
Tutorial Series
Add a Barred Guest
As an Administrator



The Welcome Screen

Press the Continue 
button to proceed.



Entering a Barred Guest

You will be taken to 
this screen 

automatically



Entering a Barred Guest

Please press the 
Barred Guests Tab to 

continue.



Entering a Barred Guest

Please press the 
Barred Guests Tab to 

continue.



Entering a Barred Guest

Place your cursor in 
the First Name .  Fill 

out the form.



The Issue Visitor Pass Screen

The data has been 
filled in an to insert a 
picture – right click 
in the picture frame 

and select the 
picture of your 

choice



Entering a Barred Guest

This ends the 
entering a Barred 

Guest Tutorial.



Tutorial Series

Thanks for Watching!
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