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Product Overview

The Visitor management system was designed out of necessity to minimise the effort but at the same time guarantee
the accuracy of the records of people entering a facility.

The system blends in and enhances the wor-to-gaymanagersod gi ve
access to the premises and ensures accountability for the entry and exit of external visitors to the site. The WSM

Visitor Management system has the capability to make this process and workplace discipline managed function

which in the édage of terrorismé can be of critical wvalue

Not only are security issues are at stake but also the Occupational Health & Safety Management disciplines within
an organisation need to be aware of all the people that occupy their site at any given moment in time. This is an
especially important facet in the event of an emergency evacuation.

FM Innovationsdé, Visitor Management system is designed t
decreases their workload and significantly reduces the confusion often associated with visitor management. The

nature of visitors to a site (or individual buildings or floors) can be many and varied and to allow for these

contingencies and to reduce work needed to register and manage these visitors FM Innovations Room Event

Management (REM) and FM-Work systems place their contractors and meeting guests on the Visitor Management

system automatically. Thus, the REM Visitors Management (VM) system is designed to record all visitor types to

premises and to reinforce existing visitor management processes in place at any work environment.

The request for a visitor to be on site can be a formal process, where security is very sensitive but also incorporate
simpler and less formal approaches in other areas of the facility.

Some of the benefits of the Visitor Management module are:

. A central control mechanism for all visitors to the . Meetings guests and contractors are automatically
facility registered by WSM functions

. Easy to use user visitor registration on the web . Rapid search for all personnel on site

. Visitor | abels printed teo sAccess controluvia swiped hancodeseducdso n 6 s
requirement receptionist duties and ensures accurate entry and

. Visitor records remain private exit records
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Integrates with your current business practices

FM I nnovationsé, Visitor Management system is designed
decreases their workload and significantly reduces the confusion often associated with visitor management. The

nature of visitors to a site (or individual buildings or floors) can be many and varied and to allow for these

contingencies and to reduce work needed to register and manage these visitors FM Innovations Room Event
Management (REM) and FM-Work systems place their contractors and meeting guests on the Visitor Management
system automatically. Thus, the REM Visitors Management (VM) system is designed to record all visitor types to
premises and to reinforce existing visitor management processes in place at any work environment.
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Visitor Management workflow

The request for visitor to be on site can be a formal process, where security is very sensitive through to areas where
the security threat is less and the process less formal. REM VM is designed to integrate in with reception and guard
activities so that it decreases their workload and significantly reduces the confusion often associated with visitor
management.

The VM controller who may be a guard, receptionist or a any designated role in an organisation has access to VM
and be able to inquire on the expected visitors and their purpose for nay time period. The controller can also issue
adhoc visitor permits though the system.

The VM system is usually configured with a printer and a bar code scanning device, but equally could be used with
manual permit/badge creation. The standard VM configuration uses bar coded visitor permits/badges to identify each
visitor and this is then swiped through the scanner to register the person as having arrived and registered.

The permit/badge can be configured to suit the organisation but has bar code and persons name as mandatory
items.

If REM is used to manage rooms and events, this will automatically register guests and employees not based at this
site as visitors in the VM. When these visitors are registered meeting details can be printed on the visitor badge.

If FM-Work is used then it will register sub contractors employees and off site employees assigned to work on the
site as visitors automatically.

Once the visitor badges are assigned and swiped through the scanner the system considers the visitor registered
and on site.

Upon returning to the exit pint to return their badge, it is then scanned again into the VM system and the visitor is
considered to have left the site. The VM system registers and manages the visitors and their time spent on the site.
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Functionality

These can be made by a simple dialogue on the VM system by anyone who has access to the VM system as an
authorised user.

The request allows the user to specify visitor purpose and time expected and personal contact details such as emalil
and telephone number (usually mobile). This facilitates contacting the visitor by either of these methods should the
system or the controller need to.

The request once entered will be stored on the visitor register and managed via the controller functions.

If the visitor does not attend at the expected time the VM system will keep track of the fact that they are late so that
the internal host can be kept notified.

When scanned into the system the visitor then is tracked time wise so that if they are not scanned on their way out
then the VM system alerts the controller. The controller can override this manually.

44 User : &nna Tester Logout

% Home

Site | 860 Best Street ~|

¥Yisitor Name | |

From Date 22/03/2006 hd To Date 22/03/2010 hd

Est.
Departure

Yisitor Company Yisitor Mobile Yisitor Email Yisit Purpose Est. Amival

Watts 040404040 aellis@fminnovations.com.au Electricity Supplier 19/12/2008 9:00 AWM 10:30 AM

Fire Service to see someone about the fire pumps 24/07/2009 9:00 AM 10:30 AM

Mrs Perkins Mandurah Lights 0830493 432 gabrielle.clark@wac.com.au MMS Meeting 10/08/2009 9:00 AM 3:00 PM

o New Visitor tim Smith TS Concreting 0459 586 360 ts@tsconcreting.com Carry out Maintenance 21/08/2009 3:00 PM 4:00 PM
'} Search visitor Jack Happy Mr Handy Man 0412 799 790 mlee@fminnovations.com.au Lights need replacing 10/12/2009 10:05 &M 5:00 PM
Jack Happy Mr Handy Man 0412 799 290 mlee@fminnovations.com.au Lights need replacing 11/12/2009 9:00 AM S:00 PM

Jack Happy Mr Handy Man 0412 799 290 mlee@fminnovations.com.au Lights need replacing 12/12/2009 9:00 AM 5:00 PM

Jack Happy Mr Handy Man 0412 799 290 mlee@fminnovations.com.au Lights need replacing 13/12/2009 9:00 AM  5:00 PM

Jack Happy Mr Handy Man 0412 799 290 mlee@fminnovations.com.au Lights need replacing 14/12/2009 9:00 AM S:00 PM

Jack Happy Mr Handy Man 0412 799 290 mlee@fminnovations.com.au Lights need replacing 15/12/2009 9:00 AM 5:00 PM

Jack Happy Mr Handy Man 0412 799 290 mlee@fminnovations.com.au Lights need replacing 16/12/2009 9:00 4M  5:00 PM

Jack Happy Mr Handy Man 0412 799 290 mlee@fminnovations.com.au Lights need replacing 17/12/2009 9:00 AM S:00 PM

Jack Happy Mr Handy Man 0412 799 290 mlee@fminnovations.com.au Lights need replacing 18/12/2009 9:00 AM 5:00 PM

If organisations have also purchased the Room Event Management module the system can automatically link visitors
to meetings or rooms that have been set up. For example where meeting guests are expected for scheduled meeting
they will appear automatically on the visitor register. This saves time for reception and security as they do not have to
confirm the visitorés appointment, it will already be

The system will also keep the guest informed as to meeting time changes.
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Access

In the system there can be more than one visitor 6écontro
There may be a central person(s) who manages the entire organisational needs in terms of access but the system

can also assign local site managers who perform some of these tasks within their local environment. The system

caters for all organisational requirements. User requests can be made by a simple dialogue on the VM system by

anyone who has access to the VM system as an authorised user.

Visitors can be logged as casual for one off visits.

‘W Add Casual Visitor...
Visitor Name Chris Jones B
Company CJ Enterprises
Mobile 0411223344
Email ci@carpetcleaning.com.au
Visit Purpose Meeting with CEO and Board of Directors
To See [ System Administralor [+]

Phone 9600 4321
Arrival Time 30/06/2008 v 01:00 PM
Visit Duration 25hrs -

The controller can also reschedule visits with ease.

& Reschedule Visit }
Andrew Ellis
To See Ed Hill =
Visit Date 3000672008
Arrival Time 11:00 AM
Visit Durstion 1 hour =
Visit Purpose Meeting with Board of Directors
[ save | [ cencel |
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ID Tags

The Visitor Management system also allows you to print Visitor ID tags. The permit/badge is fully customizable and
can be configured to suit the organisation, however it
can even include important information such as OH&S rules or alarm procedures on the back of the tag. You have
the option of printing tags for all scheduled visitors for a certain date or for a certain room or event.
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