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Tutor:a/ Serles

Issuing a Visitor Pass



Starting On-Guard

* Option 1
e Start FileMaker by double clicking on the icon

. GIO I’Eo the File option and navigate to the On-Guard icon and left
click it.

* Option 2
e 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

LWN-GUARD

i OGLevell00V43DEMO - 3

ON-GUARD

1 _— T

VISITOR GATE ACCESS CONTROL
Press the Continue '
button to proceed.

o[- ]

Home Your Community Name Here November 12, 2015
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Issue Visitor Pass Screen OUN-GUARD

1 OGLevel100V43DEMO

Your Community Name Here November 12, 2015

This tutorial will provide R ————
how to Issue a ViSitor Children | Guests | Contractors | Vehicles | Notes | visitors | Expecteavisitor | Events | owners | map |

Street Address Primary Phone EMail Resident Type
14600 20 Ave 305-599-1243 . harryhomeowner@gmail.com 4 RENTER
Pa ss - First Name Last Name Resident Code Directions

() Harry Homeowner PRIMARY RESIDENT M ALslop.sign. make. RIGHT. 1~
| = EVEN #homes.on
i Mabel Homeowner CO-RESIDENT ] LEET..QRD.# homes.on
I hd RIGHT. -]
arred Guests [ 2 | Guest Records [ 3 ]
Status First Name Last Name Status From To
Jack Ripper PERMANENT = Willy Bonny PERMAMENT =
Boris Karloff PERMANENT Paul Brown PERMANENT ||
|| Marie Larague PERMAMNEMNT =
Contractor Records [1]
Company Name Status Type Date From Date To

Green Thumb PERMAMNENT LAWN SERVICE

Find Resident | Choose Pass Type Print Pass « » Calendar | Exit |

Licensed To: Your Name Here Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved. http://onguardgate com

100 =4 B Browse




Issue Visitor Pass Screen

LN-GUARD

1 OGLevel100V43DEMO

ON

Issue Visitor Pass:

" Resident Details |

Wain Phone # T Emergency
S

Yes | ==

Display
Ficture

Jack Rippyf
Boris Kay(nﬂ

/

Company Name

Your Community Name Here

Feircid First, you must Find the

Resident. Please press
the Find Resident
button.

Status Type Date From

November 12, 2015

€

ey

Resident Type
RENTER

Directions

Al stop.sign. make RIGHT.

- EMEN # homes. on

LEET.. QRO homes.on

PERMAMNENT LAWN SERVICE

Green Thumb

Licensed To: Your Name Here

100 =4 B Browse

Find Resident Choose Pass T'_f'pe|

B « » B

Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved.
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Issue Visitor Pass Screen

LN-GUARD

1 OGLevel100V43DEMO

Message

pnaaetes MMunity Name Here

[= ][ & ]mes

~

November 12, 2015

Last Name: Homeowner

Choose which field to search on?

a\reﬁdesTuum;stmIExpmmmTEmTomquap]

Company Name

Contractor
Status

ecor
ype

Green Thumb

PERMAMNENT

LAWN sr}gv

Choose Pa

Find Resident |

Licensed To: Your Name Here

100 =4 B Browse

Copyrigh

[ R

ystem Design VWil

Primary Phone EMail Resident Type
305-599-1243 | harryhomeowner@gmail.com 4 RENTER
| Other | | Last Mame | . o
Last Name Resident Code Directions
———J | Harry \ Homeowner PRIMARY RESIDENT [+ Al.stop.sign.make RIGHT. 1
-EVEN.# homes. on
@ Mabel \ Homeowner CO-RESIDENT || LEET.. QRO homes.on
hd RIGHT. [~
Display Barred Guests [ 2 ] Guest Records [ 3 |
Picture Hame Status First Name Last Name Status From To
Jack Ripper PERMANENT \‘Q Willy
Boris Karloff PERMANENT Paul
| Marie

In this example please
choose Last Name.




Issue Visitor Pass Screen

LN-GUARD

1 OGLevel100V43DEMO

ON-GUARI

Issue Visitor Pass:

-

" Resident Details |

pet Name‘__

Please enter Name to search for

Wain Phone # T Emergency r

=] & =]

~

!"-? ]

g

November 12, 2015

omeowner

gito TEvmlsTOmmIllap]

Company Name

Contractor

Status

ecor
ype

Green Thumb

PERMAMNENT

LAWN sr}gv

Find Resident |

Licensed To: Your Name Here

100 =4 B Browse

Choose Pass Type |

[ R

Copyright @ 2005-2015 System Design Wi§

L™

i
" | Resident Type
Restricted ) Pﬂase entE'r Name : r@g mail.com @ RENTER
Display " -
Y e S tmi Homeowner Directions
@ Ii At stop.sign. make RIGHT. =]
P— - EVEN # homes.on
@® [ l [ J I 1 LEFT. QDD # homes.on
. id RIGHT =
Display Barred Guests| 2 | Guest Records [ 3 |
Picture Hame Status First Name Last Name Status From To
Jack Ripper PERMANENT \‘Q Willy .
Boris Karloff PERMANENT Paul . Please type iNn
| Marie.

Homeowner or even
Hom and you will be
presented with the

appropriate Resident

Record.




Issue Visitor Pass Screen

LN-GUARD

1 OGLevel100V43DEMO

ON

Issue Visitor Pass:

" Resident Details |

Your Community Name Here November 12, 2015

[= ][ & ]mes

~

Last Name: Homeowner

Wain the#TEmerngmTGueslsICmmTvﬂidesTNutesIﬁsmIExpeded\ﬂsmTEvemTOmmIllap]

Company Name

Contractor Recort

Status

" Street Address Primary Phone EMail Resident Type
Restricted : ;
14600 20 Ave 305-599-1243 . harryhomeowner@gmail.com 4 RENTER
I e S E:j,_l,: First Name Last Name Resident Code Directions
@® Harry Homeowner PRIMARY RESIDENT ALslop. sign. make RIGHT.
B -EVEN.# homes.on
@ Mabel Homeowner CO-RESIDENT || LEET.. QRO homes.on
hd RIGHT. [~
Display Barred Guests [ 2 ] Guest Records [ 3 |
Picture Hame Status First Name Last Name Status From To
Jack Ripper PERMANENT = Willy
Boris Karloff PERMANENT Paul
| Marie

Type

Green Thumb

PERMAMNENT

EZY  Harry Homeowner’s

record is now displayed.

100 =4 B Browse

Find Resident | Choose Pa

Licensed To: Your Name Here

[ R

Copyrigh 5-2 ystem Design ‘u"u"i;__t_




Issue Visitor Pass Screen OUN-GUARD

7 OGLevelDOVA3DEMO [r=] -2 ]

ON-GUAIL))

Issue Visitor Pass:

" Resident Details |

wein [_Phone# | Emers S  Visitor | Events | Owners | wap |
——a' You must determine if the NS>
- visitor at the gate is an orectons

Al stop.sign. make RIGHT.
-EVEN.# homes.on

Authorized Guest, an LEFT. 0D # nomes o

Authorized Contractor, an
Expected Visitor, or a BERIAENT
Barred Guest. |

Green Inump FERMAMNEN | LAVWN SERVICE

Choose Pass Tg,-pe| Print Pass « » Calendar |

Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved. http://onguardgate com




Issue Visitor Pass Screen LUN-GUARD

7 OGLevelDOVA3DEMO [r=] -2 ]

ON-GUAIL))

Issue Visitor Pass: Your Community Name Here November 12, 2015

-

" Resident Details | Last Name: Homeowner

Main | Phone# | Emerg visit T Events T Owners I Map ]
- Resident Type
ail.com £ RENTER

VI It is strongly suggested that —

Al stop.sign. make RIGHT.
-EVEN.# homes.on

you ask for positive LEFT G0 # nomes or

Restricted

identification such as a
valid drivers license.

PERMAMNENT

Green Thumb LAWN SERVICE

Find Resident | Choose Pass Tg,-pe| Print Pass | « » Calendar |

Licensed To: Your Name Here -2015 System Design Wizards, Inc. All rights reserved. hitp://onguardgate com

100 =4 B Browse




Issue Visitor Pass Screen OUN-GUARD

7 OGLevelDOVA3DEMO [r=] -2 ]

ON-GUAIL))

Issue Visitor Pass:

" Resident Details |

Main | Phone# | Emerg Visito T Events T Owners I Map ]

Restricted 4 UpOI’\ pOSitiVE ID ‘ . -. Resident Type

RENTER

V(-1 determination,youcan s

Al stop.sign. make RIGHT.
-EVEN.# homes.on

now ascertain who wishes [EFT. 00D # homes o

to visit and the type of

Jack Rif PERMAMNENT

By visitor who is asking to visit St
Mr. Homeowner.

Green Inumo FERMAMNEN | LAVWN SERVICE

Find Resident | Choose Pass Tg,-pe| Print Pass | « » Calendar |

Licensed To: Your Name Here Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved. http://onguardgate com
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Issue Visitor Pass Screen

1 OGLevel100V43DEMO

Issue Visitor Pass: Your Comi

oo Dot authorized or not to

LN-GUARD

Please view the areas

ON-GUAR]) of the Screen that

show who is

IMain

Phone # T Emergency T Children T Guests I Contractors

Restricted

Display - >
e S Pichae First Name Last Name Directions

Display
Ficture

—— _ visit Mr. Homeowner.

14600 20 Ave 305 ~_RENTER

@ Harry Homeowner /DRIWJ.RY RE?{DEN\ Al stop sign. make RIGHT
- EVEN # homes.on

) Mabel Humenwy CO-RESIPENT \; LEFT..QDD.# homes.on
RIGHT

Barred Guests [ 2 | Guest\Records [ 3 ]
Name Status First Name Last Name tatus From

Jack Ripper PERMANENT Willy / Bonny PERNWAMENT

Boris Karloff PERMANENT Paul / Brown PERMANENT

Marie /[ Laraque PERMANENT

Contractor Record
Company Name Status Type Date From Date To
Green Thumb PERMANENT LAWN SERVICE

100/ =4 B

Browse

Find Resident | Choose Pass Tg,-pe| Print Pass | « » Calendar |

Licensed To: Your Name Here Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved. http://onguardgate com




Issue Visitor Pass Screen

1 OGLevel100V43DEMO

ON-GUAR

Issue Visitor Pass:

" Resident Details |

LN-GUARD

In this example the
Residence is
Restricted.

)

Your Comi

=

IMain

Phone # T Emergency Tﬂl{t/un T Guests I Contractors

Restricted

Yes|

Display

Picture Hame

Street Address P,

14600 20 Ave 306-. " RENTER
Resident Code Directions

Display

Picture First HName

Last Name

@
@

Barred Guests [ 2 |
Status

Harry Homeowner PRIMARY RESIDENT ALs10p.sign. make. RIGHT
-EVEN.# homes.on
LEET. . QDO.# homes.on

RIGHT

Guest Records[ 3 |
Last Name Status From

Mabel Homeowner CO-RESIDENT

First Name

Jack Ripper

PERMANENT Willy Bonny PERMAMNENT

Boris Karloff

PERMANENT Paul Brown PERMAMENT

Marie

Larague PERMAMNENT

Contractor Records [1]

Company Name Type

Status Date From

Green Thumb PERMAMNENT LAWN SERVICE

Find Resident |

Licensed To: Your Name Here

100 =4 B Browse

Choose P

B « » IR

Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved.
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Issue Visitor Pass Screen

LN-GUARD

Willy Bonny is visiting
and he is on the
Authorized Guest List.

-ommunity Name Here

!"-? ]

g

November 12, 2015

Last Name: Homeowner

And he has provided a

Driver’s License for
positive ID.

305°589-1243 g

=

Resident Code

EMail
harryhomeowner@gmail. com 54

omeowner \ PRIMARY RESIDENT

Homeowner \ CO-RESIDENT

Barred Guests [ 2 |
Status

Display
Picture Hame

First Name Last Name

Guest Records[ 3 |

Resident Type
RENTER

Directions

Al stop.sign. make RIGHT.
-EVEN.# homes.on
LEET.. QRO homes.on
RIGHT.

Status From

Jack Ripper PERMANENT Willy Bonny

PERMAMNENT

Boris Karloff PERMANENT Paul Brown

PERMAMNENT

Marie Larague

PERMAMNENT

Contractor Records [1]

Company Name Type

Status Date From

Green Thumb PERMAMNENT LAWN SERVICE

Find Resident |

Licensed To: Your Name Here

Choose Pass Type |

B « » B

Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved.
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Issue Visitor Pass Screen

1 OGLevel100V43DEMO

ON-GUAR

Issue Visitor Pass:

" Resident Details |

LN-GUARD

Normally, this means
that the Security
Officer will call for All

)

Your Comi 2, 2015

IMain

Phone # T Emergemen T Guests I Contractors

visitors.

Restricted

Yes

Display

Picture Hame

Street Address P,

14600 20 Ave 305-_ ‘RENTER

Resident Code Directions

Display

Picture First HName

Last Name

@
@

Barred Guests [ 2 |
Status

Harry Homeowner PRIMARY RESIDENT ALs1op.sign. make. RIGHT
-EVEN.# homes.on
LEET. . QDO.# homes.on

RIGHT

Guest Records[ 3 |
Last Name Status From

Mabel Homeowner CO-RESIDENT

First Name

Jack Ripper

PERMANENT Willy Bonny PERMAMNENT

Boris Karloff

PERMANENT Paul Brown PERMAMENT

Marie

Larague PERMAMNENT

Contractor Records [1]

Company Name Type

Status Date From

Green Thumb PERMAMNENT LAWN SERVICE

Find Resident |

Licensed To: Your Name Here

100 =4 B Browse

Choose P

B « » IR

Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved.
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Issue Visitor Pass Screen

LN-GUARD

-

1 OGLevel100V43DEMO

ON-GUAR)) After phoning, Mr. 0
Issue Visitor Pass: Homeowner has

" Resident Detals | permitted admitting Mr.

4

wvember 12, 2015

IMain

Restricted

Yes| == r‘ Choose Pass Type button

Display Barred Guests| 2 | -
Picture Hame Status From

Phone # T Emergency T Children

Bonny. Now press the

Resident Type
RENTER

5 to continue.

Jack Ripper PERMANENT = /ﬁilly Bonny PERMAMENT
Boris Karloff PERMANENT Paul Brown PERMANENT

|| Marie Larague PERMANENT

tractor Records [1]
Stal Type Date From
Green Thumb PERIYARIENT LAWN SERVICE

jd

Company Name

rd

100/ =4 B

Find Resident| l Choose F'ElE:E:T‘_f'pE!| l Print Pass « » Calendar |

Licensed To: Your Name Here Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved.

http://onguardgate com
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Issue Visitor Pass Screen

LN-GUARD

1 OGLevel100V43DEMO

ON-GUAR]

" Resident Details |

Issue Visitor Pass: Your Community Name Here

Last Name: Homr~

!"—? ]

"' 4

November 12, 2015

Main Phone # T Emergency T Children T Guests I Contractors T Vehicles T Motes I Visitors I Expected Visito :

Since Mr. Bonny is an

authorized guest, please

Non-Authorized Visitor

Restricted Street Address Primary Phone EMail
14600 20 Ave 305-599-1243 . harryhomeowner@gma
Display
I e i irst Name Last Name Resident Code
Choose Pass Type Homeowner PRIMARY RESIDENT [
J_ Homeawnesr CORESIDENT ]

press the Authorized

Guest R

Guest button to

Display
Picture . First Name Last Name
Authorized Guests = -
ENT = Willy Bonny PEl
ENT Paul Brown
Authorized Contractor Marie Laraque PE

PE continue.

Contractor Records [1] "
Expected Visitor Status Type Date From DateTo
MANENT LAWN SERVICE [<]

Event Manager

100 =490 B Browse

Find Resident| [ﬁChoosePassType} Print Pass « » Calendar |

Licensed To: Your Name Here Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved. http://onguardgate com




Issue Visitor Pass Screen LUN-GUARD

7 OGLevel100V43DEMO - 3

Authorized :

!"-? )

4

Guest

November 12, 2015

Authorized Guest

[ 1 ] [ 14600 20 Ave ]

o s By pressing on the down
Harry Homeowner
arrow near the Visitor

Resident Visited harryhomeowner@gma

| Willy Bonny [7] 0 isitor v Resident Code

Marie L Status UARY RESIDENT [ '" h
Paul Brown = i Name you will see the
ORESPET TR

==  name of Willy Bonny.

lodel

Last Name
ol R Bonny ___PE Please press on the
Vehicle Color Vehicle Plate Vehicle State Brown PE
11/12/20159:45:08AM | 0 | 11M2/2015 ] Laraque PE nNname.
Date/Time In Authorized Days Authorized Thru 1] "
[ [*] Date From DateTo

Declined Reason

Officer on Duty

Copyright @ 2005-2015 System Design http:/fonguardgate com e ——
Calendar
Browse -

100/ =4 B

Licensed To: Your Name Here Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved. http://onguardgate com
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Issue Visitor Pass Screen LUN-GUARD

L= | & ]

[= ][ & ]mes

1 OGLevel100V43DEMO - 3

Authorized :
Guest

November 12, 2015

Authorized Guest

Last Name: Homr

[ 1460020 Ave |
Account # visitors I Expected Visitor
| Harry Fomegwner | _ EMail
Resident Visited harryhomeowner@gma

T Resident Code Please fill in the rest of

| | MA DENT [
k. I~ = L
Vistor Gompany PORESDENT the information and
[ Chevrolet [*| [ Comarro | [ 2015 [*] Guest R t . t
Vehicle Make Vehicle Model Vehicle Year hen press Prln Pass
Last Name
{ )
[ Blue J[+] [ wvEseda | [FL[7] Bonny
ehicle Color Vehicle Plate Vehicle State Brown
[11/12/2015 9:45:08 AM] | 0 | [ 11122015 ] Laraque
Date/Time In Authorized Days Authorized Thru Il
| | ¥ | Date From

Declined Reason

Officer on Duty

Copyright © 2005-2015 System Design hitp://fonguardgate.com

Calendar

100 =40 B Browse

Licensed To: Your Name Here Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved. http://onguardgate com
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Issue Visitor Pass Screen OUN-GUARD

1 OGLevel100V43DEMO

7 OGLevel100VA3DEMO - 4 [o o e | €
Your Community Name Here [ 21 |
P Pass Number
Visitor Pass November 12, 2015
M| e S LostName: Hom.
Visitor Name Vehicle Plate Vehicle State :
2 7 [ Harry Homeowner || 14800 20 Ave | m Visitors I Expected Visito
Resident Hame Address EMail e S
< > [at.stop.sign.make RIGHT.- EVEN.# homes..... . harryhomeowner@gma T h e VI S Ito r Pa s s I s
en LEET, QDD # homes on RIGHT .
Resident Cod
L displayed. You can now
Directions PRIMARY RESIDENT [~
brive Carefully ] - L :
Expraton e — print it and hand it to
1. No Commercial Traffic 4. No Soliciting. Guest R
2. No Parking on Sidewalk. 5. No Parking on Street me Last Name 1
STED 15 | 3.No Commercial from 2 AM to 6 AM Bonny Mr. Bonny to dlsplay on
=+CHILDREN AT PLAY*** Brown his auto’s daSh boa rd
Security Officer Issuing the Pass: | Laraque .
is [1]
100 =90 B Brawse Date From

Green Thumb PERMAMNENT LAWN SERVICE

l Find Resident l Choose Pass Type l Print Pass « » l Calendar

Licensed To: Your Name Here Copyright © 2005-2015 System Design Wizards, Inc. All rights reserved. http://onguardgate com
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Issue Visitor Pass Screen

LN-GUARD

1 OGLevel100V43DEMO

ON-GUAIL))

Issue Visitor Pass:

-

" Resident Details |

Restricted

Display
Ficture

That is all there is to it!
For Authorized
Contractor or Expected
Visitor, the steps are

similar.

Company Name Status Type

| events | owners | wap |

Resident Type
RENTER

Directions
Al stop.sign. make RIGHT.

-EVEN.# homes.on
LEET.. QRO homes.on

PERMAMNENT

PERMANENT

PERMAMNENT

Green Thumb PERMAMNENT LAWN SERVICE

Find Resident |

Licensed To: Your Name Here

100 =4 B Browse

Choose Pass Tg,-pe| Print Pass « » Calendar |

-2015 System Design Wizards, Inc. All rights reserved.

http://onguardgate com




Issue Visitor Pass Screen

LN-GUARD

1 OGLevel100V43DEMO

You are now ready to
receive the next visitor!

Company Name Status Type

T Events T Owners I Hap]
: Resident Type
er@gmail.com 54 RENTER

Directions
Al stop.sign. make RIGHT.

-EVEN.# homes.on
LEET.. QRO homes.on

PERMAMNENT

PERMANENT

PERMAMNENT

Green Thumb PERMAMNENT LAWN SERVICE

100/ =4 B

Licensed To: Your Name Here

Find Resident | Choose P ype Print Pass | « » Calendar |

Browse
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Main Navigation Screen

LWN-GUARD

1 OGLevel100V43DEMO

ON-GUAIR))

Issue Visitor Pass: Your Community Name Here

" Resident Details |

Last Name: Homeowner

November 12, 2015

Main | Phone # T Emergency T Children T Guesls»'f--' i

| events | owners | wap |

Street Address
14600 20 Ave

Restricted

Yes

Display
Picture

@
@®
Barred Guests [ 2|

This ends the
Tutorial on
issuance of a
Visitor Pass.

First Name

Harry

Mabel

Display

Picture Hame

Jack Ripper

Boris Karloff

Company Name

~acted Visitor

r@gmail.com 4

Resident Type
RENTER

Directions
Al stop.sign.make RIGHT.
-EVEN.# homes.on

LEET.. QRO homes.on
RIGHT

st Records[ 3 |
Status From

PERMAMNENT

PERMAMNENT

PERMAMNENT

Green Thumb PERMAMNENT LAWN SERVICE

Find Resident |

Licensed To: Your Name Here

Choose Pass Type |

B « » IR

Copyright © 2005-2015
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