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END-USER LICENSE AGREEMENT FOR HONEYWELL SOFTWARE
IMPORTANT-READ CAREFULLY.
This Honeywell End-User License Agreement
(this "Agreement") is a legal agreement between
you (either an individual or a single entity) and
Honeywell International Inc. (including its
subsidiaries) for the Honeywell software product
identified above, which includes computer
software and may include associated media,
printed materials, and "online" or electronic
documentation, and any future versions, releases,
updates, patches, error fixes and bug fixes of the
above identified Honeywell software product that
is provided by Honeywell to you
("HONEYWELL SOFTWARE").
By installing, copying, or otherwise using the
HONEYWELL SOFTWARE, you agree to be
bound by the terms and conditions in this
agreement. If you do not agree to the terms and
conditions in this agreement, do not install or use
the HONEYWELL SOFTWARE; you may,
however, return it to your place of purchase for a
full refund.
Unregistered use of the HONEYWELL
SOFTWARE is not authorized or permitted by
Honeywell, and is in violation of U.S. and
international copyright laws. Unauthorized
reproduction, distribution or use is subject to civil
and criminal penalties.
1.LICENSE
The HONEYWELL SOFTWARE includes
software owned by Honeywell and software
licensed to Honeywell, and is protected by
United States and international copyright laws
and treaties, as well as other intellectual property
laws and treaties. The HONEYWELL
SOFTWARE is licensed to you, not sold. Subject
to the terms below, Honeywell grants you, under
this Agreement, a limited, non-exclusive,
non-transferable license (without the right to
sublicense) to use one copy of the

2

User Non-Disclosure Agreement
HONEYWELL SOFTWARE, on one computer
or workstation, for your internal personal or
commercial purposes, and not for re-sale or
re-distribution.
You are specifically prohibited from making any
additional copies of the HONEYWELL
SOFTWARE, for charging for any copies,
however made, and from distributing such copies
with other products of any kind, commercial or
otherwise, without prior written signed
permission from Honeywell.
All rights of any kind in HONEYWELL
SOFTWARE and all other rights of Honeywell,
which are not expressly granted in this
agreement, are entirely and exclusively reserved
to and by Honeywell. You may not rent, lease,
copy, modify or translate HONEYWELL
SOFTWARE, or create derivative works based
on HONEYWELL SOFTWARE. You may not
alter or remove any of Honeywell's or its
licensor's copyright or proprietary rights notices
or legends appearing on or in the HONEYWELL
SOFTWARE. You may not reverse engineer,
decompile or disassemble HONEYWELL
SOFTWARE. You may not make access to
HONEYWELL SOFTWARE available to any
third party outside of your organization, nor are
you authorized to make the output generated by
HONEYWELL SOFTWARE available to others
in connection with a service bureau, application
service provider, or similar business. The
HONEYWELL SOFTWARE is licensed as a
single product. Its component parts may not be
separated for use on more than one computer.
The HONEYWELL SOFTWARE may contain or
be derived from materials of third party licensors.
Such third party materials maybe subject to
restrictions in addition to those listed in this
Agreement, which restrictions, if any, are
included in the documents accompanying such
third party software. You agree that any third
party supplier shall have the right to enforce this
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agreement with respect to such third party's
software.
Nothing in this agreement shall restrict, limit or
otherwise affect any rights or obligations you
may have, or conditions to which you may be
subject, under any applicable open source
licenses to any open source code contained in the
HONEYWELL SOFTWARE.
2.KEYS AND ACCESS
Honeywell shall provide you with any software
keys necessary to permit you to gain access to the
HONEYWELL SOFTWARE contained on the
media shipped or copy provided to you. You shall
not disclose the software keys to any other person
or entity. You shall not circumvent, or attempt to
circumvent, any license management, security
devices, access logs, or other measures provided
in connection with the HONEYWELL
SOFTWARE, or permit or assist any other person
or entity to do the same. You shall not attempt to
modify, tamper with, reverse engineer, reverse
compile or disassemble the keys. Upon your use
of a new key for the HONEYWELL
SOFTWARE, you represent and warrant that you
will not use the superseded key to access the
HONEYWELL SOFTWARE.
3.SUPPORT SERVICES
You may separately contract with Honeywell to
receive support services related to the
HONEYWELL SOFTWARE ("Support
Services"), subject to and governed by the terms
of a separate support services agreement. Any
supplemental software code provided to you as
part of the support services shall be considered
part of the HONEYWELL SOFTWARE and
subject to the terms and conditions of this
agreement. With respect to technical information
you provide to Honeywell as part of the support
services, Honeywell may use such information
for its business purposes, including for product
support and development. Honeywell will not
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utilize such technical information in a form that
personally identifies you.
In any event, you shall promptly report to
Honeywell any errors or bugs with respect to
your evaluation and use of the HONEYWELL
SOFTWARE. In any such report, you agree to
designate no more than two contacts who shall be
responsible for communicating with Honeywell.
4. WARRANTY DISCLAIMERS AND
LIABILITY LIMITATIONS
Honeywell software, and any and all
accompanying software, files, data and materials,
are distributed and provided as is and with no
warranties or representations of any kind,
whether express or implied. Honeywell expressly
disclaims any express or implied warranties,
including warranties of non-infringement,
merchantability and fitness for a particular
purpose. The entire risk arising out of use or
performance of HONEYWELL SOFTWARE
remains with you.
The maximum aggregate cumulative liability of
Honeywell arising out of or relating to your use
of Honeywell software or otherwise arising out of
or relating to the transactions contemplated by
this agreement (regardless of legal theory,
whether in tort, contract, or otherwise) will be the
amount that you paid for the Honeywell software.
In addition, in no event shall Honeywell, or its
principals, shareholders, officers, employees,
affiliates, contractors, subsidiaries, or parent
organizations, be liable for any indirect,
incidental, consequential, or punitive damages
whatsoever relating to the use of Honeywell
software, or to your relationship with Honeywell,
even if Honeywell has been advised of the
possibility of such damages.
5. TERMINATION
The license granted in this agreement becomes
effective on the date you legally acquire the
HONEYWELL SOFTWARE and will
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automatically terminate if you breach any of its
terms or conditions, without prejudice to any
other rights or remedies available to Honeywell.
If the HONEYWELL SOFTWARE is provided to
you on a subscription basis, then your right to
posses or use the HONEYWELL SOFTWARE
will terminate at the end of the applicable
subscription period. Immediately upon
termination or expiration of the license granted in
this agreement, you must destroy all copies of the
HONEYWELL SOFTWARE and all of its
component parts from your systems, and either
return to Honeywell or destroy the original and
any stand-alone copies of the HONEYWELL
SOFTWARE and all of its component parts.
6. MISCELLANEOUS
You may not assign or transfer the license granted
hereunder or the HONEYWELL SOFTWARE
without Honeywell's prior written consent. Any
assignment or transfer in contravention to the
foregoing shall be null and void.
This agreement is governed by the laws of the
State of New York. Each of the parties hereto
irrevocably consents to the jurisdiction of the
Federal and state courts in New York, New York,
to the exclusion of all other courts. If this product
was acquired outside the United States, then local
law may apply.
Honeywell has the right to audit your compliance
with the terms and conditions of this agreement,
including without limitation, ensuring that you
are not using more than one copy of the
HONEYWELL SOFTWARE, or bypassing the
software keys to engage in unauthorized,
unlicensed use of the HONEYWELL
SOFTWARE, and to immediately terminate your
license in this agreement if an audit shows that
you are in breach with any of the terms and
conditions of this Agreement, as well as to
enforce all other rights and remedies available
under this agreement or otherwise under law or at
equity.
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The failure of Honeywell to enforce at any time
any of the provisions of this agreement shall not
be construed to be a continuing waiver of any
provisions hereunder nor shall any such failure
prejudice the right of Honeywell to take any
action in the future to enforce any provisions
hereunder.
It is understood and agreed that, notwithstanding
any other provisions of this agreement, breach of
any provision of this agreement by you may
cause Honeywell irreparable damage for which
recovery of money damages would be
inadequate, and that Honeywell shall therefore be
entitled to obtain timely injunctive relief to
protect Honeywell's rights under this agreement
in addition to any and all remedies available at
law.
Nothing contained herein shall be construed as
creating any agency, employment, relationship,
partnership, principal-agent or other form of joint
enterprise between the parties.
The section headings appearing in this agreement
are inserted only as a matter of convenience and
in no way define, limit, construe, or describe the
scope or extent of such section or in any way
affect this agreement.
Whenever possible, each provision of this
agreement shall be interpreted in such manner as
to be effective and valid under applicable law.
But, if any provision of this agreement is held to
be invalid, illegal or unenforceable in any respect
under any applicable law or rule in any
jurisdiction, such invalidity, illegality or
unenforceability shall not affect any other
provision in that jurisdiction, but this agreement
shall be reformed, construed and enforced in such
jurisdiction as if such invalid, illegal or
unenforceable provision had never been
contained herein. Further, such invalidity,
illegality or unenforceability shall not affect any
of the provisions in this agreement in any other
jurisdiction.
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This agreement constitutes the entire agreement
between you and Honeywell and supersedes in
their entirety any and all oral or written
agreements previously existing between you and
Honeywell with respect to the subject matter
hereof. This agreement may only be amended or
supplemented by a writing that refers explicitly to
this agreement and that is signed by duly
authorized representatives of you and Honeywell.
The preprinted terms and conditions of any
Purchase Order issued by you in connection with
this Agreement shall not be binding to Honeywell
and shall not be deemed to modify this
agreement.
Software and technical information delivered
under this agreement is subject to U.S. export
control laws and may be subject to export or
import regulations in other countries. You agree
to strictly comply with all such laws and
regulations, and you shall be solely responsible
for obtaining any import, export, re-export
approvals and licenses required for such software
any technical information, and retaining
documentation to support compliance with those
laws and regulations.
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About this Guide
Scope
This guide describes how to add and register visitors using the LobbyWorks Front
Desk application. In addition, this guide helps to manage hosts, deliveries, and assets.

Intended Audience
This guide is intended for the users of the LobbyWorks Front Desk application.

Prerequisite Knowledge
The LobbyWorks Front Desk user is required to have a knowledge of handling
computers, printers, and scanners.

Document Structure
The following table describes the details of what is covered in each chapter:
Chapter

Description

Chapter 1, Introduction

Gives an overview of the LobbyWorks Front Desk
application and explains the key software concepts
and features.

Chapter 2, User Interface

Explains how to log on to Front Desk and its various
elements.

Chapter 3,Visitor
Registration

Explains how to register an individual visitor or a
group of visitors. In addition, it explains the signing
in and signing out procedure for visitors.

Chapter 4, Watch List

Describes how t
o add a visitor to the watch list and track the visitor
activities.

About this Guide
Symbol Definition

Chapter

Description

Chapter 5, Host
Management

Includes details about hosts and procedures for
signing in and signing out the host.

Chapter 6, Delivery
Management

Includes details about how to send and receive a
delivery.

Chapter 7, Asset
Management

Includes details on how to track the movement of
assets.

Symbol Definition
The following table lists the symbols used in this document to denote certain
conditions:
Symbol

Definition
Note: Identifies information that requires special consideration.

Tip: Identifies advice or hints for the user, which can be useful
when performing a task.
Example: Identifies an example that complies with the concept.
Warning: Indicates a potentially hazardous situation, which if
not avoided, could result in serious injury or death.
Caution: Indicates a situation which, if not avoided, may result
in equipment or work (data) on the system being damaged or
lost, or may result in the inability to properly operate the
process.
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About this Guide
Contacts

Contacts
Honeywell Access Systems(US)
135 West Forest Hill Avenue
Oak Creek, WI 53154
U.S.A

Honeywell Access Systems(U.K)
Charles Avenue, Burgess Hill
West Sussex, RH15 9UF
United Kingdom

Tel: (800) 323-4576

Tel: +44 (0)1444 251180

Fax: (414) 766-1798

Fax: +44 (0)1444 871074

E-mail:
HASsupport@honeywell.com
www.honeywellaccess.com

Honeywell Access
Systems(APAC)
Flat A, 16F, CDW BLDG,

Honeywell Integrated
Security(EMEA)

388 Castle Peak Road, Tsuen Wan,
Hong Kong

Böblinger Strasse 17

Tel: +852 24052323

71101 Schönaich
Germany, Deutschland
Tel: +49 (0)7031 637 782
Fax: +49 (0)7031 637 769
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Overview of LobbyWorks
The traditional methods of tracking visitors through the paper visitor log are no
longer sufficient for security-conscious facilities. LobbyWorks Front Desk is a
visitor management tool that helps in tracking and monitoring visitors to a
premises in an efficient and comprehensive manner.
LobbyWorks Front Desk is an effective way to:
• Determine who is in your facility
• Identify unwanted visitors
• Eliminate abuse of visitor badges
• Protect the confidentiality of visitors
• Facilitate communication with visitors
• Improve lobby and security desk productivity
LobbyWorks Front Desk can be installed in the security room or in the
reception, from where the visitors can be tracked.

Features of LobbyWorks
LobbyWorks is an advanced visitor management and tracking system that
provides the following features:
• Automatically captures the visitor’s photo or the image on the visitor’s
identity card.
• Automatically enters the visitor details using a business card or driver’s
license.
• Filters unwanted visitors by matching every individual to a watch list
while registering the visitor. This includes name matching for
previously enrolled names too.
• Automatically notifies the host about a visitor’s arrival.
• Easily and quickly generates detailed reports of visitor traffic by
employee, department, building, company, or site.
• Self-registration with the Kiosk includes:
– Voice prompts
– Remote authorization
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2-5

User Interface
Overview

Overview
This chapter describes how to log on to the LobbyWorks Front Desk application
and about its various elements. The elements in the Front Desk user interface
include the title bar, status bar, menus, buttons, windows, and so on.
In addition, this chapter provides instructions on how to search for an item or
record, and to filter a record in the list.

Logging On to Front Desk
After installation, you can log on to the Front Desk application using the default
user name and password - Administrator and guest, respectively. Some
features and functions in LobbyWorks are available based on the settings made
in the Administrator application.
To log on to Front Desk:
1. Choose Start > Programs > LobbyWorks > Front Desk or
double-click the Front Desk
shortcut on the desktop. The
LobbyWorks license Agreement window appears.

2. Read the agreement and select I Agree. This enables the Accept button.
3. Click Accept. The LobbyWorks Login window appears.
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4. In the Company list, select your company.
Note:

•
•
•

If the workstation assigned to a company, the Company drop-down list does
not appear in the Front Desk Login screen.
The visitors related to the particular company can login only.
Contact LobbyWorks administrator for more information.

5. Select one of the following:
•

Use Windows authentication: To use the windows authentication for
logging on to LobbyWorks.

•

Use LobbyWorks authentication: To use LobbyWorks internal
authentication for logging on to LobbyWorks.

Note: If you are logging on to the Front Desk for the first time, type the

following username and password.
a. Type the Username as administrator.
b. Type the Password as guest.
6. Select the Change Password after Login check box to change the current
password immediately after logging on to the application.
7. Select the Remember my logon information on this computer check box to
automatically log on to the application the next time with the same username
and password.
Document 800-03830
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Note: To reset the settings, press Shift key in the keyboard, immediately
when the splash screen is appears. This resets the password and the
login dialog box appears.

8. If you want to change the server from where the data is accessed, click
Advanced. The Connect dialog box appears.

a. Modify the server name if required.
b. Select one of the following:
– Use Windows integrated security: Enables you to use
the windows authentication for logging on to
LobbyWorks.
– Use Explicit Login: Enables you to use authentication
that can be used only for logging on to LobbyWorks. If
you select this option, you must enter the User Name and
Password for logging on to the application.
c. Click OK to change the server settings.
9. Click Log on. The Lobbyworks Front Desk user interface is displayed.
Note: If you select the Change Password after Login check box, the

Change Password dialog box appears.
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a. Type the Old Password and New Password and type the password
again in the Confirm New Password text box.
b. Click Save to save the new password and log on to the system.

About the Front Desk User Interface
The Front Desk user interface can be divided into six parts. The elements of the user
interface may differ for each entity. By default, the user interface appears as follows:
Menu

Entries

List
Context
Menu

Details

Task

•

Menu – Contains a list of filter buttons that are predefined for each entity
selected in the Task part and, when clicked displays the relevant list in the
List part.
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•

•
•

Entries – Displays the limit for the number of entries that appears in a
page. By default, 100 records are displayed. You can click the
drop-down box to change the number of entries you want to view. The
arrows help you navigate through pages.
List – Displays the list of items for the button selected under List of
visits.
Context Menu – Displays the options for carrying out various visitor
operations. The options listed in this menu vary based on the visitor
status.
For example:
•

For a visitor with a "Signed In" status, the context menu displays
options such as Sign Out, Modify, Watch, Preview, and Print.

•

For a visitor with a "Signed Out" status, the context menu
displays options such as Modify, Watch, Preview, and Print.

•

•
•

For a visitor with a "Closed" status, the context menu displays
options such as Watch, Preview, and Print.
Details – Displays the details about the items selected under Visit
Information. Here tabs are used for classifying the information.
Task – Displays buttons for a selected entity (first button on the left
corner) and all the tasks that can be performed for the entity. By default,
the Visitor entity is selected. The various entities that are involved in
Front Desk are:
– Visitor
Entity button Task buttons
– Event /
Group
Visit
– Visitor
Watch
List
– Host
– Delivery0
– Asset
You can select the entity by clicking the entity button and by selecting an
entity from the list that appears. The tasks that can be performed for the
entity appear as buttons beside the entity button.
For example, when you select Visitor as an entity, the Pre-register,
Register, Authorize, Sign In, and Sign Out tasks are displayed.

LobbyWorks Front Desk Guide
Release 4.0

2-6

Document 800-03830
© 2011 Honeywell International

User Interface
About the Front Desk User Interface
Note: Menus and buttons in the UI can be re-arranged using the View Editor menu

option in the Front Desk application.

Title and Status Bars
Title Bar
The Title bar appears at the top of the user interface and displays the application name
and the logged on user name. The selected entity is displayed within brackets.
Application Name

Current Entity

Logged On User’s
First Name

Logged On User’s
Last Name

License Name/Type

The Minimize, Restore, and Close buttons on the right of the title bar enables you to
minimize, restore and close the Front Desk User Interface.

Status Bar
The Status Bar at the bottom of the Front Desk user interface indicates the following
details about the current screen.

22
11

33

3

44

4

555

1

666

1. Number of elements - The number of records in the list.
2. Host list and dial button - The host name and host number to which the calls
are made, to inform about the visitor’s arrival.
3. Scanning Mode - The modes for scanning visitor information. The available
modes are:
•

Business Card

•

Driver License Card

•

Passport Mode

•

Barcode Mode

Document 800-03830
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4. Pending Task list - To view a list of pending tasks for the Front Desk,
click
. After a visitor self-registers at the Kiosk, if the Front Desk
needs to approve the visit, the visitor’s information appears in the
pending task list.
5. No Notification Tasks - Displays tasks associated with each entity.

•

Confirmation List - Displays the list of visits that are authorized
by the host.

•

Notifications Trace - Displays the list of visits sent to the host for
authorization.

•

Clear Trace - Clears tasks which are no longer in use.

•

Hide - Hides the dialog box.

6. Current Date - The system date.

Menus and Buttons
The Menu part of the Front Desk user interface contains the list of buttons used
for filtering the relevant list. These buttons are displayed depending on the entity
selection.
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The following table describes the default menu buttons displayed for each entity:

Table 2-1 Describing menu buttons
When
you
select...

The
buttons
displayed
are...

And if clicked...

Visitor

Today

Lists the visitors who have visited the company,
today.

Active

Lists the visitors who have not signed off.

Expected

Lists the visitors who are expected to the
company, today.

Expired

Lists the visitors for whom the permission to visit
the company has expired.

Declined

Lists the visitors for whom the permission to visit
the company is declined.

Search

Enables you to define the filter parameters and
display the records that satisfy the filter
parameters.
For defining the filter parameters, refer to the
“Simple Search” section in this chapter.

Custom
Filter

Enables you to select the predefined custom filter
to display the records that satisfy the predefined
filter parameters.
For including search queries in the custom filter,
refer to the “Reorder list buttons” section in this
chapter.

Today’s
Groups

Lists the visitor groups who have visited the
company today.

All
Groups

Lists all the visitor groups.

Event /
Group
Visit

Document 800-03830
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Table 2-1 Describing menu buttons
When
you
select...

The
buttons
displayed
are...

And if clicked...

Visitor
Watch
List

On Watch

Lists the visitors who come under the Watch List
category.

Custom
Filter

Enables you to select the predefined custom filter
to display the records that satisfy the predefined
filter parameters.
For including search queries in the custom filter,
refer to the “Reorder list buttons” section in this
chapter.

Host

All Hosts

Lists all the host details.

Signed In

Lists all the hosts who signed in to the company.

Signed
Out

Lists all the hosts who signed off from the
company.

Inactive

Lists all the inactive host details.

All
Deliveries

Lists all the deliveries made to the company.

Dropped
Off

Lists the deliveries that are dropped off to the
company.
This option enables you to filter the dropped off
delivery list.

Picked Up

Lists the deliveries that are picked up from the
company.
This option enables you to filter the picked up
delivery list.

Delivery

LobbyWorks Front Desk Guide
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Table 2-1 Describing menu buttons
When
you
select...

The
buttons
displayed
are...

And if clicked...

Asset

All Assets

Lists all the assets that are signed in and signed
off from the company.

Signed In

Lists the assets that are signed in to the company
by the host.

Signed
Out

Lists the assets that are signed off from the
company by the host.

Refresh

Refreshes the list.

View
Editor

Enables you to create, edit, copy, delete, or
reorder the list of custom filters.
For defining the custom filters, refer to the
“Advanced Search” section in this chapter.

<Any
entity>
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Search
The Search option enables you to search for a specific record in the list or to
predefine the search criteria. The predefined search criteria can be saved and it
can be used for searching the records with the same set of criteria.

Simple Search
The simple search enables you to search for a specific record in the visitor list.
To search for a record:
1. Click the entity button and select Visitor from the list that pops-up. The
Search button is displayed in the menu of the window.
2. Click Search. The Filter Parameters dialog box appears.

3. Under Parameter List, select the Condition for parameters and enter
the Value for the parameter. These conditions apply to all the
parameters except for the Sign-In Date and Status parameters.
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Condition

Description

Any

Filters all the records with any value.

Contains

Filters the records containing the entered value.

Not contains

Filters the records that does not contain the entered value.

Is exactly

Filters the records that exactly matches with the value
entered.

Empty

Filters the records that has nil value.

Not empty

Filters all the records that has value. Nil value is not
allowed.

4. For the Sign-In Date parameter, select the condition from the drop-down list
and specify the period of sign-in. The conditions to choose the date from the
calendar and time in the 24 hour format must be after, before, or between.
The conditions for the Sign-In parameter are as follows:
Condition

Parameter

Yesterday

Filters the previous day’s records.

Tomorrow

Filters the next day’s records.

Today

Filters the selected day’s records.

In the last 7 days

Filters the records of the last seven days.

In the next 7 days

Filters the records of the next seven days.

Last week

Filters last week’s records.

Next week

Filters next week’s records.

This week

Filters the current week’s records.

Last month

Filters the records for the last month.
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Condition

Parameter

Next month

Filters the records for the next month.

This month

Filters the records for the current month.

After

Filters all records after a specific date. In the date field
provided alongside, select the date and time.

Before

Filters all records before a specific date. In the date
field provided alongside, select the date and time.

After today

Filters all records after the selected day.

Before today

Filters all records of the previous days.

Between

Filters all records between the selected date and time
In the date field provided alongside, select the date
and time.

5. In the Status drop-down list, select the visitor status for filtering the
records. The various conditions for filtering visitor status are:
Condition

Description

Any

Filters all the records with any value.

Equals

Filters all the records equal to the selected value. Select the
visitor status from the list that is enabled alongside.

Does not equal

Filters all the records not equal to the selected value. Select
the visitor status from the list that is enabled alongside.

6. Click OK. The list of records matching the search criteria is displayed
in the Search list.

Advanced Search
Advanced search enables you to define the search conditions and save them as a
search query. The saved queries can be used for searching records with the same
search conditions.
The search queries can be system-defined search queries or user-defined search
queries. The system-defined query cannot be deleted or modified.
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Defining a custom search query
To define the search query:
1. Select an entity at the bottom and the View Editor button is displayed in the
menu.
2. Click View Editor. The Advanced Search dialog box appears.

3. Click New.
4. Under Define more criteria, select the Field and Condition and enter the
Value for the selected condition.
Note: If you select the Parameterize check box, user inputs are awaited for

the parameterized field when the search query is activated. The following
image depicts the scenario.
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1. Define the Search Query

2. Activate the Search Query

3. The dialog box
appears for the user input

5. Click Add to List to add this search condition to the search query list.
Note: To remove the search condition from the list, select the item and

click Remove.
6. Click Save As to save the search query. The Save Advanced Search
Query dialog box appears.

7. Type the Filter Name and Filter Description and click Save.
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Note: To filter the items without saving the query, click Search. A message

box appears asking if you want to save the search query. Click No.

Opening the search query
1. In the Advanced Search dialog box, click Open. The Load Search Query
dialog box appears.

2. Select a query from the list and click Load. The query is opened in the
Advanced Search dialog box with the list of conditions, if any.
3. Click Search to filter the items in the list that matches the criteria.

Deleting a search query
1. In the Advanced Search dialog box, click Delete. The Delete Search Query
dialog box appears.

2. Select a query from the list and click Delete. The selected query is deleted.
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Note: You cannot delete the system-defined queries. The system-defined

queries are the ones that appear by default.

Copying a search query
To create a copy of a query:
1. Open the query to be copied.
2. Click Save As. The Save Advanced Search dialog box appears.
3. Enter the query name and description and click Save. A copy of the
query is created.

Reorder list buttons
The Front Desk user interface enables you to reorder the search queries from the
Front view to the Custom view or vice-versa.
To reorder the queries:
1. In the Menu, click View Editor, and then click Reorder. The
Rearrange views order dialog box appears. The queries listed in the
Custom views will be the menu items of Custom Filters. Each query in
the Front views is displayed as an individual button.

2. To add a query to the front view, select it from the Custom Views list
and click Add.
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3. To remove a query from the front view, select it from the Front views list and
click Remove.
4. To rearrange the display of query buttons in the front view, select the query
and click Move Up or Move Down button.
Note: You can click Reset to restore the default settings.

5. Click OK to save the settings.
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Visitor Registration
Overview

Overview
The Front Desk application enables you to register the visitor details before, or
at the time of their arrival. In addition, group registration can be done for a
group of visitors visiting your company.
This chapter describes how to register visitors, print visitor badges, sign in, edit
visitor details, sign out, and close a visit.
Registration Process
The registration process is depicted as follows:

Sign in Visit

Sign out Visit

time
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Registering Visitors
Visitors can be registered before their arrival or at the time of their arrival. After
registration, the visitor can be authorized by the host or the operator. The permission
for authorizing the visitor is set in the Administrator application.

Pre-registering Visitors in advance
Pre-registration involves the following:
• Providing basic information about the visitor and host.
• Providing additional information about the visitor.
You can pre-register by providing basic information through a keyboard or through a
scanner, which is calibrated to the computer. Visitor information can be scanned from
a business card, driver license, passport, or barcode.
Note: For more information about scanner calibration, refer to the “Appendix” in this

guide.

Providing Basic Information through the Keyboard
1. Click the entity button and select Visitor. The relevant task buttons are
displayed.
2. Click Pre-register. The Pre-register group box appears.

Note: The UI may not contain all the fields that are described here. The fields

are displayed based on the customized settings in the LobbyWorks
Administrator application. Contact your Administrator for more information.
3. Specify the registration details:
Field

Description

Host Company

The name of the host company.
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Field

Description

Host Site

The site of the host company.

Host Building

The name of the host building in the company.

Host Person

The name of the host.
You can click the
the host.

icon to add a host.The name of

Note: You can click the

icon to add a host. The
Add Host dialog box appears.

Under Host Information, select the Category, and
type the First Name, Last Name, User Name,
E-mail, Phone, and enter the Valid Until list of the
host. However, this icon is enabled only if the
Administrator has given rights to add a host.
Alternate Host 1

If the host is not available, the visitor has the option of
meeting the alternate host 1.
Alternate host 1 details are set in the Administrator
application. Contact the Administrator for more
details.

Alternate Host 2

When the host and alternate host 1 are not available,
the visitor has the option of meeting the alternate host
2.
Alternate host 2 details are set in the Administrator
application. Contact Administrator for more details.

Visit Location

The location the visitor intends to visit.
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Field

Description

Purpose

The purpose of the visit.
Note: The purpose is defined in the LobbyWorks

Administrator application. However, you can also type
the purpose, if you have the rights to do it.
Security Level

Select the security level. For example, you can select,
Escort Required - if an escort is required for a visitor.
Escort Not Required - if no escort is required for a
visitor.

Category

The category to which the visitor belongs.

4. Type the following details:
Field

Description

First Name

The first name of the visitor.
Click Next to check if the visitor information matches
with that of a previously enrolled visitor. If yes, the
Previous Match Visitor dialog box appears.
Note: For matching the same visitor information, refer to

the section “Matching Previous Visits” in this chapter.
Last Name

The last name of the visitor.
This is automatically updated if the visitor information
matches with that of a previously enrolled visitor.

Company

The visitor’s company.
This is automatically updated if the visitor information
matches with that of a previously enrolled visitor.

Driver ID

If the visitor’s driving license is scanned, then the driver
ID is filled.
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Field

Description

E-mail

The e-mail address of the visitor.
When you enter the e-mail ID, the Send notification to
Visitor check box is enabled. Select this check box to send
a notification mail to the visitor about the pre-registration.
This is automatically updated if the visitor information
matches with that of a previously enrolled visitor.

Send
notification to
Visitor

Sends the notification mail to the visitor about the
pre-registration.

Expected Date

The date and time during which the visitor group is
expected to visit the company.
Click the drop-down arrow and select the date from the
calendar. Click the time and change it if required.

Expire Date

The expiry date and time of visitor’s visit.
You can select and set the date from the calendar.
Double-click the time which is displayed and change it if
required.
Note: If the Administrator has limited the visit by duration
or expiry date, the visit is automatically closed at the end
of the duration or after the expiry date.

Visitor Note

A brief note about the visitor.

5. Click Next to provide additional information about the visitor.
Note: The fields in maroon are mandatory fields.

Providing Basic Information through Scanner
1. Repeat steps from 1 through 3 in the section “Providing Basic
Information through the Keyboard”.
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2. Click the scanning mode in the status bar. A shortcut menu appears listing the
various modes of scanning. You can select one of the following modes.
Scanning Mode

Steps for Scanning

Business card

Insert the business card in the scanner and scan the
visitor’s details.
Capture the visitor’s photograph, if required, using the
camera connected to the computer.

Driver license
card

Insert the driver license card in the scanner and right-click
on the driver license option. A screen appears listing all
the states and countries.
Select the state from where the license is issued.
Scan the license using the scanner connected to the
computer.
If the driver’s license does not have a photo, you can also
capture the visitor’s photo using the camera that is
connected to the computer.

Passport mode

Insert the passport in the scanner and scan the visitor’s
details.
Capture the visitor’s photograph, if required, from the
camera that is connected to the computer.

Barcode mode

Scan the visitor’s details using the barcode reader.

The scanned data is automatically updated in the relevant fields.
3. Click Next to provide additional information about the visitor.

Providing Additional Information
After providing the basic information, you can enter the additional information of the
visitor or visit like the date the visitor is expected, visitor photo, and so on.
To provide additional information:
1. Click Next in the Pre-Register [Step 1 of 2] box.
2. In Alias, type an alias name of the visitor.
3. On the right, under Visitor Photo, click Load Picture and browse to the
relevant folder to select the visitor’s photo. The photo is displayed in the
Visitor Photo frame.
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Note: You need to load the picture only if the camera is not connected to

the computer. If the camera is connected to the computer, the photo of
the visitor can be taken and it is automatically loaded into the frame.
4. Click Finish to save the pre-registration details.

Registering On the Spot
The visitor is not pre-registered in the case of unplanned visits. In such cases,
the registration can happen directly in the lobby when the visitor arrives. On the
spot registration can be done for a single visitor or for a group of visitors.

Individual Registration
The individual registration process involves the following:
•

Providing the basic information.

•

Providing additional information.

Providing the basic information
To register a visitor:
1. Click the entity button and select Visitor. The relevant task buttons are
displayed.
2. Click Register. The Register box appears.

Note: The UI may not contain all the fields that are described here. The

fields are displayed based on the customized settings in the
LobbyWorks Administrator application. Contact your Administrator for
more information.
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3. Specify the registration details.
Field

Description

Host Company

The name of the host company.

Host Site

The site of the host company.

Host Building

The name of the host building in the company.

Host Person

The name of the host.
You can click the
host.

icon to add a host.The name of the

Note: You can click the

icon to add a host. The Add

Host dialog box appears.

Under Host Information, select the Category, and type
the First Name, Last Name, User Name, E-mail,
Phone, and enter the Valid Until list of the host.
However, this icon is enabled only if the Administrator
has given rights to add a host
Alternate Host 1

If the host is not available, the visitor has the option of
meeting the alternate host 1.
Alternate host 1 details are set in the Administrator
application. Contact Administrator for more details.

Alternate Host 2

When the host and alternate host 1 are not available, the
visitor has the option of meeting the alternate host 2.
Alternate host 2 details are set in the Administrator
application. Contact Administrator for more details.

Visit Location

The location the visitor intends to visit. The host's
building is the default visit location.
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Field

Description

Purpose

The purpose of the visit.
Note: The purpose can be predefined in the

Administrator application. You also have the option to
enter the purpose of visit.
Security Level

Select the security level. For example, you can select,
Escort Required - if an escort is required for a visitor.
Escort Not Required - if no escort is required for a
visitor.

Clearance Code

Select the access level for the visitor.
The list consists of the clearance code for the visitor. (The
access levels that are permitted for Visitor Management
after ACS integration.)

Access Card

The number on the access card that must be provided to
the visitor.

Card Pin

This is similar to password, which provides additional
level of security for an access card.

ADA

American Disability Act. This feature is exclusively for
physically handicapped visitors. When these people visit
an organization, the doors these visitors enter must be
kept open for a longer duration to enable free movement.
The Acess card provided to these visitors must be
programmed to include the ADA functionality. Th
Select the ADA check box to enable ADA functionality
for visitors. These ADA details are in-turn sent to
Pro-Watch® Access Control System.

Category

The category to which the visitor belongs.

4. Type the following details.
Field

Description

Title

The title of the visitor.
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Field

Description

First Name

The first name of the visitor.
Click Next to check if the visitor information matches
with that of a previously enrolled visitor. If yes, the
Previous Match Visitor dialog box appears.
Note: For more information, refer to the section

“Matching Previous Visits” in this chapter.
Last Name

The last name of the visitor.
This is automatically updated if the visitor information
matches with that of a previously enrolled visitor.

Company

The visitor’s company.
This is automatically updated if the visitor information
matches with that of a previously enrolled visitor.

E-mail

The e-mail address of the visitor.
This is automatically updated if the visitor information
matches with that of a previously enrolled visitor.

Alias

The alternate e-mail address of the visitor.
This is automatically updated if the visitor information
matches with that of a previously enrolled visitor.

Visitor Note

A brief note about the visitor.

Driver ID

If the visitor’s driving license is scanned, then the driver
ID is filled.

Expire Date

The expiry date and time of the visitor’s visit.
You can select and set the date from the calendar.
Double-click the time and change it if required.
Note: If the Administrator has limited the visit by

duration or expiry date, the visit is automatically closed at
the end of the duration or after the expiry date.
Notification
Date
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Providing additional information
1. Under Register, click Next.

2. Select the Sign In after Finish check box to enable the visitor to sign in
immediately after the registration.
3. Select the Print Badge check box to print the badge for the visitor.
4. Select the Print Parking Pass check box to print the pass for parking.
5. Select the Select printer to print badge check box to select the printer
before printing the badge or parking pass.
6. Type the visitor’s title and the alias name in Title and Alias.
Note: If you have a digital signature pad attached to the computer, you

can ask the visitor to sign on the pad. The visitor’s signature will be
displayed in Visitor Signature.
7. Type the address, phone number, fax, and web site details.
8. Click Finish to register the visitor. If LobbyWorks is integrated with
Pro-Watch®, the details of the visitor along with the access card is sent
to Pro-Watch®. The visitor is registered as soon as the card is activated
in Pro-Watch®.
After the card is activated in Pro-Watch®, a message appears indicating
that the visitor registration is successful.

Authorizing the Visitors
After registering the visitors at the Front Desk, the visitors must be authorized
by the host or operator.
To authorize the visitor
1. Select the Visitor and click Authorize. The Authorize box appears.
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2. Click Authorize.
3. Type the following registration details:
Field

Description

Clearance Code

Select the access level for the visitor.
The list consists of the access levels that are permitted for
Visitor Management in the integrated Access Control
applications.
Note: The visitor is allowed or restricted access to the

doors in the premises based on the selected access level /
clearance code. LobbyWorks can be integrated with
Pro-Watch®.
Security Level

Select the one of the available security levels. For
example, Escort Required.

Expiry Date

The expiry date and time of visitor’s visit.
You can select and set the date from the calendar.
Double-click the time which is displayed and change it if
required.
Note: If the Administrator has limited the visit by

duration or expiry date, the visit is automatically closed
at the end of the duration or after the expiry date.
Visit Location

The location the visitor intends to visit.

Access Card

The number on the access card that must be provided to
the visitor.
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4. Select the Sign In after Finish check box to enable the visitor to sign in
immediately after the registration.
5. Select the Print Badge check box to print the badge for the visitor.
6. Select the Print Parking Pass check box to print the pass for parking.
7. Select the Select printer to print badge check box to select the printer
before printing the badge or parking pass.

8. Click Finish to register the visitor.
Note: Click Decline, if you do not want to authorize the visitor. You can see the
declined visitors information by clicking the Declined button.

Group Registration
The group registration process involves the following:
• Providing basic information.
• Adding group members.
• Importing group details.

Providing basic information
1. Click the entity button and select Event / Group Visit. The relevant
task buttons are displayed.
2. Click Register to display the Register group box.
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3. Type the following registration details:
Field

Description

Group Name

The name of the group of visitors.

Host Company

The name of the host’s company.

Host Site

The site of the host company.

Host Building

The name of the host building in the company.

Host Person

The name of the host.
Note: You can click the

icon to add a host. The Add

Host dialog box appears.

Under Host Information, select the Category, and type
the First Name, Last Name, User Name, E-mail,
Phone, and enter the Valid Until list of the host.
However, this icon is enabled only if the Administrator
has given rights to add a host.
Alternate Host 1

If the host is not available, the visitor has the option of
meeting the alternate host 1.
Alternate host 1 details are set in the Administrator
application. Contact the Administrator for more details.

Alternate Host 2

When the host and alternate host 1 are not available, the
visitor has the option of meeting the alternate host 2.
Alternate host 2 details are set in the Administrator
application. Contact the Administrator for more details.

Category

The category to which the visitor belongs.
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Field

Description

Expected Date

The date and time during which the visitor group is
expected to visit the company.
Click the drop-down arrow and select the date from the
calendar. Click the time and change it if required.

Duration

The number of days the visit is to be in the active state.

Purpose

The purpose of the visit.
The purpose is defined in the LobbyWorks Administrator
application. However, you can also type the purpose if
you have the rights to do it.

Clearance Code

Select the access level for the visitor.
The list consists of the access levels that are permitted for
Visitor Management in the integrated Access Control
applications.
Note: The visitor is allowed or restricted access to the

doors in the premises based on the selected access level /
clearance code. LobbyWorks can be integrated with
Pro-Watch®.
Security Level

Select the one of the available security levels. For
example, Escort Required.

Description

Describe the group in detail.

Group Note

Provide a brief write-up on the visitor group.

Adding group members
After providing the basic information for the group, you must add the visitors to
the group. You can add the visitors to the group in the following two ways:
• Entering visitor details manually
• Importing the visitor information through a data Microsoft Excel™ or
.csv file
To add the visitors to the group:
1. Under Group Members, click Add. The Add Visitor dialog box
appears.
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2. Type the Company, First Name, Last Name, Phone, and E-mail ID of the
visitor. The fields in maroon are mandatory.
3. Click Save to save the visitor details.
Note: If you want to remove a visitor from the group, select a group in the list and

click Remove.

Importing visitor details
Before importing the visitor details to the group, ensure that you have created the .csv
file.
To create a .csv file:
1. Open a Microsoft Excel™ sheet and type the field names in the first row.
2. Fill the relevant data in each column.
3. Save the file in the .csv format.
The following picture shows how the field names must be entered in the .csv file.

Field Names
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Note: The First Name, Last Name, and Company fields are mandatory. If the
information for these three fields is not entered, the record is not saved in the
LobbyWorks database.

To import visitor details to the group:
1. Click Import and browse to the .csv file.
2. Select the file and click Open. On a successful import, the visitor details
are imported to the Group Members list.

3. To remove a visitor from the list, select a visitor from the list and click
Remove.
4. Click Finish. The group is registered.
Note:

•
•
•

If the file for importing visitor details is invalid, an error message will
be displayed.
The images such as photos, and signatures are converted to jpeg.
You can import the images in all formats. After importing, it will be
converted into jpeg format and stored in LobbyWorks database as
binary format.

Matching Previous Visits
Front Desk identifies the previous visits of a visitor in any one of the following.
• After typing the First Name and Last Name
• After typing the Last Name
• After typing the E-mail address
• After typing the Driver ID
• After typing all the details
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Note: Visit match is case-insensitive.

To identify and reuse the previous visit:
1. Click Next in the Pre-Register or Register box while pre-registering or
registering the visitor.
•

If a pre-registered visit is identified, the Pre-register Visitor Match
dialog box appears. The box contains a list of visitors whose
information match with the current visitor name and company.

a. Click and select the visitor to view the visitor details.
b. If the visit details match with the current visit registration, select a
visitor from the list and click Match. The selected visit details are
reused for the current visit.
c. Click Finish to complete the pre-registration or registration of the
visitor.
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•

If a previous visit is identified, the Previous Match Visitor
dialog box appears. The box contains a list of visitors whose
information match with the current visitor name and company.

a. Click and select the visitor to view the visitor details.
b. If the visit details match with the current visit registration,
select a visitor from the list and click Match. The selected
visit details are reused for the current visit.
c. Click Finish to complete the pre-registration or registration of
the visitor.

Viewing Registration Details
You can view the registration details after you register a visitor or group of
visitors.
To view the registration details:
1. Click and select the entity as Visitor or Event / Group Visit from the
bottom of a screen.
2. Click a button in the Menu to display the list of relevant records. For
example, click Today to list the visitors who are visiting the company
on that day.
For information on the menu buttons, refer to the “Menus and Buttons”
section in the chapter User Interface.
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3. To search for a particular record, click Search and follow the procedure of
“Simple Search” in the chapter User Interface.
4. To create search queries, click View Editor and follow the procedure of
“Advanced Search” in the chapter User Interface.

Printing Visitor Badge
The visitor has to wear a visitor badge for entering the company premises. The visitor
badge is printed using the Print Badge feature in the Front Desk application. The
badge can be printed at any stage of the visit such as sign-in status, sign-off status,
and closed status.
Note: You can also print the badge while registering the visitor.

To print the visitor badge:
1. Click the entity button and select Visitor.
2. Search for the visitor and select the visitor from the list.
3. Click Preview to view the badge preview. The preview of the badge is
displayed.
Note: The badge template is defined in the Administrator application.

4. Select or type the percentage of the preview to enlarge or reduce the preview
size.
Tip: On the preview, click and drag the hand tool

to move around the

current view.
Note: While registering the visitor, if the Select printer to print badge

check box is selected, a dialog box appears that enables you to select the
printer and set the printing properties.
5. Click
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© 2011 Honeywell International

to set the print settings and print the badge.

3-21

LobbyWorks Front Desk Guide
Release 4.0

Visitor Registration
Registering Visitors

Signing In
After the registration process, the visitor must sign in to enter into the company
premises.
To sign in the visitor:
1. Click Expected in the menu and select the visitor.
2. Click Sign In. If LobbyWorks is integrated with Pro-Watch®, the visitor
is signed in and the visitor card activated. If the visitor card gets
activated, a message is displayed and the card is given to the visitor.
Note: While registering the visitor if you select the Sign In after Finish check
box, the visitor is automatically signed in after registration.

Signing Out
The visitor must sign out on leaving the company. Signing out a visitor ensures
that the visitor has left the company. To sign out the visitor, the visitor can scan
the visitor badge or employee badge using the barcode scanner. The operator can
also manually sign out the visitor.
To sign out a visitor:
1. Click the entity button and select Visitor.
2. Click Active in the menu to view the list of signed in visitors.
3. From the list of active visitors, double-click the visitor or select the
visitor and click Sign Out.
Note: If LobbyWorks is integrated with Pro-Watch®, the access card is

also deactivated.
4. Select the Send notification to Host and/or the Send notification to
Visitor check box to send a notification about the signing out of the
visitor to the host and/or the visitor. The notification can be through a
mail or phone call.
5. Click Finish to sign out the visitor.
Note: A signed out visitor can visit the company again without registration. The

number of re-visits depends on the visiting limits set by the Administrator for
each visit category.
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Closing the Visit
The visit has to be closed to restrict the visitor for visiting the company without
re-registration. The visit can be closed automatically or manually. For each visit
category, the visiting limit is set by the Administrator. When this visiting limit
expires, the visit is automatically closed. For example, if the visiting limit is 2 and if
the visitor signs off after the second visit, the visit is closed automatically. You can
also manually close the visit.
Note: When the visit is closed (manually or automatically), the visit status changes to
Closed.

To close a visit:
1. Search for the signed out visitor and select the relevant record.
2. Click Close. The following message appears.
.

3. Click Yes.

Adding a Visitor to the Watch List
The visitor can be added to the watch list, if the visitor is suspected to harm the
company premises. The watch list visitor can be denied the permission to visit the
company.
To add a visitor to a watch list:
1. Click the entity button and select Visitor. The List of visits appears.
2. Search and select the visitor to be watched. The visit information is displayed.
3. Click Watch to view the Watch group box.
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4. Select the Close Current Visit check box to close the current visit, if
any.
5. In the Watch Reason box, specify the reason for watching the visitor.
6. In the Watch Action box, specify the action to be taken by the operator
to handle the visitor like “Confirm with the host before allowing this
visitor”.

Viewing and Editing a Visitor
1. Click the entity button and select Visitor. The List of visits appears.
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2. Search for the visitor and select the record. The visitor details are
displayed.

3. Click the Summary tab to view the summary of the visit and visitor
details.
4. Click the Visit Information or Visitor Information tab to view visit
details or the visitor details.
5. Click the ID tab to view the visitor identification card details, if any.
6. Click the Host Information tab to view the host details of the visitor.
7. Click the Visit Events tab to view the events associated with the visitor.
8. Click the Previous Visits tab to view about the previous visits of the
visitor.
Note: You can generate or print the visit report. To generate or print the

visit report:
1. Click Save or Print. The Date Range dialog box appears.
2. Select one of the following options:
– Select all visit records - Saves or prints all the visit
records for the selected host.
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– Select visit records between - Saves or prints the visit records
for selected period. You need to select the date range.
3. Click OK to save the visit record into an .html or .csv file or to print the
visit report.
To edit the visitor details:
1. Click the entity button and select Visitor.
2. Search and select the visitor record to be edited.
3. Click Modify. The Modify group box appears.
4. Make the changes in the required fields and click Finish. The visitor details
are modified.

Searching a Visitor
You can search for a particular host using the pre-defined search options. In addition,
you can create custom-defined search options.
For searching a particular visitor, refer to the “Search” section in the chapter User
Interface.
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Overview
In Front Desk, you can maintain a watch list of suspicious visitors or companies.
While registering a visitor, the operator is warned about the watch list visitors or
companies.
The application enables the operator to deny entry to a watch list visitor. The
operator can also choose to allow the visitor entry to the premises, based on the
host's response.

Adding a Visitor to the Watch list
1. Click the entity button and select the entity as Visitor Watch List. The
relevant task buttons are displayed.
2. Click Add Visitor. The Add Visitor group box appears.

3. Specify the visitor details:
Field

Description

First Name

The first name of the visitor.

Last Name

The last name of the visitor.

Alias

The alias name of the visitor.

Company

The visitor’s company.

Reason

The reason for adding the visitor to the watch list.

Action

The action to be taken by the operator. For example,
“Allow the visitor with escort”.
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Field

Description

Gender

The gender of the visitor.

Height, Weight

The height and weight of the visitor.

Eye Color, Hair
Color

The eye and hair color of the visitor.

Use validity
period

Specify the date till which the visitor details must be
maintained in the watch list.
On selecting the check box, Valid Until is enabled.
Type or select the date and time till which the visitor
must be watched.

4. On the right, under Picture, click Load Picture and browse to the
relevant folder and select the visitor’s photo. The photo is displayed in
the Picture frame.
Note: You can also add a visitor to the watch list at any stage of the visit. For
adding a visitor to the watch list, refer to “Adding a Visitor to the Watch List” in
the chapter, Visitor Registration.

Adding a Company to the Watch List
You can add companies to the watch list to avoid visitors from the watch-listed
companies. For example, the competitors companies, advertising agent
companies.
Note: You cannot add companies with the same name in the watch list.

1. Under Task, click the entity button and select the entity as Visitor
Watch List. The relevant task buttons are displayed.
2. Click Add Company. The Add Company group box appears.
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3. Type the name of the Company to be added to the watch list.
4. Type the Watch Reason for which the company is monitored.
5. Type the Action to be taken by the operator while handling a visitor
from the watch list company.
6. Select the Use validity period check box and specify the validity date
till when the company must be part of the Watch List.
•

In the Valid Until box, type or select the date and time till when
the company must be monitored. This drop-down list is enabled
only if the Use validity period check box is selected.

Identifying a Watch List Visitor
The watch list visitor or the visitors from the watch list company are identified
using the Watched Visitor Match feature in Front Desk.
Note: You cannot add Visitors with the same name in the watch list

1. While registering a visitor, if the visitor/visitor’s company is found to be
in the watch list, the Watched Visitor Match dialog box appears.
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2. Click Decline to deny the visitor.
OR
Click Cancel to allow the visitor. To allow the visitor, you can communicate
to the host, if required.

Searching a Watch List Visitor or Company
You can search for a particular watch list visitor or company using the
pre-defined search options. In addition, you can create the custom-defined
search options.
For searching a particular item, refer to “Search” in the chapter User Interface.

Viewing and Editing the Watch List Details
1. Click the entity button and select Visitor Watch List. The Watch List
group box appears.
2. Search for and select the watch list visitor or company. The watch list
visitor or company details are displayed at the lower-half of the current
UI.
Note: For a visitor belonging to a watch list company, an asterisk (*) is

displayed next to First Name and Last Name.
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3. Click the General tab to view the basic information of the watch list
visitor or company details.
4. Click the History tab to view the events associated with the watch list
visitor or company.
To edit the watch list visitor or company details:
1. Click the entity button and select Visitor Watch List.
2. Search and select the visitor or the company to be edited.
3. Click Modify. The Modify group box appears.
4. Make the changes in the required fields and click Finish. The visitor or
company details are modified.
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Overview
A host is an employee or an associate of the company who is responsible for
his/her visitor when the visitor is within the company premises. On arrival of the
visitor, Front Desk enables the host to authorize the visitor.
In addition, if the host has forgotten to carry a badge to the company, a
temporary badge can be provided through Front Desk. A host holding a
temporary badge must sign in and sign out using Front Desk. If the host is
leaving the company permanently, the host is deactivated. The deactivated host
cannot sign in or sign out of the company.
This chapter explains how to add a host, view a list of visitors for the host, sign
in, sign out, activate and deactivate the host.

Adding a New Host
The host details are added in the LobbyWorks Administrator application.
However, if you have rights to add a host, you can also add hosts in Front Desk.
To add a new host:
1. Under Task, click the entity button and select the entity as Host. The
Host List appears.
2. Click New at the bottom to add a new host.

3. Select the following host details. These fields are defined in the
LobbyWorks Administrator application.
Field

Description

Company

The host’s company.
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Field

Description

Host Site

The host’s site. The sites available for the selected company
are listed.

Host
Building

The host’s building. The buildings available for the selected
site are listed.

Category

The category to which the host belongs.

4. Type the following:
Field

Description

Department

Name of the department to which the host belongs.

First Name

The first name of the host. This field is mandatory.

Last Name

The last name of the host. This field is mandatory.

UserName

The log on user name of the host. The host can use this user
name to log on to the Web Center application. If the host is a
LobbyWorks operator, the Administrator provides rights to log
on to other LobbyWorks applications too.

Phone

The phone number of the host

Mobile Phone

The mobile phone number of the host, if any.

E-mail

The e-mail id of the host.

Access Card

The access card of the host used for accessing various parts of
the company.

Note: The fields in maroon are mandatory.

5. Click the Print Host badge to print the badge for the host.
6. Click Load Picture, browse to the folder, and select the host’s photo. The
photo is loaded to the application.
7. Click Finish. The host is added.
Note: The status of a host is Initial, when you create the host.
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Host Signing In
The host needs to sign in to the company through Front Desk, in case the host
has forgotten to bring the access card (employee badge). The signed in host must
carry the temporary badge within the company premises.
To sign in the host:
1. Under Task, click the entity button and select the entity as Host. The
Host List appears.
2. Click All Hosts to view the all the hosts.
3. Select the host to be signed on. The status of the selected host must be
Initial or Signed Out.
4. Click Sign In to sign in the host to the company. The host status
changes to Signed In.

Previewing and Printing a Host Badge
The host must carry a badge for gaining access to various locations in the
company premises. Front Desk enables you to print the temporary badge for the
host.
To preview and print a host badge:
1. Under Task, click the entity button and select the entity as Host. The
Host List appears.
2. Click All Hosts to view the all the hosts.
3. Select the host for whom the badge has to be printed.
4. Click Print. The badge is printed without displaying the preview.
OR
To preview the badge before printing, click Preview. The preview of the
badge appears.
Note: The badge design depends on the template that is defined in the

LobbyWorks Administrator application.
5. Click the
icon to select the preview size from the list. You can also
type the size of the preview.
Tip: On the preview, click and drag the hand tool

to move around the

current view.
6. Click Finish to print the badge.
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Host Signing Out
A host, who has signed into the company using the FD application, must sign out
while leaving for the day.
To sign out the host:
1. Under Task, click the entity button and select the entity as Host. The Host
List appears.
2. Click Signed In to view the hosts who are signed in using Front Desk.
3. Select the host and click Sign Out. The host is signed out.

Activating and Deactivating a Host
Only if the hosts are in the active state, they can enter the company premises, sign in,
and sign out. By default, all the hosts are in the active state. However, if the host is
leaving the company permanently or going on a long-leave or an on-site assignment,
the host must be deactivated.
Note: A deactivated host cannot be signed in.

To deactivate the host:
1. Under Task, click the entity button and select the entity as Host. The Host
List appears.
2. Click All Host to view the all the hosts.
3. Select the host to be deactivated and click Deactivate. The Deactivate group
box appears.

4. In the Redirect visitors list, select the alternate host to whom the visitors
need to be redirected.
5. Select the Add Host to Watch List check box, if the host needs to be
monitored and specify the reason for monitoring in the Watch Reason box.
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6. Click Finish. The selected host is deactivated and the status of the host
changes to Inactive.
Note: If the Add Host to Watch List check box is selected, the host is

added to the watch list. For more details on watch list, refer to
To activate the host:
1. Under Task, click the entity button and select the entity as Host. The
Host List appears.
2. Click Inactive to view the list of deactivated hosts.
3. Select the host to be activated and click Activate. The host is activated.
Note: If you have deactivated the host when the host status was Initial,

the same status is retained while you re-activate the host.

Viewing and Editing the Host
To view the host details:

1. Under Task, click the entity button and select Host. The Host List
appears.
2. Search and select the host. The host details are displayed at the
lower-bottom of the current UI.
3. Select the General tab to view the basic information about the host.
4. Select the History tab to view the events associated with the host.
5. Select the Previous Visits tab to view the previous visits of the host.
Note: You can print the visit details using the Print option under Task.

To edit the host details:
1. Under Task, click the entity button and select Host.
2. Search and select the host to be edited.
3. Click Modify. The Modify group box appears.
4. Make the changes in the required fields and click Finish. The host
details are modified.

Assigning a Temporary Card
Using Front Desk, a temporary card can be assigned to a host. Before assigning
the temporary card, you must integrate the LobbyWorks application with
Pro-Watch. After integrating, you can assign the temporary card to a host. The
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temporary card is assigned to a host at the time when the host forgets to carry the
badge to the company. A host can use it as a badge to sign in and sign out of the
company premises.
Note:

•
•

You cannot assign the temporary card to LobbyWorks employees.
A host cannot have more than one temporary card.

To assign a temporary card.
1. Under Task, click the entity button and select Host. The Host List appears.
2. Select the host. The host details are displayed.
3. Click Temp Card. A Temp Card screen appears with the host details.

4. Type the new Temporary Card Number.
5. From the Select Lost Card number list, select the card number.
6. From the Clearance Code list, select the available code.

Select Use Lost Card’s Clearance Code, if you want to assign the
same code which was assigned to lost card. If you select this option,
clearance code list is disabled.

Note:

7. From the Expiry Date list. select the date and time to expire the temporary
card.
8. Click Finish.A message appears indicating PACS integration is successful.
To revoke the temporary card
1. Under Task, click the entity button and select Host. The Host List appears.
2. Select the host. The host details are displayed.
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3. Select Revoke. The following confirmation message appears.

4. Click Yes, if the host has returned the temporary card.

Searching a Host
You can search for a particular host using the pre-defined search options. In
addition, you can define the custom search options.
For searching for a particular host, refer to “Search” in the chapter User
Interface.
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Overview
Front Desk can be used to track the packages as they come in and go out of your
premises. The process of receiving in and sending out a package is known as
delivery. Delivery can be done for:
• An incoming package.

• An outgoing package.
When a package arrives, it must be registered at the Front Desk with relevant
information like sender’s (third party) name, sent from, sender’s company and
so on.
Before a package is sent out of the premises, it must also be registered at the
Front Desk with information like recipient’s name, recipient’s company,
employee details and so on. All packages must be registered in Front Desk for
tracking the delivery details.
Tracking an incoming delivery involves:
• Registering the package details.
• Notifying the recipient (employee) party by an e-mail or phone.
• Releasing the package from Front Desk.
Tracking an outgoing delivery involves:
• Registering the package details.
• Notifying the sender by an e-mail or phone.
• Releasing the package from Front Desk.
This chapter explains how to track packages from the time its dropped off at the
Front Desk till the time it is picked up by the recipient (employee).

Registering a Delivery
In Front Desk, you can register the packages that are coming in or going out of
the company. A package can be registered in any of the following two ways:
• Scanning the barcode on the package. After the barcode is scanned, you
are prompted to create a delivery record for an incoming or outgoing
package.
• Manually filling the package information in Front Desk. If you are using
a signature pad, you may ask the person dropping off the delivery to
sign on the pad. The signature of the sender (third party) is stored in
LobbyWorks as a signature image.
Note: If the package has no barcode, you may print a delivery tag at the end of
the registration process. The delivery tag helps you to quickly release the
package.
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Registering an Outgoing Package
To register the outgoing package without scanning:
1. Click the entity button and select the entity as Delivery. The Deliveries List
appear in a new screen.
2. Click Drop-Off at the bottom. The Drop-Off group box is displayed.
3. Enter the details of the outgoing package:
Option

Description

Company

The sender’s (third party) company.

Site

The sender’s site.

Category

The category to which the delivery belongs. The
administrator defines the categories for deliveries in the
Administrator application.

Direction

Select Outgoing as the recipient (employee) is sending
the package.

Recipient/Sender

The recipient/sender who sends the package out.

Courier

The courier number of the package.

Sent To

The address of the sender where the package has to be
sent.

Sent From

The address of the recipient’s company or place.

Description

A brief note about the package contents.

4. Select Print delivery badge to print the delivery tag. The delivery tag can be
stuck onto the package to ensure quick release of the package to the courier or
any postal medium.
5. Capture the digital signature of the recipient in Courier Signature.
6. Click Finish to complete the registration of the outgoing package details.
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Registering an Incoming Package
To register the incoming package without scanning:
1. Click the entity button and select the entity as Delivery. The Deliveries
List appear in a new screen.
2. Click Drop-Off at the bottom. The Drop-Off group box is displayed.
3. Enter the details of the incoming package:
Option

Description

Company

The recipient’s (employee) company.

Site

The recipient’s site.

Category

The category to which the delivery belongs.

Direction

Select Incoming as the recipient is receiving the
package.

Recipient/Sender

The sender/recipient who sends the delivery.

Courier

The courier number of the package.

Sent To

The address of the recipient’s company or place.

Sent From

The address of the sender from where the package is
received.

Description

A brief note about the package contents.

4. Select Print delivery badge to print the delivery tag. The delivery tag
can be stuck onto the package and can ensure quick release of the
package to the recipient.
5. Capture the digital signature of the recipient in Courier Signature.
6. Click Finish to complete the registration of the incoming package
details.

Signing Out a Package
All registered incoming and outgoing packages are signed-out from the Front
Desk when the recipient (employee)/sender (third party) picks up the package.
The process of signing out an incoming package is done in two ways:
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•
•

Scanning the barcode on the package.
Manually filling the sign out details of the package. If you are using a
signature pad, ensure to get the signature from the receiving party
(employee). The signature is stored in LobbyWorks as a signature image.

The process of signing out an outgoing package is done in two ways:
• Scanning the barcode on the package.
• Manually filling the sign out details of the package. If you are using a
signature pad, ensure to get the signature from the receiving party (courier,
postal medium, or sender). The signature is stored in LobbyWorks as a
signature image.
Note: If there is no signature device attached to your computer, follow the company

procedure regarding signing for packages.

Signing out the Outgoing package
To sign out the outgoing package without scanning the barcode:
1. Click the entity button and select the entity as Delivery. The Deliveries List
appear in a new screen.
2. Select the registered (dropped off) package and click Sign Out. The Sign
Out group box is displayed.
3. Enter the signing out details for the package:
Option

Description

Company

The recipient’s (employee) company.

Site

The recipient’s site.

Recipient/Sender

The recipient/sender who sends the package out.

Courier

The courier number of the package.

Signature

The signature of the recipient.

4. Click Finish to sign out the outgoing package.
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Signing out the Incoming package
To sign out the incoming package without scanning the barcode:
1. Click the entity button and select the entity as Delivery. The Deliveries
List appear in a new screen.
2. Select the registered (dropped off) package and click Sign Out. The
Sign Out group box is displayed.
3. Enter the following sign out details for the package:
Option

Description

Company

The sender’s (third party) company.

Site

The sender’s site.

Recipient/Sender

The sender/recipient who sends the delivery.

Courier

The courier number of the package.

Signature

The signature of the sender.

4. Click Finish to sign out the incoming package.

Previewing and Printing the Delivery Badge
The delivery badge or tag is printed and stuck on the package for quick entry.
You can preview the delivery badge before printing it. The delivery badge can
also be printed while registering the package.
To preview and print the delivery badge:
1. Click the entity button and select Delivery.
2. Search for and select the delivery for which a badge must be printed.
3. Click Preview to view the badge preview. A preview of the delivery
badge is displayed.
4. Use the Zoom In and Zoom Out buttons to enlarge or reduce the
preview size.
5. Select the Select printer to print badge check box to select a printer
for printing the badge.
6. Click Finish. The badge is printed.
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Note: If the Select printer to print badge check box is selected, you can

select a printer other than the default printer. Otherwise, the badge is printed
using the default printer.

Searching a Package
You can search a particular package for signing-in or signing-out and retrieve the
details by using the custom-defined search options.
To create search queries, click View Editor and follow the procedure of “Advanced
Search“ in page 14 in the chapter User Interface.

Viewing, Editing, and Deleting a Package
You can view a package, edit package details, and delete a package.

Viewing the Package details
1. Click the entity button and select Delivery. The delivery details are displayed.
2. Search for and select the package. The package details are displayed at the
lower-half of the current UI.
3. Click the General tab to view the basic information about the package
including dates, signatures, and locations.
4. Click the History tab to view the events associated with the package.

Editing the Package Details
1. Click the entity button and select Delivery. The delivery details are displayed.
2. Search for and select the package to be edited.
3. Click Modify. The Modify group box appears.
4. Make the changes in the required fields and click Finish. The package details
are modified.

Deleting the Package Details
1. Click the entity button and select Delivery. The delivery details are displayed.
2. Search for and select the package to be deleted.
3. Click Delete to delete the package.

Document 800-0380
© 2011 Honeywell International

6-7

LobbyWorks Front Desk Guide
Release 4.0

Delivery Management
Registering a Delivery

LobbyWorks Front Desk Guide
Release 4.0

6-8

Document 800-0380
© 2011 Honeywell International

Asset Management

7

In this chapter...
Overview

7-2

Adding the Assets

7-2

Signing In the Asset

7-3

Signing Out the Asset

7-4

Previewing and Printing an Asset Badge

7-5

Searching for an Asset

7-6

Viewing, Editing, and Deleting an Asset

7-6

Asset Management
Overview

Overview
Assets are movable properties belonging to the company and carried by
employees or hosts. For example, laptop and cameras. Using Front Desk, you
can track the movement of assets in and out of the company premises.
Assets can be signed in and signed out in two ways:
• By scanning the barcode on the asset.
• By manually entering the asset details in Front Desk.
The employee, who is carrying the asset, must sign in while entering and sign
out while leaving the premises.
This chapter describes the procedures for adding an asset, signing in and signing
out the asset, and printing the asset details.

Adding the Assets
Any new asset, that needs to be tracked, must be added in Front Desk. After the
asset details are added, a barcode is generated, printed, and stuck on the asset.
The asset is then issued to the employee. Subsequently, when the employee
takes the asset in and out of the premises, the asset is signed in and out of Front
Desk.
To add a new asset:
1. Click the entity button and select Asset. The Assets List appear in a
new screen.
2. Click New Asset at the bottom. The New Asset screen is displayed at
the lower-half of the current UI.

3. Select or type the following asset details:
Option

Description

Company

The company to which the asset belongs.
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Option

Description

Site

The site to which the asset belongs.

Category

The category to which the asset belongs.
Note: Asset categories are defined by the Administrator in

the LobbyWorks Administrator application.
Type

The asset type such as Computer, Disk, and Camera. You
can select the asset type from the list or type a new asset
type in the list.

Name

The name of the asset.

Asset Owner

The host (employee) who is responsible for the asset.

Description

A brief note about the asset.

Location

The place where the asset is located.

4. Select the Print asset badge check box to print the asset tag with a
barcode. The asset tag can be stuck on the asset and can be scanned for
the asset details.
5. Click Load Picture to select and load the asset photograph for easy
identification.
6. Click Finish to record the asset details. The status of the asset changes
to Available.

Signing In the Asset
When the asset is returned to the company, it needs to be signed in the Front
Desk. The process of host returning the asset to the company is called asset
signing in.
To sign in the asset:
1. Click the entity button and select the entity as Asset. The Assets List
appear in a new screen.
2. Click All Assets in the menu of the UI to view the all the assets.
3. Select the asset to be signed in. The status of the selected asset must be
Signed Out.
4. Click Sign In to sign in the asset. The Sign In screen appears.
Document 800-0380
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5. In the Sign In screen, select the Company and Site of the host.
6. Select the host from the Who Sign In list. The signed out host name is
displayed by default.
7. Click Finish. The asset is signed in. The asset status changes from
Signed In to Available.

Signing Out the Asset
When the host carries the asset out of the premises, the host must sign out the
asset details. The host who signed out the asset is responsible for the asset till
the asset is signed in.
To sign out the asset:
1. Click the entity button and select the entity as Asset. The Assets List
appears in a new screen.
2. Click All Assets in the menu of the UI to view the all the assets.
3. Select the asset to be signed out. The status of the selected asset must be
Available.
4. Click Sign Out to sign out the asset. The Sign Out screen appears.

5. Select the Company and the Site of the host (asset owner).
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6. Select the host from the Who Sign Out list.
7. Specify the Due Date by which the asset needs to be returned. You can
type the date and time or select the date from the list.
Note: If the asset is not returned within the due date, a reminder is sent to the

host on expiry of the specific period. This period after which the reminder must
be sent is defined by the administrator.
8. Capture the digital signature of the asset in Sign Out signature.
9. Click Finish. The asset is signed out. The status of the asset changes to
Signed Out.

Previewing and Printing an Asset Badge
An asset badge (also referred to as tag) when stuck on an asset, enables scanning
of asset details. You can print the asset tag for the asset in Front Desk.
To preview and print an asset badge:
1. In the Task part of the UI, click the entity button and select the entity as
Asset. The Assets List appear in a new screen.
2. Click All Assets to view all the assets.
3. Select the asset for which the asset badge must be printed.
4. Click Print. The asset badge is printed.
OR
To preview the badge before printing, click Preview. The preview of the
badge appears.
Note: The badge design depends on the template that is defined in the

LobbyWorks Administrator application.
5. Select the Select printer to print badge check box to select the printer
for printing the badge.
6. Click

and

to enlarge or reduce the preview.

Tip: To enlarge the preview, double-click on it with the left mouse

button. To reduce the preview, double-click with the right mouse
button.
7. Click

for adjusting the preview size to the default size.

8. Click Finish to print the badge.
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Note: If the Select printer to print badge check box is selected, you

can select a printer other than the default printer. Otherwise, the badge is
printed using the default printer.

Searching for an Asset
You can search a particular asset for signing-in or signing-out and retrieve the
details by using the custom-defined search options.
To create search queries, click View Editor and follow the procedure of
“Advanced Search” in the chapter User Interface.

Viewing, Editing, and Deleting an Asset
You can view an asset, edit asset details, and delete an asset.

Viewing the Asset Details
1. Click the entity button and select Asset. The Assets List appear in a
new screen.
2. Search for the asset for which the details are to be viewed and select it.
The asset details are displayed at the lower-half of the current UI.
3. Click the General tab to view the basic information about the asset.
4. Click the Asset Details tab to view the asset details pertaining to the
company such as asset status, asset owner, and so on.
5. Click the History tab to view the events associated with the asset.

Editing the Asset Details
1. Click the entity button and select Asset. The Assets List appear in a
new screen.
2. Search and select the asset to be edited.
3. Click Modify. The Modify screen appears.
4. Make the changes in the required fields and click Finish. The asset
details are modified.

Deleting an Asset
1. Click the entity button and select Asset. The Assets List appear in a
new screen.
2. Search and select the asset to be deleted.
3. Click Delete to delete the asset.
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Overview
The Appendix contains additional useful information.

Scanner Calibration
After installing the Front Desk and/or Kiosk applications and the scanner, when
you launch the Front Desk/ Kiosk application, a message appears asking you to
calibrate the scanner.

ScanShell 1000
The ScanShell 1000 card scanner can be used to scan driver’s license cards,
business cards, and passports.
When a ScanShell 1000 card scanner is connected to the computer, the
following message appears.

To calibrate the device,
1. Place the business card with the blank side facing downwards.
2. Press the lower button on the scanner as shown in the image below.

Press the button
for calibration

3. Click OK on the message box which appears on the screen.
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Note: The ScanShell 1000 device is not supported by the LobbyWorks Kiosk

application and the MicrosoftTM Vista operating system.

Scanshell 1000 Calibration
The calibration document for the ScanShell 1000 card scanner is attached.
To view the attachment,
1. Click the Attachments tab along the left of the browser. A list of
attachments appears.
2. Right-click ScanShell 1000 Calibrate.pdf and select Open
Attachment. The document opens in a new window.

Scanshell 800 Calibration
The calibration document for the ScanShell 800 card scanner is attached.
To view the attachment,
1. Click the Attachments tab along the left of the browser. A list of
attachments appears.
2. Right-click ScanShell 800 Calibrate.pdf and select Open
Attachment. The document opens in a new window.

Symbol LS9208 Barcode Scanner Calibration
To calibrate the Symbol LS9208 barcode scanner, scan each of the barcodes in
the order in which they appear in the attached calibration document.
To view the attachment,
1. Click the Attachments tab along the left of the browser. A list of
attachments appears.
2. Right-click Symbol LS9208 Barcode Scanner Calibration.pdf and
select Open Attachment. The document opens in a new window.
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