
Tutorial Series
Declining a Guest

on the Barred Guest List



Starting On-Guard
• Option 1

• Start FileMaker by double clicking on the icon
• Go to the File option and navigate to the On-Guard icon and left 

click it.

• Option 2
• Find the On-Guard icon, highlight the icon and left double click it.

• In both cases sign in to On-Guard using your assigned user 
name and password.



The Welcome Screen

Press the Continue 
button to proceed.



Issue Visitor Pass Screen

This tutorial will provide 
how to Issue a Visitor 

Pass.



Issue Visitor Pass Screen

First, you must Find the 
Resident.  Please press 

the Find Resident 
button.



Issue Visitor Pass Screen

In this example please 
choose Last Name.



Issue Visitor Pass Screen

Please type in 
Homeowner or even 
Hom and you will be 
presented with the 

appropriate Resident 
Record.



Issue Visitor Pass Screen

Harry Homeowner’s 
record is now displayed.



Issue Visitor Pass Screen

You must determine if the 
visitor at the gate is an 
Authorized Guest, an 

Authorized Contractor,  an 
Expected Visitor, or a 

Barred Guest.



Issue Visitor Pass Screen

It is strongly suggested that 
you ask for positive 

identification such as a 
valid drivers license.



Issue Visitor Pass Screen

Upon positive ID 
determination, you can 

now ascertain who wishes 
to visit and the  type of 

visitor who is asking to visit 
Mr. Homeowner.



Issue Visitor Pass Screen
Please view the areas 

of the Screen that 
show who is 

authorized or not to 
visit Mr. Homeowner.



Issue Visitor Pass Screen

In this example the 
Residence is 
Restricted.



Issue Visitor Pass Screen
Jack Ripper is visiting 
and he is Not on the 

Authorized Guest List. 
And he has provided a 

Driver’s License for 
positive ID and you 

missed that he is 
Barred.



Issue Visitor Pass Screen
Normally, this means 

that the Security 
Officer will call for All 

visitors.



Issue Visitor Pass Screen
After phoning, Mr. 

Homeowner, the son has 
permitted admitting Mr. 

Ripper by error.   Now 
press the Choose Pass 

Type button to continue.



Issue Visitor Pass Screen

Since Mr. Ripper is an 
Not a pre-authorized 

guest, please press the 
Non-Authorized button 

to continue.



Issue Visitor Pass Screen

Entering Mr. Jack Ripper 
in the Visitor Name box.



Issue Visitor Pass Screen

You will be presented 
with this Warning 

Screen not to Admit the 
Visitor as he is on the 

Barred Guest list for this 
Resident. Press OK to 

continue.



Issue Visitor Pass Screen

You may or may not be 
presented with a  

message to check to 
view the screen.  In any 

case, press the Close 
button



Issue Visitor Pass Screen

At this point you should 
politely instruct Mr. 

Ripper to turn around an 
leave the community.



Issue Visitor Pass Screen

You are now ready to 
receive the next visitor!



Main Navigation Screen

This ends the 
Tutorial on 
Declining a 

Barred Guest.
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