sign in with VizMan as Gatekeeper

Now you have registered to VizMan, Lets start
with sign in by entering your Credentials:

Invitations!

Swipe Thiough this aop. kytes con be
Tha history and relavant tont 10 the Guests[vis for sovy
information of the gue2t can access on orivol
be sconrod

< % Welcome Mobile No *

Who's there? 1 gccepted, the visitor
0T a0
PrLs L Password * @
- - Y e ]
whicom n@* 6= Captcha Code
Knock knock! L
A visitor enters ond !

SIGNIN

Remember me

A g T

Smartly ond £iforvessly the tmostamps,
detois ded

A notes ond contact detals are recor
for iture coespondence. Forgot password? @
/ Resend OTP @
\ Cmnsming el # Download on the Don’t have an account?. Siga Up
% Google play it @ App Store

We Value Your Privacy:

We use ‘cookies’ and related technologies to help identify you and your devices, to operate our site, enhance your experience and eonduct advertising and analysis. You ean read more 3bout these uses In our Privacy Statement

Screen 4.21: Sign in page

Step 1: Fill in the details

1. Mobile number: Enter a registered mobile number of 10 digits no
special characters are allowed only 10-digit mobile number is
allowed. You don't need to write country code i.e, +91 in case of
India.

2. Password: Enter the password which admin must has created while
adding gatekeeper into VizMan. Passwords policy is that it must
contain at least 6 characters which includes at least 1 letter, 1
number, and 1 special character.

3. Captcha: Entering the correct captcha is required as robots cannot

use the application. The captcha available is a math'’s problem.

Step 2: Accept the cookies: You have to accept the cookies for login

otherwise you wouldn't be able to login.

Step 3: Click on login.
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4.3 Forget password

In case you have forgotten your password. Follow
the steps toregainit.

Invitations!
wl” 'hw ST "M
n ¥z bl RN fl;;,:u :\h .or
t‘arum 2! 03 il con , SIGN IN
|
Welcame Natihs !
Who's there? focspa 1
B ook on ook o pemcree "“"‘"“ /
mu b of ~ fnra A
e lﬂ.f\\ LN S [ @
e
e i 5?;." §=%gy Cagtehz Coze
.
\ Hemnerrber e
/

Knock knoek!
LR ]
e ngpleat
/A Sec'yal “
Frecib e il n v lamala=ga
O O O O X0 e e - -
Y bnue caTessan dere e W PR @
waend DT

-~
\ Asanx 170 9% Dawnioad an the foa'thavean somenl! Sign Uz
¥+ Google play App Store
—
Ve Value Your Privacy:
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Screen .4.3.1: Sign in page

Step 1: From the login screen (screen 4.3.1), Click on forgot password option.
A tab will open as follows (screen 4.3.2):

Step 2: Fill the details (screen 4.3.2).

RESET PASSWORD
1.  Mobile number: Enter a I
registered mobile number of
10 digits no special characters
LOGIN
are allowed only 10-digit

mobile number is allowed.
Screen 4.3.2 : Reset Password

2. Click on reset. A Mobile SMS Hello ,Oppss you forgot the
password.Try this OTP 247142 to
reset it. VizMan

OTP will be sent to a

registered mobile number as

. Screen 4.3.3 : OTP for Password
in screen 4.3.3.
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4.4 Adding Visitors

Visitors added by Gatekeeper:

Follow the steps:
Stepl: Go to the gatekeeper dashboard (screen 4.4.).

Step2: If any visitor comes without any invitation code, then the
gatekeeper will make an entry for that visitor.

Vizltan .

Goutekeeper Dashboard

Vizilan gt 8 L2 Muapkci Tt Lriiled
Screen 4.4.1. Gatekeeper dashboard

Step 3: Fill the details (as mentioned in screen 4.4.2):

1. Mobile: Mobile number of visitors where invite
code will be sent and Only numbers and
maximum value 10 allowed. You don't need to
write country code i.e., +91in case of India.

2. Full Name: Name of the visitor, and Full Name*
alphanumeric, and special character allowed.

3. Whom to meet: Whom visitor wants to meet. Whom To Meet*
There is a drop down in which employees'’

names are listed. Gatekeeper has to select one m

of those names.

Visitor

Mobile*

Step 4: Click on the submit button. Screen 4.4.2: Add visitor through
Gatekeeper panel

Employee and receptionist will receive notification
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4.5 Gatekeeper check-in Employee

Check in and check out

Follow the steps:
Step 1: Go to gatekeeper dashboard( screen 4.5.1)

Vizlilan s

Gatekeaper Dashbosard

‘ II..II i I.L“= ‘ “

Employee List

Shawe | la e Eakres pErER
M am Klodiie Liser Rode Checck bn Check Ok
At a A s B0CO0IC0SE Ermpoyes =23
::::: =4 AREOOTEA Impaynn =3
Dem secpt WICOARLO0T Hezaatorist E=m
T P ATCO0I0002 Eraployes
Cotla n SNNOORE0T T r— m
il an E TR AR L] Adma m
Shaowing 7 oto & ot G sptries Mresans - Feast
i . Forayrigl 1127 Meaanhoake @rwate i
Vizlian Screen 4.51: Gatekeeper dashboard il Btz ke pbale Liniied

Step 2: Go to employee tab.

Step 3: Click on check in button. Employee can either check in or check
out. One of the buttons would be disable.

. ) . Employee Check In
Step 4: fill the field like
temperature or if Derno recpt
employee have Arogya
setu app or not Is Arogya Setu*  Yes O No O
Temperature®

Step 5: Click on check in
button.

Check In

Screen 4.5.2: employee check in
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