
Tutorial Series

Add a Barred Guest



The Welcome Screen

Press the Continue 
button to proceed.



The Issue Visitor Pass Screen

You will be taken to 
this screen 

automatically



The Issue Visitor Pass Screen

Please press the 
Guests Tab to 

continue.



The Guests Screen

Press the Barred 
Guests button



The No Records Present Screen

If there are no Barred Guest 
Records present you will be 
presented with this screen.  

Press Yes to continue.



The Barred Guest Input Screen

You will now fill in the 
first  name and last 

name and whether or 
not this is permanent 

or temporary



The Barred Guest Input Screen

The names and a 
picture have been 

added.
Press Close Window .



The Issue Visitor Pass Screen

You can see the name 
of the Barred Guest 
you just entered and 

can view the picture by 
pressing the red bar 
next to the name.



The Issue Visitor Pass Screen

To close the picture 
click outside of the 

picture frame



The Issue Visitor Pass Screen

This ends the 
entering a Barred 

Guest Tutorial.



Tutorial Series

Thanks for Watching!
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