
Tutorial Series

Add an Expected Visitor



The Navigation 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

Press the Add 
Option Records



The Add Option Records Screen

Press the Expected 
Visitor button



The Add Option Records Screen

Press the Yes button 
to add a Note or no 
to close the screen.



The Expected Visitor Input Screen

Add the Expected 
Visitor name, Title, 
Arrival Date, Arrival 
Time, and Valid Thru 

fields.



The Expected Visitor Input Screen

Add the Expected 
Visitor name, Title, 
Arrival Date, Arrival 
Time, and Valid Thru 

fields.



The Expected Visitor Input Screen

After you enter the 
Expected Visitor 

information, press the 
Close Window button.



The Issue Visitor Pass Screen

You will return to 
this screen.



The Issue Visitor Pass Screen

Note the addition of 
the Expected Visitor 

Data



The Issue Visitor Pass Screen

This ends the adding 
an Expected Visitor 

Tutorial.



Tutorial Series

Thanks for Watching!
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