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Introducing Lobby Track

Lobby Track is a software tool designed for verifying, tracking and enforcing access
policy for visitors passing through lobbies or other gateways.

Lobby Track is flexible: It may be tailored for any type of facility and any group of
people. It is also designed to be easily linked to users’ existing data systems. The data
fields and activity logs are user definable for any particular purpose.

This guide provides a general overview of product components and instructions on
getting started. This guide is a supplement to the Help system provided within the
product. The integrated Help system provides comprehensive configuration details.

Overview

Lobby Track is menu driven: It presents directed tasks that make the reception process
easy. The Main Menu presents buttons that indentify the regular tasks. Lobby Track is
extremely customizable: Available tasks and data to be collected are easily definable.

VISITOR

) Lisa Johnson

Host:
John Williamson

[0#22000
i 4

Enuimant
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%2 bty track powined by fosly Techasioghs Bveruston Kepert &% okl rivch powarnd by jodty Tecaroiogio

Define the steps of your registration process. The Registration process can incorporate
driver’s license/business card/passport scan, manual keyboard entry, photo capture,
non-disclosure agreement, signature capture, fingerprint, capture, badge print, and
check in.
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The database, the fields in the database and record layout are customizable:

Report Center provides details of all activities.
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attendance reports are built-in:
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VISITOR

Lisa Johnson
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Database Source

Optioni..
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Source Table.
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LogiD Dete

170 BE0A007 510034 PM
171 BE0007 510538 PM
172 /A0M007 510642 PM
173 BE0007 51048 PM
174 8/E02007 6:51:02 PM
175 8/30:2007 6:51:08 PM
176 /302007 65113 PM
177 8300007 65118 P
178 B/A0GDO7 6:51:22 P
179 BIE0A007 6:51:25 PM
190 A0M007 6:51:34 PM
191 BIA0ME007 6:51:39 PM

Action
Check In
Check In
Check In
Check In
Check In
Check In
Check In
Check Out
Check In
Check Out
Check In
Check Out

First Mame Last Name Group Resuft  Locstion

Lisa
Michelle
Fatrick
Catlos
James
Dariel
Molly
Lisa
Lisa
Lisa
Lisa

Michelle

Johnsan
Stith
Combs
Disz
Talstoy
Bemont
Brown

Johnson

Employess Success Main Location
Employess Success Main Location
Employess Success Main Location
Employess Success Main Location
Wisttars Success Main Location
Wisttors Success Main Location
Wisttors Failed Main Location

Employees Success biain Locetion

Johnson  Employees Success Main Locetion

Johnson  Emplovess Success Main Location

Johmson  Employess Success Main Location

Smth  Employess Success Main Location

1000 P

1700 FW

#  Firsthame Lasthame

1 Patrick
2 Carlos
3 Lisa
4 Liss
5 Lisa

B Michelle
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Combs
Diaz
Johnson
Jahnson
Johnson

Smith

Dateln

8/30/2007
B/30/2007
B/30/2007
B/30/2007
8/30/2007
B/30/2007

Timeln DateOut

6:51:43 PM 83052007
51048 PM 83052007
S10:34 P 83002007
6:51:22 PM 8£30/2007
6:51:34 PM 83052007

SA0:38 PM 8/30/2007

TimeOut

207:28 PM
90748 PM
B:51:18 PM
6:51:25 PM
207:42 PM

£:51:39 P

Customizable logs, charts and time-and-

Hoursworked  AccumulatedHours

2267

2267
385
1683
1663
385

1683
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A Quick Start

Quick Start Option 1
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Lobby Track is preconfigured with Workstation Profiles. These profiles allow users to
select an application that resembles their intended use. There are different profiles for
reception desk, self-registration and check-in stations. Profiles are configured with
sample badge designs, menu options and registration processes that are appropriate for

the application.

Configure Workstatios

Configure Workstation

workstation for a particular application

" Continue using the current settings
" Launch Setup Wizard

{* Load a pre-configured workstation profile

Visitor - Access Control Card
Visitor - Basic - Reception Desk
- Detailed - Reception Desk

Visitor - Detailed - Self Registration

Continue using the current workstation settings or select a profile to automatically configure this

Description
Register visitors and issue vistor badges
with a photo and barcode. Compatible with
muliple locations and online registration

¥ Show at startup

Behind each profile is a Visitor Group(s) that contains its database, badge design and

settings.

Record Center

| et
‘Record Center

1 1112 rocoids tourt i he database are show el
[The recoeds found in the database are Shown baiow.
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First Name ;::"f::ﬂl PRy Daf It Lucas Mckey 435677 Imcheyifbac ne:
Amy Adams Duie DB v Licenss Sireet Akawss car
Reprosenting Pupase Hoat (1) CMINIZZ 12 Lakow Mesril P Chaekared
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Basic Visitor Group

Detailed Visitor Group
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Getting to Configuration

Configuration is done through the Setup button on the Main Menu. After clicking Setup
you may choose to configure Jolly Server or Workstation Options and Devices. The
Record Center button takes you to the database view of all records.

[ Record Center |

Setup

Evacuation Report |

@2 lobhy track powered by Jolly Technologies

There is a shortcut to the selected visitor group’s properties dialog next to the group
selection dialog.

Eile Admin Help

Visitor Group: [\[[EiGEs e = e Properties |]

Changing Badge Design

Badge design may be modified by selecting “Edit Card Design” below the image on the
Record Center or from the Badge Printing tab on the Visitor Group Properties dialog.
This will launch ID Flow Designer:

Visitor Group Praperties ===
General | Record Lookup | Registration | Barige Prirting | Checkin| check Out | Logs and Reports
¥ ks3ue badges to vistars in this group
Bacige Design
Ecit
TR Impert
Export
Print
’V I Werity prirt rules Configure ‘
Upciate Record After Print
’V I Undste record after print Configure ‘
Ok I Cancel | Help |
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There is a shortcut in Record Center that will also launch ID Flow Designer:

VISITOR

Lisa Johnson

Host:
John Wiliamsaon

D #222000
[T

Quick Start Configuration

To globally define the registration process, lookup fields, entry/exit policy) and report
fields go to the Visitor Group Properties dialog in Jolly Server Settings. Go through each
tab to change configuration.

Wisitor Group Properties @
i Record Lookup | Registration | Badge Printing | Check In | Check Out | Logs and Reports

Yisitor Group
Erter & name and select a picture that will idertify this visitor group.

Group Mame:  visitor - Basic Picture: Select
Am:‘.;::m: Clear
i
Generate

Wisitor Databaze
Select the database that will contain the visitor records.

|JOI\y Server: Wizitor Configure
Edit Record Layout

[ Allow uzer to zelect the records to load in Record Center - suggested for large databazes

Automatic Group Selection

Instead of manually changing the vistor group as vistars from various groups arrive, the
software can automatically identify the visitor group when the record identifier field contains &
pre-defined sequence such as G1-0001 | G2-0001

[ Enable automatic group selection

Select this aroup when the 1D fisld Starts With J |11

Kiozk Mode

[ Hide sensitive visitor data in Kiosk Mode
Ok | Cancel ‘ Heln ‘

What tasks are shown on the Main Menu screen, registration processes, check in/out
settings and capture devices are set in the Workstation Options. Click on the blue
hyperlink to configure the individual tasks or click the Configure button to configure
them all at once.
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Warkstation Options

Location
Select the location where this warkstation resides

<] suaSmchonize
Visitor Groups

Select the visitor groups that can be used at this workstation
[ Groups |
=

Wisitor - Basic
Wisitor - Detailed

whorkstation Location:

Cortractor
Tasks
Felect the tasks to perform st this workstation. To configure a task simply Configure
click an
[ wizin Meru W' Logs and Reports

W' Registration I~ print

' Eind Record ¥ Record Center

¥ hobile Sync

Main Meru -

W' check injout
Select the defaut task

Language
Restart the application atter changing the language selection

English -
¥ Showr selection dislog ot startup
oK Cancel |

Load Prafile | Store Profile A Help ‘

QO
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Warkstation Task Settings
Mzin Menu REB\SU&I\DH: Fintd Record | Check In f Out | Logs and Reports | Record Canter

Registration
IV &llow Registration
Information Capture

[# Enable Card Scanner®
Iv Enable Camera®
[# Enable Signature Pad®

[ Enable Fingerprint Pact

Seanner Options
Camera Options
Signature Pad Options
Fingerprint Options

Task wil only be performed if configured in vistor group settings - ‘ el

| e |

Quick Start Option 2

Select “Launch Setup Wizard” from the Configure Workstation dialog at start up or run

from the Setup menu.

Configure Warkstation

Configure Workstation

workstation for a particular application

" Continue using the current settings

" Load a pre-configured workstation profile

¥ Show this dialog at start up

Continue using the current workstation setiings or select a profile to automatically configure this

otk
Jolly Server
Configure globa) seftngs sived in the Joly Server such as wsilor groups, st
locations, kg opons, user accounts, e-mail notifications, and mone.
Lomoeited 8 Intenal tolly Sefvet
Symc Configure Jolly Server Settings |

‘Workstation Options and Devices
Corf y s alowed
devices, and imdre.

Configure Workstation Options.
Setup Wizard
R the guided sefup wizard 10 creale a new Wsiior oo . save it 1o e Joly
Senver. and configure workstiion brsk Selings

Evacuation Re
22 |abby track Liiic

Name the visitor group; then choose the database:

- Page 9 -

© 2012 Jolly, Inc. All rights reserved.
http://www.jollytech.com

Rev-2012-06-19


http://www.jollytech.com/

Setup Wizard

Group Name

isitors, Employees, Contractors and Students

Enter a name for the new group:

[Ascme Visitor Group

Cancel J

< Back Hext >

Enter a descriptive name for the group of people that you intend to track. Seme examples are

Select a Database for Acme Visitor Group

Select the database where Acme Visitor Group records wil be stored. Several pre-configured
databases are available for your USE or yoU may USE YOUr 0w databas

What database would you like to use?

Setup Wizard

e

(%" Use one of the pre-configured databases included with Lobby Track

Finish ‘

" Connect to my own database

" Import the database connection settings from an existing design fie

Cancel < Back

Next >

Einish

Choose the badge type; then design the badge:

Setup Wizard

==

Acme Visitor Group Badge Template
of the pre-defined templates or click on Fage Setup to create a custom template

Product Category: (LT, -

The badge template describes the size and shape of the badge that you will be printing. Select one

Setup Wizard

Preview:

Product Name ‘CRSD-CrEdiI Card Size

Find Template

Cancel ‘

< Back MNext >

|

Label: 3.38 inx2.13in

Page:338inx213in

Page Setup

Finish ‘

Confirm Acme Visitor Group Badge Design

A preview of the badge is shown below. If you would like to modify the design, click on Edit
Badge Design. When you are ready to procesd, click Next

l Edit Card Design ‘ I

Cancel Finish

< Back ETET T

When the badge design is complete; exit and save.

Go through each tab on the Visitor Group Properties dialog and Workstation Options
dialog to configure — click OK when finished with each dialog.

Click Finish on the Setup Complete dialog and the initial set-up is done.

Go to Jolly Server Settings to add user groups, add users, add locations and to network

multiple copies.
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Jolly Server Settings

Lobby Track is designed to run across multiple locations in a networked environment.
Shared settings such as visitor groups and log data are stored on the Jolly Server while
workstation specific options are configured in Workstation Options and Devices.

If Lobby Track will be used in a standalone environment where it does not need to share
data with other workstations, it can use the Internal Jolly Server, installed as part of
Lobby Track.

Installing Jolly Server

Jolly Server is installed separately from Lobby Track. To install, run the Jolly Server
installer that was provided to you when you purchased the software on the target
server or workstation.

Connecting to a shared Jolly Server — Networking Multiple Copies

When networking multiple copies of Lobby Track, install the Jolly Server on a central
server or shared workstation. All networked copies should point to the same Jolly
Server.

To connect to a Jolly Server, select File > Connect to Jolly Server.

Jolly Server

Program data is stored in the Jolly Server. A standalone version is installed with the
software. You may connect to the full version ofthe Jolly Server, installed separately, for
enterprise level data sharing and reliability. The full version is strongly recommended for
sites with high-volume traffic or multiple installations.

Connect to: |Internal [default] Configure

v Show at startup Ok ‘ Cancel | Help ‘

By default, the Internal Jolly Server is selected. When Internal Jolly Server is selected,
the software will operate in standalone mode.

To connect to a shared Jolly Server, click the Configure button.
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Jolly Server Connection i

Program data is stored in the Jolly Server. Configure the connection to the Jolly Server below.

~ Use Internal Jolly Server [default]
Store data in the local Jolly Server database installed with the software. Select this option if
you do not need to share program data with other workstations.

& Connect to Jolly Server

Connectto an external Jolly Server installation (installed separately). Select this option if
you intend to share data between workstations and for enterprise level performance and

reliability.
Connection Type: |Slandard Jolly Server Connection j
Server Address InglySer\fer

Examples: server.domain.com, 192.168.1.1

Set Login | Password

Cancel | Help |

Enter the name of the server or workstation where Jolly Server was installed.

Visitor Groups

Most organizations use a single Visitor Group, however, Lobby Track allows for
connecting to multiple groups and multiple data sources simultaneously. This is ideal
for tracking employees and visitors simultaneously or for multi-tenant buildings.

The Visitor Groups is the active selection when the Jolly Server Settings is first opened.
To add a new visitor group select New, to edit an existing group select Edit. Either
selection will open the Visitor Groups Properties tab.

F
Category —Wisitor Groups [l
Visitor Groups Each visitor group represents a logical group of visitors and includes a badge design, visitor

database, program and reporting options,

Locations
Loge And Reports
Security Policy
E-mail Motifications .
User Accounts Vigitor Groups I r Preview
Visitor - Basic
Visitor - Detailed
Access Card
Watch List

- Page 12 -
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General Tab

This tab contains critical information for the Visitor Groups database. Give the group a
name. Optionally select an image to represent the group on the Main Menu. Click
Select to add your image or Generate to generate an image using the badge design.

Visitor Group

Enter a name and select a picture that will identify this visitor group.

Group Name:  |vfizitor - Detailed Picture: Select
Ay Adinrma
e Clear
3 [
I &
Generate
Visitor Database

Lobby Track is open-data source. It may utilize existing databases, a new database or
one of the Jolly Server’s sample database tables. The visitor databases contain the
visitor’s information. Select the database in this dialog.

Visitor Group Properties m ‘ % |

General | Record Lookup| Registration | Badge Printing | CheckIn| Check Out | Logs and Reports |

Visitor Group

Enter a name and select a picture that will identify this visitor group.

Group Name:  [visitor - Detailed Picture: E
m

lin A Clear

Visitor Database

Select the database that will contain the visitor records.

Jolly Server: Wisitar Visitor Database
I J!

=it Rec0dl ot
Automatic Gri .

Mew... Import... | Optiens...
Instead of
software
pre-defined Database Type: |UDBC: File Data Source (*.dsn) j

. Microsoft Access (*.mdb;*.accdb) E

Location

[ Enabie g | Microsoft Excel (*xls; *xlex) —|  Browse
N

Table Category: Visual FoxPro File (* dbc, *.dbf)
Kiosk Mode QDBC: File Data Source (*.dsn)
ODBC: Data Source Name Jii
Hid
I~ Hide sel Source Table: OLE DB: Connection String |5 chema
Table Primary Key: [Select Primary Key] j

Ok Cancel | Help |
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Included in the Jolly Server are tables that contain basics for Visitors and a Watch List.
To connect to an existing database, select database type then point to the database

source.

Databasze Type: |Micmsuft Arcceszs [*.mdb] ﬂ
) Microzoft Excel [,z -
Location: Text File [*.tat," cov," tab)
dBASE File [*.dbf) —

Tahle Category:

Source Table:

Yizual FosPro File [* dbc, = dbf)
ODBC: File Data Source [*.dan]
ODBC: Data Source Mame
OLE DB: Conmection String
OLE DB: Data Link / UDL File [*.udl) b

m

Important Note: Databases must contain certain fields for certain operations within
Lobby Track to function. The name of these fields is not important, that they exist is.

Field
IDNumber
Location
ArrivalDate
ExpireDate
ArrivalStatus
HostName
HostEmail
IsActive
Photo
Signature

Fingerprint

Record Lookup Tab

Type
Number/Autonumber
Text
Date
Date
Text
Text
Text
Boolean
Image
Image

Image

Required for

Locating record

Showing expected arrivals at this location
Showing arrivals today

Denying access when expired

Showing if and when a visitor has arrived
Looking up host from LDAP or host database
E-mailing host of visitor arrival

Denying access when not active
Capturing a headshot

Capturing a signature

Capturing a fingerprint

The Record Lookup tab is used to define fields by which to lookup records. Lobby Track

requires a unique record identifier.

This is typically an autonumber field in the

database. Other fields for finding records may be selected. When no fields are mapped
lookup is by the unique record identifier only. To present additional lookup fields, select
the appropriate database fields in the Information Field selection boxes. An option to
require exact match of all fields or partial matching is configured in the Advanced

Options.
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Wisitar Graup P

p | Registration | Basige Printing | checkin | creck out | Logs and Reports |

Unicguie Record Identifier

Each visttor record must contain & unigue identifier =0 that individual records can be located.
Select the database field that will contain the record identifier. Tynically this field stores the
vigitor [0 number and is the database table's primary key

Unigue Record Idertifier Field: ProductCocls i

Record Lookup Using Record Information

If & wisitor's record idertifier is unknowen, the record can be located by entering other visitor
information. Select the information that the visitor will be asked to provide. If you do not want to
enahle this festure, leave all of the fislds blank.

Infarmation Field 1: ,—L|
Infarmation Field 2: ,—L|
Infarmation Field 3: ,—L|
nformetionFed 4 | 7]

Today's List

A& wisitor record may be selected from a list of expected vistors. To use this festure, the arrival
date, location and arrival details must be stored inthe visitor database

[ Enable Today's List
Avanced Options

Ok Cancel | Help |

Enable and configure the Today’s List to make a list of expected visitors available on the
record look up screen. The Expected visitor list requires the database to have Location
ArrivalStatus and ArrivalDate fields.

Registration Tab

The Registration tab contains options available in the registration process. Registration
must also be configured in the Workstation Options. When these options are
configured they become a step in the registration process. When they are not
configured, they are either omitted from the registration process or that step becomes
part of the general registration screen. To invoke the Photo, Signature and Fingerprint
capture, map appropriate database fields.
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General I Record Lookup EEQ nl Badge Prlntlng' Check [n| Check Out I Logs and Reports |

—Steps to Pertorm During Vistor Registration

Select the steps to perform during the visitar registration process. Device specific settings are
configured on & per-workstation basis inWorkstation Cptions.

[V Initislize record with detautt values Configure
I~ Check for duplicate records Configure
I Lookup host indarmation Configure
I~ Scan a driver's icense, ID card, passport, or business card Configure
[~ Take photo Canfigure
I~ Require visitor apprave a Mon-dizclosure Agreement Canfigure
I~ Capture signature Canfigure
I~ Scan fingerprint Canfigure

I~ Check visitor against watch list Configure

I~ Link card to access cortrol system IAMAG vl Configure

Madaadaaas

Post-Registration Actions |

Ok | Cancel

Qo
JoLLy

Note about driver’s license, ID card or passport scan: Lobby Track utilizes Card Scanning
Solutions scanning devices. In order to configure the scanner, the drivers must first be
loaded. Drivers may be downloaded at: www.jollytech.com/downloads/addon-modules

Watch List

The Watch List is typically used for looking out for dangerous or undesirable persons:
Criminals, people with restraining orders, terminated employees, etc. To configure the
Watch List check its box and click its Configure button.

ool Watch List | Grane Wakch List | Hotincations |

¥ Check Local winteh List

data eriry seaven, Double chck am image 1o onlarge it

Tha record triggerad the following watch ligt matches Click Allow 1o confinue ragistration or chick Desy to matum 16 the

1DNurmzer Firstame  Lasthame

John Dioe

nguga 5

_ RequradAction

NNSE0  Sarnple Recond | Cal Swecunty
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Click Select Database to point to its database. The Jolly Server contains a sample watch
list. Map the appropriate lookup fields to the database. To configure and add persons
to the watch list click Manage Watch List. When persons with matching information
registers their watch list record will appear. An option to connect to an online watch list
containing U.S. sex offenders is now available and is configured on the online watch list
tab. Contact Jolly or your local dealer for subscription information.

Badge Printing Tab

Issuing badges is optional. To issue badges check the box, then design the badge with ID
Flow. If a badge has already been designed with ID Flow it may be imported. ID Flow is
the premier product for professional ID card design. Print paper badges or double-sided
plastic cards. Magnetic stripe, barcode and other encoding functions are available.
More information on ID Flow follows.

General ] Record I:uukup] Registration Check _In] Check Out ] Logs and Reports ]

[v¥ lzsue badges to visitors in this group
Badge Design

Printer
Select the workstation printer to use for this group. Configure the workstation printer in
Workstation Options.

Printer: Printer 1 -

Print Rules

[~ Verify print rules

[~ Update record after print

Update Record After Print

Note: New to 6.0 is the ability to remember the last used printer by a Visitor Group for a
particular workstation. This allows Lobby Track to print to different printers for different
visitor groups at a workstation, as well as allowing for different printers at different
workstations. In Workstation Options, you can select the default local printer.
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Database fields may be updated after printing by configuring the Update record after
Print dialog. You may set print rules to be verified before a badge will print. These are
Premier Edition features.

Check In and Check Out Tabs

The Check In and Check Out tabs are used to define access policy and gather additional
information during the check in/out. You may deny access when a record is set to not
active, when the termination date has passed, based on a number of visits, by time and
location and other policy that you choose to define. Relevant database fields are
required for these items.

Visitor Group Properties ‘ ‘ @

I l Checkgut] Logs and Reports

General | Record I:uukup] Eegistratiun] Badge Printing

Steps to Perform During Check In
Select the steps to perform during the check in process.

[ Werify check in rules

-

Active Status Field:

Expiration Date Field: DepartureDate

[ Require visitor approve a Non-disclosure Agreement
[~ Capture signature
[~ Update record after check in

™ Send e-mail notification after check in

LI

Help ‘

r Ok | Cancel

_——— —  —  —  —— — — —— —== = = ==

On these tabs you may update fields after entry and exit: For example, a database field
may be set to “Currently In” after check-in and “Currently Out” after check-out. Alerts
that display messages on the screen at check in when specific conditions are met are
configured here.

Logs and Reports Tab

Data such as ID number, date, time, location, user, action, result and comments are
automatically logged whenever an action occurs in Lobby Track. Users may define four
additional fields from the database that may be logged as well. First and last name are
the most obvious, though all four may vary.
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Align the log fields with the appropriate database fields.

generall Recurdl__nukupl Eegistratiunl Badge Printingl Check_lnl Check O

[~ Add Record Fields to Log Entries

In addition to the default data included in the activity logs, you can also include the data from up to
eight record fields in each log entry.

2 ILastName < 6 <

Ok | Cancel | Help |

Locations

Qo
JoLLy

To define locations, select the Locations category in the Jolly Server Settings. To add a
new location click New and define the location. The locations are defined here. The
location of a workstation is selected in Workstation Options.

Category

Visitor Groups
Locations

Logs And Reports
Security Policy
E-mail I

r~ Locations.

A location represents one or more installations. Examples: Station A or Main Lobby.

User Accounts.

Locations.

San Francisco O p 44 | ocation
News York Office

General | Calendar Settings |

Location Name:

|Miami Office

Location Description

sales Office in Miam|

Ok | Cancel | Help |
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Logs and Reports

The Logs and Reports category in the Jolly Server Settings is used to define how logs are
cleaned up.

Logs And Roports

Grnesal Log Clearugp.

L b

Lot And Alepons  Disleta bog s shes 1000 daga
Ecuiptent ID Tag — -
Securty Poicy [= R TIE— o Clnan Uin How
E-mad Notifcations S—p——

Ut Acoourits Tirn awd Sltorutonncon Ling Closrngy

P Dsiste kog reconds after o dun

I Mg og reconds Cloan Up How |

Loy ciearng voours when Lobby Trach, choves.

Company Source_ |

Security Policy

Security Policy applies to badges. Badges/ID cards can contain an overlay watermark to
make them more secure and encrypted so that they cannot be reproduced anywhere

but from an authorized user on this Lobby Track system. Security Policy is a Premier
Edition feature.

E-mail Notifications

E-mail Notifications is used to define the server and account from which e-mail
notifications are sent. E-mail notifications may be sent to the host when a visitor checks
in or when alerts are triggered. E-mail Notifications is a Premier Edition feature.

Campany Selup ===
[ Coingery Eoma Motiiesions
Vister Groepn F mal rcifivatioess may bes sert when aclicen nocas such s wher people aive o when
Locasons equcment ia checked 1/ cut, Configurs the s-nal serves and roniictin patings bek,
Lunge Al s
-
Securiy Pobcy ;
F mad Noslicalions % Erbin F-md Ntficasions
Lies Accolnks SMIP Servet,” Excharge
Erem
Hare: [Reception

Emdhddesst  [Reorphion@acme com
Fregh To

Hagre: [oomion

Eemal gl Hecephont=}acme. =

* Hegared

Seny Tesl E-masd T ==

Ckee | Haip

User Accounts

User Accounts define users allowed to use Lobby Track. Lobby Track user accounts can
optionally be linked to Active Directory user accounts for single-sign on.
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To add a new user select Add...

defaut scitingg Actis Diectary

I Gvede detast comecten

1 [ e
e Lo d o] e )

Users belong to a User Group. Four user groups are pre-defined: Administrators,
Supervisors, Designers and Operators. Additional user groups may be defined.
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Workstation Options and Devices

Workstation Options and Devices apply to the specific workstation. They include
selecting the location, Visitor Groups available at this location, selecting which tasks will
be available to the user, configuring the tasks and capture devices, and selecting the
language to be used a this location. Tasks are configured individually through the task’s
blue hyperlink or together via the Configure button.

Warkstation Options @

Location
Select the location where this workstation resides.

wWiorkstation Location, (E - Auto Synchronize

Wisitor Groups
Select the vistor groups that can be used at this workstation

|A\I Groups ﬂ
-
“isitar - Basic
“isitar - Detailed
Contractar
Tasks
Select the tasks to perform at this workstation. To configure a task simply Configure
click on it.
' sin Meru M Lons and Reports
W' Recistration ™ Pprint
W' Find Record W Eecord Center
IV Check in f Out ¥ Mobile Sync
Select the default task: tain henu -
Language

Restart the application after changing the language selection.

|English j
v Show selection dialog at startup
O | Cancel ‘ Help ‘

Load Profile ‘ Store Profile As

Location

Select the location that this workstation resides at, such as Main Office. Locations can
be configured in Jolly Server Settings.

Tasks

Configure the tasks to be performed on this workstation. It is recommended that the
user first select the tasks available on this workstation and then go through each of the
active tasks to examine the configuration options.

Main Menu

Any of the Lobby Track tasks may be set as the default screen that the program will
return to when a task is completed. For frequent swiped check-ins make the default the
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Check in screen. The Main Menu may be accessed from any task by selecting the Main
Menu button. By default Lobby Track shows a preview of the card design for the current
visitor group in the Main Menu. That may be disabled here. A custom background image
may also be imported here.

Workstation Task Settings @

Appearance

v Show group image on Main Menu

Background color: |—

v Setwelcome screen image:
2 2 Select

Iv Apply to all screens
[stetch <]

[ Enahble on-screen keyhoard

=
Kiosk Mode

Kiozk mode is & special full screen mode, from wwhich users will be unable to close or switch
applications. To enter kiosk mode, select Lock Kiozk from the File menu.

To exit kiosk mode, click and hold dowen the left mouse button (or finger it using & touch screen) on
the Jolly logo inthe bottom, left corner of the screen until the log-in dislog is displayed.

[ Enahle kiosk mode

-

Task will only be performed if configured in visitor aroup settings oK ‘ Cancel ‘ Help ‘

Kiosk Mode

Lobby Track may be run in an unattended Kiosk Mode. Examples of such use are a
check-in only station or a self-registration station. When run in Kiosk Mode, the user is
unable to change applications or get to other areas of the computer and network: Lobby
Track is locked to the screen. When outward facing to visitors, consider disabling show
badge design, logs and reports, record center, equipment tracking and other areas
where sensitive data may be revealed

File | Admin Help
Logout...
Lock Kiosk

Connect to Jolly Server...

Exit

User’s Exit Kiosk Mode through holding down the Jolly Logo on the Main Menu for 6
seconds. A password is required to advance.
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Registration

The registration process for this workstation is defined on the Registration tab. To
invoke an activity, click the check box. Options buttons provide more configuration of
the selected item. Capture devices may be pre-defined so that they do not have be
selected at the time of capture.

\Workstation Task Sethings @
LR ]
Registration
[V Allowy Registration
Information Capture
|v Enahle Card Scanner® Scanner Options |
[¥ Enakle Camera® Camera Options |
[v Enakle Signature Pad* Signature Pad Options |
[v Enahle Fingerprint Pad® Fingerprint Options |
Task will only be performed if configured in visitor group settings e | Cancel ‘ Help ‘

Notes about capture devices

Lobby Track supports TWAIN and WIA compatible cameras. The Premier Edition
supports Canon SLR series Flash Cameras. The ability to capture a photo from within
Lobby Track and trigger the flash will depend upon the camera’s software. ID Flow is
commonly used with web cams: When Microsoft WDM is invoked as the capture source,
four photos are captured and the best may be chosen.

Live Preview Select Best mage

3
4
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Lobby Track supports Topaz and Interlink USB signature and fingerprint pad and Card
Scanning Solutions ScanShell 800, ScanShell 1000 and SnapShell camera for driver’s
license and/or passport scanning. It does NOT support the 800N.

Some device files and drivers may be found under “add-on modules” on the “Download”
section of the www.jollytech.com website.

Check In / Out

Providing a check in and/or out screen, like all tasks, is optional. Many organizations
check people in, but do not require a check out: In this instance it is recommended that
everyone be automatically checked out at a certain time of day. For organizations that
require a check out, Lobby Track may be set to automatically check in or out based on
the visitor’s current status: If they are checked in it will check them out and visa versa.

The option to “Listen and process badge scans in the background” is available. Barcode
readers must be programmed with an STX and ETX commands for function.

Wiorkstation Task Settings @

}|

Check In / Qut
[T Automatically check in or out based on current status
v Allow Check In

v Allave Check Out
Check In / Out Options
W Plary sound for each sttempted check in fout

LC

™ Allowe record ID= to be imported from file or device |

[ Send command to unlock ertry point |

Auto Check Out

[ Automstically check ewveryone out st 11:59:59 Phd

Background Scan

™ Listen and process badge scans in the backaround |

* Task will only be performed if configured in visitor group settings

Ok ‘ Cancel ‘ Help ‘

Language

Lobby Track is available in 10+ languages. A translation table allows the user to make
changes to the translation or to translate into a language not yet provided by Jolly.
After changing languages, restart the program.
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Translation Text |E=8|EoR =
File Find

Enter translated text in the right-hand column. Special tags must be entered exactly
as in the English version.

i 2|
English MNorwegian -

2053 | Sorting Order Sortering Bestill

2054| Source 8Table: &Source Tabell

2055| Source file: <<none selected>> Kilde: <<ingen adresse valgt=>

2056| Spacing Avstand

2057| Spanish Spansk

2058| Specias! Conditions, &Spesielle betingelser:

| 2059) Special Charactedr.. &Special Character ...

2060 Specific Date Bestemt dato

01| 3PECHy a il for the data biock and how | Angi en titelfor data biokk og hvor ofte bir
often the user is prompted for a new piece | brukeren bedt om en ny brike av data
52| 3PECy 2 fitle for the imags and how often | Angi en titel for bidet ag hvor ofte bir
the user i prompted for a new image whils | brukeren bedt om st nyt bilde under utskrift

2063| Specity Criteria Angi Kriterier

| 2064| Specify Criteria (CTRL + F) Angi kriterier (CTRL + F)

2065 | Specify Page And Press Enter Angi siden og trykk ENTER N

2086| Specify rotation angle for the text Angi rotasjon vinkel til teksten

2067 | Specify SQL 8Expression &Spesifiser SQL-uttrykk

0| PECily the text o search and press Angi teksten du vil sake og trykk <ENTER= &
ENTER: in start search tarte saket

Import Export Save Cancel Help

Workstation Profiles / Saving Workstation Options

Once the workstation is configured, the settings may be saved as a workstation profile.
Profiles are used to quickly deploy the same configuration across multiple workstations.
However, profiles may vary across a system: For example, there may be Front Desk, a
Self-registration Kiosk and Check-in Station profiles all used together.

Language

Restart the application after changing the language selection.

|Englen =]

[T show selection dialog at startup

Load Profile | l Store Profile As | oK Cancel | Help |
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Record Center is used for the management of records. Records may be added, edited,
deleted, printed and duplicated from this screen. The down-arrow button provides

additional options.

> Miuin Location - Loblry Track
File  Adrnin Help

Record Center

The records found in the databese are shown balow

srrerd Regard

Mow | Edt | Delote [ |
First Name Last Name
Antty Adams
Records
Arrival Date Departure Diate i

10 12:00 AM 1410 12:00 AM

Host Phone Mumbea
543 5877

View Al Records
Capture Inage

EditRecord Layout..

T

Dupheats Record

View Log...

View Attendance...
Checkin

Check Out
Activate Card

Deactivate Card

Crate Of Birth  Dwivers License Street Add) Encode Cad antry
1472 ot ) 12 Lake My [ditBadge Design... A WHUIT usA
Visit Notes WModify Database Source D Mumber
1100000
License Photo Signature Fingerprint VISITOR
Amy Adams
(¥ — Lasay sasbtny
P Qjas———-—-— g
LA (asdan Denbin

Records may be viewed in single-record or spreadsheet view by selecting the buttons on

the right of the toolbar.

File Admin Help

Record Center
Records for 'Acme Sample Basic' are available below.

Main Menu

Mew ‘ Edit | Delete Erint |v‘ _|J|—mn_|J 1,? J,ﬁi E,E
[~ # FirstName LastName Title Depattment - Date of Bith 1D Mumber Phota
¥ 1 James  Tolstoy  Shipping Manager Distibution 27171380 102
[T 2 Denisl  Belwont VP Erginesing Enginesing  SA/1985 103
¥ 3 Lia Johnson  Direetor of Marketing Makeing  3/31383 100
¥ 4 Michele Smith VP Sales Sales 441971 100

Records may be batch printed, deleted and edited by checking the box to the left of the
record and selecting the appropriate action. Records may be sorted by clicking on

column headers.

The toolbar contains filter and sort buttons E,? . Filters are used to create data
subsets. Sorting allows for multiple field sort criteria.
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| Fitter Records ==
Configure a record filter to show only records that meet the specified criteria. To show all records,
chck Clear Filter Record filters may also be stored for future use.
Bogin_|[LeftValue ____|Conditon i End _|Combine
Qotabane Flod Doeecifum  Afer Sort Setup... ==
W Sort Records by Following Fields
Sort on Field | Sorting Order Combine
FirstMame Agcending AND
LastMame | #scending END
IDMumber
FirstMame
s S D [ L
Use SOl Exp L Title
T Department
Load Filter | Store Filter As Ok Cancol Help DateQfBith

Configuring the Record Screen

Lobby Track has drag-and-drop record screen formatting. Select Edit Record Layout from
the down-arrow menu on the Record Screen: Size and move fields with the mouse.
Caption placement, colors, alignment tools and other formatting options are provided
on the menu bar.

Formatting options vary by edition. They may be given default values. Drop-down lists
may be created. Text can be set to Capitalize, UPPER CASE or lower case. Image paths
may be created to store variable images to file.

| B T&ﬁdmz&'{mﬁi

Edit Layout
A
Field: IDepartment j ¥ Visible [~ Read-only I~ Required Field

Caption: IDepartment I_J IBoId LI |Leﬂf_R} j Data: -_ INormaI 'I
Format: I‘:ext j INUHE j
[~ Save Formatted Data Default Value: | Mo Default Value vi

i
|
|
|
|
|
|
|
|
ek

First Name |[EGLE]

Last Hame |QIfehi%

Phone Number [ilvirg FR:ilh T

[ E T Imurphy@acmeco.com

Department [BERAE g
Ll

Ll =lCirector of Marketing

(K01 W an Francisco
Building pHELLES

Iz Active Employee J

Hire Date (st

Termination Date
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There are several types of reports built into Report Center and an additional evacuation
report available on all screens.

Visibility of these features is set in the Logs and Reports area of the Workstation

Options.

Logs and Reports

Lobby Track contains seven built-in reports. Custom reports can be added (in the
Advanced Editions) by selecting New and configuring the Custom Log Setup.

(2 Main Location - Lobby Track

T — =)

File Admin Help
Logs and Reports

Select a log or report below.

Main Menu

<< Back

Logs | Generate Log »> ‘ Print ‘ Save | E-mail |
Who s In?
Evacuation Report - This Location | 10f1 J i
E ion R - All L i
sz:;?ﬁ:g zeor eeatien # Date First Name LastName Group  Cardholdi R
This Week's Log 1 5M2/2010 12:53:32 PM  Mark Jones Visitor - [ 1100003 J
This Montis Log 2 5M2/2010 125332 PM Bob Howard  Visitor- [ 1100004
is Year's Log
3 5M12/2010 12:53:32 PM  Frank Fink Visitor - [ 1100005
4 5M12/2010 12:53:32 PM Bob Jones Visitor - [ 1100008
New. 5 51272010 12:53:32 PM  Kevin Johnson Visitor - [ 1100010 A
6 5/12/2010 12:53:31 PM  Amy Adams Visitor - [ 1100000 &
7 51272010 12:53:31 PM Brad Buchanan  Visitor- [ 1100001 S
8 51272010 12:53:31 PM  Craig Carter Visitor - [ 1100002 S
el | I
Auto Size Columns 100 / Page -

99 lobhy track powered

by Jolly Technologies BN [P0

Reports may be printed, saved to a file or e-mailed.

Charts

Charts give a graphical representation of who has checked into the facility on what

hours, days, and months.
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Employses Msin Location
vistors Main Location

Select & Chart: [Entres By Hour |
Eriries By Dl

Chart Type
Evits By Date
This Month | Eyis By Four
Failed Enteries
Fram Failed Entries By Hour

N ]

05:00 PM
07:00 PM
08:00 PM

0200 P |
05:00 PM
03:00 PM
1000 Pr
11:0@

Query Records

Queries are used to pull all or a subset of records from the database. They are
commonly used to export records. They may be named and saved for re-use. Queries
designed in Query Records may be invoked in Record Center using the Filter Records
function.

Evacuation Report

The Evacuation Report lists all visitors in all visitor groups that are checked in at the
current location. This report is available by selecting the button at the bottom of every
page.
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ID Flow Card Designer

Lobby Track contains an integrated version of Jolly Technologies leading ID card
product: ID Flow for the design of sophisticated ID cards and badges.

Design Screen

The design screen contains four toolbars: general items, alignment tools, design objects
and object formatting.

B 1D Flow - [ID Cards - 1]

|| File Edit Add View Tools Window Help

DEE = & X O e8|l|loe [~ ShowLayers [ Live Data ¥ Double Sided W Show UY ]
BalE Tl AT L BiTila jon B opil b e

=1 |-+ o =] el = [ =] [—=] porm =] ]

A General Items Object Formatting

L Alignment Tools

]

9 —— Design Objects

T -

4 ‘R Pointer [4| Insert Image

T Q| zoom Il | Insert 1D Barcode

5] \| Draw Line [&21| Insert 2D Barcode

= (]| Draw Rectangle/Square =S| Format Magnetic Stripe

Q O Draw Ellipse/Circle Q Format Smart Card

2))) T | Insert Text 2)))| Fermat RFID Tag

Cards are designed by selecting the design object on the left-hand toolbar and by
drawing that object’s area on the card with the mouse. After the area drawn the
object’s Properties dialog will appear. Click through the tabs to format the object.
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"D = H 3 0 :"“:- [ ] E & |l e | [ Stowlas: [ LiveDats 7 Doutle Sied 7 Show U
Geah T [ Al P [ o
Al brnge Propaiea ==
L | sersrrres s e | Bropemes| Bonder| Dypensions | Prit Conedten |
| i ! Inage Sousce
E .. ’n?mmmm
O F | { Wasiatle image hom e or nberet
s | I | & Warible mage hom databace
Tl - £ image caprured o seleched ot pr e
[F33 e st e e 8
Nn F | l::mntmmm
E - | R A : oot tona:
| <<FirstName>> <<Las|
=1 <<Agency=>
3 7 He
) I

Objects may be resized at any time and Properties dialog re-accessed by double-click.

Working with Text

ID Flow contains rich text editing. Regular text, database text, serial number, date and
time may be combined within one text box. Type with a keyboard or use the + Field
button for text selections.

G L | =1 s [— = e )
Y= - 5
N ; Ton ==
D| 3 Teat | ropesims| Bouder] Dipensoen | o Condeion |
s | U s A dl nry EEE ", | R 2] =]
’QJ 3 s~ T <<LastName=>
Dept <<Deparment=>

[T
G-
[Tl
I |-
=1 M| To ke Astsbane fikd dsta Sme sic chck on 's Miekd”
=1| .
Serial Number..
‘_'J_| _ L e Diate...
| - i | e e I L

3 Sr—— S

‘Ib. |

There are three types of text formatting: Text Box, Flexible Text and Circular Text. Text
Box will always place text within the bounds of the box drawn in the design: If larger, it
will auto-reduce in font size or word wrap. Flexible Text will maintain font size
regardless of the size of the box drawn. Circular Text formats text in a circle.
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Working with Layers

Like other quality graphical design tools, ID Flow uses a layered design approach. Layers
may contain different design objects of varying opacity. Using layers adds a rich depth
to design and creates highly secure cards.

To see the layers window click the Show Layers checkbox on the top menu bar. Layers
are added using the [+] button at the bottom of the window. Use the arrow buttons to
move layers above and below other layers. Click the Print checkbox on each layer to
format its print condition. The active design layer is highlighted blue.
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Viewing Designs with Live Data

At anytime the card design may be viewed with data by checking the Live Data button
on the top menu bar:
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To view the full record set: go to File -> Database Setup or click the data icon on the top
menu bar:

B File Edit Add View Tools Window Help
DE2dve|t2Rrx(o]za]

Working with Print Conditions

Design objects or design layers may be set to print only if specific database conditions
are met. Print conditions are set on the Print Conditions tab of the object’s properties
dialog. K Panel (Black Panel) and UV Panel are also set on this tab.
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Saving a File

Use File -> Save or Save as... to save and name the design. ID Flow files are saved with a
.jps extension. Though cards can be printed from the design screen or Database Setup,
design files are typically imported into the Card Issue Center for production.
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Lobby Track Online Visitor Registration System

Lobby Track Online Visitor Registration System is a client-hosted (intranet) website that
allows employees to register their visitors in advance of arrival. This is an add-on license
that runs with Lobby Track Premier Edition.

Lobby Track
o Regestes Horw Yisdor.

Visiter Infarmation
r
-
r

Visit Detass
- AW
a3 = A0 e

Tlagratar lew Visder

Pre-registered visitors check in via the Find Record button found in Lobby Track.

Lobby Track Online System Requirements

Windows XP, Server 2003, Vista, Windows 7 or Server 2008
11IS 6.0/7.0
ASP .NET 3.5

The information contained in this document represents the current view of Jolly Technologies on the issues discussed as of the date
of this publication. This paper is for informational purposes only. Jolly Technologies makes no warranties, express or implied in this
document. Jolly, Jolly Technologies, ID Flow, Lobby Track, and Command Line Utility are either trademarks or registered trademarks
of Jolly, Inc. in the United States of America and/or other countries. The names of actual companies and products mentioned herein
may be the trademarks of their respective owners.

IDWholesaler.

We know ID. It’s what we do.

www.|DWholesaler.com
(800) 321-4405 x2
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