
 

 

 

 
 

 

 

 

 

 

 

 

 
    VISITOR MANAGEMENT SYSTEM 
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                  Introduction: Pre-Type, Post-Type, Self Visitor. 

1.) Login Screen: 

 Admin Login. 
 Employee Login. 
 Gate User Login. 

 
2.) Visitor Request: 

 Employee Request.(Pre-Type) 

 Authorities of Gate User.(Post-Type) 
 Self Visitor Request.(Self) 

 
3.) Password: 

 How to change password. 
 Forgot Password. 

 
4.) Admin Login: 

 Visitor Master. 

 Visitor’s Request. 
 Employee Request. 

 Create User. 

 Reports. 
 Report Set.



 

Login Screen: all the 3 users namely admin, employee and gate user log in from the same 
page. Enter Username, Password and then    click on Log in button. 
 

 Admin Log in: 

 Employee Log in: 

 Gate User Log in: 



        
 

    Dashboard:-  After click on Login Button,  this Window will be as shown below. 

 

    
 
 

 

 

 



 

Visitor Request: it includes features like employee sending visitor request to 
gate user and gate user’s visitor verification and authentication process. 

 

 Employee Request: Employee login to send visitor meeting request to 
gate user. If employee wants to enter request of a visitor who has already 
been to their office, then there would be no such need to enter his details 
again and will just need to click on Plus button which is shown with 
visitor's request Pop-up.



When he will click on the plus button, a pop-up of request visitors will open and from                     
there employee can send visitor request. 
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         When He will Click on plus button .This Pop-up will show. 

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Now Employee will be click on plus button .This New Visitor Request Page will Show. 

 
 
 

If Employee want to enter request of a visitor.  who has already been to their office. then 
there would be no such need to enter his details again and will just need to click on Plus 
button which is shown with visitor's request Pop-up. 
 
 

 
 
 

 
 
 



 

This visitor page will show. 

 
 

 Authorities of Gate User: Gate user or security guard log in with their username 
and password to check the visitor request sent by the employees. Gate user login to 
check employee request.



 
 

 

 
 



Now gate user will search employee's request by entering visitor name.  
 

 
 

 

 

 
 
 

Gate user will sign in the concerned visitor by clicking on “Edit” option given in the 
above grid view and will take visitor details along with visitor's image as shown 
below:-  
 



 
 

 
 

 
 
 
 



If Visitor has any Items like electronics device. Gate User will Add the item Details. Then click 
on Save button. 
 

 
 

If the visitor is accompanied by some other visitors. Gate User enter the visitor details who 
accompanied the visitor. Then Gate User click on Save button. 
 

 
 
 
 

 



Gate user will sign in visitor by clicking on “Edit” button option and after that he will click on 
“id-card icon” then click on “Download ” button after download Visitor card then take a 
print of visitor by clicking on “Print” button. 

 
 
 



After click on Print button following window will be popped –up where he will be 
asked for the print as shown below:- 

 
 
Now visitor has signed in into the company but when visitor will sign out from the company, 
the gate user would need to click on edit button option from his Login and will                                            
be redirected to the following page:- 
 
Now he can out the visitor from the out option as shown below: 

 
 

 

 

 
 



Now Gate User Can Check Visit Status that Visitor is In Or Out 

 
 

 

Now Gate User Can See that the visitor is “In” 

 
 

 
 
 

 
 
 

 
 
 



Gate User Can See that the visitor is “Out” 
 

 
 

 

 
 

 Self Visitor:-  
If self visitor wants to Send his own request that self visitor click on top right corner in login 
page  “Guest Visitor Entry” 
 

 
 

 

 

 

 
 



 
When  self visitor click on “Guest Visitor Enter”. then this self visitor request page will show. 

 

 
 

Now  self visitor click on “plus icons”. then self visitor will fill his details. 

 

 
 

When the self visitor will put a request in the same office, First of all he will search his name. 
self visitor click on “Search Button”. The request of the self visitor will be already filed. 

Because  the self visitor initiative has also gone to the same office initiative. 

 

 

 

 

 



Password: this feature explains how to change your existing password through forgot 
password link. 

 How to change password: Admin, employee and gate user can change 

their password if they are not comfortable with the old password. They can 
change their password by clicking on the “change password” option in menu 
image which is shown on the main login screen. 

 

 
 

After clicking on change password option, pop up will open where we can make a new 
password. 
 



 

 Forgot Password: Admin, employee and gate user can also get their forgotten 
password on their email-id by clicking on the option given on main login screen.

 

 

 

By clicking on this option, popup will open where they can get their forgotten 
password       on their email-id. 

 
 

User can enter the User name and click on the generate OTP button . 

 
 

 

 

 

 



On clicking on the Generate OTP button, after that this message will show And this 
page will show. 

 
 

The OTP will be sent to that user's mail, enter that OTP on the OTP text box, then enter the 
password, then enter the confirm password, then click on the submit button, 
 

 
 

After that this message will show. 

 
 

 

 



Admin login: Admin, the head of the department is authorized to modify any of the 

features in the software, he can login in any module i.e. Visitor master, visitor’s 
request, Employee request; create User and reports. 

 Visitor Master: it allows the admin to define gates of the office and grant  the   access 

from any of the selected gates. 

Gate Master, Item Type, Visitor Type, Visit Area, Visit purpose. 

Gate Master:- 
 

 

Add Gate:- If your company has multiple gates, you can add as many gates and which gate 
user do you want to assign on every gate. then you select Authorized user. Then click on save 
button.  

 
 



If you want to change the gate name and authorized name. Then after you change. You can 
click on update button. 

 
If you want to delete Gates Master. Then click on delete button. 

 
 

 
 
 
 
 
 
 
 



Item Type:- If you want to add item type. 
 

 
Then click on add button and add item page will show and then add item name like electronics 

device . click on save button. 

 
 
 
 
 
 
 
 
 



 

Visit Area:- 
Visitor Area Means When a visitor visits the office then in which department and on which 
floor the visitor wants to go . Then click on “Plus Icons”  

 
 
When you click on add icon then add visitor area page will open. click on save button. 

 
 
 
 
 
 



Visitor Type:- 
visitor type means visitor what type of visitor like Guest, Interviewer, client , vendor . 

 
When you are click on  “Plus Icon” then this page will be  show 

 
 
 
 
 
 
 
 
 



Visit Purpose:- 
 If a visitor visits for the purpose for which the visitor visited like meeting ,parcel delivery, Job 
Interview, Salary Inquiry. 

 
 
When you are click on “Plus Icon”. then open this page. and  fill data then click on save 
button  



 Visitor’s Request: admin can check the entire visitor’s request list sent 

by the                        employees in gate user page.

 
 

 Employee Request: admin can also check the employee’s request for 
visitor and                                 admin can send request to the gate user for the same as well as 
shown below.


 
 



 
 

Create User: admin holds the rights to create user of employees, gate users and other 
admin. Only he can allow selective gate access for the account                         user. The create account 
screen is shown below:-
An admin can create, update and delete account of User /Gate User. 
To make a user, one has to follow these steps:- 
 
First of all, user group has to be created, then by going to user manage, employee has to 
be mapped and organization mapping has to be done. 

 

To create a user group, you have to go to the master page, for that you have to click on 
the setting icon on the top right corner. Then click on user manage then click on user 
group. 
Here user group window will open. 


 
 
 



Click on plus icon to add user group. 
 

 
 
After clicking here add user group popup will open then select user group type which type of 
user group to create then enter user group name and if you want to enable default ESS group 
then select check box then click on the save button. 

 

 
 

 

 
 

 

 
 



After Clicking on Save button Saved Successfully message is shown when user group is added. 
After creating a user, he has to map access rights. 
 
User has to click on the permission icon, then the map access right page will open, then user 
rights have to be given, then the module or function whose right is to be given, then its check 
box has to be selected, then click on the save button. 

 
 
For dashboard setting, click on the setting icon, the dashboard setting popup will open, select 
the check box of the settings you want to be visible on your dashboard, then click on the save 
button. 

 
 
 

 

 
 



To update the user group, click on the edit icon, which is to be changed, then click on the 
update button. 

 
 

To delete user group, click on delete button, delete message will be shown. 

 

 
 
 

 

 
 

 

 
 

 

 
 

 



After creating the user group, now it has to be assigned to the employee. 
To assign click on dashboard on top left corner, Then click on user manage then click on user 
group then click on map employee, After that the Employee User Group page will open here. 
 
Here the list of employee will be shown. 

 
 
First select employee then select user group then select action type means assign, remove, 
filter then click on submit button 

 

 



 
 

 
 

After mapping employee click on map organization to map organization then map 
organization unit page will open here map employee list will show now click on edit 
button for organization mapping. 

 

 
 



Then the Map Employee Organization Unit page will open, here you can give access to the 
organization unit to that employee. 
For example, if a user has to give access to a company or department, then the check box of 
that company or department has to be selected and then the submit button has to be 
clicked. 

 
 

How to Remove LMS user: If the user group is to be removed, then select the 
employee, then select the user group which is to be removed, then select the action 
type remove, then click on the submit button. 

 
 

 
 



 Reports: Admin can check and add reports. As he clicks on the top right 
corner report download icon, Here he can Add new report and download 
the reports related to visitors, item as shown below:


 
 

Report Set: 
       

           Visit Detail 
       

 
 

          Visitor Detail 
 

 
 

          Visitor Item 
 

 
 



Add New Report : Click on the add new button and Fill in the all mandatory fields  
 

 
  

If “Super Admin” wants to show report on which user. Then the admin will click on the 
button. Then “Super Admin” will select multiple user and then click on save button. 
 

 

Update Report:  
If “Super Admin” wants to change something in the report. Then “Super Admin” click on 
update button. then this update page will show. 

 
 



Update Column name:-if  “Super Admin wants to change column name. then “Super 
Admin” click on “Edit Icons”. then this update pop up page will show. and change column 
name then click on save button. 
 

 
 

Download Report:- If you want to download the report. then you will select the date and if 

you want to generate the report in pdf and excel then you will select  Pdf or excel. then click on 
download button. 



 
 
 
 
 
 
 
 
 
 
 
 

**THE END** 
 


