TEKControl
VISITOR MANAGEMENT SYSTEM
Desktop app

(POWERED BY TEKWAVE SOLUTIONS)

APRIL 27, 2022

TEKControl VMS Guard Desktop App guide Page 1 of 7



Contents

PrEIUAE ...ttt et e h e s he e et st e e bt bt e bt e bt e e be e e et e ettt e e bt e nbe e nheesanesane e 2
OVEBIVIBW ..ttt ettt ettt ettt e st e st e e s e e e s s et e e s e s e e e e s e s r e e e s e an s e e e s e nre e e s e nnenesenreneeenranesennnens 3
SEAICN FOr @ NOST ..ottt st e et sa e st e e s b e e b e e e enee e sreeennneas 4
View host iNFOrMAtion ......cooiiiiii e s et ar e s e s ne e e s b e eanes 4
Fae [o I Y 1] o | PP PP UPPPRPRR 5
SO CULS /TIPS . cuviereeteeeteeeteeetee ettt eeteeeteeeteeeteeebeebeebeesbeesbeeesseeaeeeaseeaseenbeeabeesteesasesaseeabeenbeebeeseenssenanes 5

Prelude

This guide is designed to teach the guards at residential communities on how to use the TEKControl

Desktop program to process a visitor.

Each community is different and have different requirements. Always follow your community post

orders and instructions.
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1. Open the TEKControl Windows Desktop
a. Click the Windows icon on the lower left corner of your pc
b. Scroll down and Click TEKControl Windows Desktop
c. Click the TEKControl Icon

- TEKContr=" "/ indows Desktop

E | EkControl Windows Desktop

d.
e. Thisicon can usually be found on the task bar as well

2. Login with your username and password

Overview

£ TEKControl Application - [m] A
€ TeKCONTROLU Hosts

Sassafras

sl el.hme [ Hest Address Lot Number 1D Number PIM Host Type

P | Bland, MJ 59 Sassafras a5 856 4562 Owner
Boring, Anthony A5W65 6456 Tenant
Brown, Curtis and Judy 59 Sassafras a5 768 penmny Tenant
Crofts, Janat 52 Sassafras [ 25 345345 [ 435 Owner

P Crumley, Cynthia 13 Sassafras 23 34534 345 Owner

liems perpage: (5 ¥ Page: |1 %] f2 I;I >

Visitors

r— Visitor/Company/Pass (] Show Expired? | Al Visitors =
olﬂshm MName Company Host Name Schedule Date Arrival Date Type

Gl . Sally's Lawns ‘Crumley, Cynthia 4/8/2022 12201 PFermanent

1G] | Wu, Carlee ‘Crumley, Cynthia 4/2/2022 12:01 Permanent

[G] | Holmes, Jax ‘Crumley, Cynthia 3/27/2022 1221 Permanant

[G] | Hansen, Lillianna Crumley. Cynthia 3/26/2022 12:01 Permanent

(6] | Waller, Braydon Crumley, Cynthia 3/20/2022 12:01 Visitor

Version: 3.7.23.1155

INTERNET OMLINE ltems per page (25 %

Page: |1

A. Search Bar for Hosts

a. Start typing the name, address or lot and section B will start to filter by that name

B. Host Block

a. This is where the basic host information will be located
b. Dragand drop these fields in the order you choose

C. Visitor Block

a. Once you highlight a host in the host block, a list of the visitors that have been

scheduled are listed here

D. Detail Host Information

a. This lists the residents, address, and phone number along with any notes
b. The note in RED is an admin note, the resident cannot see this

This gives more details of the selected host

Click this to add a visitor
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G. View a list of passes the visitor has received
H. Refreshes the visitor list
a. This list automatically updates every three minutes
I.  Field Selector
a. This lets you choose which fields you want to see in the visitor block

Search for a host

Nameipcirept (
Name Host Address Lot Number ID Number PIN Host Type
P | Bland, MJ | 59 Sassafras ‘ 95 | 856 ‘ 4562 ‘ Owner

1. Start typing the host information into the box next to Name/Address/Lot. As you type more
information the list will start to filter down. If you just need to search for a street, try typing in the
street name.

2. When you get to the host you are looking for, click that host to select them.

3. The ID Number or PIN can be used to identify the host if they call in a visitor.

View Host Information

€ TEKContro

eTE KCO NTROL Hosts

Sassafras Name/Address/Lot v| |omt
Sassafras -
Name Host Addres
P | Crumley, Cynthia 13 Sassafras
ltems perpage: |5 ¥
Visitors
Visitor/Company/Pass v C

P.dmin Notes

1. Once you select the host, you will see some basic information
a. Name, address, email, and phone numbers

2. To view detail information, click the red square with the three lines in it
a. Click on each tab that you would like to view

& Host Detailed Infermation

Profile | Vehicles | Out of Town | Family | Pets | Access Credentials | Notes | Keys
Crumley, Cynthia

Pin Code: 345

[PRIMARY PROPERTY]
13 Sassafras
Hoschton, GA

30548

Lot: 23

Contact Information
cynthia@sassafras.comx
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Add a

Visitor

€ TEKControl Applic

ation

€ TeKCONTROL  Hosts

Sassafras Name/Address/Lot o Rk

Host Information

Version: 3.7.23.1155

INTERNET ONLINE ltems per page: | 25 ¥

% Close

Name Host Address Lot Number

P ‘ Crumley, Cynthia 13 Sassafras 23

ltems per page: | 5 ¢
~Select State--

Visitors Destina host address

Visitor/Company/Pass v [ Show Expired? | Al Visitors *

Visitor Name Company Host Name P Permanent

@l sally's Lawns Crumley, Cynthia : Day Pass

1G] | Wu, Carlee Crumley, Cynthia scheduied

[G] | Holmes, Jax Crumley, Cynthia edule Daf 47212022 (5] 12011

[G] | Hansen, Lillianna Crumley, Cynthia (RPN ~Select Property--

161 | Waller, Braydon Crumley, Cynthia

After you select the host, look at the visitors in the visitor box.
If you see the visitors name there, click on that visitor and the Visitor Information screen will
pop up.

3. At this point you can scan the driver’s license and it will record any information that is requested
on the driver’s license.
4. Fill out any other information and click Admit and Print.
5. If the visitor is not listed in the visitor block, click the green plus sign.
6. The Visitor Information screen will pop up.
7. Scan the driver’s license and it will record any information that is requested on the driver’s
license.
8. Fill out any other information and click Admit and Print.
9. If a visitor comes to the gate with a printed pass or QR code, you can just scan that from the
main screen, and they will be admitted.
Short Cuts/Tips
e Select the Escape — ‘Esc’ — key on your keyboard to clear out the information in the search or
Host Information. This can also be done by selecting the recycle button in the top right.
e The application is ready for a scan at any time, unlike the web where you must select a button
to scan.
o When the Visitor tray is not open, a Visitor pass can be scanned for easy admit.
o When the Visitor tray is open, a driver’s license can be scanned.
e The application will run even when the internet is down. There is an internet indicator in the

bottom right that will either say ‘INTERNET ONLINE’ with a green background when connected
to the internet or INTERNET OFFLINE’ with a red background when disconnected from the
internet.
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TEKCONTROL Documents —All Folders-- * | Al Types— v F ?

. [ Post Orders

03 HOA Meeting Minutes.

[ HOA By-Laws

Documents

Reports

e The reporting sections allows you to see the data in various ways.
e Simply select a report you want to see, fill out the parameters, then select generate.
* You can generate reports in PDF, XLS, or CSV file formats.

TEKCONTROL Reports visitors Y
. [ -Visitor Evacuation © Schegule Report
A ntial Host Export @ Schedule Rep!
B Vistor Disclaimer @ Schedule Report
[i-Visitor Duration (@ Schedule Repoit
B Visitor Entry/Exit @ Schedule Repor

Visitor Entry/Exit 24 Hours

sitor Entry/Exit Report for last 24 hours

Visitor Export @ Schedule Report

[

[

Visitor Fraquency @ Schedule Repart -

Report Scheduling

*  You can also schedule any reports to be emailed to you periodically.
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e Simply fill out the scheduling criteria, then the report parameters at the bottom and select Save Report

Schedule.

TekKCONTROL

Reports

Reports

[® Visitor Duration @ Schedule Report

[A Visitor Entry/Exit 24 Hours @ Schedule Report

Visitor Entry/Exit Report for last 24 hours

—-Add New Item ¥

Watchlist (BOLO)

e View all the banned visitors in the Watchlist (BOLO).
e Select the actions button to view details or images for each banned person.

TeKCONTROL REEEACels)

Watchlist (BOLO)

e
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